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40 hours. 
 
Funeral Leave – Leave with pay granted to an employee to attend the funeral or burial rites of 
certain approved relatives. 
 
Holiday Leave – Leave with pay for holidays as specified in PM 5. 

 
Leave of Absence – Permission to be absent from duty. 

 
Leave of Absence without Pay – Unpaid leave granted to employees for good cause 
under stipulated conditions. 
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d. The President may authorize the counting of other unclassified state service when it 

was earned on an appointment that was of a recurring and essentially full-time nature 
(e.g., unclassified undersecretary at a major state agency). 

 
For academic or unclassified appointments beginning on or after November 8, 2004, 
full-time equivalent service in pay status in a parish school system will also count toward 
service for leave accrual purposes. 

 
4. Accrual - full month's service: 

 
a. For eligible unclassified and 
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a. For any overtime hour; 

 
b. For any hour of 

https://www.dol.gov/agencies/whd/fmla
https://www.dol.gov/agencies/whd/fmla
https://www.dol.gov/agencies/whd/fmla
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b.
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D. Status of Leave upon Change in Pay Basis - All Employees 

 
Employees on a fiscal pay basis who are to be transferred to an academic basis should be 
permitted, where feasible, to take any accumulated annual leave prior to the effective date of 
such change in status. Any annual leave not taken by the effective date of such change in 
status is to be retained to the credit of the employee for future use if the employee changes 
back to a fiscal year appointment, or for payment and/or service credit upon separation or 
retirement in accordance with applicable policies. 
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will NOT earn additional leave until such time as their balance is reduced below 176 
hours, unless Leave Accrual Schedule I has been selected. 

 
2. From LSU to state agencies outside the University: 

 
Annual leave earned by academic and unclassified employees at LSU may not be 
accepted if the transfer is to a classified position. Whether such leave will be accepted 
when the transfer is to an unclassified position outside the University is dependent upon the 
rules and policies set forth by the management board of the new agency. 

 
G. Use of Annual Leave - All Employees 

 
1. Annual leave may be used for any personal purpose (including care of a family member) 

any time after it is earned contingent upon departmental or other designated 
approval. The granting of annual leave is not automatic and may be denied or restricted 
based on business necessity. The term of the leave may not extend beyond the period for 
which support is committed to the position or contract. 

 
2. Under no circumstances may an employee be advanced leave. When employees exhaust 

their annual leave they may, with supervisory approval and by making written request, 
request to be placed on leave without pay (See Section X). The granting of leave without 
pay is not automatic; however, 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. 

 
3. The minimum charge to leave records shall not be less than one-half hour. Beyond the first 

one-half hour, annual leave may be taken in quarter-hour increments. In the case of Family 
and Medical Leave the minimum charge to annual leave and subsequent increments may 
be as little as one-tenth (.1) of an hour, or six minutes. 

 
4. The use of annual leave immediately preceding resignation, termination or retirement of 

unclassified, academic or classified personnel will be limited to the amount of annual 
leave the employee earns during a calendar year. Where justifiable, exceptions may be 
made by the President. 

 
5. Annual leave shall not be charged for non-work days. 

 
6. Academic and unclassified employees on a fiscal year appointment must take leave to earn 

additional compensation if the work is performed during normal work hours unless there is 
an approved alternate work schedule (See Permanent Memorandum 3 and Policy 
Statement 43 for details on additional compensation). 

 
H. Enforcement of Annual Leave - Applies to Unclassified and Classified Employees 

 
1. Upon approval by the Office of Human Resource Management, a department head may 

require an employee to take annual leave whenever, in the administrator's judgement, such 
action would be in the best interest of the department. 

 
However, no classified employee shall be required to reduce accrued annual leave to less 
than 240 hours except: 
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a. prior to being granted leave without pay, but subject to the right granted 

classified employees by the military leave provisions of Civil Service rules; 
 

b. where it is determined that the need to be absent from work is because of a condition 
covered by the Family and Medical Leave Act (FMLA). 

 
I. Request and Certification Required When Using Leave 

 
1. Periods of one week or more: granting of leave by the supervisor will be based upon the 

department's work load, and scheduled vacations of other employees. Written application 
for leave should be made at least one week in advance, except in the case of Family and 
Medical Leave when medical necessity makes it impractical to make the request in 
advance. 

 
2. Periods of less than one work week: Approval shall be based upon the department's work 

load and the employee's work, attendance record and applicable Family and Medical 
Leave regulations. 

 
3. Application for leave must be made by employee through LSU’s system of record and 

routed to the appropriate supervisor for approval at least one day prior to the requested 
date. When justifiable emergency situations occur (including Family and Medical Leave), 
the supervisor may waive the one day prior notice. The supervisor may request reasons for 
leave should the circumstances warrant. 

 
4. Any employee not reporting to work when a request for leave has been denied will be 

considered on unauthorized leave without pay and will be subject to disciplinary action. 
 

5. 
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whose last separation from the Classified Service was by dismissal or resignation to avoid 
dismissal. 

 
4. All annual leave accrued by an employee for which they were not paid at time of 

separation to enter military service shall be credited upon       reemployment following such 
military service, regardless of the length of separation from the university [Reference 
Section X on Military Leave for more details]. 

 
K. Payment of Leave upon Separation 

 
1. Terminal payment for leave may not exceed an amount representing 300 hours of unused 

annual leave at time of separation of employees for any reason. 
 

2. Terminal payment for annual leave will disregard any fraction of an hour. 
 

3. Classified and Unclassified employees dismissed for theft of agency funds or property 
shall not receive terminal payment for annual leave. 

 
4. An employee who is retiring from employment as a member of Louisiana State 

Employees' Retirement System (LASERS) will receive payment for all terminal annual 
leave credits to which they are entitled (not to exceed 300 hours). LASERS members also 
have the option to receive a lump sum payment from LASERS for the actuarial value of their 
unused annual leave in excess of 300 hours that would otherwise be converted to service 
credit. Employees interested in this option should inform the Benefits Section of HRM well in 
advance of their projected retirement date (L.A.R.S. 11:424). 

 
An employee retiring as a member of Teachers' Retirement System of Louisiana (TRSL) is 
entitled to receive payment for terminal annual leave credits not to exceed 300 hours. TRSL 
members who enter the DROP Program may elect to be paid upon entering the DROP 
Program (L.A.R.S. 17:425.1) or at final separation from employment. 

 
An employee who is retiring from employment as a member of an Optional Retirement 
Plan (ORP) will receive payment for all terminal annual leave credits to which they are 
entitled (not to exceed 300 hours). ORP members will not receive credit for unused, 
unpaid annual leave upon separation or retirement. 

 
5. Employees who are members of TRSL or LASERS, upon retirement from active duty, 

shall receive service credit for computation of retirement stipend for unpaid accumulated 
annual leave according to the provisions of each retirement system. Unpaid leave is not 
added for determination of retirement eligibility. Employees who are members of an ORP do 
not receive credit for unpaid annual leave upon retirement. 

 
In accordance with the provisions of each retirement system, employees who are 
members of 
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V. SICK LEAVE 
 

A. Sick leave is leave with pay granted to an 

https://www.dol.gov/agencies/whd/fT46.036 679 2375 4729 2376159J1.036 679 2375 4729 2376159J1.036 6e159J1.036S/TypS
http://legis.la.gov/legis/Law.aspx?d=80704
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Each faculty member, except those employees who receive annual leave, shall be entitled to 
and shall be allowed to use up to two days personal leave during each academic year, to be 
used for such purposes as may be determined by the individual employee without loss of pay. 
Personal leave shall be charged to and deducted from the employee’s accrued sick leave. 
Personal leave shall not be accumulated from year to year, nor shall personal leave be 
compensated for upon separation, death or retirement. 

 
B. Sick Leave Accrual Conditions  

 
1. Academic and unclassified employees begin to accrue sick leave with the paid 

appointment or continuation at greater than 50% effort that extends employment beyond 
180 days. (Note: Transient, Contingent, W.A.E. employees, and students do not accrue 
sick leave.) 

 
2. Classified employees begin accruing leave from their first day of appointment on a regular 

tour of duty (Note: Classified employees do not accrue leave while 
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b. Unclassified or academic employees whose anniversary date of appointment falls on: 

 
i. the 1st through the 15th of a month will accrue leave at the higher rate for the entire 

month, 
 

ii. the 16th through the end of a month will accrue leave at the present rate for that 
month and will begin to accrue at the higher rate the following month. 

 
c. For classified employees, leave accrual rate increase is effective on their Time Off 

Service Date.  
 

7. No employee shall be credited with sick leave under the following circumstances: 
 

a. For any overtime hour; 
 

b. For any hour of leave without pay except if an employee is on unpaid military leave; 
 

c. For any hour in on-call status outside regular duty hours; 
 

d. For any hour of travel or other activity outside regular duty hours; 
 

e. For any hour of a holiday or other non-work day which occurs while an employee is on 
leave without pay. 

 
f. For any period of sabbatical leave or educational leave. However, time spent on 

sabbatical or educational leave does count as service toward leave accrual rate 
change. 

 
g. For any hour on crisis leave. 

 
8. Academic year appointments: 

 
a. For purposes of computing leave accrual rate change under the "Sick Leave Accrual 

Schedule," one semester equals one-half year. 
 

b. For each semester worked, an employee on an academic pay basis is credited leave 
for a period of 4 1/2 months. For example, an employee with less than three years of 
service earns eight hours per month for 4 1/2 months for each semester worked. 

 
c. An employee accrues sick leave when appointed for the summer school session(s) or 

for summer research in proportion to the full-time equivalent of the summer 
appointment. 

 
d. A new employee begins to accrue leave if appointed concurrently for the summer 

school session or summer research and the succeeding academic year. A new 
employee appointed for the summer session only or one semester only does not 
accrue sick leave. 

 
9. 
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a. Leave requests must be submitted in LSU’s system of record by the employee or 

designated timekeeper for the department. Leave requests entered by the manager or 
timekeeper must be supported by other documentation of the request by the employee 
and approval by a supervisor. These records must be maintained in accordance with 
university records retention requirements. 

 
b. The minimum charge to sick leave is one-half hour. Beyond the first one-half hour, sick 

leave may be taken in quarter-hour increments. In the case of Family and Medical 
Leave, the minimum charge to sick leave may be as low as one-tenth (.1) of an hour, or 
six minutes. 

 
c. For purposes of the Family and Medical Leave Act, the leave to be taken must be 

designated as "FMLA.”  
 

10. Advance of leave: 
 

No advance of sick leave can be granted. Employees who have exhausted sick leave but 
who have annual leave may be allowed, with supervisory approval, to make use of their 
annual leave to continue their leave status or they may request leave without pay. 

 
C. Sick Leave Accrual Schedule - All Employees 

 
 

YEARS OF SERVICE CLASSIFIED PROF & ACADEMIC 
Less than 3 years .0461 per hour  8 hours per month 
3 years but less than 5 .0576 per hour 10 hours per month 
5 years but less than 10 .0692 per hour 12 hours per month 
10 years but less than 15 .0807 per hour 14 hours per month 
15 years or more .0923 per hour 16 hours per month 

 
 

D. Restoration of Leave Credits upon Reemployment - All Employees 
 

1. Reemployment

vi (i)ce60.44:ll E

https://www.dol.gov/agencies/whd/fmla
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Employees who were first employed or were reemployed after a break in service by LSU 
January 1, 1999 or later and whose percent of effort drops to 50% or below cease to accrue 
and are not eligible to use sick leave for the duration of the period they are appointed for 
equal to or less than 50% effort. When/if the employee returns to greater than 50% effort, 
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3. For Faculty Only: 

 
a. Absence due to medical or dental appointments that do not conflict with scheduled 

meetings or classes do not need to be reported. 
 

b. Absence due to medical or dental appointments, illness or injury that conflicts with 
scheduled meetings or classes but does not prevent the faculty member from performing 
other duties must be reported only for scheduled meetings or classes missed. 

 
c. If the illness or injury prevents the faculty member from performing any of their 

responsibilities (including teaching, research and service), sick leave should be 
recorded in increments of 8 hours per day not worked and prorated for partial days not 
worked. 

 
4. There is no maximum accrual. Unused sick leave may be used to extend years of service 

for purposes of retirement credit for employees who are members of LASERS or TRSL 
(does not apply to employees who are members of an ORP). Unused sick leave cannot be 
used to attain eligibility for retirement. 

 
5. An employee on annual leave may not retroactively have hours originally approved as 

annual leave charged to sick leave unless the charge to annual leave was through 
administrative error, except in the following case: if, during an approved period of annual 
leave, an event occurs that qualifies for sick leave and the employee immediately reports 
this occurrence to the appropriate individual(s), an adjustment may be made to the leave 
request after the notice was given. 

 
6. Sick leave may not be charged for non-work days. 

 
H. Reporting Sick Leave 
 

1. To qualify for paid sick leave, employees must follow the sick leave procedures set by their 
department, except that departmental procedures cannot conflict with Civil Service Rules 
or university policies. 

 
2. In order to qualify for paid sick leave, an employee must follow the call-in procedures 

established by their department. 
 

3. Should the employee fail to call in or notify the supervisor, all hours absent will be charged 
as unauthorized leave without pay, unless it is shown that it was medically impossible or 
impractical to follow the established procedure. 

 
4. Unjustified absence may be cause for leave sanctions and/or disciplinary action. 

 
5. All leave information should be submitted immediately upon return to work. Failure to 

submit information on a timely basis may result in the time away from work being considered 
leave without pay. 

 
I. Request and/or Certification Required When Using Sick Leave 
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An employee who is absent from work because of illness or disability or other circumstances 
for which sick leave is appropriate shall immediately report the absence to a designated 
department official, and upon return to duty, submit leave in LSU’s system of record or file 
written certification for the amount of sick leave taken. Except in the case of 

https://www.dol.gov/agencies/whd/fmla
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2. the employee has no usable sick leave to their credit, the employee has exhausted their 

FMLA leave entitlement and the employee's job must be performed without further 
interruption, and 

 
3. it is documented in HRM that an accommodation to 

https://www.dol.gov/agencies/whd/fmla
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exceed 15 working days in any one calendar year). 
 

B. Voting on Election Day 
 

University employees whose scheduled work day is between the hours of 7:30 a.m. to 5:00 
p.m. on an election day, and who are unable to vote prior to or after their work day, shall be 
allowed, upon request of the employee and approval of the department head, time off with pay 
for voting in accordance with the following schedule: 

 
 Distance from campus Leave Time  
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2. For the purpose of this policy, a need to bond with the child exists when there is a new 
relationship between the parent and child and the unclassified employee or appointee will 
spend time with the child to create an ongoing mutual attachment. 

3. This policy does not apply where a relationship resembling parent-child already exists and 
the primary change is the legal nature of the relationship. (e.g., foster parent to adoptive 
parent and intra-family adoptions such as adoptions by step-parents). 

C. Parental Leave Conditions 

1. Parental leave is available for use only during the 12 weeks (84 calendar days) immediately 
following the commencement of the qualifying event. 

2. Parental leave is available for use commencing on the first date of a qualifying event and 
for only as much of the parental leave period as the employee is engaged in a qualifying 
purpose. 

3. Parental leave may be used continuously or intermittently, in accordance with the need 
therefore.  

4. Unless LSU determines that an employee is utilizing parental leave in violation of this 
policy, LSU shall not reduce the parental leave period authorized herein nor interfere with 
an eligible employee’s use of parental leave as set forth herein.  

5. Full-time employees shall be compensated at the rate of 100% of the employee’s base pay 
for a period not to exceed 240 hours during the available 12-week period; 

6. Part-time unclassified employees and appointees shall be compensated a maximum of the 
rate of 100% of their base pay for a period not to exceed six weeks based upon the 
average number of hours worked per week in the six months immediately preceding the 
commencement of parental leave (e.g., if an individual works an average of 25 hours per 
week during the six month look-back period, the employee shall be eligible to receive up to 
the employee’s base pay for 25 hours per week for six weeks). 

7. Parental leave may not be donated to another employee or leave pool. 

8. Unused parental leave may not be reserved for use during a subsequent qualifying event 
nor shall it be paid out to the employee if unused or not fully exhausted.  

9. Parental leave is not intended to provide any form of paid or unpaid leave after exhaustion 
of 240 hours (or the appropriate allotment for part-time employees) provided by this 
policy.  Additional leave, if any, must be taken under the provisions of another rule, law or 
policy. 

10. At least 12 months shall elapse from the beginning of one parental leave period until an 
employee is eligible for another parental leave period. For a new parental leave period, 
there shall be a new qualifying event on or after the 12-month waiting period and the 
eligibility requirements of Section VII.A. shall be satisfied as of the date of the new 
qualifying event. 

11. Eligible employees utilizing parental leave for occurrences also qualifying under the Family 
and Medical Leave Act (“FMLA”) must use FMLA leave concurrently with parental leave. 
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2. Compensatory leave may be used for any personal purpose, at any time after it is earned, 
contingent upon departmental or other designated approval. 

 
3. Minimum charge to compensatory time records shall not be less than one-half hour. Beyond 

the first one-half hour, compensatory leave may be used in quarter-hour increments. 
 

4. A department head may require an employee to take compensatory time leave whenever, 
in the administrator's judgement, such action would be in the best interest of the 
department. 

 
D. Payment of Compensatory Time 

 
Employees separated from the University will receive payment for all unused compensatory time. 
(See Civil Service Chapter 21.12.) The university may pay the balance of an employee’s 
compensatory time at any time. (See Civil Service Chapter 21.6.) 
 

IX. HOLIDAYS 
 
University holidays, which may differ from those of other state agencies, are provided for in Permanent 
Memorandum 05. 
 

A. Eligible Employees 
 

Individuals employed on a full-time fiscal pay basis shall be eligible for compensation on 
holidays and part-time employees are eligible for compensation for days in their normal part-
time work schedule. LSU holidays are set in accordance with the provisions of L. R. S. 1:55 F., 
which authorizes 14 paid holidays per year. It is intended that the same number of holidays be 
granted to all employees. The exceptions to holiday pay are:  

 
1. When the employee is on a classified W.A.E. or contingent (transient) appointment;  

 
2. When the employee is on leave without pay immediately preceding and following the 

holiday period. 
 

B. Separation on Holidays 
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E. Reporting and Requesting of Leave Without Pay 

 
1. Leave without pay must be reported and requested through appropriate administrative 

channels within the Department/Unit, School or College, then through the Office of Human 
Resource Management. 
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Employee Group Length of Leave Final Approval Authority 
Tenure-Track Faculty 31 days or more but 

less than one year 
Provost or Designee 
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must promptly report the accomplishments under each leave upon return from sabbatical.  
 

Faculty members may apply in the year prior to being eligible, provided they are eligible in the 
award year. They must be tenured or coming up for tenure during the evaluation year. By the 
award year, they must meet the eligibility requirements of tenure and six years of service since 
the last sabbatical.  

 
The academic year in which a sabbatical is taken is not counted toward the next six years of 
full-time service. A faculty member, however, who has been awarded a research grant or 
fellowship may count the period funded by the award toward the next six years of full-time 
service. 

 
XV. LEAVE TO OBTAIN AN ADVANCED DEGREE 
 

A. Criteria for Eligibility 
 

Eligible full-time academic employees at the rank of Instructor (or equivalent) or above, and 
full- time unclassified employees, may petition for a leave of absence with part pay for not more 
than one year of study which will culminate in the receipt of an advanced degree within five 
years. (See PM 12 Educational Privileges, Educational Leave, and Sabbatical Leave for 
details). 
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performing their essential duties. 
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2. In all other events, when medically necessary and certified by the physician on the FMLA 
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certification. If the employer doubts the validity of the certification, it may proceed as follows: 
 

1. Second Opinion - With the approval of the Office of Human Resource Management, the 
employee may be required to be examined by a health care provider of the employer's 
designation and at the employer's expense. If the second opinion does not agree with 
the employee's certification, the employer can require a third opinion. 
 

2. Third Opinion - With the approval of the Office of Human
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employee eligible for workers’ compensation) or was not 
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employee’s Certification of Physician or Practitioner (FMLA-1) form. The Leave Pool Manager 
reviews the request to make sure that the employee is eligible to receive crisis leave. The 
employee requesting crisis leave must provide all requested information necessary to make a 
final determination of eligibility. 

 
G. Confidentiality of Requests 

 
All requests for crisis leave must be treated as confidential. All requests and documentation 
for crisis leave are to be submitted in envelopes marked “confidential.” 

 
H. Adjudication of Requests 

 
Each request will be handled on a first-come, first-served basis. When possible, a request is to 
be submitted at least 10 days before the crisis leave is needed. The Leave Pool Manager is 
allowed five working days from the date a request is received (with the required 
documentation) to approve all or part of the request, or deny the request, and communicate 
such approval or denial to the employee. 
 
If the request is approved, the Leave Pool Manager will credit the approved time to the 
employee’s leave record. 
 

I. Use of Crisis Leave 
 

Approved crisis leave is used for a maximum of 75% effort and is documented in accordance 
with the same procedures as regular paid leave taken by the employee. 
 
Employees that do not earn annual leave are only eligible to use sick leave donations of crisis 
leave. 

 
J. Changes in Status Affecting Crisis Leave 

 
1. Crisis leave may be used only for the circumstances for which it was requested. If any 

change occurs in the nature or severity of an illness or injury, or of any other factor on 
which the approval was based, the employee must provide documentation describing the 
change to the Leave Pool Manager. The employee may request additional crisis leave 
subject to the limits outlined above. Extensions of crisis leave are not automatic. Each 
request for extension will be addressed on a first-come, first-served basis. 
 

2. Use of leave from the Crisis Leave Pool for reasons other than those stipulated and 
approved by the Leave Pool Manager and/or failure to abide by procedures and 
requirements outlined in this policy may constitute payroll fraud and will be addressed 
accordingly. 

 
3. Employees who are able to return to work before using all crisis leave granted must notify 

their department head or timekeeper of their effective return date. The department head or 
timekeeper will then notify via email the Leave Pool Manager in the Office of Human 
Resource Management so that the unused crisis leave can be returned to the Crisis 
Leave Pool. 

 
K. Compensation and Benefits 
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