Proposed 2011 Opt Out Process – HOPE Leave Pool (HLP)

	Date
	Action

	8/17/11
	Contract effective date

	8/22/11
	1st notice: email to all municipal employees

· Here’s the provision

· Here’s how you opt out (also available in ESS)
· Deadline for submitting your opt out card – 9/16/11
· List of Payroll representatives

· Info and related forms posted on HR Internet website and ESS

	8/31/11
	2nd notice: mail a letter to employees’ homes

· Email Reminder

	9/7/11
	3rd notice: email reminder

	9/16/11
	Opt out cards due to payroll representatives and to HOPE


	9/19-10/8/11?
Don to confirm
	Central Payroll process opt out cards

	10/15-20/11?
Don to confirm
	Central Payroll deducts 1 hour of vacation from municipal employees

· who have been employed as a permanent, full-time for 1 year or more (prior to Aug 17, 2010)

· who haven’t submitted an opt out card

· exclude directors, elected officials, employees serving City Council and within the offices of the mayor, and classified members of the Police ad Fire Departments from deduction of 1 hour

	Nov 4, 11 paycheck
	Paycheck showing HLP deduction


