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Information in the Staff Handbook does not create contractual rights for university employees. This
handbook neither incorporates nor adopts the constitution and bylaws of the Staff Senate.



The Staff Handbook ian essentialeference concerning policies, procedures, privileges and

opportunities, and obligations and responsibilities affecting employees of Louisiana State University and
Agricultural & Mechanical College. Intended as a convenient guide, this handbook doestaot every
policy and has only excerpts from others. Complete information from the actual policy documents is
located on the LStwebsite,www.Isu.edu These include the following:

Bylaws and Regulations of the Board of Supervisor€Comprehensive policies concerning the entire
LSU System.

Permanent Memoranda Policies concerning the various campuses in the LSU System, issued by the







POLICY STATEMENTS

Policy Statements are created for institutional governanestaplishing sindard procedures for the
RSHUDWL&R®L RHWKIHW\ 3ROLF\ 6WDWHPHQWY ZKLFK DSSO\ WR /681



The division ofFinance and Administration creates finance and Administration Operating Procedures
(FASOPs)to establiststandard procedures for the operation of the University. Finance and
AdministrationsupportWKH 8QLYHUVLW\YV PLVVLRQ RI LQVWUXFWLRQ UHVH]






Applicable to:

Policy Statement







Applicable to: LSU Relevantto: LSU

PermanentMemoranda Faculty Staff

Outside Employment of University Employees Yes Yes
PM-11, Effective: May 12, 1993

Equal Opportunity Policy (EEO) + Yes Yes
Discrimination & Harassment

PM 55, Revised: July 10, 2006; Effective:

September 15, 2000.

Finance and Administration Operating Procedure (FASOP)Guide

* The staff column includes classified, unclassified/professional, other academic, wages as earned, and

transient employee types.

Applicable to: LSU

FASOPs Faculty Relevant
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Applicable to: LSU

FASOPs Faculty Relevantto: LSU Staff

Background Check and PreEmployment Yes Yes
Screening

FASOP HRO4, Effective December 1,

2020

Transfer Eligibility Yes Yes
FASOP HROS5, Effective Februaryl, 2021

Relocation Incentives Yes Yes
FASOP HRO6, Effective February, 2021

PERMANENT MEMORANDA

Permanent Memoranda (PMs) repreghapolicies of LSU. Along with the bylaws and regulations of
the LSU Board of Supervisors, they are bindingiaiversityinstitutionality.

PMs address policy issues that systemwide and are established fadministrativegovernance. PMs
may implement or interpret lawsjles,and regulations and reflect LSU policies.

When issued, LSU ensures that the Permanent Memocangalieswith the applicable controlling laws,
rules,regulationsand policies. However, it is recognized that changes in such laws,ragakgtions,
andguidelinesmay result in all or a portion of a PM becoming incorrect or outdatedth@tiecessary
revision is made. In such cases, those portiotise®ermanent Memoranda that are contrary to or in
conflict with any controlling law, rulaegulation,or policy are superseded. To the extent that the
remainder of a Permanent Memoranda is unaffected by a change in controlling laws, rules, regulations
policies, the remaining portion of the PM will remain valid and in effect (unless the PM itself states
otherwise). PMs do not grant rights to any party.
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Completelist of PermanentMemorandums.

FINANCE ADMINISTRATION OPERATING PROCEDURES

The division ofFinance and Administration creates finance and Administration Operating Procedures
(FASOPs), the established procedumeshe operation of the University. Finance and Administration
support the8 Q L Y H Wsivplpdit \dff istructiorresearch, andublic serviceby providing good fiscal
management; accounting for the financial and physical assets; ensuring compliance with laws and
regulations; timely procurement and delivery of goods and sendgpesatingthe physical plant; and
oversight of other service and business functions of the institution for bo#mdmffcampus users.

Completelist of Finance and Administration Operating Procedures.

NEW EMPLOYEES
Welcome to LSU!

Hello, new faculty & staffl We hope you are excited about beginning your career with LSU. Wether
havejust started your career, araknownto academiagr are a seasoned professional, we hope your
experience will be rewarding and challenging.
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Please review thiollowing few pages that will guide you in completing the many tasks that should be
accomplished within the first few weeks of employment.

New Employee Checklist FIRSTDAYS AT LSU

X Set up your email

x Completethe $XWKRUL]DWLRQ DQG '"ULYHUYV +LVWRU\ )RUP DQG UHJ
Course, ifapplicable.

x Apply for aLaCarte card and register for LaCarte training, if applicable.

x Receive buildingandoffice keys and codes, if applicable.

x Set up office phone and voicemail. Recdiveg-distancecode and copier code, if applicable.

X Receive and review office policies, office hours, organizatiohatt,and department phone list.

X Become acquainted with your office; take a tour of the building, locate restrandmget the
department staff and your HR Contact.

x Complete Onboarding in Workday

x Comprehensive
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SCHEDULING POLICIES

The standard University workday is eight hours, usually 8 a4r80 p.m., Monday through Friday, with
a halthour lunch break from noon to 12:30 p.m. Some departments deviate from this schedule to meet
theiruniqueneeds.

The University provides employees two-dfnute breaks, or rest periods, per éayreferably around the
middle of each halhift (i.e., for officestaff, midmorning,and midafternoon). Time for these breaks
cannot be accrued, nor should it be used to extend a lunch period or shorten a scheduled workday. No
charge is made to paid leaveleaveswithout pay for such breaks.
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X When a candidate possesses extraordinary qualifications/credentials

Employees who are +employed on probatiobut could have otherwise been promoiéfl retain
eligibility for the promotional increase for up to one year. A determination will be made by, HRM
working with the department in each caag to the timing and appropriateness of the promotional

increase.

Title Salary Administration [Administrative and Unclassified Employees]

PS20, Revision: PS0020.R05, Effective: Oct. 1, 1993

Excerpt from PS-20: To describe the pay plan used by the LSU & A&M College campus for its
administrative andnclassifiedemployees, which is designed to optimize the utilization of the personnel
resources of the university by providing appropriate career ladders for employees and for maintaining

equity in salary among personnel.

The university has established a detailed salary structure for internaidis&lual positionshave been
describedanalyzedand titled and salary levels have been developed for each job title.

Additional Compensation Limits

PS43, Revision: PS0043.R03, Effective: May 16, 1995

Excerpt from PS-43: Additional Compensation Limitations for Academic and
Administrative/Professional Employees & Computation of Summer Salary Rates for Academic
Employees.

Occasionallyacademicand administrative/professional employees are asked to assume responsibility for
additional duties unrelated to, or independent of, #na@ryday workFurther compensation may be
permitted when such assignments are not a part of the employee's regular assiymeggr@st must be
approvedbefore the additional compensation assignment begimessemployee mushonitortheir

allowable compensation limit (see Additional Compensation Limitations below) amkecedd the limit.

Typically, additional compensation outside the summer period is earned from departments other than the
home departmenExtracompensation work may include instructioesearchor public service activities,
which areshortterm

Scheduling Policies

The standard University workday is eight hours, usually 8:00 a080 p.m., Monday through Friday,
with a halthour lunch break from noon to 12:30 p.m. Some departments deviate from this schedule to
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Employees shall not absent themselves from their duties without proper authorida¢iatepartment

head or theidesignemustreceive and review requests for all leaves of absence and approve or
disapprove such requestg universitypolicy. If paid leave is neither available nor appropriate, leave
without pay shall be charged. If an employee fails to submit a leave slip, leave must be administratively

deducted frontheir record.Their departmertiead ortheir designer
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Health Insurance and Supplemental Insurance Benefits

The LSU System offers employees and their eligible dependents financial protection\agaunst
healthcareexpenses resulting from illness or injury. As part of our continuing effort to provide benefits to
meet the varying needs of our employees, the System offers employees a choice of health insurance plans.
The premiums are eligible for tax sheltering unitier TaxSaver Premiums Only Plan.

The LSU System offers outstanding supplemental benefit plans for eligible employees and their
dependentsuch as:

x Dental Insurance

X Vision Insurance

X Term Life Insurance

x Accidental Death & Dismemberment
X Long Term Disability

X Long Term Care

x Accident Protection

x Critical lllness

x Flexible & Dependent Care Spending Accounts
X Any active employee of the LSU Systenelgible for health insurangand supplemental
benefits provided the following:

x Employed at 75 percent &ill-time effort per pay period (avg. of 30 hours/week) or greater

X Appointed for a duration of at least one semester or 120 days or greater

Visit or call the Office of Human Resource Management for specific details of the university's health
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Retirement can signal the beginning of a new life, but how you spend your retirement years and how well
you prepardor themis up to you. According to state and federal laws, employees of the LSU System

must participate in a retirement plan.
New Employee Options

Participation in Social Security

With a fewexceptions, the State of Louisiana does not participates Social Security program. If you

are enrolled in a Louisiana State retirement plan (TRSL, LASERS, ORP, Deferred Compensation), you
do not pay Social Security tax; however, if you were hired after April 1, 1986, you are required to pay the
Medicare prtion of the FICA tax (1.45% of your salary).

Your employment in a job nabvered ady Social Security may affect your Social Security benefit:

X Windfall Elimination Provision

X Government Pension Offset
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If you are unsure of your appointment length or need assistance with retirement options and enroliment,
please contadir@Isu.edu

Classified Civil Service Employees
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Regardless of the employee type, all discipline must provide due process to the employee and be

distributed fairly and equitably.

A coaching session is the first response to a performance problem (e.g., unacceptable attendance,
unsatisfactory job performance, or inappropriate condAcatpaching session is the most effective way

to deal witha slight problenbefore it becomes a bigger problem
Classified Employees

State Civil Service Rules govern the emplogeeployer relationship for classified employees. The
procesof positive discipline involves a series of steps taken by management to instruct and assist
employees in reaching a satisfactory level of performandelisplaying appropriate behavior in the
workplace. The systenfependsipon the employee's recognitiontbéir need to accept and conform to

the University's standards of performance and conduct.

x Coaching Session

X First Decisional Conference

X Second Decisional Conference

x Final Decisional Conference

X Termination or Alternatives to Termination

UnclassifiedEmployees & Other Academic Employees

Unclassifiedand other academic employees hold their positions at the pleasure of the Board of
Supervisors, except as stated in thelByvs and Regulations of the LSU Board of Supervisors.
Supervisors considering termination or disciplineieélassifiecand other academic employees should
contact Employee Relations.

SEPARATION FROM UNIVERSITY
Voluntary Separation/Resignation from the University

Voluntary separations, also knownrasignationsare when an employee resigns from the University on

their own accord.

x Employee Responsibilities

X
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the DROP Program (L.R.S. 17:425.1) or at final separation from employBEraptoyees retiring from
work as membersf an Optional Retirement Pla@PB will receive payment for all terminal annual
leave credits to whicthey areentitled (not to exceetihiree hundrethours). ORP members will not
receive credit for unuseahnualleave upon separation or retirement.

Upon retirement from active duty, employees who are members of TRSL or LASHER$eceive

service credit fothecomputation of retirement stipend for unpaid accumulated annual leave according to
the provisions of each retirement system. Unpaid leave is not addieé fi@termination of retirement
eligibility. Employees of an ORP do not receive credit for unpaid annual leave upon retir@yniet.
provisions of each retirement system, employees who are members of TRSL or LASERS and who enter
DROP will not receive service credit foine computation of their retirement stipend for unpaid

accumulated annual leave upon entering DROP.

All personnel action forms processed to effect termination, retirenweritansfers must show the
amount of unpaid annual leave

Unemployment Insurance

The Louisiana Employment Security Law covers all University employ&®suld an employee lose their
job, the Louisiana Employment Security Law entitles the impacted employee to receive unemployment
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x ITS

X Lod Cook Alumni Center

X Lost & found

X LSU Bookstore

X LSU Dining

X LSU Libraries

X LSU Police Department
X LSU Union

X LSU Press

X LSU Media Center

x Parking
X Procurement Services

x University Recreation
X LSU Golf Course

x Student Health Center
x The Cook Hotel

x Tiger Card
X Transit Services

X Staff Senate

The Staff Senate is made up of representatives of employees in every campus category elected by their
peers and dedicated to serving their constituency's needtSenators volunteer their time and energy

to ensure that LSU is the best that it can be for all of us, and they are ready and willing to respond to your
concerns. This site is designed to help you learn more about what Staff Senate does and Aow you ¢
contactthem. It will also provide updates on issues and events affecting the staff at LSU.

x Faculty Senate

The LSU Faculty Senate encouragesticipation in faculty governance by all faculty members.

X LSU Museum of Art
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collaboratively with its Shaw Center for the Arts partners to enrich the cultural life of Baton Rouge by
providinga range of cultural activities.

Annual membership in the LSU MOA provides vital support for museum programming, conservation
expansion of the permanent collectiand community outreach. Members keep our doors open! In
addition to the many benefits and privileges members will receive as a member of LSU MOA, they will
have the pride and satisfaction of knowing they are contributing to the growth and developnsanhof B

Rouge's premier fine and decorative arts mus&arious levelof membership are provided.

X LSU Museum of Natural Science

All the museum education programs are supported strictly through donations and grants. Members receive
a newsletter and the opportunity to attend special programs sponsored by the museum. Donations made to
the Museum of Natural Science help the museum reamarof the rare free museums in Louisiana.

X Pregnancy & Parenting Program

Expanding your family is an exciting season of life. With the joys of expecting a child, there are certainly
moments of overwhelm that may kick
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