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GLENVILLETATEJNIVERSITROLICIES
PERSONNHEHOLICY7
ANNUALLEAVESICKLEAVEMILITARY.EAVEANDOTHEREAVES
17.1.General.
1.1.Scope Policyregardingannualleave,military leave,leaveof absencewithout pay,sick
leave,specialemergencyeave, witnesandjury leave
University.
1.2.Authority W.Va.Code818Bd 6
1.3.EffectiveDate— August15,2018
1.4.Revisiorof FormerPolicy RevisesindreplacesSeries35 of the Boardof Directorsof the
StateUniversitySystemGlenvilleStateUniversityBoardof GovernordPolicyl7 AnnualLeave,
SickLeaveMilitary Leaveand OtherLeaveg2003].
17.2.GeneralLeaveCoverage.
2.1.Eligibilityfor annualandsickleaveshallbe basedon the following:
2.1.1.Employeesvorkingon aregularand continuingbasisfor no lessthan 1950hours
within atwelve (12) consecutivanonth period are consideredo be full time employees
andare eligiblefor leaveasspecifiedin this document.
2.1.2. Employeesvorkingbetween1,040hoursandlessthan 1,9500n aregularand
continuingbasisduringatwelve (12) consecutivenonth period shallaccumulatdeave
onapro ratabasis.
2.1.3.Employeesvorkinglessthan 1,040hoursare not eligiblefor leavebenefits.
2.2.Facultymemberson twelve month appointmentsare definedasfull time employeesand
accrueleaveaccordingo the appropriatesectionsof this rule. Theprovisionsof this rule
relatedto annualleave,sickleave,catastrophideave,specialemergencyeave,and managing

work time in areasaffectedby interruption to utility or similarsituationsdo not applyto faculty
memberson annualappointmentsof lessthan



2.5.Lengthof serviceshallbe total yearsof servicewhichincludesexperiencewith state
institutions of highereducationand other state agenciesContinuousserviceis not requiredto
completethe requiredterm. Annualappointmentperiodsof nine (9) monthsor more shallbe
creditedfor one (1) yearof servicefor annualleavecalculationpurposes.

2.6.Arecognizednstitutional holidayoccurringduringanemployee'deaveperiod shallnot be
consideredasadayof leave,providedthe employeeis not in aterminal leaveperiod.

2.7.Upto fifteen (15)daysof annualleavemay be transferredfrom other agencieof state
governmentand state highereducationinstitutionsto GlenvilleStateUniversity.Certificationof
the balancewhichexistedin the agencyor institution from whichthe employeeis transferring
mustaccompanythe requestfor transferandbearthe signatureof an officer of that agency A
requestfor transfermustbe madewithin one (1) yearfrom the lastday of employmentwith
the other agencyor institution.

2.8.Whenan employeetransfersfrom other agencief state governmentor from other state
institutions of highereducationto GlenvilleStateUniversity the employee'saccumulatedsick
leavemaybe transferred.Written verificationof the accumulatedcamountof sickleaveto be
transferredmustbe providedby the state agencyor institution of highereducationwhereinthe
employeeaccumulatedhe sickleavewithin one (1) yearof the date of employmentwith
GlenvilleStateUniversity.

2.9.Anemployeeis requiredto notify his/her supervisoimmediatelyif ill or unableto work for
anyreasonandto follow GlenvilleStateUniversity’sestablishedoroceduredor absencegrom
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employeeeither to useanyaccumulatedannualleaveuntil it hasalsoexpired,rather than
beingremovedfrom the payroll,or to retain the accumulatedannualleavefor useafter return
to work, but be takenoff the payrollimmediatelyafter the accumulatedsickleavehasexpired.

5.8.0nthe job injuriesor occupationaillnessesvhichinvolveno more than three (3) daysof
disabilityleaveor absencdrom work shallnot be chargedagainstthe employee'saccumulated
sickleaveaslongasthey are the nextthree (3) consecutivevorkingdaysafter injury or illness
occurred.If on the job injuriesor illnessegequire a leavebeyondthe three dayperiod, it shall
be the option of the employeeeither to useearnedandaccumulatedsickandannualleave
until both maybe exhaustedor to reservefor future useanyearnedandaccumulatedsickand
annualleaveandreceiveonly Workers'Compensatiorbenefitsfor whichadjudgedeligible.

5.9.Disabilitiescausedor contributedto by pregnancymiscarriageabortion, childbirth,and
recoverytherefrom shallbe, for all job related purposestemporarydisabilitiesandshallbe
treated the sameasanyother ilinessor disabilitywould be treated for sickleaveentitlement.
Forthis reason,employeesshallbe entitled to sickleavefor their disabilitiesrelatedto
pregnancyandchildbirth on the sametermsand conditionsasthey or other employeesvould
be entitled for other illnessesaanddisabilities.In determiningwhetheran employeeis unableto
work becauseof a disabilityrelatedto pregnancyor childbirth, the samecriteria shallbe used
aswould be usedin the caseof anothertype of ilinessor disability.

5.10.Sickleaveprovisionsare contingentupon continuedemployment.Whenthe servicef
anemployeehaveterminated,all sickleavecreditedto the employeeshallbe considered
cancelledasof the lastworkingdaywith the institution, andno reimbursementshallbe
providedfor unusedsickleaveexceptin the eventof retirement, in which casesickleavemay
be convertedto insurancecoverageor for provisiondawfully providedfor at that time.
Employeesvho resignin goodstandingandare later reemployedmayhavetheir total
accumulatedsickleavereinstated,providedthe date of terminationis one (1) yearor lessfrom
the date of reemployment.However if the employeereturnsto work after morethanone (1)
yearfrom the date of termination, no more than 30 daysof accumulatedsickleavemaybe
reinstated.

17.6.Medical Leaveof AbsenceWithout Pay.

6.1. Anyemployeerequestinga medicalleaveof absencewithout pay mustprovidethe
presidentor the president'sdesigneethroughestablishedprocedureswith satisfactory
medicalevidence(suchasa statementfrom the attendingphysicianthat he/sheisunableto
work. Themedicalstatementshallincludea diagnosisprognosisand expecteddate that the
employeecanreturn to work. If the evidenceis satisfactory the presidentor his/her designee
mayauthorizea medicalleaveof absencewithout payonlyfor the period of disabilityspecified
by the attendingphysician.

6.2. Theemployeeshallbe expectedto report to work on the first workdayfollowing expiration
of the disabilityperiod. Failureof the employeeto report promptly at the expirationof a
medicalleaveof absencewithout pay,exceptfor satisfactoryreasonssubmittedin advance,
shallbe causefor termination of employmentby GlenvilleStateUniversity. Anemployee prior



to return to duty, shallobtain satisfactorymedicalclearanceo help ensureadequate

protectionandwhichshallindicatethe employee'sability to perform his/her duties.Such
medicalclearanceshallbe presentedin writing.

6.3.Amedicalleaveof absencewithout pay maybe grantedfor no more than atwelve



17.8.Catastrophid_eave.

8.1.Catastrophideaveis providedfor employeesanda catastrophidllnessisdefinedas:a
medicallyverifiedillnessor injury whichis expectedto incapacitatethe employeeandwhich
createsafinancialhardshipbecausehe employeehasexhaustedall leaveandother paidtime
off. Catastrophidgllnessor injury shallalsoincludeanincapacitatedmmediatefamily memberif
this resultsin the employeebeingrequiredto taketime off from work to carefor the family
memberandthe employeehasexhaustedll leaveand other paidtime off.

8.2. Thepresidentwill havethe option to establishaleavebankand/or a procedurefor direct
transferof sickor annualleaveto anemployeewho hasrequestedandbeenapprovedto
receiveleavedonationsdueto a catastrophidllnessor injury. GlenvilleStateUniversitymay
developproceduresvhichlimit the amountof depositsan employeemay makein anytwelve
(12)continuousmonth period.

8.3.Acatastrophideavebankprovidesfor the depositof sickandannualleaveinto a "bank"
from whichemployeesapprovedfor catastrophideavemaywithdraw leave.

8.4.Adirecttransferprovidesfor sickandannualleaveto be donatedat the requestof the
employeeupon appropriatemedicalverificationthat the individualis unableto work dueto the
catastrophidllnessor injury asdeterminedby the president.

8.4.1.Uponapprovalfor anemployeeto receivedirect transferof catastrophideave,
anyemployeemay,uponwritten noticeto the humanresourcesdepartment,donate
sickand/or annualleavein one dayincrements.No employeeshallbe compelledto
donatesickleave.Anyleavedonatedby an employee but not usedby the employeeto
whomit wasdonated,shallbe returnedto the donatingemployeeandreflectedin
his/herleavebalance.

8.5.Anemployeereceivingthe transferof leaveshallhaveanytime whichis donatedcredited
to suchemployee'deaverecordin one dayincrementsandreflectedasa day for dayaddition
to the leavebalanceof the receivingemployee.Theleaverecordof the donatingemployee
shallhavethe donatedleavereflectedasa day for dayreductionof the leavebalance.

8.6.Useof donatedcreditsmay not exceeda maximumof twelve (12) continuouscalendar
monthsfor anyone catastrophidllnessor injury. Thetotal amountof leavereceivedby transfer
or withdrawn from a bankmaynot exceedan amountsufficientto ensurethe continuanceof
regularcompensatiorandshallnot be usedto extendinsurancecoveragepursuantto Section
13, Article 16, Chapter5 of the Code whichrelatesto insurancecoveragefor state employees.
Theemployeereceivingdonationsof leaveshalluseanyleavepersonallyaccruedon a monthly
basisprior to receivingadditionaldonatedleave.

8.7.Directtransferof leaveor depositsinto aleavebankmaybe inter mstitutional. The
presidentor his/her designeeshallnotify in writing other institutional presidentsrequesting
that the institution considerthe transferof leaveby either the directtransfermethod or from



the institution's leavebank.Uponapprovalof the receivingpresident,transferleavewill be
madethroughappropriateinstitutional procedures.

8.8.GlenvilleStateUniversityshallbe responsiblefor the administrationof catastrophideave
andshalldevelopanddisseminateproceduredor the administrationof this policy.

17.9.PersonalLeaveof AbsenceWwithout Pay.

9.1. Anemployee upon applicationin writing and uponwritten approvalby the presidentor
his/her designeemaybe granteda continuousleaveof absencewithout payfor a period of
time not to exceedtwelve (12) consecutivenonthsprovidedall accruedannualleavehasbeen
exhausted.

9.2. Thepresidentor the president'sdesigneeat his/her discretion,mayrequirethe written
approvalof the supervisombefore acceptingthe written applicationof anemployeefor aleave
of absencewithout pay.

9.3. Thepresidentor the president'sdesigneeat his/her discretion,shalldetermineif the
purposefor whichsuchaleaveisrequestedis properandwithin soundadministrativepolicy.

9.4. At the expirationof leaveof absencewithout pay,the employeeshallbe reinstatedwithout
lossof anyrights,unlessthe positionis no longeravailabledue to areductionin staff causedoy
curtailmentof fundsor areducedworkload.Failureof the employeeto report promptly at the
expirationof aleaveof absencewithout pay,exceptfor satisfactoryreasonssubmittedin
advanceshallbe causefor termination of employment.

9.5.Duringa personalleave,GlenvilleStateUniversityshallcontinuegroup healthinsurance
coverageprovidedthat the employeepaysthe employerthe full premiumcostsof suchgroup
healthplan.

17.10.Military Leave.

10.1.Anemployeewho isa memberof the NationalGuardor anyreservecomponentof the
armedforcesof the United Statesshallbe entitled to andshallreceivea leaveof absence
without lossof pay,status,or efficiencyrating, for all daysin whichengagedn drills or parades
orderedby properauthority, or for field training or activeservicefor amaximumperiod of
thirty (30)workingdaysorderedor authorizedunder provisionsof state lawin anyone (1)
calendaryear.Theterm "without lossof pay" shallmeanthat the employeeshallcontinueto
receivenormalsalaryor compensationnotwithstandingthe fact that suchemployeemay
receiveother compensatiorfrom federalsourcesduringthe sameperiod. Furthermore,such
leaveof absenceshallbe consideredastime workedin computingseniority,eligibility for salary
increasedandexperiencewith GlenvilleStateUniversity. Anemployeeshallbe requiredto
submitan order or statementin writing from the appropriatemilitary officerin supportof the
requestfor suchmilitary leave.



10.2.Benefitsof this sectionshallaccrueto individualsorderedor calledto activeduty by the
Presidentof the United Statesfor thirty (30)workingdaysafter they report for activeservice.

17.11.SpeciaEmergencyLeaveWith Pay.

11.1.Speciakmergencyleavewith paymaybe grantedby the presidentor his/her designego
full time



againstan employee'saccumulatedannualleave.Combinationsf the abovealternativesmay
be necessarybut in all casesnterruptionsof work schedulesnustbe dealtwith in accordance
with applicabldaws,includingWestVirginiaCodel2 B8 4.3. Thislawisinterpreted to meanthat
if payisassociatedvith the absencdrom work, the absencemustbe chargedto accumulated
annualleave.

13.2.Emergencysituations inthe eventthat anemergencyexists,the president,in
conjunctionwith localor state publicsafetyofficials,hasthe authority to complywith the
emergencysituationand closeGlenvilleStateUniversity.Sucha declarationwill be transmitted
to the chancellorof the HigherEducationPolicyCommissionThepresident,workingwith
publicsafetyofficials,will determinewhenthe emergencyconditionno longerexists.Shouldan
employeebe requiredto work by the presidentor his/her designeeduringa declared
emergencythe time workedshallbe compensatedaccordingo the provisionsof Series62.
Worktime lost by anyemployeeduringa declaredemergencywill be consideredegularwork
time for paypurposesandwill not requirethat the time be chargedto annualleavenor will
there be arequirementthat the time be madeup.

13.3.Absencedrom work dueto weatherconditionsother than duringa declaredemergency
mustbe chargedagainstaccumulatedannualleave,accumulateccompensatorytime, or the
employeemustbe removedfrom the payrollfor the time in question.In recognitionof the
employmentof "floating holiday"concept,the holidayrecordmaybe charged Sickleavemay
not be chargedfor absencedueto weather. Timelost from work maybe madeup in the same
work weekat the discretionof the employee'ssupervisor.

Approvals:

President

Chairof the Board



