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Service Pin Coordinator Responsibilities

EBSD created a new Union Healthcare Trust Acknowledgement form.
Employees should complete this form if they intend to enroll in Union Healthcare
Trust coverage and are not electing County plans.
The form will be added to payroll checklists (e.g., new hire, promotion, etc.) for
completion.
Each Union Healthcare Trust will have their own form, which includes:

Teamsters
Sheriff’s Employee Benefits Association (SEBA)
IAFF Local 935

This will be implemented effective Pay Period 19/26 (8/22/2026).

Union Trust Acknowledgement Form



Military and Leaves Reminders
Military Leave/Pay

All RESSLs for military leave require attached orders 
Orders must be included and submitted timely to receive military pay.

Deadline for submission is Payroll Monday at noon.
Orders received after this deadline will not be reviewed until the following pay period.
Additionally, a PA will need to be processed.

Paid Leave Report
This report identifies employees who are coding REG time but still on a leave of absence
status in EMACS.
Confirm all appropriate RESSLs and JARs have been submitted to align with the leave of
absence and return to work status.

The Standard Portal
Only payroll staff need to request access. Supervisors and managers can create their
own login.
If payroll staff are switching from one department to another, please contact EBSD to
remove previous access and update to current.



Service Pin Coordinator Responsibilities

Exempt Orientation Requests
Please submit Exempt orientation requests timely to: ebsd@hr.sbcounty.gov.

Employees have 60 days to make elections upon hire/promotion.
For benefit elections within 30 days, benefits are retroactive. Benefit elections within 31 to
60 days, benefits are prospective from date request is received.

Provide employee’s name, EEID, start date, job title, department and contact information.

Life Insurance
Dual coverage is not allowed, per the policy.
If an employee’s spouse, domestic partner, or child also works for the County, the employee
cannot elect life insurance coverage for them.

MBO Enrollment
Paper forms will no longer be accepted for Modified Benefit Option (MBO) enrollment. All
enrollments should be done through the online form found on the MBO webpage.

FSA Reimbursement
Paper forms will not longer be accepted for FSA Reimbursements. All reimbursements should be
done through the FSA online portal.

Miscellaneous Reminders

mailto:ebsd@hr.sbcounty.gov
https://app.smartsheet.com/b/form/019af24997507c4d8a43e02bdc48856e


RECRUITMENT



Submitting an Online PR 
HOW TO:
Submit an Online PR 

Submit your PR ASAP!
As soon as the department is awre of a hiring need, submit your
PR to expedite processing. Ensure the hiring manager has
discussed the recruitment plan with their assigned Recruitment
Analyst. 

Underfill: 
Leave blank if requesting Journey-Level List.  Use the underfill box to
request trainee-level lists OR to request a budgetary underfill with a
lower level classification. Be sure to update “Requested Job Code” with
the correct classification. 

What to notate in comment section:
Special Skills                       
Working title (if applicable)
Who to assign to view list
If trainee, indicate Trainee AND journey level (if desired)
List all requested PSNs  requested/approved

Approval Status:
Wondering if HR has received your PR? Check the
“Approval Status” section to ensure all levels have
been approved prior to contacting HR’s inbox



Certification List  
HOW TO:
Read a Certification List 
in NeoGov OHC

Requisition Informtaion:
Review REQ details; including

filters used on the list. 

Approvals:
Rarely used for informational

purposes.

Candidates
Access applications and

review certified list of
candidates here.

Hire Workflow:
Use this tab to assist in self-

scheduling candidate
interviews.

History
Log of Requisition history

and changes. 

A CLOSER LOOKA CLOSER LOOK
Requisition Information 

The  comments section identifies any special filters that were applied,
to include shift availability and location. 

The  Authorization comments section identifies PSN(s) tied to the REQ,
as well as teh filters used on the list. 



Reporting Outcomes
Very rarely will the
“other” outcome be

used. Review the
Outcome

Definitionsguide to help
you choose the best

outcome. 

Department Objection
Memo should be discussed

with assigned
Recruitment Analyst to

ensure it is the
appropriate action. Must
approval at HRBP level. 

Candidates will be
notified if they are

removed from the list for
failure to appear to being
unable to reach. Be sure

to document all
communication!

Document all candidate
interactions, including date and

time of methods of contact. Be sure
to obtain interview waivers and
requests for removal in writing!



Outcome Definitions



Outcome Definitions



Service Pin Coordinator ResponsibilitiesCommon Terminology
RTF
PR

REQ

SEQ
Working Title

Special Skills

Request to Fill - Request form completed and approved at hiring department
level.
Personnel Requisition - Request form completed online or manually by
Position Control Chamion to communicate recruitment needs to HR.
Process by which a candidate may be hired from an applicable previously certified list. Candidates
first day of employement in the position to be filled from designated list must begin no later than
twelve (12) months from the date the candidate’s name was certified on the prior certification list;
ANd the candidate must have been designated as “interviewed” on the piror certification
outcomes. Refer to Personnel Rules for more details. 

REQ = Requisition - Refers to the Requisition that a recruitment and associated
certified list is tied to. Each certified list has it’s own unique REQ number.

Refers to an alternate title from the classification title that can be strategically
used to targe the appropriate applicant pool/talent needed to fill a vacancy. 

SEQ = Sequence - Refers to the Sequence number that is tied to a Personal
Requisition in EMACS.

Refers to the skills identified in discussions with the Hiring Manager and Recruitment
Analyst to identify candidates with the appropriate skill set for the hiring department’s
needs. 

SOC



FAQs
Who do I contact

about certification,
list and hiring
Questions?

How do I check the
status of a PR
Submission?

Where do I find the
Personnel Rules?

Use the SEQ# or PSN to search in EMACS.
Ensure the request states it is now with
Human Resources.

https://hr.sbcounty.gov/


Service Pin Coordinator Responsibilities

EMACS



Protected Sick Leave & Child-Related Activities
Senate Bill 579 Harmonizes Definitions and expands protections between the Healthy Workplaces,
Healthy Families Act of 2014, Kin Care Leave and the Child-Related Activities Law.

SB579 amended California Labor Code Sections 230.8 (Child-Related Activities) and 233 (Kin
Care). The changes significantly impact the County’s practices regarding protected leave due to
expanded protections, uses and definitions of covered family members. 

Since the definition of “family member” was not uniform between Kin Care leave protections
and the Paid Sick Leave Law (Healthy Workplaces, Healthy Families Act of 2014, AB 1522, LC
Sections 245 - 249), SB 579 reconciled this defintion between the two laws; however, it also
applied the protections of Kin Care leave beyond caring for family members to protect ANY sick
leave taken for reasons provided under the Paid Sick Leave Law, as well as expanded the
reasons for sick leave use and the reasons an employee may take protected time off for child-
related activities. 

Senate Bill (SB) 579



Senate Bill (SB) 579 - Coverage & Definitions
COVERED EMPLOYEE: Employees who receive Paid Sick Leave or Paid Time Off (PTO) are eligible for protected use of Paid Sick
Leave or PTO for self or family members. 

All regular full-time employees are eligible for protected time off to gain relief as a victim of domestic violence for reasons that do
not allow for use of Paid Sick Leave. 

All employees are eligible for protected time off for child-related activities. 

COVERED FAMILY MEMBERS: Parent*, child**, spouse, registered domestic partner, sibling, grandparents and grandchildren. (This
definition is broader than that included in County MOUs; the law supersedes and governs who is eligible).

PROTECTED: Departments cannot deny the use of this time or time off. It should not be included in excessive absenteeism
calculations, referenced in WPEs, or be used to or threaten to support discipline or any other adverse action. 

USES ELIGIBLE FOR PROTECTION: Sick leave or other eligible leave used for the purposes of the employee’s own illness/injury or a
family member’s illness/injury, or for time off used to gain relief as a victim of domestic violence, sexual assualt or stalking; eligible
leave/time off for child-related activities and other matters related to domestic violence, sexual assault or stalking.

*Biological, adoptive, foster, step or legal guardian
**Biological, adopted, foster, step, legal ward, child of domestic partner or a child in loco parentis of the employee; not required to be
under the age of 18.

Note: in loco parentis refers to a relationship in which a person puts themselves in a situation of acting as parent by
assuming parental responsibilities and discharging obligations of a parent to a child. 



Senate Bill (SB) 579 - What is Protected?
PROTECTED SICK LEAVE & PTO

Illness / Injury (Labor Code 233): Each Calendar Year, up to ½ of the employee’s annual
Paid Sick Leave accruals or PTO is protected when used for the employee’s own illness /
injury or for a covered family member’s illenss / injury or preventative care.

Clerical Unit employees - no family sick leave cap
935 Unit employees - fiscal year family sick leave cap

Domestic Violence (Labor Code 230.1): Paid Sick Leave or other appropriate time off to
gain relief as a victim of domestic violence, sexual assault or stalking:

Time off to obtain a Temporary Restraining Order or to testify in court; if paid leave
accruals are utilized, employees shall NOT use paid sick leave. Other eligible time
should be used (e.g., vacation, holiday, compensatory time, etc.)



Senate Bill (SB) 579 - What is Protected?
Child-Related Activities (Labor Code Section 230.8):Time off*, with reasonable notice to the
employer of the planned absence for emergencies (e.g., closure of or unexpected unavailability
of the school or childcare provider), to find, enroll or re-enroll a child in school or with a
licensed childcare provider, for requests to pick up a child for behavior / discipline issues or due
to natural disaters, or to participate in activities of the school or licensed childcare provider. 

Leave is limited to 40 hours per year, 8 hours per month.
Employees shall utilize paid leave time for any absences related to child-related activities.
Time off without pay may be approved if appropriate leave balances are not available. 
Supervisors should manually track use of this time.
If both parents are employed by the County at the same worksite, only the parent who first
gives notice for the same event is eligible for protected time off. 
Proof may be requested.

*Vacation, Holiday, Administrative, Annual, Compensatory Time, PTO or time off without pay. Sick leave may not
be used.



Senate Bill (SB) 579 - Requesting Proof
Requesting a doctor’s note for protected time may be considered discriminatory or
retaliatory. 

Requests for leave to gain relief for domestic violence is the exception: Proof may
be requested (e.g., police report, office visit receipt for counseling, etc.)

RESSL Forms may be submitted without a physician’s off work orders.

Employees are still required to call in sick per MOU requirements and / or department
protocol. 

Check with your Human Resources Business Partner before denying paid sick leave
for an employee’s failure to call within prescribed timeframes if such leave falls in
the first ½ of the annual accruals, as denial of such leave may run afoul of LC 233.



Senate Bill (SB) 579 - Excessive Sick Leave Use
Protected leave MUST be excluded from the analysis: FMLA, CFRA, PDL, Protected Sick Leave,
time off for child-related activities or to gain relief as a victim of domestic violation, sexual
assault or stalking. 

Work closely with your Human Resources Business Partner when determining if an employee’s
absenteeism appears excessive and if it warrants corrective action or leave restriction. 

Supervisors are responsible for tracking employees’ time off and ensuring that time is
accurately reported. 

Ensure you request a general reason for an employee's absence when they call in sick
(e.g., sick child / parent / spouse, self, etc.). Remember you are NOT entitled to a
diagnosis, only enough information to determine if the type of leave requested is
appropriate. 

If you believe an employee may be excessively absent from work contact your Human
Resources Business Partner to assist you with conducting a thorough leave analysis to
determine appropriate course of action.



Senate Bill (SB) 579 - Resources
If you have any questions about these changes, or any other matter related to the leaves,
please consult your:

Department Human Resources Business Partner
Department Payroll Specialist
Supervisor’s Guide to Employee Relations
MOU, Compensation Plan, Employment Contract or Department Policies

The law is the authority if there is a conflict



Bereavement Tool - General MOU
Family Member

TRC: BRV

Three (3) days paid leave
per occurrence
One (1) additional leave if
you travel over 600 miles 
May use an additional
three (3) days of earned
sick leave (SCK) per
occurrence

Family Member

Parent / Parent-in-law
Child
Spouse
Registered domestic
partner
Grandparent /
Grandchild
Sibling

Parent: biological, foster, or adoptive parent, a stepparent, or legal guardian of
an employee or the employees spouse or registered domestic partner, or a
person who stood in loco parentis when the employee was a minor child
Child:  biological, foster, or adopted child, a stepchild, a legal ward, a child of a
domestic partner, or a child to whom the employee stands in loco parentis



Bereavement Tool - General MOU

All employees are entitled to a total of five (5) days unpaid
bereavement leave per occurence.

Extended Family  
TRC: SKBRV / PLBRV

Three (3) days of
earned sick leave
per occurrence

Extended Family  
Sibling-in-law
Aunt or Uncle
Niece or Nephew
Ward of the court
Step relations as defined
herein
Any relative who lives
with employee

All other Circumstances
TRC: VAC / HOL / PPL

Employees may elect to
use their alternate leave
banks such as Vacation,
Holiday  or Personal Time
Off leave balance to
attend bereavement
service(s)

All other Circumstances

For all other
circumstances not
defined as Family or
Extended Family 



I-9 Updates & Reminders

Do Not Reverify:
U.S. Passport or
Passport Card
Permanent Resident
Card (Form I-551)
List B Documents 

Permanent Resident
Reverification Exceptions

Reverify only if
employee presents a
Form I-94 with a
temporary I-551
stamp, or
A foreign passport
with a temporary I-551
stamp

Usually Reverify:
When employment
authorization
document (List A or C)
has an expiration
date

Completing Form I-9 
Supplemental B: Reverification & Rehires



I-9 Updates & Reminders
Completing Form I-9 
Supplemental B: Reverification & Rehires

Reverification is never required for an expired Permanent Resident Card (Green Card). Departments are
required to reverify an employee using Form I-9, Supplemental B, if their Temporary Employment
Authorization status or temporary employment authorization document has expired. 

Departments should be keeping track of employees who have presented a Temporary Employment
Authorization Card. 

You may also complete Supplement B if you rehire an employee within 3 years of the date
you first completed Form I-9. Please remember: 

You still must include the copies of the acceptable identification documents

If the employee was originally hired by your department, include the original E-Verify
document from the employee's file. If the employee transferred from another department,
indicate that on the JAR.



EMACS Forms Updates & Reminders
Cell Phone / Portable Communication Device Allowance Form Update

Revised as of 06/15/2026

Payroll Specialist will now use the Earnings Description drop down menu to select the
appropriate Earn Code (C17 - Exempt or C20 - Elected Official).

Advanced Step Placement Request Form Reminder
JAR / ESN should reflect the step requested on the ASPR even if the ASPR has not been
fully approved.

Please do not send in JARs / ESNs with Step 1 if the department is processing an ASPR.

Document Routing & Naming Convention Reminder
Please refer to the HR Document Routing List for naming conventions & appropriate document routing email address.

When sending forms to EMACS HR - it is helpful to name the document with the Action / Reason in the title:
ACT_REA_ID#_LAST NAME_EFF DATE
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