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Leave Policies

Leaves With Pay – General Rules

Requests for leave are to be made via the established procedures at the college. Planned absences from the job--such as annual leave, personal leave, military leave, and court attendance--must be requested and approved on the Leave Request Form prior to the occurrence of the absence. All forms of leave may be taken in no less than 15 minute increments.  (See Form G/1.4-A)

Sick leave should be requested in advance whenever possible. Since illness of staff members or their immediate families can seldom be anticipated, the Leave Request Form must be completed immediately upon return to work. However, each person absent due to an unanticipated illness or emergency must notify the immediate supervisor and/or administrative office as soon as possible on the day of his/her absence.

The immediate supervisors are responsible for assuring that leave approvals in their areas of responsibility are reported timely and accurately. 

All employees engaged in outside employment or other activities during their normal work hours must use accrued compensatory time or request personal, annual, or unpaid leave.

In the event of an emergency where the employee is unable to complete the college's standard procedures for requesting leave, the employee must immediately contact the immediate supervisor or the appropriate supervisory chain of command to request that his/her leave be used. During periods of incapacitation, a designee, to include an immediate family member or a person having unusually strong personal ties to the employee, may request leave on the employee's behalf.

Employees who are in an approved leave status with pay are eligible to continue to receive benefits and leave accruals. 

Any accrued leave, excluding compensatory time, must be used concurrently with FMLA leave. All accrued leave, excluding compensatory time, must be exhausted before an employee is entitled to unpaid FMLA leave.

A leave year for earning, accrual, and use of leave by employees is September 1 through August 31. Leave accrual rate changes will only take effect with the beginning of the new leave year, September 1.



Annual Leave

Earned annual leave may be taken at appropriate times as approved in advance by the appropriate supervisory chain of command. Annual leave shall be requested and approved prior to its occurrence.  Annual leave may be denied if it is not timely requested or hampers the routine operations of the college.  

Employees eligible to accrue annual leave are those compensated from Salary Schedules A, B, C, E, and H (prorated). Employees compensated from Salary Schedule H shall receive annual leave under the same terms and conditions as other eligible employees, except a "day" of annual leave shall be as follows: four (4) hours for employees compensated from Schedule H-20, five (5) hours for employees compensated from Schedule H-25, six (6) hours for employees compensated from Schedule H-30, and seven (7) hours for employees compensated from Schedule H-35.  

Annual Leave is earned based on years of service at the current employing entity. Full-time non-instructional personnel shall earn annual leave for each month of employment at the following rates:

	0-4 years of experience
	1.00 day per month, equivalent to 8 hours

	5-9 years of experience
	1.25 days per month, equivalent to 10 hours

	10-14 years of experience
	1.50 days per month, equivalent to 12 hours

	15-19 years of experience
	1.75 days per month, equivalent to 14 hours

	20 or more years of experience
	2.00 days per month, equivalent to 16 hours



A “year of service” shall be a completed year of service at the current employing entity, not based on experience or service at other employers.

All new hires at an ACCS entity will begin accrual of annual leave under this policy at 0 years of service, with one exception:  A President, upon request of a new employee within the first 90 days of employment, may award additional years of service for annual leave accrual purposes to an employee who has been hired directly from one ACCS college or the ACCS system office to an ACCS college with no time lapse between dates of employment.  The years of service awarded by the President under this exception cannot be more than the number of years that the employee was employed at the ACCS system office or prior ACCS institution. This policy is not applicable to employee hires from any other location or entity.  The President is not required to award any additional years of service under this policy.   

In order to move to the next year of service for annual leave accrual purposes, an employee must have worked at least nine months of the leave accrual year.  For example, if a new employee is hired on January 2, then that employee will not have worked 9 months by September 1 of the same year (when the annual leave rate changes occur) and will be required to wait until the following year to move to the next year of service.

Employees must be in paid status for a minimum of one-half of the work days in the month of employment to accrue a day of annual leave (except those under FMLA leave).

A maximum of 60 days of annual leave may be accrued and carried forward into each September. Annual leave may exceed 60 days during a year; however, annual leave exceeding 60 days earned but not taken by September 1 is forfeited. 
Any employee who leaves employment of an ACCS system college or entity will be paid for the actual number of annual leave days earned and not used up to a maximum of sixty (60) days.  Payment of annual leave will be based on the employee's salary in effect at the time of separation.

If an employee who is eligible to accrue annual leave assumes a regular (non-temporary) assignment on the D or local salary schedules where annual leave is not earned or accrued, payment for the unused portion of the accrued annual leave will be made at the conclusion of the eligible assignment and will be based on the eligible salary schedule upon request of the employee.

Annual leave is not provided for Instructors, Counselors, and Librarians or other personnel on Salary Schedule D.


Sick Leave
(Also see Family and Medical Leave Act)
Accumulation of sick leave will be governed by Section 16-1-18.1, Code of Alabama of 1975, as amended.  An employee may accumulate an unlimited number of sick leave days in accordance with Alabama. Code 16-1-18.1.
Sick Leave Definition:  Sick leave is defined as the absence from regular duty by an employee for one of the following reasons:  personal illness; pregnancy, maternity leave, or doctor's quarantine; medical examinations and appointments; personal injury which incapacitates the employee; to provide care for an ill member of the immediate family (husband, wife, father, mother, son, daughter, brother, sister) of the employee or for an individual with a close personal tie to the employee; death of a member of the family of the employee (husband, wife, father, mother, son, daughter, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, nephew, niece, granddaughter, grandson, grandfather, grandmother, aunt, uncle);or illness, injury, or death of an individual not legally related to but having unusually strong personal ties with the employee. For purposes of application of this policy, an individual with a close or unusually strong personal tie is limited to the following:  a person standing in loco parentis; where unusually strong personal ties exist due to an employee’s having been supported or educated by a person; father-in-law; mother-in-law; son-in-law; daughter-in-law; brother-in-law; sister-in-law; nephew; niece; granddaughter; grandson; grandfather; grandmother; aunt; uncle.

Accrual of Sick Leave:  Each full-time employee employed on Salary Schedules A, B, C, and E, shall earn one day of sick leave which is the equivalent of 8 hours per month of employment. They will be required to request 40 hours of sick leave for absences totaling an entire work week.
Each full-time employee employed on Salary Schedule H shall earn one day of sick leave per month of employment with a “day” defined as 4 hours for persons on H-20, 5 hours for persons on H-25, 6 hours for persons on H-30, and 7 hours for persons on H-35.  Employees on H will be required to request the amount of sick leave equal to the normal amount of hours worked each week for absences totaling an entire work week.   

Each full-time employee employed on Salary Schedule D shall earn one day of sick leave which is equivalent to 7 hours per month of employment to a maximum of nine days or 63 hours during the academic year (fall and spring semesters) and up to a maximum of three days or 21 hours during the summer term. 

For any full-time Schedule D employee working less than full-time (35 hours per week) during any semester or term, sick leave earned will be pro-rated. See ACCS Fiscal Procedure Manual. Employees on D will be required to request 35 hours of sick leave for absences totaling an entire work week. To calculate eligible sick leave earned, take the calculated percent X 1 day (7 hours).

Salary Schedule D Example of pro-rated sick leave earned per month:
Work Time Status = Days of Accrual = Leave Hours Earned

100% = 1 day = 7.00 hours earned leave per month
75% = ¾ day = 5.25 hours earned leave per month
50% = ½ day = 3.5 hours earned leave per month
25% = ¼ day = 1.75 hours earned leave per month

Any unused balance of sick leave accumulated at the end of the leave year will be	carried forward to the next succeeding year.

Employees must be in paid status for one-half of the work days in the month of employment to accrue a day of sick leave (except those on FMLA leave).

Sick leave may be utilized during the employment period.  However, sick leave may not be utilized to extend the employment period.

The employee's immediate supervisor may request that an employee provide a medical certification by a licensed healthcare provider at the expense of the employee.  After three (3) consecutive absences due to illness or after five (5) occurrences due to illness, within a thirty (30) calendar-day period, the president or designee may require that an employee furnish a medical certificate by a licensed healthcare provider. This is to be done at the expense of the employee. Consistent with this provision, colleges will implement local policies and procedures for requiring these medical certifications. When medical certification is required, requests for sick leave may be denied if the medical certification is not provided. 

Sick leave will not be paid upon separation of employment.
For purposes of applying accrued sick leave as credit for retirement purposes, an employee is limited to the amount allowed by law and the Teachers Retirement System.

Transfer of Sick Leave:  Sick leave earned while employed by an Alabama public school system, higher education public institutions in Alabama, or the Alabama Community College System may be transferred into an ACCS college in accordance with Alabama Code Section 16-1-18.1.

Earned sick leave days which have been accrued by an employee are transferrable between the following: all public city and county school systems; the Board of Trustees of the Alabama Institute for the Deaf and Blind; the Alabama Youth Services Department District Board in its capacity as the Board if Education for the Youth Services Department District; the Board of Directors of the Alabama School of Fine Arts; the Board of Trustees of the Alabama High School of Mathematics and Science; the Alabama State Senate; the Lieutenant Governor; the Office of the Senate President Pro Tempore; The Speaker of the House of Representatives; the Alabama House of Representatives; the Legislative Reference Service; any organization participating in the Teachers’ Retirement System (excluding state governmental departments not expressly listed); The Board of Trustees for ACCS; and all public four-year institutions of higher education.

The President may permit sick leave transfers from other Alabama State government departments not listed above who participate in the Retirement System of Alabama at his or her discretion, however the factors taken into consideration in exercising such discretion must be consistently applied.  

Supervisors should contact the Office of Human Resources when an employee has requested FMLA leave, or is absent from work for more than five (5) days due to an FMLA qualifying reason.
Personal Leave
Personal leave is granted for each leave year as shown below and, if not taken, will be converted to sick leave at the end of the leave year.

Personal leave with pay shall be requested and approved prior to its occurrence.  Personal leave may be denied if it is not timely requested or hampers the routine operations of the college.

Personal leave will not be paid on separation from employment.

Personal Leave on Salary Schedules A, B, C, E, and H Granted Annually
Up to two (2) regularly scheduled work days of personal leave with pay will be granted to each full-time employee on the above salary schedules during any leave year. Up to two days per year of personal leave is extended to all support personnel on Salary Schedule H as above, with a "day" defined as four (4) hours for persons paid from Salary Schedule H-20, five (5) hours for persons paid from Salary Schedule H-25, six (6) hours for persons paid from Salary Schedule H-30, and seven (7) hours for persons paid from Salary Schedule H-35.
Personal Leave on Salary Schedule D Granted Annually
Up to five (5) regularly scheduled work days (which is a maximum of 35 hours) of personal leave with pay will be granted to each full-time Schedule D employee on the first day of each academic year.  

Employees who are not employed at the beginning of the leave year will accrue personal leave on a prorated basis based on their starting date.

Court Attendance
Full-time employees and Salary Schedule H employees who are required by a court to attend jury duty will be granted special leave with pay to attend.  The jury duty summons must be presented in order to be granted leave with pay.
Any employee who is required by court order, valid subpoena, or by legal counsel representing ACCS or any of its entities, to appear in their capacity as an employee will be expected to attend as part of their normal work duties.  Documentation will be required to be presented.  This section does not apply to employees who are engaged in suit or charges against ACCS or any of its entities to include hearings, trials, depositions, meetings with lawyers, mediations, EEOC hearings, ethics commission interviews, meetings, or hearings, etc., as such is deemed a personal matter for which appropriate accrued leave must be taken. 
Any employee expected to attend court for personal matters or matters unrelated to their employment within ACCS (except jury duty) will not receive paid leave and must request and utilize other forms of accrued leave if applicable. If the employee does not have leave, leave without pay must be requested and approved prior to occurrence.
Any employee receiving leave under this court attendance policy who has been released is required to return to work immediately once the event has concluded.
Institutional Support Leave
Institutional support leave with pay may be approved by the President for any full-time employee based on the availability of funds and if the absence will not hamper the normal routine operations of the college. Institutional support leave is related to the employee's expertise and/or position of employment. Institutional support leave directly benefits the college and the employee's participation is requested by the college.
Examples of institutional support leave include but are not limited to business and industry partnerships with the college, grant-specified training, community partnerships through the college, accreditation activities related to employee’s college, etc.
Any activity requiring more than five (5) regularly scheduled work days of institutional support leave during the leave year will require the Chancellor's written approval.
Approved activities sponsored by ACCS or the employee’s college are part of the employee’s regularly assigned duties and are not a type of leave.
Professional Development Leave

Professional Development leave with pay may be granted to any full-time employee when approved by the President based on the availability of funds, the absence will not hamper the normal routine operations of the college, and the event is directly tied to the employee’s current or anticipated job duties. 
A maximum of ten work days per leave year may be approved locally, but more than 10 days shall only be granted upon written approval of the Chancellor. 
Professional Development leave is typically a direct personal benefit to the employee.  Examples include but are not limited to leadership programs, training and workshops, local, state and national board positions or assignments, accreditation activities unrelated to the employee’s college.  
If an employee who was granted professional development leave separates from the college within one year of the professional development event, the employee is required to reimburse the college for any funds expended on behalf of the employee. The College may deduct these amounts from an employee’s paycheck. The President may elect not to require reimbursement due to special circumstances, such as separations due to medical reasons or layoffs.
Approved activities sponsored by ACCS or the employee’s college are part of the employee’s regularly assigned duties and are not a type of leave.
(See G/1.4-D – Professional Development Leave Form)

Military Leave

All full-time and Schedule H employees (as prorated) are eligible for paid military leave in accordance with applicable state and federal law per calendar year.  During the period of paid military leave, the respective employee shall continue to accrue all employment benefits, including sick and annual or personal leave, as well as paid medical insurance benefits. Once available paid military leave is exhausted, the employee may take available annual or personal leave and continue to receive all employment benefits.

ACCS community and technical colleges and entities shall comply with the military leave provision of Alabama Code § 31-2-13.6.	

Once the employee has exhausted all available paid leave, the employee may be considered to be on military leave of absence without pay.  Employees on unpaid leave of absence under this section do not accrue benefits but may choose to continue health insurance coverage by paying the designated premiums.

On receipt of military orders, the employee will submit a leave request with a copy of the military orders to the college.

School Business Absence

School business absences are those that require the employee to be away from his/her regular station. Examples of such school business include travel to off-campus sites to teach or to help with registration, travel to various clinical sites, recruiting trips, and representation of the College at community activities. Approval is given by the academic director/division chairperson, or other administrator of a similar level. Completion of the In-State/Out-of-State travel request form is necessary even if the traveler does not intend to seek reimbursement for expenses. A copy of the In-State/Out-of-State Travel Request form must be completed for reimbursement.  
(See Form H/1.1-A)

Leaves Without Pay – General Rules

Requests for leave are to be made via the established procedures at the College.  The immediate supervisors are responsible for assuring that leave approvals in their areas of responsibility are reported timely and accurately. 

Time spent on unpaid leave will not count in computing the amount of time worked during a given academic year. 

Time spent on unpaid leave will not be counted in computing tenure or non-probationary status. 

Employees who are in an approved leave without pay status are not eligible to continue to receive 
leave accruals or benefits, unless covered by the Family Medical Leave Act (FMLA).
Except as provided under these leave policies, no employee shall be in an unpaid employment status with any ACCS college or entity.  Being in an unauthorized unpaid employment status is a violation of policy and may result in disciplinary action, including termination.  It is an employee’s responsibility to monitor his or her own leave accounts and approvals to ensure he/she is not in an unauthorized unpaid employment status.

Maternity Leave

All full-time employees and Salary Schedule H employees of a System college or entity will be granted up to a maximum of six (6) consecutive calendar months of maternity leave without pay for the birth or adoption of a child. All accrued leave, including compensatory leave, unless in FMLA status must be exhausted before an employee is entitled to request unpaid maternity leave.
The six (6) month maximum designation is intended to apply exclusively to unpaid maternity leave. Therefore, any paid leave taken by an employee for maternity purposes will not reduce the maximum amount of six (6) months of unpaid maternity leave which the employee may also take.

Family and Medical Leave Act (Also see Sick Leave)

The Alabama Community College System Board of Trustees and the colleges and entities under its direction and control shall comply with the requirements of the Family Medical Leave Act (FMLA). The College administers the FMLA in conformance with guidelines issued by the Chancellor.

Any accrued paid leave, except compensatory time, must be used concurrently with FMLA leave and must be exhausted before an employee is entitled to unpaid FMLA leave. 

The College will designate any FMLA qualifying leave as FMLA leave, regardless of the employee’s preference for using some other form of leave, such as sick leave, annual leave, etc., and this leave will count towards the twelve (12) weeks of unpaid FMLA leave available to the employee. 

The FMLA entitles eligible employees to take up to twelve (12) weeks of unpaid, job-protected leave in a 12-month period for specified family and medical reasons. Designation of leave as FMLA leave must be made “up-front” whenever possible.

Upon return from FMLA leave, an employee is entitled to be restored to the same job or to an equivalent job with equivalent pay, benefits, and other terms and conditions of employment. In addition, an employee’s use of FMLA leave cannot result in the loss of any employment benefit that the employee earned or was entitled to before using FMLA leave.

Employees must provide 30 days’ advance notice of the need to take FMLA leave when the need is foreseeable. When 30 days’ notice is not possible, the employee must provide notice as soon as practicable and generally must comply with the College’s leave request procedures. 

An employee on FMLA leave does not need to use leave in one block.  When it is medically necessary or otherwise permitted, employees may take leave intermittently or on a reduced schedule to deal with a serious health condition. When intermittent leave is needed to care for an immediate family member or for the employee’s own illness, and is for planned medical treatment, the employee must try to schedule treatment so as not to disrupt unduly the operation of the employer.

Supervisors should contact the Office of Human Resources when an employee has requested FMLA leave, or is absent from work for more than five (5) days due to an FMLA qualifying reason.

The FMLA also covers Military Family Leave Entitlements.
See G/1.4-C for a notice of Employee Rights and Responsibilities under the Family and Medical Leave Act.
Personal Leave
The Chancellor may grant up to six (6) consecutive calendar months of personal leave without pay to a full-time employee or a Salary Schedule H employee on the written request of the President to the Chancellor based on special circumstances.  All accrued leave and compensatory time must be exhausted before an employee is entitled to request unpaid personal leave.  

Absences Due to On-the-Job Injuries

System Presidents are authorized to approve payment of salaries and fringe benefits for the equivalent of up to ninety (90) working days for absences arising from on-the-job injuries to employees when the President has determined that an employee has been injured on the job and cannot return to work as a result of the injury. An on-the-job injury is defined as “any accident or injury to the employee occurring during the performance of duties or when directed or requested by the employer to be on the property of the employer which prevents the employee from working or returning to his or her job.” 

Continuation of salary and fringe benefits for the appropriate number of working days shall be consistent with the employee's injury and the subsequent absence from work resulting from the injury. This policy shall apply to temporary disability of the employee as applicable to the on-the-job injury. In no event shall the salary and fringe benefits continuation provided by this policy exceed the equivalent of 90 working days. 

The President/designee shall require medical certification from the employee's licensed healthcare provider that the employee was injured and cannot return to work as a result of the injury. The President/designee may, within his/her discretion, require a second opinion from another licensed healthcare provider at the expense of the institution. The President/designee may require a statement from the licensed healthcare provider that there is a reasonable expectation that the employee will be able to return to work and the time frame for such return. 

Accrued leave shall not be deducted from the employee's account if absence from work results from an on-the-job injury, unless the absence exceeds the authorized amount granted under Section 1 and the employee requests such leave. 

The President/designee shall inform in writing the employee who is injured on the job of the employee's rights to appear before the State Board of Adjustment and to claim unreimbursed medical expenses and costs through the State Board of Adjustment and shall inform the injured employee regarding applicable ACCS Board of Trustees policies. Such notification shall be made within thirty (30) calendar days of notice of the injury. 

Eligibility for salary and benefits under this policy is contingent upon proper notification by the injured employee to the President within twenty-four (24) hours after the occurrence of the injury. In no event will this policy be utilized if notification is not made by the employee or the employee’s representative within five (5) work days of the injury. 

External contractors, consultants, work-study students, and interns are not employees for the purposes of this policy. 
See Form G/1.4-B – On the Job Injury Form 

I. Definitions 

A. Employee - Anyone employed by the respective System entity to perform regular services, full-time or part-time. External contractors, consultants, work-study students, and interns are not employees for the purposes of these procedures. 

B. Entity – Any Alabama Community College System community or technical college and the Alabama Technology Network. 

C. Work Day - A day which the employee worked or would have worked except for a disability caused by or resulting from an on-the-job injury.

D. Regular Daily Salary - An amount calculated on the basis of an employee's current salary or wages for a designated period of time divided by the number of duty days, including official holidays for non-instructional employees, within that designated time period. 

E. Temporary Disability - A physical injury or malady necessitating absence from regular duties but allowing for a reasonable expectation that the employee will return to duty. 

F. Permanent Disability - An injury or malady of such severity that there is no reasonable expectation that the employee will return to duty. 

II. General Provisions 

A. Employees are not precluded from using accrued leave for an absence or absences resulting from an on-the-job injury, if they elect. 

B. Continuation of an employee's salary or wages paid under these guidelines shall be computed based on a daily rate. The amount authorized for each work day lost due to the temporary disability shall be the full regular daily salary or wage the employee would have earned if the employee had worked as normally scheduled. 

C. Incidents that occur during rest breaks or lunch periods, accidents resulting from carelessness or violation of published safety rules, and injuries caused by the behavior of fellow employees are subject to the judgment of the President as to whether they are on-the-job injuries. 
D. There must be clear and convincing evidence that the injury was job-related, was not a result of intentional harm, carelessness, intoxication, provocation, or other inappropriate behavior of the injured employee and was not the result of a pre-existing condition for the President to determine an employee had an on-the-job injury. 

E. The following requirements shall apply to approval of salary continuation due to on-the-job injury: 

1. The employee must provide notification of the on-the-job injury to the President or designee within twenty-four (24) hours of the occurrence of the injury. If the employee is not clinically able to submit notification, such notification may be made by an individual representing the employee or on behalf of the employee. Such individual must be reasonably knowledgeable concerning the injury and the condition of the employee. 

2. The college or entity must receive within 72 hours after the notification of the on-the-job injury satisfactory evidence that the injury was on-the-job in the form of a statement from one or more witnesses who saw the incident causing the injury, or a signed, notarized statement from the injured employee if there were no witnesses. (In the event of an alleged stress-related injury, a sworn statement from the employee and a supporting statement from the employee's licensed healthcare provider shall be required.) 

3. In the event the employee incurs the third absence related to the on-the-job injury, the college or entity must receive certification from a licensed healthcare provider, obtained at the employee's expense, as to the injury's severity and prognosis. The college or entity must receive the certification within three (3) work days from the third absence.

F. The employee must provide to the college or entity notification from the licensed healthcare provider that the employee is released to return to regular duty. The college must receive the notification immediately upon release by the licensed healthcare provider. 

G. Upon the President's receipt of a licensed healthcare provider’s certification that an on-the-job injury is the cause of partial or total permanent disability, the employee shall be informed promptly about his or her right to bring a claim before the Alabama State Board of Adjustment. 

H. Acceptance by an employee of salary and benefits continuation payments for a perceived temporary disability due to an on-the-job injury shall be upon the condition that the employee agrees to the deduction of the amount paid for temporary disability from any subsequent award by the Alabama State Board of Adjustment in the event the disability is subsequently determined to be permanent.
