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.  PURPOSE

LakeSumterStateCollege appreciatefe servicethat employeesprovideto the Collegeand
encourageemployeedo taketime to maintain theirhealth and addrespersonalmatters
utilizingthe typesof leavesdescribed irthis procedure. Thisproceduredescribeghe process
for accumulationgquitableapplication,and administratiorof leaves. TheCollegecomplies
with applicablefederalandstate laws,rules,and regulationgoverning theadministrationof
leavesof absenceTheCollegePresidentor designee(sinay establish procedurds implement
this policy.

RESPONSIBILITY
Oversightor this procedurefallsunderthe supervisiorof the ExecutiveV/icePresident.
LEAVRAUTHORIZATION

Employeeabsencesequire prior, documented authorizatioty the appropriatesupervisorand
mustbe recordedonthe u %00} Chi- [
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x Family and Medicdleave(FMLA)Jobprotectionleavewhich runsconcurrentwith paid
leavefor absencegreaterthan 10 days t (SeeAdministrativeProcedures-31);

x Military Leave:Leavefor mandatory military NationalGuard,or reserveduty;

x ParentalLeave: Paidmaternity/paternity leavefor the purposeof recoveryfrom the
birth of achild and/orfor the activitiesrelated tothe careandwell-beingof their
newbornor adoptedchildunderfive yearsof age.

X CourtRelated leaveteavefor jury dutyor when subpoenaedsawitness,or when the
employeeis a principalin personalitigation;

x Domestic
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f. Changdrom 12Month Status

An employeavho changeso alessthan 12month positionthusbecoming ineligibléor
vacation leaveshallbe paidfor amaximumof 44 daysof accumulatedrsacation leave.
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0. Accrual

Aregularfull-time employeeemployedon a 12-month basisshallearn 3.75hoursin thefirst
two payperiodseachmonth (one daysickleaveper calendarmonth). Allaccumulated sick
leavewill carry overfrom yearto year.

Aregularfull-time Facultyshallearn 3.50hoursin the first two pay periodseachmonth
(one-day sickeaveper calendamonth while on contract). Allaccumulated sicleavewill
carry overfrom yearto year.

Aregularfull-time Athletic Coach shakarn3.75hoursin the first two pay periodseach
month (oneday sickeaveper calendarmonth while on contract). Allaccumulated sick
leavewill carry overfrom yearto year.

Sicktime will not accruewhen theemployeeis on a sickleavebecauseof personalilinessor
injury and isbeing compensateffom the SickLeavePool.

Sicktime will not accruewhen an employeés in anunpaidleavestatus.
p. Transferfrom anotheragency

Newemployeesat LakeSumterStateCollegenvho havetransferred fromanotherFlorida
CollegeSysteminstitution, the Departmentof Educationthe StateUniversitySystema
FloridaDistrictschoolboard,or astate agency mayransferunused sickeaveprovidedthe
employeerequeststo do soin writing. Thetransferred accumulated sid&avewill accrueat
one dayper calendarmonth of employmentat LSSC.

g. Notification
An employegequesting to useickleavemustnotify hisor herimmediatesupervisotprior
to the beginningof the dayof absenceand perdepartmentalcaltin standardsALeave
requestform shallbe completed andyiven to thesupervisoimmediatelyuponthe
U %o 0 } Cret{isn to work.The u %o 0 } Csugervisomayrequesta AE]38 v hofe} E [+
if leaveextendsbeyond threedays.

An employeavho takessickleavefor a medicalproceduremust providecertificationto the
Human Resourcd3epartmentfrom his/herphysiciarmprior to resumingwork.

r. Parttime

A part-time employeeis not entitled to earn sickeave.
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S.

Termination/ Retirement

Upon terminationof employmentfrom the Collegethe employeeshallbe paid forunused
sickleavein accordancavith the collegeterminal pay policy(see AdministrativeProcedure
5-32 TerminalPay).

ParentalLeave

Regularfull-time employeegmothersand fathers)are eligiblefor up to ten daysof paid
maternity/paternity leave,oncethey haveworked at
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i. The u %o o0} Cmilitary leavefrom the Collegedid notcumulativelyexceed five
years;

iii.  Theemployeereported backo work or applied forreinstatement within90
daysafter releasefrom military servicelasting morethan 180 days;or within 14
daysafter releasefrom military servicelasting betweer81 and 180days;or on
the nextregularlyscheduled workdajollowing releasefrom military serviceof
lessthan 31 days.

2. Leavefor Reserveor GuardTraining- An employeevho isamemberof the Reserveor
NationalGuardwill be granteda military leaveof absencédor all time in which theyare
orderedto engagein reservetraining. An employeemust givetheir supervisorasmuch
advancenotice aspossibleof the needto take leavefor reservetraining. Upto 240
hoursperyearfor Reserveor Guardtraining shalbe paidleave.Any traininghours
required in excessf 240hoursper yearshallbe without pay.

3. Leavefor NamedEventor Declared EmergencyA military leaveof absencewill
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