
As previously reported, our 2017 Vacation Bids will be administered statewide via the 
ASSIST program, otherwise known as the Automated Staff Scheduling and Information 
Support Tool, between October 17 and November 15. Our Ad Hoc bidding will begin on 
December 1 and will roll out alphabetically, beginning with Atascadero, followed by Coalinga, 
Metro, Napa, Patton and Stockton. 

On October 4, your CAPT representatives, including consultants and chapter 
representatives from each DSH facility, met with DSH representatives at CAPT headquarters 
to discuss in greater detail the bidding process and what employees need to know in order 
to be informed and ready for a successful 2017 vacation bid. 

“Our chapter presidents made it clear to the DSH officials that while we are excited 
and enthusiastic about the ASSIST program, we want to ensure that our members' vacation 
bidding rights are maintained and protected throughout the process,” said State President 
Eric Soto.

Included here is important information on our bids, our appointment times and how to 
be prepared.  

 A bid vacation administrator to help employees throughout the bidding process has 
been appointed at each facility. The bid calendar is updated in real time. The ASSIST will 
not allow users to exceed their projected leave balance, nor the number of bids or hours 
stipulated by our MOU. The system will not count RDOs against your projected leave 
balance. Requested bids may not cross days with no available slots unless that day is your 
RDO. Bids are automatically approved provided you have sufficient leave time on the books 
and they conform to BU 18 rules.

Bid appointments are with the ASSIST system, not a real person. You do not have to 
be at the facility to attend your appointment. If you are not at work during your scheduled 
appointment time, you may sign-on to the ASSIST via any computer, tablet or smart phone 
device.  Bid appointments are assigned by seniority. Employees who miss their appointments 
will be moved to the end of the list. Appointment time length will vary by facility (CAPT 
recommended implementing a 30-minute appointment time standard).  Your bid requests 
must be completed in the allotted time. No appointment extensions will be granted. Live 
assistance during your appointment is available via telephone or in-person if needed.

CAPT recommends you prepare by familiarizing yourself with the training guides provided 
at your facility. Be sure to also review the real-time calendar prior to your appointment. 
Arrive to your appointment on time.  Know your  leave balance, accrual rate and BU rules, 
as well as the contact number to receive live assistance should something go wrong during 
your appointment.  Know your desired bid periods and prioritize backups should your primary 
choices not be available. If you do not receive an appointment time from your facility by Oct. 
14, contact your local chapter. 

Please note that some processes may vary slightly from facility to facility.  For more 
detailed information specific to your facility, contact your local chapter.
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Be informed, prepared and ready!


