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Leave Policy

Faculty, ADMINISTRATIVE, STAFF and OPS

All Campuses

The College of Nursing (CON) conducts normal business hours from 8:00 a.m. to 5:00 p.m., Monday through Friday. All CON offices are expected to maintain full services during these hours.  The workweek is Friday through Thursday.  Extended hours, flexible hours and staggered hours, although acceptable, may only be approved through consultation with the Offices of the Dean and the Chief Operating Officer.  

Non-published business hours for faculty support purposes are 7:30 a.m. to 5:00 p.m. Monday through Friday and reviewed at the beginning of each academic semester.

The College Computer Lab is open Monday through Thursday from 8:00 a.m. to 6:00 p.m. and Friday from 8:00 a.m. to 5:00 p.m. and is staffed with an IT Specialist.  Hours of operation are reviewed at the beginning of each academic year.

General Information

Unless on approved leave, each employee is expected to work the number of hours in his/her established workweek.  The workweek is considered to be equal to 40 (forty) hours for employment at 100% FTE and adjusted accordingly based on percent employment.

After working the established number of hours in the workweek, Faculty may not be required to use accrued leave for an absence of 4 hours or less, if approved by the Dean or the appropriate designee.

Only University Support Personnel Services (STAFF) and hourly Other Personal Service (OPS) employees are eligible to be compensated for overtime.  For STAFF, holiday pay and paid leave is not considered in calculations for overtime and are paid at the employee’s regular rate of pay.  Approval for paid overtime will only be approved in advance by the Dean or her designee, the Chief Operating Officer.  Generally, approved leave is to be adjusted to ensure the workweek will not exceed 40 hours.

Hourly OPS employees are not eligible to earn, use or be compensated for leave time or holidays.  Adjustments to the workweek to compensate for loss of hours are to be approved in advance by the Dean or designee.
Professional salaried OPS, adjuncts and phased retirees are paid to accomplish an assignment or project and receive their biweekly rate of pay irrespective of the number of hours worked or paid university holidays.

Phased retirees and graduate assistants receive and use leave in accordance with the provisions described in the BOR/UFF Collective Bargaining Agreement.

Leave

FACULTY and ADMINISTRATIVE
The earning and use of leave is a benefit.   All leave, with or without pay, must be requested in writing by the employee with documented approval on file by the Dean or the appropriate designee.  At the discretion of the Dean or appropriate designee, Faculty may be able to eliminate use of accrued leave for absences of 4 hours or less in one work week.
All leave is to be reported through the use of the Leave Request-Off Campus Activities form (hereafter referred to as the leave request form).  The form is located on the website for access by all Faculty, OPS salaried and ADMINISTRATIVE employees.   

NOTE:  All CON faculty are appointed as 12 month employees.

Sick leave

· The use of sick leave should be requested and approved in advance, except in an emergency.  The supervisor has the authority to deny as well as approve the use of sick leave. Leave may not be used prior to being accrued, nor used in the pay period in which it is being accrued.  Requests covered under the Family and Medical Leave Act (FMLA) are granted in accordance with the law.  Please see the Chief Operating Officer for policies under this provision.  Complete information on FMLA may also be obtained at the following website:  http://usfweb2.usf.edu/HR/procedures/a&l/fmla/fmla.htm.
Sick leave may be used for leave: 1) under the laws governing the Family Medical Leave Act and 2) for the employee/family illness, medical appointments and extended parental/medical leave not covered under FMLA

· Call in procedure: In emergency situations where leave cannot be requested and approved in advance, absences should be reported immediately to the Dean and appropriate Associate/Assistant Dean (Faculty) to ensure classes are covered where appropriate, and to the Chief Operating Officer.  If the employee is unable to call on his/her own behalf, it is acceptable for a representative to notify the Dean or the college, with the employee contacting the supervisor immediately when able. 
· Advance notification: The employee shall schedule a meeting to request planned sick leave with the Dean, Appropriate Associate/Assistant Dean and the Chief Operating Officer at least one month in advance of the planned sick leave.

Annual Leave – Vacation and Personal

The primary use of annual leave is to provide periodic respite from work.   It may also be granted for other types of leave, such as educational leave, all subject to approval.

The use of annual leave must be requested and approved in advance, except in an emergency.  The supervisor has the authority to deny as well as approve the use of annual leave.  Leave may not be used prior to being accrued, nor used in the pay period in which it is being accrued.   Vacation leave for ADMINISTRATIVE staff is limited to no more than 2 weeks at one time.    

· In emergency situations where leave cannot be requested and approved in advance, absences should be reported immediately to the Dean and appropriate Associate/Assistant Dean (Faculty) to ensure that classes are covered where appropriate and to the Chief Operating Officer (ADMINISTRATIVE).  If the employee is unable to call on his/her own behalf, it is acceptable for a representative to notify the college, with the employee contacting the supervisor immediately when able.  

· Call in procedure: Employees may call in for leave requests in emergency situations only.  See above for procedure.

· Advance notification: Employees request in writing the use of annual leave at least one month in advance prior to the first day of leave requested.   Requests are made using the form and in writing directly to the supervisor.  Supervisors forward the approved request to the Chief Operating Officer who reviews the request and ensures the leave record is updated.  
Administrative leave

Employees are required to make an appointment with his/her immediate supervisor for discussion of other types of leave.  The leave request form is used to initiate this process.  In the case of leave for travel to conferences or in conducting overnight university business, all materials related to the event are required at the time of submission of the request form.

Forms

Approved forms are used to update each employee’s leave record.  Leave forms are maintained by the CON Coordinator of Human Resources.  Forms are audited by the Chief Operating Officer who has been designated by the university as the Attendance and Leave Coordinator.  Forms are maintained in the Business Office in individual file folders in alphabetical order by calendar year.  Forms are filed in chronological order with the most recent on top.

Records 

Leave records are maintained by the CON Coordinator of Human Resources.  Records are audited by the Chief Operating Officer, who has been designated as the Attendance and Leave Coordinator.  Records are maintained in GEMS Self Service and can be viewed at any time by the employee by accessing their GEMS Self Service record.
STAFF AND OPS

The earning and use of leave is a benefit.   All leave, with or without pay, must be requested in writing by the employee with documented approval on file by the supervisor.  

NOTE:  An OPS employee is not eligible to earn, use or be compensated for leave.  An hourly OPS employee is compensated at an hourly rate of pay for the number of hours of actual work.

Sick leave

· The use of sick leave is to be requested and approved in writing a minimum of one-week in advance, except in an emergency.  The supervisor has the authority to deny as well as approve the use of sick leave. Leave may not be used prior to being accrued, nor used in the pay period in which it is being accrued.  Requests for family medical leave are granted in accordance with the law.  Please see the Chief Operating Officer for policies under this provision.

Sick days or doctor’s visits known in advance can be requested in writing with the use of the employee’s timesheet or through GEMS Self Service.

Sick leave may be used for leave: 1) under the laws governing the Family Medical Leave Act and 2) for the employee/family illness, medical appointments and extended parental/medical leave not covered under FMLA.  

· In emergency situations where leave cannot be requested and approved in advance, absences should be reported immediately to the supervisor first, then the Chief Operating Officer.  If the employee is unable to call on his/her own behalf, it is acceptable for a representative to notify the supervisor/Chief Operating Officer, with the employee contacting them both immediately when able.

· Call in procedure: The employee will call and speak directly to the supervisor upon realization of being ill for each day they are ill. In the absence of the supervisor, employees are to call the Chief Operating Officer, or in his/her absence, the Dean’s Office.   Supervisors are required to immediately report absences to the Chief Operating Officer, and in his/her absence the Dean.    At no time shall an employee leave a voice mail to call in sick.
· Advance notification: Employees request in writing the use of annual leave at least one month in advance prior to the first day of leave requested.   Requests are made using the form and in writing directly to the supervisor.  Supervisors forward the approved request to the Chief Operating Officer who reviews the request and ensures the leave record is updated.  

Annual Leave – Vacation and Personal

The primary use of annual leave is to provide periodic vacation for absence from work.   It may also be granted for other types of leave, such as educational leave, all subject to approval.

The use of annual leave must be requested and approved in advance, except in an emergency.  The supervisor has the authority to deny as well as approve the use of annual leave.  Leave may not be used prior to being accrued, nor used in the pay period in which it is being accrued.  Vacation leave for STAFF and OPS staff is limited to no more than 2 weeks at one time.  
· In emergency situations where leave cannot be requested and approved in advance, absences should be reported immediately to the supervisor first, then the Chief Operating Officer.  If the employee is unable to call on his/her own behalf, it is acceptable for a representative to notify the supervisor/Chief Operating Officer, with the employee contacting them both immediately when able.  

· Call in procedure: Employees may call in for leave requests in emergency situations only.  See above for procedure.

· Advance notification: Employees are required to request in writing use of annual leave at least four (4) weeks prior to the first day of leave requested.   Requests are to be made directly to the supervisor who will seek final approval from the Chief Operating Officer or the Dean of the college.  Upon approval, the Chief Operating Officer informs the supervisor and the employee of their request status. 

Tardiness

· Call in procedure: Upon realization that an employee will be tardy, the employee will call their direct supervisor at the work, home or mobile numbers provided.  In the supervisor’s absence the employee should call the Chief Operating Officer.  If possible, and depending upon the estimated time of arrival at the work site, a follow up call is requested to ensure that the supervisor is kept informed of the situation.  At no time shall an employee leave a voice mail to report tardiness.
Flextime

Flextime or alteration to the regularly scheduled workweek may be authorized when it:  1) does not alter the number of hours in the workweek, 2) does not interfere with the operations of the work unit or the college/university and 3) is approved in advance by the employee’s supervisor and the Dean.  It is the responsibility of the employee and the supervisor to bring issues of work schedule change requirements to the Dean so that proper procedure can be followed. 

Paid Overtime

Paid overtime will be granted on a case by case basis and authorized only by the Dean of the college.  Every effort is to be made for the employee to work no more than 40 hours per week.  

Other Leave and Leaves of Absence

Employees are required to make an appointment with his/her immediate supervisor and the Chief Operating Officer for discussion of other types of leave.  Examples may be, sabbaticals, bereavement, military, educational, work related injury, etc.

Forms

For STAFF, timesheets are used to update each employee’s leave record.  Timesheets are maintained by the CON Coordinator of Human Resources and audited by the Chief Operating Officer who has been designated as the Attendance and Leave Coordinator.  Timesheets are maintained in the Business Office in individual file folders in alphabetical order by calendar year.  Timesheets are filed in chronological order with the most recent on top.

For OPS, timesheets are reviewed and extended by the CON Human Resources Coordinator and audited by the Chief Operating Officer at the time payroll is certified.  Timesheets are maintained with the payroll certification bi-weekly process.

Records 

For STAFF, leave records are maintained by the CON Coordinator of Human Resources.  Records are audited by the Chief Operating Officer, who has been designated as the Attendance and Leave Coordinator.  Records are maintained in GEMS Self Service and can be viewed at any time by the employee by accessing their Self Service.
For OPS staff, leave records are not maintained.

REFER also to the university leave policy  -   http://isis.fastmail.usf.edu/usfpers/A&L/a&1_splash.htm 
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