Voluntary Time Off (VTO)

workday.

The Voluntary Time Off (VTO) Policy is designed to provide flexible percentage. Then click Continue.
working hours for employees. This policy allows employees to reduce
their time at work by 1%, 2%, 3%, 4%, 5%, 10% or 20% without
losing many of the benefits available to them. The policy also permits
employees to use this time to reduce their work day, work week or

8. Scroll to Review the VTO rules and sign the via Electronic
Signature, then check the | Agree box.

SChEdL”e blOCkS Of tlme Off For more InfOfmatIOﬂ, VISIt Ii:’;‘::"::;i:t:;rlc:hati':cr::l:tlaedi:::::nn:alnrywill be reflected in my hourly rate of
http://hr.smcgov.org/voluntary-time-vto .
| Agree
Requesting for VTO
1. Click on the Benefits Worklet
2. Under Change, click Benefits E) [ VeeThours cvery Wednesday. s o Shortwerk
3. Under Benefit Event Type, pick Voluntary Time Off from the '
drop down
Save for Later More ~
4. Select the beginning of the pay period (Sunday) that you would
like the VTO to take effect. Refer to the table HERE to see the o o
number of hours a VTO would grant you for the rest of the fiscal 9. REQUIRED: Before Submitting, explain in the comments
year. box how the VTO will be utilized (shorter work week, block of
time, number of hours, etc. with the details on your planned
usage)
Benefit Event Type * | Voluntary Time Off v ] )
10. Click Submit.
Fenefn Euenthme *| cerrssz0 B3 NOTE: The Benefits department will send the event back to
Submit Elections By 06/14/2020 you if comment field is left blank
Enroliment Offering Types  (empty) 11. Review the request on the confirmation page for accuracy and
5 Hit Submit. then click Done. (as illustrated below)
6. Click on your Workday Inbox to open your VTO event and Sieated Ssveraaes 2 ey
Change Benefit Elections Benefit Plan
7. Select Elect instead of waived. Under the Coverage column, Vohintant tme. off - County o6 S Metes VIO

click the open search box and select the desired VTO

Signature

Change Benefit Elections Voluntary Time Off for Mai

06/18/2017  Submit Elections By  06/18/2017 x

Initiated On  05/03/2017 Employee Signature Required

Electronic Signature

The Voluntary Time Off (VTO) Program helps employees balance their work v

Employ VTO Ack led for the 2018
them to reduce their working hours for the fiscal year without losing the Coun -

nderstand that the peroent reduction in salary

Addkicnm Benefus Eleatons 1M . | understand that these VTO hour
uned VTO time will not be carried over to the nex

genefit Plan *Eleet / Wabve pay schedule

ntary time off - Gounty of San -
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Voluntary Time Off (VTO)

Checking the Status of your VTO Application

1. Go to your Workday profile
2. Click on Overyiew, then select the Worker History tab

Management Chain Organizations Support Role Worker History]

Supervisory Management Chain 7 items

Organization
Kim Pearson

Human Resources Manz jer |

Board of Supervisors District 3%

{:m} County Manager's Office’

County Manager - Community Services (Michael Callagy)

B s

Email

Human Resources Department* (Peggy Jensen)

HRD Human Resources Department (Rocio Kiryczun)

Summary
HRD HRIM, Admin/Finance, Benefits/Wellness (Lisa Okada)

Overview
HRD Benefits (Lisa Okada)
Job

Compensation

Benefits

3. Find the VTO event under Worker History to locate the status of

the event.
o |If pending, the event is not yet approved and is still in
progress

o If approved, the hours will be loaded in ATKS

"\

workday.

IMPORTANT: You cannot change the % or withdraw from the VTO
program before the next fiscal year unless you transfer to another
department, promote to a higher classification, or terminate.
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