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I. Policy/Procedure Statement: Briefly explain the purpose of proposed addition, revision, and/or deletion to the Faculty/Staff Handbook or the Administrative Procedures Manual.
FSH 3710 Leave Policy: 
The policy includes additions revisions and deletions as well as reorganization of existing content.  The rationale for each proposed addition, revision or deletion of substance is specified and summarized, below.  These proposed changes are intended to address the following:

1. 
Compliance. Changes in law necessitate certain changes or additions; clarification and more clearly defined leave categories will ensure better legal compliance and adherence to requirements of IRS qualified health and other programs.
2. 
Clarification.  The proposed changes intend to address current ambiguity by adding clarifications and examples.  

3. 
Flexibility and Diversity.  The policy attempts to reinforce the available of flexibility for employees and their departments by incorporating suggestions regarding flexible schedules, a family friendly approach as well as a “catch all leave category” and the provisions for exceptions.
4. 
Best practice strategies in terms of compliance, risk control, diversity and employer of choice have been incorporated.
New leave categories have been established or expanded to assist units in meeting desired business objectives without exposing the University to loss and in ensuring consistent application.

D. Holiday Leave


Documents and clarifies existing policy (FSH 3460, Section F)
Incorporates EEO complaint and work force diversity for observance of religious holidays outside of UI’s holidays.  
F.  Leave for Court Required Service and Voting
Addition (F-3) how time off is allowed for voting – compliance. Changes to clarify which employees are eligible to use this leave and to clarify that time off for voting is allowed, but unpaid. Provide clarification that an individual serving as a public official cannot receive salary from both the legislature and the University of Idaho – Per Board of Regent’s.
J.   
Academic Transitional Leave

New category.  Current practice of use of Administrative Leave resulted in inconsistent accrual for annual leave.  This event has been separated from Administrative Leave for the same reason.
M.  Personal Leave
New category.  This replaces leave without pay categories to provide flexibility for leave for any reason not covered by another category, but ensures consistent application of benefits during leave 

N.  
Extended Family Medical Leave

New category added to: 1) provide departments with flexibility, 2) return quality employees to work, 3) phase those who cannot recover into disability and other programs.  Separation for FML or other categories is necessary to analyze each event on a case by base basis.
P.  
Exceptions

Allows the University to grant exceptions to provisions in policy when circumstances are unique. 

Revisions to current leave categories are proposed for the same reasons cited above (1-4) including the below:
A. 
General

The definition of immediate family has been extended to allow a more diverse family to qualify as family members for purposes of requesting leave.  Additions include any IRS dependents and other persons, except a partner that may have assumed the role of a spouse as prohibited by Idaho State Law to be considered immediate family members.  Examples would include an aunt who may have served in the capacity as the employee’s parent or a nephew from whom an employee may have assumed the role as his/her parent to also be considered for purposes of using approved leave.

This section also provides clarification regarding qualified service toward Retiree Health Program based on recent Retiree Health program changes. It also clarifies what constitutes a break in service from employment for all employees, not just those retiring.
Further explanation has been added to clarify leave reporting requirements as required by federal law.
B. 
Annual Leave

Details and examples for maximum accrual and information found in other policies are proposed as additions for clarity.  The language in Section B-3 is also referenced  in FSH 3090, where previously it only made a reference to 3090, it is now expanded upon for clarity in the proposed 3710.  Section B-9 was added due to Idaho Code definition of how we could pay out annual leave.
C. 
Sick Leave


Death of immediate family members limits sick leave usage to 15 days, which may be extended to 30 days.  The limit is a new addition, proposed to ensure that grieving employees are returned to their normal routine and support system for recovery


Expansion of reasons to use sick leave includes:

1. Up to 10 days of sick leave for either parent who is not ill to bond with a healthy newborn or newly adopted child has been added in recognition of adoptive relationships and a family-friendly approach

2. Idaho State law has adopted bone marrow and human organ donation as allowable for using sick leave


Clarification is added to help employees understand the interrelationship between sick leave and the requirements of the Family Medical Leave Act


Benefits of sick leave conversion has been expanded to Tier I, Tier II or Tier III retirees who have accrued sick leave, but must end employment due to a qualified disability before sick leave has been exhausted.  This addition creates an exception for such a retiree to use converted sick leave to cover their share of retiree medical cost.

E. Military Leave


Incorporates and corrects previous language that is contrary to Idaho State Code that may have allowed duplication of State Government pay.

Corrects an error regarding continuation of life insurance during Military Leave.


Includes paid portions Military Leave as qualified service toward retiree health eligibility

H.  
Administrative Leave.   Clarified to say that it is with full pay and benefits and who has the discretion to grant administrative leave and how it is recorded.  
J.  
Terminal Leave. Explaining in greater detail the definition of terminal leave and that benefits do continue during this period of time, as well as service toward retirement. 
K. 
Shared Leave


Allows shared leave for bone marrow or human organ donation based on changes in Idaho State Code


An applicant who has used his/her own annual leave for purposes other than a known health need, (such as a vacation to Hawaii 2 months before child birth) may receive shared leave only through directed donations.  This is intended to prevent and correct some small percentage of blatant abuses.  When a good reason for vacation was taken in light of circumstances, co-workers can and are expected to still make directed donations.


Shared Leave for employees who do not intend to return to work is also limited to directed donations.  This allows fellow employees to decides to donate for a terminally ill employee or someone leaving to care for a critical family need, but prevents abuses by those who have used their own leave and know they will have event that also contribute to their termination  -- such as childbirth or other elective procedure.  This allows co-workers to know what type of a circumstance they are donating toward. 

Shared Leave donations made by an individual who is 40 hours or less from their maximum accrual is restricted to making donations directly to an individual in need, rather than to the shared leave pool. This is to ensure that shared leave is not being used only as a tool to avoid maximum accrual as prohibited in current policy.


Leave donations may be made in ½ hour increments, adding more flexibility over the higher limit.


Shared leave donations may not cause the donors balance to fall below 40 hours.  This is to ensure that the donor also is afforded reasonable time off.  Exceptions can be granted and would be approved in extraordinary circumstances.


Shared Leave benefit maximums for part time employees has been clarified to be granted on a prorated basis to ensure that full and part time benefits are equitable 

Employees making a directed donation will have leave returned if it is not used.  This change is to ensure that donations are used as the donor intends.  

L. 
Family Medical Leave


All changes and addition incorporate requirements and guidelines of the Family Medical Leave Act with the exception of the following more generous provisions desired by the University:

1) extension to a broader definition of family

2) the ability to use 10 days of sick leave for parenting 

O. 
Leave for Professional Improvement.  

Expanded to put into policy current practice of staff members participating in extended professional development opportunities that will mutually benefit the employee as well as the university.  An example currently used is the Women’s Leadership Conference at Bryn Mawr College.  

II. Reason/Rationale: Reason this addition, revision, and/or deletion is necessary, if different than above?   Included above.

III.
Fiscal Impact: What fiscal impact, if any, will this addition, revision, or deletion have?

These revisions will provide employees with a better understanding of leave policies and how leave accruals and other benefits are affected during leave.  The change brings this policy into compliance with State and Federal laws and provides a more diverse and family friendly approach in its application.  This prevents exposure to loss and inconsistent application of our policy and may help attract and retain employees.
IV.
Related Policies/Procedures: Describe other policies or procedures existing that are related or similar to this proposed change. 
This policy references provisions also stated in Retirement, Time Worked and Flexible Work Schedule Policies because of their application under this policy.
V.
Effective Date:
 This policy shall be effective on July 1, or January 1, whichever arrives first after final approval (see FSH 1460 D) unless otherwise specified in the policy.

____________________________________
( Approve ( Disapprove 
Policy Coordinator 


If not a minor amendment forward to: ___________________________________________
__________________________________
Memo that provides some history of this policy’s travels or better yet, its trials and tribulations over the years.  

July 13, 2005

TO:

David Chichester, Vice President for Finance 

and Administration

FROM:

Pat Sturko, Interim AVP for Human Resources

RE:
FSH 3710—Major Revisions

CC:
Linda Peavey, Director of Benefit Services

April Preston, Director of Employment Services

Attached is the Faculty Staff Handbook policy 3710, Leave Policies for all Employees.  The Human Resources staff, in conjunction with legal counsel, has revised several sections of this policy.  In addition to providing clarity and modifying language to comply with legal requirements, several policies have been changed based on best practices or enhanced to provide more family-friendly benefits for employees.  A Summary of Leave Changes is attached for your review.

Over the past two years, HR staff has vetted these policy changes with a wide variety of groups and committees.  They were discussed at several Human Resources Coordinator Group (HRCG) meetings, vetted by a focus group of faculty, staff and the Ombudsperson, reviewed and discussed by the Benefits Advisory Committee (BAG), and submitted to the Benefits Subcommittee of the Staff Affairs Committee.  We received employee input, and incorporated suggestions and recommendations into the policy whenever feasible. The policy was also reviewed by external legal counsel, who recommended the section on Extended Family Medical Leave.  

The policy needs to be reviewed by the President and his cabinet, and then submitted to Faculty Council for discussion and review.  Once approved by the Faculty Council process and the Faculty Staff Handbook is updated, HR will notify the University community of the policy changes via Today@Idaho, the Register, and the HR website.  

Linda Peavey, Director of Benefit Services, (885-3135) will serve as a contact if there are any questions and will be available for the discussions that will take place.  Thank you.

Attachments

Process in Developing Recommendations:

The Policy regarding Leave began its review and reconstruction in April 2004 and since has taken on many evolutions as the legal and regulatory environment have changed many times since this work began nearly 3 years ago.

The policy has been reviewed by outside counsel, Bentley Stromberg; and University Counsel, Danielle Hess.

The policy review began with an ad-hock committee of internal stakeholders, spearheaded by our previous AVP for Human Resources, Pat Sturko.  


The Ad hock Committee:



Pat Sturko



Andi Nuekanz-Butler



Patty Houle



Leslee Yaryan



Linda Odenburg



Barb McDonald



Anita Fahrenwald Crafton



Danielle Hess



Gail  ?


Cherryl Sordorff



Lisa Clyde



Pam Bell



Hil Priest



Linda Peavey



April Preston



Patti Heath


Reviwing Recommendations:


          Staff Affairs Committee, Benefits Sub-Committee, Cretia Bunney, Chair (2005)


          Staff Affairs Membership

          Focus Group of Faculty Affairs Members ( Spring 2005)


          Human Resources Coordinators Group



Andi Neukramz-Butler 

April; Preston



Barb McDonald


Brenda Hebling


Cherryl Sodorff


Cheryl Tribble



Cheryl Wallace


Cretia Bunney



Deb Manning


Denise Town



Derek Johnson


Hildegard Priest



Jane Estocin-Klaiber

Judy Colbeck



Judy McPhearson


Keri Moore



Linda Kiss


Linda Odenburg



Lisa Clyde


Margaret Henderson



Mary Jane Bailey


Mellody Miller


Nan Miller


Nancy Morrison


Patti Dahmen


Wendy South


       Human Resources Directors:
Deb Manning, April Preston, Linda Peavey

Review of Limited Sections:


          Bev Rhoads

Linda Kiss


         Jean Teasdale
         
Derek Johnson


         Sharyl Kammerzell



Benefits Advisory Group:


Karen Falke
Cretia Bunney


Linda Hart
Mark McGuire


Mike Gibson
Rick Schumacher


Mike West
Margaret Eldrich


Holly Wicham
Judy Colbeck



Linda DuBose
Tracey Abdallah


Roxanne Schreiber


Steve Chandler


Judy Wallins


Sonia Todd


Denise Davis




Track # __UP-07-036__





DATE:_3/22/07_Resent 5/23/07 LPeavey & 11/9/07 appr. w/April 


Posted: ____________
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