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Regulations for 151B concerning leave information contained in this section can be referenced:  780 KAR 3:072.  Attendance, compensatory time, and leave for certified and equivalent



http://www.lrc.state.ky.us/kar/780/003/072.htm


Leave Information for 18A - see: KY: Personnel Cabinet http://personnel.ky.gov/     (- 101 KAR 

2:102 and in the 18A Handbook:  http://personnel.ky.gov/stemp/emphb/    

Equal Education and Employment Opportunities M/F/D

Absence without Leave (151B, 780 KAR 3:072, Section 10)

An employee who is absent from duty without prior approval shall report the reason thereof to his/her supervisor as soon as the employee knows he/she will be absent or no later than one (1) hour before the employee's normally scheduled work day begins.  Every effort should be made by the employee to contact his/her supervisor directly and in person. In the event that an employee is incapacitated, a family member should notify the supervisor.

Unauthorized or unreported absence shall: 

(a) Be considered absence without leave; 

(b) Be treated as leave without pay for an employee covered by the provision of the Fair Labor Standards Act; and

(c) Constitute grounds for disciplinary action.

Supervisors of employees who are absent without leave should immediately report the absence to OCTE's Central Office personnel for appropriate action.

Employees absent without leave or notice to supervisor for a period of ten (10) working days shall be considered to have resigned.  

Notification to Payroll and Personnel Officers:

· Supervisors shall notify the Personnel/Payroll Officer of Absences without Leave Approval that extends beyond three (3) days.  

· Central Office Personnel/Payroll Officer shall be kept apprised of developing situation.  

· Personnel/Payroll Officer, in conjunction with Supervisor and Central Office Personnel/Payroll Officer, shall monitor the situation to determine if personnel action is required.  

· Family Medical Leave papers shall be completed and processed as applicable. 
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Absences Due to Adverse Weather (151B, 780 KAR 3:072, Section 11)
Ref:  RC&T - Chapter V - Weather – PM 09-23 – Inclement Weather Policy 12-09-09 

This regulation referenced here is a 151B regulation 

(151B, 780 KAR 3:072, Section 11);   780 KAR 6:062  
18A employees should check the most current version of the Employee Handbook.  

Kentucky: Personnel Cabinet – Employee Handbook  
An employee, who is not designated for mandatory operations, and chooses not to report to work or leaves early due to adverse weather conditions, shall have the time of absence reported as: 

(1)
Annual or compensatory leave

(2)
Taken as leave without pay, if annual and compensatory leave has been exhausted; or

(3)
Deferred as outlined in the following paragraph

An employee who is on prearranged annual, compensatory or sick leave shall charge leave as originally requested.

Where operational needs allow, except for an employee in mandatory operations, management shall make every reasonable effort to arrange schedules whereby an employee will be given an opportunity to make up time not worked rather than charging it to leave.  However, an employee shall not make up work if the work would result in the employee working more than forty (40) hours in a workweek as outlined below:

· Makeup work shall occur in the workweek in which the time is lost or in a week when the employee has not worked a full work schedule due to holiday, annual leave or sick leave.

· Time lost shall be made up within four (4) months of the occurrence of the absence.  If it is not made up within four (4) months, annual leave shall be deducted to cover the absence or leave without pay shall be charged.  

· If an employee transfers or separates before the makeup time is complete, remaining time will be charged to annual leave, or leave without pay if annual is not available in the final paycheck. 

Catastrophic, Life-Threatening Weather Conditions – If weather conditions created by a hurricane, tornado, flood or blizzard makes it necessary for authorities to order evacuation or shut down the place of employment, the following provisions apply:

· Employees required to evacuate or report to a location that has been shut down shall not be required to make up the time that is lost.

· Employees required to work in an emergency situation shall be compensated under the compensatory time regulations and the Federal Fair Labor Standards Act  http://www.dol.gov/elaws/flsa.htm .  

       Kentucky Fair Labor Standards Act:  http://personnel.ky.gov/persadmin/info/persinfo/flsa.htm  
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Annual Leave Sharing (101 KAR 2:106) became effective January 15, 2001.  

· See KY Personnel Cabinet’s (http://personnel.ky.gov/) website for the rules and regulations pertaining to annual leave sharing. 

· Law:   http://www.lrc.state.ky.us/KRS/018A00/203.PDF
· Procedures:  101 KAR 2:106. Annual leave sharing procedures.
· The payroll officer should keep annual leave sharing records the same way they keep the sick leave sharing records.  

Also, refer to http://personnel.ky.gov/stemp/stempforms.htm  for further information.
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Attendance and Attendance Accounting Procedures

151B   http://www.lrc.state.ky.us/kar/780/003/072.htm
18A http://www.lrc.state.ky.us/KRS/018A00/355.PDF 

Time and Attendance reports are to be posted daily.  Employees who plan to be on annual leave or compensatory leave will have leave granted only upon PRIOR approval and mutual agreement between the employee and the employee’s supervisor. The area technology center principal will provide supervision and assistance for the area center staff.  The next level Supervisor will provide assistance and supervision for the area center principal. 
(Wording of last two sentences in preceding paragraph amended for clarification 08-12-08)
If employees are to be on sick leave, they shall file written application for non-emergency sick leave prior to the event or, for emergency sick leave within a reasonable time after returning, preferably the day they return to work.  

· Working Hours/Schedules – Full-time employees shall work thirty-seven and one-half (37½) hours per week.  Each Area Technology Center Principal will be responsible for setting “realistic” work hours for employees.  Each employee will have a work schedule on file in the school office.  Work schedules will be adjusted to accommodate schedules of the local district(s).  In the interest of efficient operation of the schools, it may be necessary from time to time for the area technology center principal to alter the schedule of a particular individual, class or program.  (780 KAR 3:072)  http://www.lrc.state.ky.us/kar/780/003/072.htm
(780 KAR 3:080)
 http://www.lrc.state.ky.us/kar/780/003/080.htm
· Time Sheets indicate the employee’s name, social security number and pertinent budget codes.  They must be completed and submitted to the payroll office on the 15th and 30th of each month unless requested earlier.  Employees are responsible for verifying the accuracy and signing their time sheets in a timely manner.  

1) Vacation leave, sick leave, holidays, compensatory time taken and compensatory time earned shall be recorded.  Total hours for each shall be recorded at the bottom of the Time and Attendance form under the appropriate heading.  The employee’s supervisor shall sign the time sheet indicating approval of all information after the employee has signed the time sheet.  

2) The Area Technology Center Principal is responsible for submitting time sheets to the appropriate Personnel/Payroll Officer in a timely manner.
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3) Audit of Time and Attendance Reports – On-site review and audit may be conducted periodically.  The school shall keep time and attendance report files for all employees for a period of three (3) years. 

Bereavement Leave (151B, 780 KAR 3:072, Section 4, 2(5)
Sick leave can be used for absence due to the death of a spouse, parent, grandparent, child, brother, or sister, or the spouse of any of them or any persons related by blood or affinity with a similarly close association.  This may also include similar associations for the employee’s spouse, the employee’s foster parents, foster children and foster brothers and sisters, and any person related to the employee by blood or law with who the employee was in a parent to child or child to parent type of relationship.

An employee (eligible to accumulate sick leave) may be granted sick leave for a period of up to three (3) days under the conditions listed above.  Agencies may exercise discretion in granting bereavement leave to an employee who requests it under conditions not enumerated in the regulation or in this interpretation. 
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Blood Donation    (151B, 780 KAR 3:072, Section 12)
All employees are permitted to donate blood at a licensed blood center certified by the Food and Drug Administration.  Blood donation leave is granted for the purpose of allowing an employee to recuperate from donating, only regularly scheduled work hours (not including lunch hours) may be used for leave and compensatory time will not be granted after hours.  

· Prior supervisory approval is required.  

· Employee must provide verification of donation or deferral.  

· Employees who donate will receive four (4) hours leave time with pay for the purpose of donating and recovering.  Blood donation time is part of the four (4) hours.  

· Leave time must be taken at the time of donation unless circumstances, specified by the supervisor, require the donor to return to work.  If this should happen, the unused portion of leave time will be credited as compensatory time.

· Employees deferred from donating shall not be charged for the time used in attempting to donate; however, they will not receive the four (4) hours leave time as those who donate. 

· 151B part-time employees cannot earn comp time for this.  They must use the time on the day of donation.     151B - RE: 151B, 780 KAR 3:072, Section 12
· 18A part-time employees should reference current Personnel Handbook http://personnel.ky.gov/stemp/emphb/  
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Christmas Break

Area Technology Centers shall be officially closed to students during Spring Break and on the official holidays for Christmas and New Year’s.
1) Christmas Break – 151B Employees (780 KAR 3:080) - An employee may either work during this period or be on some form of approved leave.  If the employee desires to work during this period, he may do so only upon the submission of a work plan by the employee and the approval of the plan by the employee’s supervisor prior to the initiation of the work.  http://www.lrc.state.ky.us/kar/780/003/080.htm
2) 18A Employees may take leave during Spring Break and Christmas Break or be on an approved work plan.
18A Employees cannot be required to take leave during Spring Break or Christmas Break.
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Court Leave and Jury Leave 
151B - http://www.lrc.state.ky.us/kar/780/003/072.htm
18A - http://www.lrc.state.ky.us/kar/101/002/102.htm
An employee shall be entitled to court leave during his scheduled work hours, without loss of time or pay for that amount of time necessary to:

· Comply with subpoenas by any court, or administrative agency or body of the federal, or state government or any political subdivision thereof; and/or
 

· To serve as a juror or a witness. 

This leave shall include necessary travel time.  If relieved from duty as a juror or witness during normal working hours, the employee shall return to work.  A copy of the legal document requiring the employee’s appearance shall be forwarded to the Personnel/Payroll Officer.

· Do not report, as court leave, court attendance that is part of ones’ assigned duties.

· This leave does not apply in cases where the employee or a member of his family is a party to the court or administrative proceeding.

Jury Leave:

· Shall be recorded as such on the time sheet.

· The process of requiring 151B employees to submit five dollars ($5) of Jury pay to the State Treasurer through the Personnel/Payroll Officer is no longer in effect.  



RE:  Court Leave in 151B, 780 KAR 3:072, Section 6
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Election Leave (151B, 780 KAR 3:072, Section 8)

An employee can serve as an election officer without loss of leave time.  Compensatory time above the four (4) hours for voting shall be given, up to the total of a regular workday.  (Also see Voting and Election Leave this section)
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Family Medical Leave 

151B
http://www.lrc.state.ky.us/kar/780/006/062.htm (Section 5)
18A 
http://personnel.ky.gov/NR/rdonlyres/9790FA65-7FD3-4AA2-8E7E-795F7F59365E/0/pers6s06.pdf 
Employees who have completed twelve (12) months of state service and have worked or been paid leave at least 1,250 hours during the twelve (12) months immediately preceding the first day of family and medical leave shall qualify for twelve (12) weeks of family and medical leave without pay.  Leave is awarded on a calendar year basis.  This leave does not carry over from year to year.  Designated forms must be completed and forwarded to the Personnel Administrator as required.  

· When a supervisor becomes aware of an employee’s need for sick leave for a qualifying event (and the eligibility criteria is met), the supervisor will discuss with the employee the rights and requirements under the Family Medical Leave Act (FMLA) and provide to the employee a copy of the completed information memorandum.

· When the employee has exhausted all leave (including annual, compensatory and sick) or requests to retain 10 sick days and be placed on Leave without Pay, the supervisor will proceed with the FMLA designation form and the physician certification.  

· When the first time sheet is submitted to payroll with unpaid leave being coded to FMLA, the supervisor or timekeeper will attach a copy of the informational letter, the original FMLA Form and the physician certification as a packet.  

· If an employee is not placed on unpaid family/medical leave, the supervisor will retain a copy of the information memoranda.

· If, for any reason, Family/Medical Leave is denied, the reason for denial should be given to the employee in writing and a copy forwarded to the ABO Personnel Administrator who will forward to the Office of Human Resources.

· While an employee is on approved FML, the employer shall pay the state contribution for health and life insurance.  In addition, the state also pays any state contribution to life insurance and Commonwealth Choice.  However, the employee is responsible for their portion.  

The FMLA and associated paperwork is not an option, it is required 

(RE: 780 KAR 3:072, Section 5)

Ref:  http://personnel.ky.gov/stemp/emphb/leave.htm     for additional Information
For Time Sheet Preparation & other Payroll Related Concerns:

Ref:  Leave – Family Medical in the Payroll Section –
Payroll – VI-03 – Leave - Family Medical Leave
Also see Payroll VI-03 Leave – Family Medical Leave - Tracking
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Holiday Pay for 151B Part-Time Employees

http://www.lrc.state.ky.us/KRS/151B00/040.PDF   (151B.040 Employee Benefits)

151B:  All part-time employees in P-1 “active” budgeted positions, as compared to employees in Non P-1 positions with a maximum of 99 hours per month, including cost recovery positions, shall be paid half-time for holidays if they are “active” employees.  For purposes of this policy, “active” shall mean an employee who is in a P-1 position would receive pay for all or part of the pay period in which the holiday occurs.  See:  Payroll VI-05 – Holiday Leave Chart – Eligibility Amounts
NOTE:  
· If the employee’s name is not listed on a KY Tech/OCTE Budget Sheet, holiday pay shall not be granted.

· Non P-1 99 hour substitute teachers, called in on an emergency basis, are not considered in a “budgeted position”.  

18A:  KRS 18A.190 provides that, “State employees shall be given a holiday on the following days…” This applies to all active employees.  No criteria with respect to work schedules are applicable in determining eligibility for holiday pay for full-time, part-time and interim employees.  


http://personnel.ky.gov/stemp/emphb/  (Employee Handbook)

http://www.lrc.state.ky.us/KRS/018A00/190.pdf
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Holidays

151B
http://www.lrc.state.ky.us/KRS/151B00/040.PDF   (151B.040 Employee Benefits)
18A
Kentucky: Personnel Cabinet - Home (Holiday information is located in the http://personnel.ky.gov/stemp/emphb/  Employee Handbook’s Leave Section

Kentucky state government observes 11.5 holidays per year (12.5 days in presidential election years.).  When a 151B full-time employee needs to work on a holiday, (with prior approval) to meet a need in their job duties, the employee will receive straight compensatory time equal to the time allotted for the holiday.

Area Technology Centers:  when your school is in session during a state designated holiday, teachers can receive comp time for working that day.  You do not have to send a comp form request to Frankfort; however the Supervisor must sign the comp time request form.  The comp form should be filed with the time sheet at the ATC and a copy forwarded with the time sheets to the Payroll Officer.

	Holiday
	Day
	# Of Days

	New Years
	January 1*
	2

	Martin Luther King Birthday
	Third Monday in January
	1

	Good Friday
	Friday before Easter
	.5 (3.75 hours)

	Memorial Day
	Last Monday in May
	1

	Independence Day
	July 4
	1

	Labor Day
	First Monday in September
	1

	Presidential Election Day
	First Tuesday in November of presidential election years
	1

	Veterans Day
	November 11
	1

	Thanksgiving
	Fourth Thursday in November*
	2

	Christmas
	December 25*
	2



*An extra day is given for Thanksgiving, Christmas, and New Year’s.

· A list of dates designated for specific holidays is forwarded annually.

· When one of the above holidays falls on Saturday, it is observed on Friday.  Holidays occurring on Sunday are observed on Monday.  
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Leave Balances - Insufficient

When an employee does not have adequate leave balance to cover a specific request, the payroll system will use other forms of leave as indicated below:

· If an employee does not have enough annual leave balance to cover a specific request, it converts to compensatory leave, then to LWOP (leave without pay), if insufficient compensatory time exists.

· If an employee does not have enough compensatory leave balance to cover a specific request, it converts to annual, then to LWOP, if insufficient annual leave time exists. 

· If an employee does not have enough sick leave balance to cover a specific request, it converts to compensatory leave, then to annual leave, and then to LWOP, as respective leave balances are depleted. 
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Leave Time Conversion to Sick Leave and Retirement Credit

Annual leave in excess of the maximum allowed to carry forward from one (1) calendar year to another shall be converted to sick leave. Conversion will take place in January for 151B and for 18A. (See Annual Leave Carry Forward)
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Leave Without Pay

See Absence without Leave this section.
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Military Leave (151B, 780 KAR 3:072, Section 7)

Annual Training - Employees who are an active members of the United States Army Reserve, Air Force Reserve, Naval Reserve, Marine Corps Reserve, Coast Guard Reserve, Public Health Service Reserve, or the Kentucky National Guard shall be granted leave upon request to serve under orders on training duty or regular duty without loss of regular compensation for a period not to exceed ten (10) working days in any one federal fiscal year (October 1 – September 30).  Absence in excess of this amount will be charged as annual leave, compensatory leave, or leave without pay.  A copy of the orders shall be forwarded to the Personnel/Payroll Officer.  

Long-Term Duty – An employee entering military duty may be granted a leave of absence without pay for a period of duty not to exceed six (6) years.  All accumulated annual and compensatory leave may be paid in a lump sum, at the request of the employee, upon receiving this leave.
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Sick Leave Sharing 

151B
http://www.lrc.state.ky.us/kar/780/003/075.htm
18A
http://www.lrc.state.ky.us/KRS/018A00/197.PDF

http://personnel.ky.gov/NR/rdonlyres/EFA135C4-315E-4A36-9BB9-34A81777D551/0/pers6s05.pdf  



(Updated Feb. 2008)
Procedures:
http://personnel.ky.gov/persadmin/info/empregs/kar105.htm
Application: http://personnel.ky.gov/NR/rdonlyres/C916F195-58F7-45D9-AD19-DCD2055CBF05/0/slsapp.doc  


Donation Form: http://personnel.ky.gov/NR/rdonlyres/A835F8A8-6BAF-4013-A3A2-6EE533F577A9/0/slsdonr.doc  


(Updated 10-23-07)

Reference:   Sick Leave Sharing Procedures - Booklet – 07-15-02

To assist qualified state employees, who have exhausted their leave balances as a result of personal illness or the extended care of someone else, employees may donate sick leave to fellow (qualified) employees.  

· Qualifying Event:  A “medically certified illness, injury, impairment or physical or mental condition” which prevents the employee from performing his job duties either personally or by needing to care for an eligible family member.  

· Eligibility to Donate or Receive:  Must be full-time and active in the payroll system. Employee must be on leave without pay for ten (10) full consecutive days to be eligible to receive contributions.  All Donors must retain 75 sick hours after the donated hours are transferred.

· Paperwork:  An application for Sick Leave Sharing must be completed by the employee requesting leave and a Sick Leave Donation Form must be completed by the employee contributing.  The applicant shall be responsible for filing appropriate forms including medical certification.  The recipient is responsible for monitoring their leave balances.  (See Personnel Manual, Sick Leave Sharing Section)

· Contributions:  Sick leave shall be donated in full day (7.5 hours) increments.  Unused donated leave shall be restored to the donors in reverse order of donation, unless the recipient provides medical evidence that continued, periodic medical treatment relating to the original condition is required.  If the recipient retires, resigns, or is terminated from employment, before the process of transferring leave begins, the leave shall be returned to the donor.

· Paperwork:  Should be submitted as soon as the employee is aware of a possible need AND prior to the employee running out of time.  If this is done in advance and completed paperwork is on file with the ABO Payroll Officer, with all factors in place, it is feasible that the employee could be paid for the ten (10) full consecutive days of leave.  

· Workers’ Compensation:  An employee receiving workers’ compensation is eligible to receive shared sick leave to maintain a regular level of pay.

· Participants:  Only qualifying state employees may participate.  Sick leave cannot be shared with KCTCS employees. 

· Leave is subject to approval by the Executive Director of Office of Career and Technical Education
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Special Leave of Absence (151B, 780 KAR 3:072, Section 9)

If approved by the Secretary, an appointing authority may grant leave of absence for:

· Continuing education or training for a period not to exceed twenty-four (24) months.  Leave would be either with pay or without.  Leave shall be restricted to attendance at a college, university, and vocational or business school for training in subjects that related to the employee’s work and will benefit the state.

· Leave not to exceed one (1) year for purposes other than specified in this regulation and are of tangible benefit to the state.

· Special Leave for Investigative Purposes - An employee may be placed on special leave with pay for investigative purposes for a period of time not to exceed sixty (60) working days.  The employee shall be notified in writing by the appointing authority concerning being placed on leave and the reasons.  If no misconduct is proven, all records relating to the investigation shall be purged from the Office of Career and Technical Education.  The employee shall be notified in writing of the completion of the investigation and the action taken, including cases where the employee resigns.

· Eligibility for State Paid Health and Life Insurance While on Special Leave:

(a) A twelve (12) month employee, who is eligible for state paid health and life insurance benefits under the provision of KRS Chapter 151B, shall have worked or been on paid leave or Family Medical Leave, other than educational leave, during any part of the previous month.

(b) A ten and one-half (10.5) month employee who is eligible for state paid health and life insurance benefits under the provision of KRS Chapter 151B, shall have worked or been on paid leave or Family Medical Leave, other than educational leave, during any part of the previous month, except between the dates of June 16 and July 31.

(c) A ten and one-half (10.5) month employee who is eligible for state-paid health and life insurance benefits under the provision of KRS Chapter 151B shall be entitled to state-paid health and life insurance benefits between June 16 and July 31. 

(d) If an employee is unable to work and uses paid leave to qualify for the state-paid health and life insurance benefits, the employee shall use paid leave days consecutively.  
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Spring Break

· Area Technology Centers shall be officially closed to students during Spring Break and on the official holidays for Christmas and New Year's.
· Spring Break – 151B Employees (780 KAR 3:080) - An employee may either work during this period or be on some form of approved leave.  If the employee desires to work during this period, he may do so only upon the submission of a work plan by the employee and the approval of the plan by the employee’s supervisor prior to the initiation of the work. http://www.lrc.state.ky.us/kar/780/003/080.htm 

· 18A Employees may take leave during Spring Break and Christmas Break or be on an approved work plan.
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Voting and Election Leave (151B, 780 KAR 3:072, Section 8)

State employees shall be given up to four (4) hours leave to exercise their right to vote, upon PRIOR request and provided the following conditions are met:

· The employee must be registered to vote.

· The employee must be scheduled to work on Election Day between the hours the polls are open (6:00 a.m. to 6:00 p.m. local time).

· The employee shall make application for voting leave prior to Election Day.

· The employee must vote either on Election Day or by absentee ballot. 

If an employee is permitted to work and is entitled to voting leave, the employee shall earn compensatory leave on an hour-for-hour basis not to exceed four (4) hours, provided the additional four (4) hours do not take the employee over the compensatory leave limit.  Compensatory time is awarded on Election Day or on the day the employee voted by absentee ballot.

All employees are expected to take four (4) hours voting leave.  The Center Principal, Supervisor and Deputy Executive Director for the Office of Career and Technical Education must approve exceptions for Technical Education.  Although the employee, with approval of supervisor, can choose to take leave or not, it is up to the discretion of the supervisor whether or not compensatory time is earned.  To earn compensatory time, the instructor must have students in class.  Compensatory time shall not be awarded for teachers without students.  

Presidential Election Day is considered a holiday for all state employees (18A and 151B).  However, if local school districts served are in session and students are scheduled for classes, employees may request and be approved for compensatory time for the seven and one-half (7.5) hour workday.
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