LEAVE POLICY

As stated in PM-20: “Employees shall not absent themselves from their duties without proper authorization. It is the responsibility of the department head or other designated official to receive and review requests for all leaves of absence for employees and approve or disapprove such requests in accordance with University System policy, and to ascertain that accurate leave records are maintained for reports on leave accrued and leave taken on appropriate leave forms. Generally, an employee should not post or maintain his/her own attendance and leave records.”
Communication of Policy:

To maintain compliance with both PM’s and CM’s addressing employee leave, it is the procedure of the department to educate all new employees on leave policies and to update all employees on changes relating to leave policies.  New employees receive a copy of CM 20 on their first day of employment. The employee also receives instructions to the department reporting policies, which include the location of paper copies of Attendance Leave forms and either a Monthly Leave Schedule, Biweekly Schedule or Student Worker Schedule. The Schedules vary with classifications.
The department distributes e-mails requesting both leave request forms and above mentioned schedules. The e-mails are sent to employees prior to their specific payroll periods. Both forms are signed by immediate supervisors. Faculty forms are signed by the department head. 

Leave Forms and Monthly Schedules
Employees are required to submit leave request forms that are sign by their immediate supervisors, prior to taking leave. For unplanned leave, leave forms should be completed and signed within 24 hours. The Business Office maintains the original request and gives the employee a copy. These forms are reviewed to ensure the leave is available, and then filed by the month and alphabetically. If leave is not available, Human Resources is Management is contacted and a Per 3 is initiated to place the employee on “leave without pay” for duration in which leave does not cover the period the employee is not at work.  After verifying that the time was recorded on the schedules for the pay period in which the leave is used, the forms are attached to that schedule. 

Attendance Records
The Business Office prepares attendance record based on the schedules.  Prior to submitting attendance records, the Business Manager reviews and signs completed attendance record.  Department Head signs if Business Manager is unavailable.  The attendance records are submitted to the Payroll Department prior to or on the 15 of every month for unclassified employees and biweekly for classified employees and student workers.  

Attendance files are maintained in the department for five years.

HELPFUL LINKS

Attendance and Leave

The Human Resource Management links to the Unclassified and Civil Service Classified leave policy as governed by the University System, State Civil Service and Federal regulations.  
http://www.lsuhsc.edu/no/administration/hrm/leave.aspx
Application for Leave Form
http://www.lsuhsc.edu/no/administration/hrm/forms/leave%20form.pdf
PM-20 Leave Policies for Academic & Unclassified & Classified Personnel
http://www.lsuhsc.edu/no/administration/pm/pm-20.aspx
PM-5 - Holiday Schedules
http://www.lsuhsc.edu/no/administration/pm/pm-5.aspx
PM-12 Educational Privileges for Full-Time Nonacademic & Other Academic Employees

http://www.lsuhsc.edu/no/Administration/PM/pm-12.aspx
CM-50 Family and Medical Leave Policy
http://www.lsuhsc.edu/no/administration/cm/cm-50.aspx
MONTHLY LEAVE SCHEDULE
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*NO PROVISION FOR FACULTY
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