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LOUISIANA COMMUNITY & TECHNICAL COLLEGE SYSTEM

TO: Dr. Monty Sullivan
LCTCS President
THROUGH: Joseph F. Mari
Chief Operatiogs Officer
FROM: Gena Doucet
Chief Human Resources and Development Officer
SUBJECT: Revised Leave Policy for Unclassified, Non-Civil Service Employees
DATE: May 17, 2019

FOR REVIEW AND ADVISEMENT

Recommendation: Staff recommends that the Board accept for review and advisement
the attached revised Leave Policy for Unclassified, Non-Civil Service Employees
(#6.003).

Background: When this policy was previously reviewed for the compensatory leave
section many questions arose regarding the other types of leave unclassified employees
are allowed. In the effort to clear up some misunderstandings the policy was reviewed
and then later revised.

This policy has been revised to reduce redundancy and clarify different types of leave for
unclassified employees. The specific changes include: (1) revised definitions section; (2)
combined annual and sick leave sections; (3) combined civil, emergency, and other leave
sections; and (4) removal of the section on Family Medical Leave due to a separate policy
created April 2016.

History of Prior Actions: This policy was last revised in January 2019.

Benefits to System: The proposed changes will allow an over-arching policy that is
clear and concise for the System Office and the Colleges to use.

7%l
Approved for Distribution to the Board
Dr. Monty Sullivan, President

b-12-/1
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LOUISIANA COMMUNITY & TECHNICAL COLLEGE SYSTEM

Policy # 6.003
Title: LEAVE POLICY RECORD ESTABHSHMENTAND REGULATIONS FOR
ALE-UNCLASSIFIED, NON-CIVIL SERVICE EMPLOYEES
Authority: Board Action Original Adoption: 05/10/2000
Effective Date of Current Policy: 01/01/2019
Last Revision Approved: 01/01/2019

A IntreduetionINTRODUCTION

The rules and policies set forth below shall be applicable to all unclassified, non-civil service —employees
under the jurisdiction of the Louisiana Community and Technical College (LCTCS) Board of Supervisors.

His-the pehey ot the Hoardof ————— Supervisors that Hﬂ&iﬂ*ﬁi—hﬁé—eﬁt}#&yﬂﬁ%—ﬁh&!—[—éﬂj&\‘—bﬂﬁ&f ts

compirrhete-other classes of state e yee: ated under
that-cencept- Classified employees ——are covered by Civil Servxce rules and regulations for the State of

Louisiana._This policy is intended to define and incorporate in one policy the various types of leaves of
absences in order to develop procedures and maintenance of records in accordance with System, State and
Federal regulations.

B: POLICY

Employees shall not absent themselves from their duties without proper authorization.

It is the responsibility of the supervisor r histher-designee to receive and review requests
for all leave and approve or deny isapprevesuch requests in accordance with LCTCS policy, and to ascertain
that the-depastment statf keeps—accurate leave records en—for all departmental employees and reports
information on leave accrued, leave taken and leave denied. Attendance and leave records shall be

mmntaumd tor_all un_e_l_’;s_slhcd employec.s JFhese—leeeFds—shaH—be—swedA}v—ﬂw—emalovee—cu&i—me

No employee shall approve or maintain records for rhetr hw—her—own leave

A. DefinitionDEFINITIONSs:

+ Administrative Leave: is—pPaid or unpaid leave enforced upon an employee for a specific or
indefinite period of time when such action would be in the best interest of the system-LCTCS.




Advanced Degree Leave: Partial paid or unpaid lis-teave with-either no-pay or partial-pay-granted to full-
time non-faculty employees for education study-which will culminate in the receipt of an advanced degree
which will ;the-ebject-ofwhieh is to-enable the employee to increase their professional efficiency-and
usefulnessio the LOTCS.
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Annual Leave: Paid lis-leave with-pay-granted-tefor regular unclassified 12-month employees en-a-regular
tourof duty-for the purpose of rehabilitation, restoration, maintenance of work efficiency, Family-and
Medieal-Leavet+MI-Aj-or attention to other personal concermsaffairs.

3

4. Appointing Authority: means+tThe LCTC System President, the Chancellor or equivalent of each

LCTCS eommunity-college,techrical communitycolepe and the Senier Vice Presidentof Career and
Technical Educationfor- the Louistana—Teehnieal College, or their designee. asdelegated bythe System

Prasident e athorized by Statite-oF Iﬂﬁfﬂ#v#eieg&éed—mwﬂe—eﬁﬁmeﬁﬁ—mﬁaﬁﬁmm

i the Lensisionea{ mmmmﬂv& e e-the ferm Appointing
Awthoriivis-uyed - 5 ‘f'gm‘ﬁ

Civil Leave: Paid leave w1th0ut loss of annual or sick leave E,ranted to an employee to perform jury duty;
to appear as subpoenaed before a court, public body, or commission, to perform civil duties in connection
with national defense or other civil emer}.,enmes to vote.

Classified Employee - all
tHie S%ﬂi&evi—l—&ui%&ﬂﬂ—

ivil Sesvice System of

5 Compensatory Leave: is—tLeave earned and granted in lieu of paying an—eligible unclassified

employees nen-faculty for overtime hours worked. empleyee {for hours—worked—over—the—40-hour
workweek/80-hour pay-pereds-with-pPrior written approval by the Appointing Authority is required.

6- Educational Leave: ispPaid leave that may be granted to and-used-by-¢ligible unclassified nen-civil
service-employees for the purpose of attending an approved job-related course of study.

Emergency Leave: Paid leave without loss of annual or sick leave due to emergency conditions as
determined by the Appointing Authority or designee.

Faculty Leave: is-tLeave granted as specified by the official college calendar enly-to eligible {full-time) 9

and |10 month faculty members-employed for a repular on-the 9-menth-and 10-—menth-tacademic year)-basis
it bew of annual leave m%mmmheé—e{—lhe—é&yﬂmeeﬂ—%eﬁm The intent is to ensure faculty continue
to receive regular earnings between terms. -and-at-helday-periods-when students-are not-in-classes—This

special-form-efleave-is not an accrued leave.

F——tisgranted as appropriate and shall be-takenas i pranted. Faculiy Jeave easuresthat the regular
eartings of eligible faculty membersare potreduced duris the preseribed pertods; e they do net lese pay
hecause clisses are Botth-session.

& Family and Medical Leave Act (FMLA —the-Family-and Medical Leave Aet-of1003 a5 amended):
Please refer to LCTCS Policy #6.041 Family and Medical Leave for All Emplovees. is-unpaidleavegranted
to ehgible-employeesthat-enables them to take up to a mwdmwm-of twebve work weeks for qualifying
everts-or-up 10 26 weeks in a single 1 2-nonth-period-for military caregiver purpeses—H-provides for
contiation of health care-preriurmswhen the employee hasand wishes to-continue health care coverage
during the perod-obapproved famihy and medieabJeave HEFCS policy requires concurent uwe ol paid
leavewrupproprite; based-on theehaibty for wse of such teave.

EL5A—Fair Labor Standards Act (FLSA): is-aA federal labor law of general and nationwide application,
including Sovertime, Mminimum Wwages, Gchild 1Eabor Pprotections and the Eequal Ppay Aact.
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9 hmmediate Family-Member{Funeral Leave:) Paid leave of up to two (2) days for immediate family
members (i.e. parent, step-parent, child, step-child, brother, step-brother, sister, step-smter snouse mother—
in-law, father-in-law, grandchild or grandparentis-arn-employee’sspouse, ehild, s :

prother, shep brother. parant, stepparest, fotliernelaw, faﬂm—m—mw—gﬁ&nép&mﬂi—&r—gmﬂéehdﬁ—)_
l—l’:i—j-ab—reia-md -Course 9# QWWMHMWWH—H—MWMMM

+2-  Leave of aAbsence: —witheut payisaA period of leave-er-time off frem—werk—granted by the
aAppointing aAuthority or designee, under stipulated conditions, for which the employee receives no pay.

H—LEFES—The-systen office and colleges—that-make up-the Louisiana Community and Teehnieal
College System.

+4-  Military Leave: meanstLeave granted to an employee who is ordered to duty with troops or at field
exercises or for instruction with any branch of the Armed Forces, including foreentinucus—and
urirterrupted-military-duty-en-a-veluntary or mveluntary-basis—to—include active duty—aetive duty for
tratningfull-time-the National Guard duty,-annualtraining and insetive-duty fortraining (weekend drills).

Other Leave: Paid leave without loss of annual or sick leave granted by the Appointing Authority or

deS| gnee under stu:-ulated condltlons Reg&i&r#etmﬂﬁgm 15 af e*d-&b{ﬁhed—ﬁehe&&ie—fﬂ—weﬂz—heﬁs—and

emp’;eyee-&-

Personal Leave: Leave of up to two (2) days per academic year granted to unclassified employees who do
not receive annual leave. It is granted for the personal purposes of the employee. Personal leave is charged
to and deducted from the employee’s sick leave for the current year or sick leave accumulated as provided
by Louisiana R.S. 17:3311,

15:  Sabbatical Leave: istLeave granted to eligible full-time faculty for the purpose of professional or
cultural improvement, study, and research, the ebjeet of whieh-is-to enable the faculty to increase their
professional efficiency-and usefulness to-the LETCS,

+6-  Sick Leave: is-Paid leave with-pay-granted to an unclassified employee who is suffering from a

disability which prevents with-aniHness-or-mjury-which M“i said employee from performing their
usual anee-of-work-duties and responsibilities and who requires that-is-for-mmedical, dental, or optical

consultation or treatment-including for Family and-Medieal Leave Aet-tEMEAY purpeses. Louisiana R.S.
17:3311

+E Special—Eivil-Emerpency. and Other I Leave: Paid leave granted is-leave-with-pay,-witwithhout
loss of annual-leave or sick leave; granted by the aAppointing aAuthority or designee under stipulated

conditions.-

W—SHH—B&W% for ww &ﬂé iherﬂaﬂeF—H




Qﬂﬂﬂ‘&&#—_&gﬁ!&&ﬂ-ﬂﬂéﬁrﬁet mnfs.mu{e slate Service

-I-{)—H-Hﬂﬂﬂ:i-&ﬁﬁed L-e&ve waihemﬁﬂﬁ%—when—aﬂ—emaieve&b—adnm%seé of le-a#e-m-!he&t

tebeaeeeﬂ-w

26:  Unclassified Employees: Positions serviee means these-pesitions-ofsspecifically exempt from the
classified service tate-service-as-das defined in Article X of the Louisiana Constitution, Section 2 and 42-of

the Louisiana Constitution of 1974, which-are-notpositions inthe classitied service. The term “unclassified
employee” in this policy includes beth faculty and staffrenfaeuliyemployees not covered by-civil sepvice;
untless othernire tndienteds,

Work Week (Full Time): For the purpose of accruing and taking leave, the Appointing Authority or
designee shall establish work weeks of not less than forty (40) hours per week or pay periods of not less
than eighty {80) hours per pay period.

Work Week (Part Time): For the purpose of accruing and taking leave, the Appointing Authority or
designee shall establish work weeks or pay periods proportionate to their part time appointment.

ANNUAL AND SICK LEAVE

A. Annual and Sick Leave Eligibility

L. Unclassified 12 month employees shall earn annual leave. Faculty appointed for 9 or 10 months do
not earn annual leave.

2. Unclassified employees, including 9 and 10 month faculty shall earn sick leave. Instructional
employees with full time contracts for the fall and spring semesters, who elect to accept adjunct
contracts for summer employment, shall be eligible to earn sick leave during their summer
employiment.

3. Adjunct (temporary) faculty, student workers, per diem, intermittent, seasonal or temporary
employees who do not have a regular appointment are not eligible to eamn leave.

B. Annual and Sick Leave Accruals

1. Annual and sick leave shall be accrued by each eligible unclassified employee. See eligibility section
for details.

2. Unused annual and sick leave accrued by an employee shall be carried forward to the succeeding
years without limitation.

3. LCTCS Chancellors and equivalent. regardless of years of state service, shall accrue annual and sick
leave at the following rate:

Days Per Hours Per Hours Biweekly / Hourly Rate
Month Month 80-hour Pay Period Per Hour
2 16 7.39 .0923

4. Annual and sick leave accrued shall be based on the equivalent of years of full-time state service or
part-time service on a pro-rated to full-time equivalency basis and shall be credited at the end to
each pay period or calendar month in accordance with the following general schedule:

Years of Service Days Per | Hours Per | Hours Bi-Weekly/ | Hours Per
Month Month 80-hour Pay Period Week

Less than 3 years 1.00 8.0 3.69 1.85

3 vears but less than S years 1.25 10.0 4.61 2.31




5.

S vears but less than 10 vears 1.50 12.0 5.54 2.77
10 years but less than 15 years 1.75 14.0 6.46 3.23
15 vears and over 2.00 16.0 7.38 3.70

Public parish school system employinent is accepted under this policy as “state service” for
determination of years of service in calculation of accrual rate for the earning of leave. Such
public parish school system employment does not, however, provide eligibility for transfer of
leave balance from the public parish school system to the LCTCS.

No annual or sick leave shall be credited until the employee has completed the pay period in which

6.

they are emploved.
No annual or sick leave is accrued for any

a. Qvertime hour(s),

b. Hour(s) of leave without pay,

c. Hour(s) of on-call status outside regular duty hours,

d. Hour(s) of travel or other activity outside the employee’s regular duty hours,

f._Hour(s) while an employee is on sabbatical leave,

g. Hour(s) while an employee is on advanced degree leave, or

h. Hour(s) of leave of absence without pay.

However, time spent on sabbatical leave and advanced degree leave does count as service toward
leave accrual rate change.

Full time faculty with an annual contract of less than 12-month duration, who are employed as

adjunct faculty during the summer immediately following the end of their contract, may accrue sick
leave prorated, as necessary, during the actual weeks of employment should their respective college
choose to adopt such practice. Such faculty shall earn sick leave according to the rates shown above.

C. Use of Annual Leave

except when medical necessity makes it impractical to make the request in advance;

+—Granting of annual is not automatic and may be denied or restricted based on business

-

-

necessity; Werk Weeks-Attendance and-beave Records for Unclassified Employees:

Any employee not reporting to work when a request for annual leave has been denied will be
considered on unauthorized leave without pay and will be subject to disciplinary action;
Annual leave may be used for voluntary or involuntary conditions for personal time off, including

Lh

when performing for compensation non-appointment related activities or work during regular work
week:
All employees are expected to notify their supervisor when absent. Failure to do so may result in

disciplinary action, including termination;




heaause—elasaes—arﬁmt—m—se&ﬁteﬁ—b@ﬂa S-ueh- faeﬁhy &mthehday—pay—bm—rﬂhe
facutty memberis-on unpatd leave before or after the holidayhivorher pay may-be reduced.

lh-.r Fﬁeuky Leaveshall-besranted aspecthed by the oifictalcalendar of the institution served, and
shi-be-takernav it wranted Aappalbeavefor-bnclassified Lmplovees on the 12 Month Basis:

-I.—Aeerua}ﬂﬁ-hﬂﬂuﬂ{me

¢ Anduil leave shall-betcerued-byeach-ehsible emplovee onatwelve-month basis who has a
rewihar bt b by

Fate:
- Daysef —Heurs-ef - Hewref —Heurly
1eave Par i Rate Per
Meonth Heur
Menth F80-heur
Pay-Period
—2 16 S TR —0023




leave balance-From the-publie-parish-schoek-system-to-the-LETCS:

2. Lise of Annual Leave

—MMF' :
nof-appointment related activities, duties-orwork-durng repular

b:—pe&fe-mm&g—feﬁaempmsaﬂen
tour of duty hours, shall be apphied for 1n advance by-the-ermployvee and may be taken onby when
approved by the supervisor:



m&y rasﬂh Ht dﬁerphnary action, memd-mg temu&amm

6. An appointing authority may require an employee who has sufficient annual leave to theirhis‘her
credit to take annual leave whenever the authority feels that it is best for the employee or the
LCTCS;:

7. Annual leave is to be taken in minimum increments of one-half hour;

8. No employee shall be charged annual leave until available compensatory leave balance has first
been utilized;

e—The use of accrued, unused annual leave immediatel

receding_resignation, termination or
retirement of unclassified personnel will be limited to a maximum equivaleat to the amount of

: d-accrued _in_a 24-month period for said employee. Exceptions
require recommendatton of the Aﬁﬁomrmg Authority and approval by the Board of Supervisors.

Except when given special advance approval-for-absence frem- duly, an-empleyee shall be at his
work station for the day i order to be classified as on duty. A weork station normally will be one’s

; hil ; | I 1
9. _
D. Use of Sick Leave

1. An unclassified employee shall apply for use of sick leave when:
a. Illness or injury which prevents them from performing their work duties; or
b. They have medical. dental or optical consultation or treatment.
When practical, such application shall be made in advance.

2. Sick leave may not be used to care for a child or family member.

3. All employees are expected to notify their supervisor in all instances of absence. Failure to do so
may result in leave without pay and/or disciplinary action, including termination.

4. Employees may be required to provide a physician’s excuse. The need for written proof of short-
term illness shall be determined by the supervisor.

5. Employees absent for more than five (5) consecutive work days will be required to submit a release
to return to work from a licensed physician or practitioner.

6. Employees may choose to use compensatory leave in place of sick leave.

7. Sick leave is to be taken in minimum increments of one-half hours.

d—Abuse of sick leave may result in disciplinary action, including termination. A#nualeave-is-to-be
taken i mintmun increments of ene-half hour. -For purpeses of leave approved as Family and
Medical Leave, the leave to be taken shall be wdentified as Famly and Medical Leave vn all teave

E. Workers’ Compensation and Leave Use
When an unclassified employee is absent from work due to disabilities for which they are entitled to
Worker’s Compensation, they may choose to use sick and/or annual leave combined with workers’
compensation payments equal to, but not to exceed, the emplovee’s regular salary.
F. Payment of L.eave Accruals
I. Terminal payment of annual leave for an unclassified employee may not exceed 300 hours of
unused annual leave at the time of retirement or termination of state service.




2. Terminal payment of sick leave for an unclassified employee may not exceed 200 hours of
unused sick leave upon retirement or death prior to retirement. Louisiana R.S. 17:425.
a. TRSL and LLSERS members entering DROP may elect to receive 200 hours of unused sick leave
upon entrance into DROP or at retirement. Louisiana R.S. 17:425,1
b. LASERS members may elect to receive 200 hours of unused sick teave upon eligibility for
retirement, entrance into DROP, or at retirement. Louisiana R.S. 17:425.2
3. An unclassified employee shall not receive payment, directly or in kind, for any accrued sick leave
remaining at the time of their non- retlrement separation from state service.
Ant wiclassitied -employee <halt H—chreetly o i land, tor any acorved-sickJteave
WWW}EHWMMH from state service,
4. Payment is based on the employee’s annual base rate of pay at the time of separation of state service.
——Payment is made provided that

5. Upon death, retnoval-oeother volopbary of ietatary separation of einployment of an
wielasstied employee fromstate sepviceannual leave up to a maximum £ 300 hours-and acerved
to-hiseredit shall becomputed-and paid-te the emplovee orhis-heirs; provided-leave regulations

and attendance records have been maintained for the employee by histheir supervisor.

£ h&eh m%lm%mpw&%ﬁ%@e%&%ﬁ&&eﬁpﬁ{h&{imﬂmﬁwﬁ

-i—}—“—heﬂ—%he—emplﬂm—pmﬁ—en-a&hwﬂy basts, the regular hourly rate thet the employee received at
the- e of separationfrom state service shall be multiphed by-the number of hoursof earned-unused
annual-teave, which nuimber is notto-exceed three hundred {300} hours-of

26. When the employee is paid on other than an hourly basis, the employee’s hourly rate shall

be determined by converting the salary the employee received at the time of separation of state

service into a working hourly rate. -The converted hourly rate shall- be-multiplied by the numberof
hourset-earnedwirused annual leave, which numberisnotto-excead three -hundred 3003 hours.

The converted working hourly rate for leave payments shall be calculated as follows:

Total Hours in | Total Days in a
Base Year Formula a Year Year
12 Months 52 weeks x 40 hours 2080 260
10 Months 10 months x 4 weeks x 40 hours 1600 200
9 Months 9 months x 4 weeks x 40 hours 1440 180

7. An emplovee transferring from an LCTCS entity into a non-benefits eligible position at another
LCTCS entity or state agency, will receive annual leave payment for unused annual leave not exceed
300 hours.

a. Payment will not be made until the gaining agency provides Human Resources with
confirmation that the position into which the employee is transferring/being hired is a non-
benefits eligible position,

NOTE: Civil Service General Circular 0011535 dated June 16, 1994 states that classified employees
are not eligible for payment of unused sick leave

+—Base fiseal year (12 - moenth)-annual-salary-divided by 2080 {52 weelss x40

howest

o Base academnie year{+Hnonth)annual salary divided by 1000-(10 months x
4 wpeber o - RoGE4

+Base seademicyear-{D-month) annual salary divided by 144040 months x4
weeks-40-hours).

Disbwsement of Barned Annval beave Upon S
Certabn L ircwnstainees

—retirement);-Repaynent uider



1. Payment of Annual Leave Upon Retirementtrom-Active Dy
}——LASERS Members:

,"""441&&. 17:425.2,—and ma%iﬁ

d@ﬂewﬁfgﬂiﬁ@ - Pay-PUESHAF
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LASERS for the actuarial_value of their_unused annual-annual and sick leave at
retirement, in

excess of annual and sick leave pavout that would otherwise be converted to service
credit.
4.
Employees interested in this option should inform hHuwman sResources and LASERS
well
b. ——in advance of their projected retirement date. Louisiana R.S. 11:424t: RS- 41:424).

Please re,"er LASERS £ u!es rega dmf conversion of service credit and eligibility.

service credit.
Please :e.fe: to TRSL and LSERS rules re:—:a.' dmﬂ conversion _{" serwce credit and ehg:bu’z&

Mwm&femwwmmmm | as-follows:

. Q‘-ﬂfﬂﬁﬂh*ﬁ' 4 Wﬂk'.:r x 40 hours);
' -‘}49{-91-1-}911*& %4 weeks x ‘H}M

11



— o Payment-of Steke-Leave bipon Retirement from Aetive Duty, Entry inte Deferred Retirement
Option Plan{DROP) or Death

WH&%}{-&RS I%&%&} :H%Si.»mambeﬁwheemef _
eﬁie;mgQ-RGF ar at mﬂ-mmﬁﬁmmatﬁzmymei&@

_#3 ﬂaeﬂﬂmhwﬂlitﬁmﬁi

_ rdﬁ&e}ed%m%{wmm&hyﬁ weekﬁmmﬁk,
Bﬁ%ﬁuﬂdﬁﬂt&ﬂ#&‘? Ht&nih}ﬂmm% satary divided by 144040 months x4 weeks x40 hours).
Nete: Uivil Servive General Cirewlar-0011 55 dated-June 161994 states th

it 1% 1L TL

-+ ' e 564 w&&ﬁﬁkkﬁw%m}wﬁ&&&mﬁwm&h&m
ﬁ*ﬁ&tﬁ;&;t&dﬁ——&mﬂw& Hﬁ#%&im%aﬁm%ﬁdm{eﬂnm Feﬁemee&wan H‘I&{-i—'.&@ﬂ
of thew projected retirement dute, (LRSS, H -1-14}41aymem-im-m+u;;eej-w$__ L

lttﬂﬂt*ﬁé&ﬁmﬂh%mmwww

will be based upen the department’s work load,

be made at least one week in advanee for periods of one week or-more; exeeptin the esseof

—~AAdvancement -of Leave
4H.
1. No advancement of annual or sick leave will be granted.
2. Employees who have exhausted their annual leave may request, in writing, that they be placed
on leave without pay.

12



3. -Employees who have exhausted sick leave but who have annual and/or compensatory leave will
be reuuired to make use of their annual and/or comnensatory leave to continue their leave status

4. The granting of leave without pay is not automatic. [t:-and is at the discretion of the employer.

3—Employees who have exhausted their annual leave and who fail or refuse to request leave without
pay shall administratively be placed on unauthorized leave without pay and may be subject to
disciplinary action, including termination.

5.

a—Annual and sick leave cannot be shared or borrowed from the leave balances of other employees.

—Me-givaree-of sick leave will be jjtdﬂit‘{i Tlﬁﬁtexm weho- i-wv&e* wusted sick legve but-whe

eartr and have annual andror-con - HtiHeetse- o thei annual
wrnlior {H!ilpﬂlh—tiﬁ_ i e tﬂ%ﬁiﬁ&ﬂ—kﬁf—wﬁmﬁ—%ﬁe&—m&y—rﬁqmt leave withowt pay

; e{-heﬁarnfl—le&»e balaneces-The pranting of leave witheut pay is neltavtomabe;

ﬂﬂ&i—ﬁﬂ-t—{-}-}e ti-l-btrﬁﬁ}ﬁ ef the employer, Enypoyees who thil or pellise W Fogibat b setthe

pay shath administratively be ptmeﬁ t!iiﬂﬂdHi]-H-iFHEd b bt Pare st e e et o

l}!*rt}phﬁth-}' ptiob. - e luds

-1—.!.’1.
5:1. Transfer and Continuance of Annual-Leave Balances
Accrued and unused annual and sick leave credits of an employee will be certified and credited
to the leave record w
1. When an employee changes employment status such as:
a. s-withinthe LCTCS -e-changes from faculty to-nenfaeultyEmployee type status_change
within LCTCS;
b. ris+rRe-employed by the LCTCS; sor
c. is-hHired from another State Agency to the LCTCS without a break in service of one or more
working days;
a—1It should be noted that:s;-aeerued and unused annual leave eredits-of-the employee will be
certified and credited te the leave record; providedthat
d.
+——aAn employee cannot be given more leave credit than thevhe/she could have accrued
had they he/she-performed all of the service under the leave regulations of the LCTCS.

1
tThe employee is eligible to accrue unearned leave and termination was not made for cause
(disciplinary action).

it.

iii.  The employee must be re-employed in a benefits eligible position as a condition for
using credited annual and sick leave, otherwise such leave will be held in abeyance
until such time as this policy stipulates the credited leave may be used.

2.—When an employee changes their position from one state agency to another, without a break in
service of one or more working days, the unused annual and sick leave shall be forwarded to the
gaining agency, upon reguest by the gaining agency, for credit to the employee by that agency
according to that agency’s leave policies

2

a—When-an employee changes their postlion {rom ene-shite apeney to-another withont - braak tn
service of one of more workingdaves-the wsed srnuat-ewre whall beforvarded o the patiine
ageﬂeﬂf Hpe&reque&by—&hegammg&ge&eﬂ%ﬁﬁe#&emp}eﬂ&bﬁm agency according

5 Whena former LCTCS employee is rehired into state service following a break of one or
more working days, accrued, unused annual and sick leave balances remaining in LCTCS records
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will be transferred to the hiring agency upon request, provided the duration of the break in state

service does not exceed 5 years.

3,

b-4.-Public parish school system employment is accepted under this policy as “state service” for
determination of years of service in calculation of accrual rate for the earning of leave. Such
public parish school system employment does not, however, provide eligibility for transfer of
leave balance from the public parish school system to the LCTCS.

J. Re-Employment and Reimbursement

bb=tushursement-of bared Annual-Leave Lipon Separationthon—retrementi-—Repasmentunder
Ceptam L oumstances

W%hwm&#ﬂ#«eﬂmm&m Hmﬂhwﬁmfﬂﬂﬁmﬁhﬂ&e@mﬁeﬁe
s transternnebang bred s a-non-benetit

m&nﬂm&&iﬁi MMWWM%WWMMHM El
! et for-the leave wibl-berade st
: #Hteiad priovlo-the-transter

1. An unclassified employee who is paid for accrued annual leave upon termination from state
service and who is subsequently re-employed in a leave earning position shall reimburse the
state service, through the employing agency, for the number of hours they wasere paid which
exceeded the number of work hours that transpired during histheir break from state service.

2. Payment shall be made at the same rate which was paid to the employee.

3. In turn, the employee shall receive a credit for the number of hours of annual leave for which he
made reimbursement to state service.

::Wjﬁi—da—wm et ettty it the LCTCS o mﬂ#;fr{}!ﬁm-

: ' Ferssifredti—ty re-emploved by the LOCTES—orishired

m;‘th‘irﬁ Sferte :waﬂ o the LTS without o break 1n NL%&Q—G—B{—%&HFW

days, socrued and uiused sick leave eredis obthe emp il be-certified-and-credited
bor the lesve Pﬁﬁﬂﬂ! pHHmaed—t-i-}ﬂ}

- wremp

e'she could huve earned had e she

T &LV,

ﬁefmmaeet—auﬂﬁ%he—&e%e—&ﬁfier the-leave regulations of the LOTCS,

—the-employeeis-eligible to averve sick Jeave and terminationwas

tehsciphnary aetion}.
The employee must be re-employed ina benefitehigi

Lr»etlﬂeg! Shek- J;_e&te—

as-w condition for sing

3 r-position-frem-one state asenvy to-another; J«;-rﬂlmmg—a
hmh—m—&ea—fee—e{ e ﬁf-ﬂ‘iﬁﬁ} working davs, the unused i-ILL ]-Ed‘r'e—jh]ﬁi be forwarde
to-thegatiing agency, upon request by the gatining agencytos +B—H=ee—emj¥reyee-by
that aeency avearding o that avency h%ea#e—p_ehﬂe-c
When & h}mwr LT «E—’%—emp{g_r by ' __-‘rH%t!—‘vﬂHEE—tﬂH&%iﬂg i break of one

: sFertbnnge i LOTOS records
1 etl-tie-'-ft-— pﬁwideti the duration ot the break

14



ehgtbkl&;y tﬂ-r ifa-ﬂs-fér of leave hal{mee from the
LOTCOS,

7K. Retention Limit for Unused Annual and Sick Annual-Leave

1. Any accrued and: unused annual and sick leave eredits-remaining after payment in accordance
with this policy, will be maintained in LCTCS records for a period of 5 years from the date of
non-retirement separation.

2. These credits will be verified and transferred, upon request, to a new state employer, or re-
instated if re-employed with an LCTCS institution, as long as the individual has not been out of
state service for more than 5 years.

3. The credits will be cleared from LCTCS records after 5 years from the date of the employee’s
non-retirement separation from employment.

2 LEFES records for 4 pertod of 5 veuwrs
o Fhese credits witl-be verified and transtorred, upon request-to
‘ 'H‘staief}ﬂ f&aﬂp}wed with-an LCTCS mﬂﬁiﬂ_ﬁﬂkﬁﬁﬂﬁﬁﬂ%ﬁ—m
hﬂﬁ—ﬂtﬂ—beeﬁﬂtii -of state service for more than-5 yeurs: Theﬂrﬁh-t._-_ - beclear £ _
atter 5 yeuars from the dute of the emplovee's :




L. H-Reemployment After Retirement

Unused, unpaid annual and sick leave is not re-credited to individuals reemployed after retirement
from state service.

1. Acerual of Siek Leave

regular-tour-of-duty:

b, LOTCS Chancelors, repardless ol year- ot stateservice. shath geerve ek leave at the
Pays of Feave Heursof Leave Hovr of o o Heourly Rute Per
PerMenth Per Month Bi-weekly Hour

2 o 34 8023




end of each pay pertod-vrealendar month-nsecordaneewith-the following peneral

sehedule:
ACCRUAL RATES OF SICK LEAVE

LMNCLASSIFIED FLEL-TIME EMPLOY EES
Neath of
Ehetble A Calewlated 1n the Banner System
Service
Meonthsef | 35 e bess 659 60 11 120470 186 «
Sy tee
Hewrs of
Feave +85hours | 2.31 hours LT heurs 213 hewrs 3F-heurs
Farned Pex
Woeel N
Heursof
Foave Per
£50 howr) i

COMPENSATORY LEAVE
d——Compensatory leave is leave earned in lieu of paying an eligible unclassified employee for overtime

hours worked Full titne{facultywith-an annual contract-of tess—than-12-menth duratien, who-are
cinpleved-wadiunetfacalty during thesormer imediately following the end of thelr contract, may
aceruesickleave prorated. —as—neeessary, -during the aetual weeks—efemployment shouldtheir
respectivecolepecheose-to-adopt such practice.  Such-faesltyshall eamsickJeave ncecording to the
rates shown in b 1o above.

e Meosiekleave shall-be credited until the employee haseompleted-the pay perednwhich sche s
employed. No sick leave is acorued for any-overime-hourtsh forany-hovrtshoffeave -without pay. for
any hou{s) of on-call status-outstde repalar duty hours, for any hourtshottravel or other activily outsade
the employee’ s repular duty hoors, {or any howrofa-hohday-or other non-work day which-vecurswhile
or-ledve-withowt-payforany-hovewhite-arremployee s on sabbatical leave, advanced degree leave, oF
teave-of absence-withoutpay—However, time spent on sabbaticaHesve andadvanced depree leave does
count-asservice foward leave accrual rate change

L nused sick leave accrued by an emploveeshall-becarrred {orward-to-the succeeding vears
withowt Hivtation,

2 Lise of Sick Leave

a. Sick leave with pay miny-betaken by an employee with suffictent-leave 1o his credit for the
following:

i i hick - ¥ i dinios:
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daem;-&na{e; however, mmmmmmwwm

a—biployees-are required to provide 3 days’ notice for FMLA sick leaveunless it medically
impossible or impractical to provide such potiee.

b—Employees mayuse EMEAsiekleave snfi-whenthe EMEAleave is for the employee’'s ewn
WBHHWFFMLMGW#E&MMHMEFMLAW




&———Mm*eh&&bﬁ-ed-anplemshﬂ{&ppbt&rmeﬁf ﬂrmaele-bw%hmhmmleﬁehaa—aﬂ_
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Haused unpard siek-teave s notre-eredited-to-idividuals reemploved alter retirement from state service.

hourswerked -Compensatory leave earnings are based upon a determination of the employee’s Fair Labor
Standards Act (FLSA) status of exempt or non-exempt. See Accrual Section for specifics.

Exempt employees are hired to work 40-hour workweeks/80-hour pay periods for all 12 months of a year and
under normal circumstances are not compensated for any additional time worked. Although not always
required, but in the spirit of providing a benefit to those eligible unclassified employees that work more than
the normal 40-hour week compensatory leave is offered.

A. Approval for Compensatory Leave

21



All compensatory leave for eligible unclassified employees must have written prior approval from the
Appointing Authority specifying the reason for the approval.

+—The approval document shall be filed in the appropriate campus office.

L

2. Compensatory leave is not to be used to extend an employee’s workday or in lieu of a lunch
break.

2—The Appointing Authority may provide for exceptions through prior written approvals for
circumstances involving special projects or circumstances that require additional work hours
beyond the regular 40-hour work week.

. §

4. Ifthere is a work-from-home policy or extenuating circumstances requires an unclassified employee
to work from home the employee may earn compensatory leave if given specific written advance
approval by the Appointing Authority. The approval document shall be filed in the campus human
resource office.

Time worked without prior written authorization shall not be approved for compensatory leave.

B. Eligibility for Compensatory Leave
1. Unclassified employees exempt and non-exempt may be eligible to earm compensatory leave:
+-2. Non-exempt unclassified employees must have prior written authorization to eamn
compensatory time.
b. Exempt unclassified employees must have prior written Appointing Authority approval.

a-i.  Per FLSA, it -should be noted that exempt employees are not entitled to earn
compensatory leave.
Zii.__However, an Appointing Authority may allow certain exempt employees to earn

compensatory leave with prior written approval for circumstances involving special
projects or circumstances that require additional work hours beyond the regular 40-
hour work week.

2. _To prevent confusion regarding eligibility, the Appointing Authority shall document which exempt
positions may not be eligible for compensatory leave.
4. Such documentation should be noted in the position description and kept on file with the human

resource office.

——Those individuals employed with a status of faculty, intermittent, seasonal, student, or temporary are
ineligible to earn compensatory leave and are not paid when the college is officially closed, unless
hours are worked.

3.

C. Accrual of Compensatory Leave

_4-.——Compensatory leave earnings are based upon a determination of the employee’s Fair Labor Standards
Act (FLSA) status of exempt or non-exempt.
|

a—When a holiday or paid leave is used towards the 40-hour work week, the non-exempt
employee shall earn straight time of compensatory leave for hours worked over the 40-hours;

a.
sb. When a non-exempt employee actually works all 40-hours in a workweek, the non-exempt
employee shall earn time and one-half hours of compensatory leave for the hours worked over

40 in a workweek;

2. _No more than 240 hours of unused compensatory leave can be carried forward into any fiscal year for

non-exempt employees.
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3
4.

4. In accordance with the FLSA, non-exempt employees working in a public safety activity, an
emergency response activity, or a seasonal activity may accrue no more than 480 hours of
compensatory leave for hours worked.

Exempt employees shall earn straight-time for hours worked over 40 in a workweek.

No more than 360 hours of unused compensatory leave can be carried forward from one fiscal year to

the next for exempt ernployees.

a. In accordance with FLSA, exempt employees engaged in law enforcement and health care

activities may accrue no more than 540 hours of compensatory leave for hours worked.

3. Compensatory leave shall be earned at a minimum of 15-minute increments.

6.

Compensatory leave shall be claimed by and credited to the eligible unclassified employee during the
pay period the overtime is worked and, upon approval, may be used by the employee at a future date.

D. Accrual of Compensatory Leave and Travel

[ A

I

When an unclassified employee’s work assignment requires travel to/from an assigned work site that
is different than their normal work site the unclassified employee is considered to be on official travel.

a—During a regular workday or holiday, the unclassified employee may be granted a maximum of
five (5) hours of compensatory leave for hours worked after 4:30 p.m. (or the official workday
in effect).

a_

sb. When the travel is on a weekend, an unclassified employee may be granted a maximum of
eight (8) hours of compensatory leave per day.

2. The employee’s time spent for a typical commute from home to the office should not be included when

granting compensatory leave for travel to/from a work assignment destination.

3. For purposes of computing compensatory leave hours, travel will be considered “ceased” upon arrival

=

5

at the destination (place of lodging/work site) and considered “begun” when the employee leaves the
destination.

4. When an employee is on official travel and chooses a different mode of travel than that offered (ex:

chooses to drive rather than fly), any additional hours of travel time incurred as a result of the
employee’s personal decision shall not be considered hours worked and will not be eligible for
compensatory leave.

Time spent in session for a conference/convention is to be reported as working time. Compensatory
time will be accrued for travel to/from conferences and conventions only when the travel is mandated
by the college.

1_65 of Compensatory Leave
+—————Eligible employees requesting the use of compensatory leave shall be pemnitted by their

immediate supervisor to use such leave within a reasonable period after making the request, if the use
of compensatory leave does not unduly disrupt the operations of the organization.

) P

a#—4n-1he Appointing Authority may require an eligible unclassified employee to use their
accrued compensatory leave at any time, especially if they have reached their maximum
accrual.

e3.

b.—Compensatory leave is to be taken and will be reduced in minimum increments of 30 minutes.

b.

e——When annual leave is requested and approved, compensatory leave balances will be exhausted
before any reduction in the annual leave in order to minimize the institution’s liability. This
reduction will be an automatic process by the payroll system.

.

&—Compensatory leave may be used in place of sick leave.

d.
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s¢. The manner in which compensatory use is administered shall be at the discretion of each
Appointing Authority and appropriate documentation shall be maintained.

2. Compensatory leave should not be confused with flexible time. Employees cannot arbitrarily
determine their own work schedules.

2.
3. Employees approved for a leave under the FMLA are required to use paid compensatory leave

prior to the use of paid annual leave. Please refer to Policy #6.041, Family and Medical Leave for
All Employee for more details.

CIVIL, EMERGENCY, SPEICAL AND OTHER LEAVE

H. Civil, Emergeney, Specinl und Other Leave:
An employee shall be given time off without loss of pay or loss annual and sick leave for the following
purposes:

A. Civil Leave
1. Performing state or federal grand or petit jury duty;
2. Summoned to appear as a witness before a court, grand jury, or other public body or commission on
a work-related matter or in an official capacity;
3. Upon request of the employee and approval of the supervisor, time off with pay may be allowed for
voting in accordance with the following schedule:
Voting Residence Within the Radius of the Campus
¢ to 30 miles 2 hours of leave
31 to 50 miles 4 hours of leave
61 or more miles | day of leave
The super isor, in accordance w t'fh tlw abm e schcdule will have the discretion of determining the

+B.  Emergency Leave
L. Performing emergency civilian duty in relation to national defense:

2. An employee ordered by the National Guard to active duty due to a local emergency, an act of God,
a civil or eriminal insurrection, a civil or criminal disobedience, or a similar occurrence of an
extraordinary and emergency nature which threatens or affects the peace or property of the people
of the state of Louisiana or the United States;*

3. When an employee certified as an American Red Cross Trained Disaster Volunteer participates in
Level Il designated American Red Cross relief services in Louisiana (may not exceed 15 working
days in any calendar year).*

2C. Special Leave

1. When the Appointing Authority determines that employees are prevented from performing their
duties by an act of God:*

2. _When the Appointing Authority determines that local conditions make it impracticable for
employees to work in the locality;*

3._When the Fhe-aAppointing aAuthority determines srvformally-declare early elosure at times for
reasons—that fal outside of anaet of God but-are-decimeds closure is_appropriate for busmcs
operation purposes;—a-theseinstances-of-early elosure those af work at-the time of 4
ecrly-elesnre-are-elipible-to receive bﬁﬁtia{ leave tor the lmuwi—%e—al—i&e—&mme—ﬂﬁﬁ-hﬂ%%ﬁ

the-employee's regular work-hours*
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3.D.

4. The emrrlovee is ordered to report for a pre-induction physical examination incidental to possible

Other Leave

|

. Taking a requtred examination pertinent to the employee’s state employment before a state or
national licensing board:*
2. An emplovee that is a current member of the Civil Air Patrol and, incidental to such membership,

is ordered to perform duty with troops or participate in field exercises or training except that such
leave shall not exceed fifteen (15) working days in any one (1) calendar year and shall not be used
for unit meetings or training conducted during such meetings;*

3. At the discretion of the Aappointing aAuthority, a_full-time faculty member, who does not earn

annual leave, shall be allowed to use up to two (2} days absence during each academic vear without

loss of pay for personal purposes as may be determined by the full-time faculty member. The
employee shall give his immediate supervisor at least twenty-four (24) hOLHS notlee prior to takin ing

the Eeave The pel -sonal lea\fc shall be dmr red to and dcduetcd trom

*These leave items do not apply to hourly part-time or non-leaving earning employees. An-employee

&hﬂk&wﬂm&ﬁm&aﬂ%#m,mﬂﬁ%@%&a}wﬁﬂdﬂm
seetion. The following are recognis :

+—For performing state or federal grand-er-petitjury duty;

2 When suwmmoned-to-appear as & withess before a court, grand-juryor-other publie body
mmawmmm%—&wﬁmmmmm
nnmlleuw JiiT: 3

WW-&FMWW; wi ing-in

Fhe supervisor—in-aecordance with the above schedule, will-have the diseretion of
determining the amount of leave and when—the time-off will be given during the
workday. Nothing in this poliey prevents the supervisor from inquiring a5-to the
rersons why the employee enanet vote prier toar after the woarkday,

NOTE: Most-of the leave itemslisted-below—do -not apply te heurly {i.e; part- time or-nen-leave
i) ey

rationat-ticensing board;
@qummw i
duties by an act of God:




F—When-the-appointing authority shall determine that tocal conditions or celebrationsmake
mpm%@abh&rmﬂeymw%mmm _

i a-Mati i-ardered to active duty meidental to a
leea#—mmgenef;aﬁ ae%-&f{ﬁd ﬁmtlﬁrmmmal msuﬁeehan @ ctvil of eriminal disobedience,
H&Mwﬁmmmmmwmﬂe#mmﬁem—#w

FE ch membership,
mﬁeld«e*em&e&er {ramm-_gemﬁ{-hat

ﬁﬁd&ﬁd*&ﬂﬁf&ﬁﬂ—dﬂ%&%ﬁ;&-&ﬁp&mﬁpﬁe
such leave shall not exceed fifteen (13) working days in any one (Hrcalendar vear and shatl-net
b&awd%mﬁmﬁngm%mng@mém*&d—d&&ngm&h—mee&mg&

ana {may not exceed {5

%@rlemgd&y&-l&&tﬁ-ea%e&dafyw}
13 WMMMM&HM%%WW%&—W

. e dest aniual leave or leave withowt
WMHM%&F&M&M%WE&WH@& uinneditbetarhy
Whenever possible, prior notice of the need to tuke such-leave shall besiven by the employee
te%he—aupeﬁwe;—

-

MILITARY LEAVEL—Werkers-Compensation-and Leave Use:

When-an-unelasstiied-employeeis-absent from-work due to disabilities for which he s entitled o
Worker's-Compensation, hema-}t -BH‘H&-B-P{-H}H- us&mekarmua#i-e&vaﬁrﬁf&'&ppﬁpﬂﬁe-e&mmnaﬁeﬂ
of sick and annual leave to rece et i 2 b
m&m&uﬂﬂe&&ﬁeeed—d-heemﬁleyee—s—reg&lﬁﬂﬁlﬁgf

The provisions of this section shall apply to members of a Reserve Component of the Armed Forces
of the United States who are called to duty for military purposes, and to members of National Guard Units

which are called to active duty as a result of a non-local or non-state emergency.
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+A. Military Leave With Pay:
1. Provided they give advance notice, employees shall be entitled to military leave with pay.
2. No advance notice is required when such notice is either precluded by military necessity, or
otherwise impossible or unreasonable.
3 Maximum military leave with pay for military purposes is 15 working days per calendar year

Mllltar‘,v Leave WIth Pay

2.B. _ Use of Annual and Compensatory Leave for Military Purposes:
1L Employees who give advance notice of military obllgatlons and apply for annual or ‘compensatory
leave for military obligations and-applyforannu - HEY PSS,
shall be granted such leave.
2—No advance notice is required when such notice is either precluded by military necessity, or
otherwise impossible or unreasonable.
2.
3—Use of Leave Without Pay for Military Purposes:

|."".
o

1. Employees who have either, exhausted annual leave and compensatory leave, or choose not to use
their paid leave for military purposes, shall be placed on leave without pay.

2. -This period of leave without pay for military purposes shall not exceed six (6) years.
After six (6) years, theyhe‘she shall be separated from employment with the LCTCS.
Fhissection-doesnot extend the term of temporary appointimentswhich were made for lessthan
six-years;|f +Hthe original term of the appointment was less than six (6} years, LCTCS may end
the appointment as originally scheduled and the employee may be separated.

3

A-12.  Rights Upon Return to Work:

Employees returning to their unclassified positions under the provisions of this section, which
governs time frame requirements for restoration to state employment, shall return with such
seniority, status, pay, and annual and sick leave accrual rates as they would have had if they had not
been absent for military training or military active duty.

—

4.E. Pay Differential for Military Leave
1. The provisions of this section:
a. -Aapply to employees who are called to active duty, and who are on Leave Without Pay by
choice or because all annual and/or compensatory leave has been exhausted.
b. TFhe provisionsof this subsection{e}shall-aApply retroactively to September 11, 2001.
a.— The Provisions-of this-subsection{e}sShall NOT apply to employees on “inactive duty for
training” (weekend drills).

C.

2. Whea-Military Leave with Pay as provided ia this Milidury-Leave section-of the poliey-has-been
exhausted, aAn employee whose military base pay is less than their his-state base pay shall be paid
the difference between their his-military base pay and histheir regular state base pay provided:

a. Military Leave with Pay (Section O.1 above) has been exhausted;
b. -in-hisrepularpositien—Such payment shall be made on the same frequency and manner as
the employee’s regular state pay, unless other voluntary arrangements are made:-
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c._Employees reeeiving-the-pay-differential-shall provide theto agency efficials-any

documentation appropriate to ensure the payment amount is calculated correctly:.

d. Employees who chooses to use the pay differential option shall have their leave balance re-
credited with a leave amount equal to the value of the pay differential the employee would
have received had this rule been in effect on September 11, 2001, if the paid leave has been
used during any portion of service from September 11, 2001, through the date of adoption
of this policy;

e. Employees who choose to use their annual leave during their period of military absence
shall not be eligible for receipt of the pay differential, unless the leave was used between
September 11, 2001, and the date of the adoption of this Military Leave subsection;-in
which easeaﬁ-bpﬁ&ga-pﬁ—m—ehﬂ}—appb—pohcy section;

a—The pay differential shall be suspended until the 15-day Military Leave with Pay period is
exhausted and the employee returns to Leave Without Pay status.

f.

3F. Leave Accruals During Military Leave
1. Employees shall continue to accrue sick and annual leave for the entire period of service, beginning
the date of the service.
2. Leave shall be accrued on the same basis as though the employee had not been activated.
+-3.Leave earned shall be credited to the employee upon theirkis return from active duty.
b—Rescinding Resignationkmpleveeswhe-are-onbLeave without Pay shall reecive, eneh-ealendar

yearythe full 1 5-daysof Military Leave with Pay provided in J (a1} 3. The pav-differentisl allowed
inrd (e} 1 shall be suspended until the 15-day Military Leave with Pay periodis exhausted and the
employee returas to Lesve Without Pay status

e—ipaid leave has been used during any porbon-observee from September H 2000 +hroupth-the date of
adoption of this sectionunemploveewhochoeses towre the- pay-ditferential option shall have his leave

batunes re-crodited with o Jemve ameunt equat to-theveabue of the pay differential the emplovee would
bivre recapcod Bk this vobe boes i etfect-an-Seprember 1 2000

|

1. _An employee, who was called to active duty for military purposes and who resigned from state
service;- may:
a. ;at-his+rRequest that their resignation be rescinded and become eligible for the above
benefits;;
i.h.Such request must be made -and-within 90 days of their his-release from active duty,-have

his resizination resctnded and becore ehutble for the benefits of subsection Heb,

B——EDUCATIONAL LEAVE k. Edueational Leave:

An employee who has been employed at least one year in a full-time permanent position may:

1. -tRequest and-mar—begranted-maximum time off of three (3) clock hours per week per traditional
academic semester or its equivalency for non-traditional semesters or activities such as terminal
degree projects;

2. For approved attendance of a job-related course of study:

3. Such a request may be granted or denied by the Appointing Authority:

4., or its equivalency-lor nen-traditonal semestersas-determined-by-the-appointing authority, Such
reuuest if granted shall be without loss of pay or loss of ; annual and/or leave,-er compensatory
leave;

5. forapprovedattendance-ofajob-related course of study.Such leave shall not be granted more than

once for the same course of study:;.
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6. Prior to granting such leave the supervisor shall certify that the employee has received a
“satisfactory” or above rating on their-his/her performance evaluation within the last twelve months.
7. Part time employees are not eligible for educational leave.

ADMINISTRATIVE LEAVE E—Administrative Leave:

An Aappointing aAuthority may place an employee on administrative leave with or without pay for a
specific or indefinite period of time when in the aAppointing aAuthority’s opinion, such action would be
in the best interest of the college or the system.

The System President must be notified when such action is taken.

SABBATICAL LEAVE M. Sabbatieal Leave:

Sabbatical leave is leave with pay for the purpose of professional or cultural improvement, o+ forthe
purpese-ef or for the study or research in accordance with the conditions in this policy.-speeified-below:

Eligibility and Approval for Sabbatical Leave

A
1. Sabbatieal leave applies ©Only te-full-time LCTCS “faculty” members are eligible;
2. “Facu]ty” is dcﬁned in LSA-R. S 17:3304. See reference section below for details.
: : tstrectional staff of each college and

&Hwemﬂ—h&vmg—thﬁ—mﬂk—ef—msfme{m or higher and persons engaged in-Histruetional

library, artistic, and mfreshgatwe pﬁmtiﬂm MWBH—E%%HH&—FM—F&EH@
of each collece. The hea : -ae * IR

the—faeulty—Counselors are considered “faculty” for the purpose of the LCTCS
sabbatical leave provisions.

1
3. May be granted following any six {6} or more consecutive fiscal years of active service in the
institution where such individual is employed;
4. An individual may not accumulate time in an attempt to qualify for more than one consecutive year
of sabbatical leave;
5. Sabbatical leave shall be granted only with prior Board approval.

B. Length of Sabbatical Leave and Return to Regular Duties

1. Sabbatical beave oy besrarted for fao sepresters £33 weeks for Fmonth emplovees), May be
granted for two semesters (52 weeks for 12-month employees);

2. May be granted for one semester (26 weeks for 12-month emplovees) following three or more
consecutive years of such service by an individual;

b, 1t may be granted Fﬂl—iﬂ-wmg &ﬂy Si%-
stHution wheres -attermpt
W—M—%FWE#WHE&W%WM may be granted for
enesemester{26-weeksfor 1 2-month-employees)H-Holowing three or more conseeutive years-of sueh
serviee by a-tdividuab-provided-that absence due to sick leave shall ﬁﬂ-!—b&d-ee-}ﬁed—le—lﬂ%eﬁuﬁt

the-active service provided for herein. A sabbatical leave taken during a summer session shall be
considered a semester for such leave purposes;-

?r

4. In accepting a sabbatical leave with pay, the taculty member shall-be-understoodte-assumes a legal
obllé,gnon asHstediAets IO and- 858 (R-5-1-F3328 see ND-—References)-to return to the
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r of further service at the close of the sabbatical leave period. Acts

institution_for at least one vea
1991 and 858 (R.S. 17:3328)

5. —A copy of this rule shall be included in the collepe’s faculty handbook and shall be made known

to_each applicant for such leave.

C. Compensation During Sabbatical Leave
. Fhe-compensation from the LCTCS for the period-of approved sabbatical Sabbatical leave shall be
at the rate of not more than seventy-five?5 percent {75%) of the salary the individual would
receive during the current fiscal year. for the period-of time-sueh-leave is applied for and granted

2. Compensation payable to persons on sabbatical leave shall be paid at the time at which salaries of
the other members of the faculty are paid and in the same manner;
3. Should an employee on sabbatical leave 5 : o
received outside compensation, such payment is to be approved in writing and in advance by the
Chancellor;

If outside compensation plus paid leave would exceed

salary, the leave pay will be reduced so that the so-that the LETES will-pay

the employee’s regular sa
aedeave-ifthe-outside compensation shall equals or not exceeds the employee’s regular -pay.

5. Nothing shall prevent the faculty member from being remunerated by outside agencies at higher
rates than his/her regular pay.

6. Individuals accepting sabbatical leave {with pay) are cautioned about prohibitions against dual
appointment or dual employment as described in LSA-R.S. 42:64.
D. Retirement Contribution During Sabbatical L.eave
6- The —Eemployers and employees portion of retirement contributions shall contribute to—the

retirernent systernoon the basis of full annual salary rate.. Compensation payable-to-persensen
sabbatical-leave shall- be-patd-at-the time at which salaries of the other membersof the faculiy-are paid

and-in the same manne.
E. Review of the Sabbatical Leave

T—hrthesewaseewherethedaeulbmamberoradiimisisator recervad ouwside-eommpensation—such
WAWWMMWH&MM% by the {Mwwwfﬂ—bh#pﬁ*ﬁ%

% After each sabbatical leave period is completed, evidence as determined by the institution shall be
submitted to the appropriate supervisor to indicate that the purpose for which the leave was granted
has been achieved.

F. Departmental Requirement

9: At no time during any semester of an academic year shall the number of persons on leave with pay
(except sick leave) exceed 5 percent of the total faculty. Prevailing financial conditions within the
State or college normally play a role in decisions to grant sabbatical leave.

G. References
- uecephnoasabbatienk lenve with pase the et membershall be understondtomsamewfogal
WWWMQ—M{&MMQ&—WN—EG—MWM
Hasubon for at least-ene vear of lwther service+ :
mmummi-m-m%uwﬂmrm&»mmmmmm

apphicant torsuch-teave:
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Hdndtvidualsneceptingsabbatieal-leave {with pay) ere cavtioned about prohibitionsapainst dual
appotitinent-or-dual employment as deseribed i LSA-R-S42:64-

i dateriaee
a~~LSA-R.S. -17:3304: - Faculty:.

1. &A)-Members of the instructional staff of each college having rank of instructor or higher and
persons engaged in library, artistic, research and investigative positions of equal dignity, shall
constitute the faculty of each college and university.

}.—The head of each college and its academic officers shall be members of the faculty.

5

2.——B}-The designation of faculty status by the Section shall not affect or change any provision of
law affecting or relating to the retirement of any person, and the retirement of all faculty
personnel shall be governed by applicable retirement or the applicable laws. (Added by Acts
1975, No. 313 ~ 2, effective July 17, 1975.)

LSA-R.S. -17:3328 -. Sabbatical Leave

1. Persons granted sabbatical leave; return to service.

2. -Each person granted sabbatical leave shall sign an agreement or contract with histheir
employing institution stipulating that as a condition of histheir sabbatical leave and in order to
be eligible for compensation during such leave, they will return to histheir employing institution
for at least one year of further service after leave is completed. (Added by Act 1991, No. 858)

ADVANCED DEGREE LEAVE N.-Advaneed Degree Lenve

Advanced Degree Leave applies-onby tois for the purpose of obtaining an advance degree.
A. __ Eligibility
1. —#Full time non-faculty employees of the LCTCS;
a. Faculty is defined in the sabbatical leave section of this policy.
2. _Non-faculty who have completed three consecutive years of service in the institution where
emploved;
3. {faculy is defined in-the seel i-faculty
M@HHMW#W%%&HHMM&&W% years of service

H-the-institution-where-empleyed.—Such employees may petition for advance degree leave.
B. __ Petition Requirements

Shall set forth the course of study to be pursued:
The accredited institution to be attended;

How the course of study is tob related:

How the course of study may enhance the ability to perform current/future positions;
_ Other information as may be required by the institution.
etition Review and Approvals
Petitions for advanced degree leave shall be granted only after the President or Chancellor, and
the appropriate administrative officer have determined that the interests of the LCTCS will best
be served by granting such leave.

bl =N 1Al Rl bl el Ll
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2. Requests require recommendation of the President and/or Chancellor and prior Board of
Supervisors’ approval.

D. Length of Advanced Degree Leave and Return to Regular Duties

1. For not more than one year of study to pursue an advanced degree.

2. Employees shall be required to return to their job duties for at least one year before accepting
employment elsewhere or will be required to repay the amount of salary paid during the course of
the Advanced Degree Leave.

E. Compensation During Advanced Degree Leave

A -of absence with partial pay for not more than one vear ol studyto-pursue an advanced degree:

1. The amount of pay allowed on leave to obtain an advanced degree shall be determined in each
individual case by the aAppointing aAuthority, based upon available budget dollars;,

2. butiln no event shall the pay exceed seventy-five percent (75%) of the employee’s regular
salaryy which weuld accrue te the petitioner durtitgthe period-oflesve,

3. Individuals accepting advanced degree leave (with pay) are cautioned about prohibitions against
dual appointment or dual emplovment as described in LSA-R.S. 42:64

F.  Reporting Requirements of Employee
1. Recipients of advanced degree leave arc required. to

orior to the teave being granted.

k2. —Proof of successful completion of courses pursued is required o be submitted to the President
or Chancellor at the end of each semester,

o furnish proof of enrollment in course of study

B-- Ih&-pﬂi!' i

§ HES - B aé»&need -degree, how the
m&hﬂd&—wﬁﬁﬁe&ﬂ%{ﬂﬁmmm to perform current/future positions;
and-such-other information as mayv be required by the institution.

¢ Advanece degreeJesvereguests

B—Petitionsfor advaneced degree leave shall be granted only after-the-Presidentor Chancellorand
the approprinte administrative officer have determined that the tnterests of the LC FOS will best

be-served-by-grantingsuch-leave.

Lor-Chancelor and

of Advanced Leave

1. The President or Chancellor may terminate the advanced degree leave;
2. The emplovee may —Bﬂ—hﬁ—ewmmﬁttw&&eaHh&request to terminate the advanced degree leave;

_ef—&ﬂ—emple-yee-;may-ﬁmaﬂate advaneced degfee- leave dueto- Unnsuccessful completion of
courses pursued; or
a.—orwWhen such action is in the best interest of the institution.
b. .
F—Employeesshall be required to-return-te-their job-duties for at least one year before aceepling
employmentelsewhereorwill berequired to repay the amount of salary pard durnpthe course ofthe
Seibeeed Beores Leave,
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G——LEAVE WITHOUT PAY ndividuals accepling advanced degree leave twith-pay)are-cautioned
aboutprohibitionsagainst-dual-appeintment or dual emplovment as deserbed i LSAR-S.42:64

€. ——O—Leave Without Pay:

Leave without pay shall be:
1. -aApplied for in advance, when possible, by the employee;
2. and mMay be taken only when other appropriate paid leave has been exhausted;

3. endleavewithout pay hasbeesaApproved by the supervisor.
The grantlng of leave without pay is not automatic and is at the discretion of the employer.

Employees who fail or refuse to request leave without pay shall administratively be placed on unauthorized
leave without pay and may be subject to disciplinary action, including termination.

—Al-employeesare-expectedtonotify-their superviser when-absentFatlure to-do-so-may-—result-in
disetphnaryaetonincluding termination. Relerto-provisionseol FMEA-anrd Military Leave.

B-——LEAVE OF ABSENCE WITHOUT PAYP. Leave of Absence Without Pay

Asrappoirting-authoriy may recommend to the Board of Supervisors granting of a leave of absence

witheut pay-to-anunelassified-employee for a period-notto-exceed-one {Hyear

I. _An Appointing Authority may recommend to the Board of Supervisors the granting of a leave of
absence without pay for an unclassified employee for a period not to exceed one (1) year:

ointment

appotRtent of employrent Hrstate sepvice,
+3. Sueh-wWritten request shall be considered only when all of the following conditions are met:

a. The employee has exhausted all credited compensatory, annual and/er sick leave;

b. The employee; has—in+a- made a written timely manner, made & request in—writing to the
Aappointing aAuthority which includes forleave of absence without pay listing all substantive
reasons for the request; and

¢. A division head has concurred with in-the request indicating that:

H-The absence of the employee will not impede the current objectives of the respective
section, and
zil. 23tThe leave of absence does not conflict with the best interests of the ageneyinstitution.

24. The aAppointing aAuthority. e# his ews initiative orat the request of an-employee; may terminate a
period of authorized leave without pay extended to the employee, provided that such termination is in
the best interest of the agency, and written notification is furnished to the employee.

+.5. If an unclassified employee fails to report for, or refuses to be restored to, duty in pay status on the
first working day following the expiration of an approved leave of absence without pay, or at an earlier
date upon reasonable and proper notice from the aAppointing aAuthority-erthe-designee, then the
employee shall be considered as having deserted their position of appointment-eremployment.

0. Leave of absence without pay does not count as credited service for leave accrual or retirement
purposes.

1. ___-Service before and after leave without pay will be combined to determine leave accrual rates and total
service.

4.8, -Sick and annual leave are not accrued while an employee is on leave without pay. Leave without
pay shall be reported as such on a leave slip.
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HOLIDAY AND OFFICE CLOSURES Q-—Hoelidays/Office-Closure

1. Holidays shall be observed as provided by LCTCS Policy 6.028 Holidays for All Employees.
An unclassified employee in a compensatory leave earning position or in a part-time status may, at
the discretion of their aAppointing aAuthority, receive compensatory leave or additional
compensation, as applicable, when required by the employer to work on an observed holiday.

3. When an unclassified employee is on leave without pay during the period immediately preceding and
following an observed holiday, that employee shall not receive compensation for that holiday unless
the holiday is worked by the employee.

4—An-empleyee doesnotreceive holiday paymentfora-holiday which intervenes while the-employee s
e oo E PRty sttt

E- LEAVE HELD IN ABEYANCE FOR ONGOING/ACTIVE EMPLOYEES RLeave Held-in

1. A credited balance of unused annual compensatory, and/or sick leave shall be held in abeyance for an

ongoing active employee who becomes ineligible to earn and/or use the particular type of leave pursuant
to the terms of this policy.

2. The credited balance(s) shall be available to the emplovee wher e again becomes eligible to accrue
and/or use said leave, or whcn he/she separates from_state servic nd/or becomes_eligible for leave

i

3. Aceredited-baluheeof uawsed apnuak-compensatery-and or sick leave shall be held in-abevance foran
engorgactyve employeewho becomes ineligible to-earn and/or use the partienlar type of leave pursuant
te-the-terms-efthis-peliey:
Fhe-credied bataneets) H}-}Mi be- u»m%ﬁ%@%ﬁwﬁmm%ie O aeese
dtel o e sab-heave wsbrer s 2merviee-and s-ebiptble for leave-payont
MWWWMMMW from stale emnployitent aheyunee Jenve
eligible for severance leave payment-will-be paid-at the heurly rate-ofthe last pesition held prierte
separation-from-state-employment.

34





