Shepherd University Board of Governors

March 9, 2006
Agenda Item No. 6
FINAL ADOPTION OF REVISED 

POLICIES 7, 9, 10, 11 and 15
On February 6, 2006 drafts of revisions for the above referenced policies were distributed for public comment.  As of the publication of the agenda book, no comments were received from the campus community about any of the revisions.  A limited number of comments were received from several staff at the HEPC.  Most of the suggestions offered were technical in nature or otherwise helped clarify language.
For each policy, the following pages include one copy, with changes reflected in underlining for new language and strikethroughs for deleted language, and one “clean” copy showing the proposed new version of the policy.  
The following resolutions are recommended for adoption by the Board:

RESOLVED, That the Shepherd University Board of Governors approves the revisions to Policy 7, Assessment, Payment, and Refund of Fees, as presented in the agenda book, to become effective immediately.
RESOLVED, That the Shepherd University Board of Governors approves the revisions to Policy 9, Classified Employees, as presented in the agenda book, to become effective immediately.
RESOLVED, That the Shepherd University Board of Governors approves the revisions to Policy 10, Employee Leave, as presented in the agenda book, to become effective immediately.
RESOLVED, That the Shepherd University Board of Governors approves the revisions to Policy 11, Staff Development, as presented in the agenda book, to become effective immediately.
RESOLVED, That the Shepherd University Board of Governors approves the revisions to Policy 15, Awarding of Graduate and Undergraduate Fee Waivers, as presented in the agenda book, to become effective immediately.
SHEPHERD UNIVERSITY
BOARD OF GOVERNORS

POLICY  7

TITLE: ASSESSMENT, PAYMENT, and REFUND OF FEES
SECTION 1.  GENERAL

1.1 Scope - 
This policy governs the assessment, payment and refund of fees.

1.2 Authority - 
West Virginia Code § 18B-1-6, 18B-10-8, 18B-10-1

1.3 Effective Date - 
                                      , Amending the January 10, 2002 Version of the Policy.
SECTION 2.  GENERAL RULES

2.1 
No financial credit of any type shall be extended to any individual, either student or other, except as authorized herein.  The institution shall operate on a strictly cash basis with all payments and obligations being collected prior to the start of classes except as provided in this rule.  Fees include all required enrollment fees and other course related fees.

2.2 
Exceptions may be granted where a bona fide third-party agency has provided authorization in writing that payment will be made for the student.

2.3 
Exceptions may be granted for late financial aid disbursements for situations at no fault of the student. 

SECTION 3.  FEE CHARGES

3.1 
Undergraduate students enrolled for twelve or more credit hours and graduate students enrolled for nine or more hours pay the maximum charges in each basic fee category.

3.2 
Undergraduate students taking fewer than twelve credit hours in a regular term shall have their fees reduced pro rata based upon one-twelfth of the full-time rate per credit hour, and graduate students taking fewer than nine credit hours in a regular term shall have their fees reduced pro rata based upon one-ninth of the full-time rate per credit hour.

3.3 
Fees for students enrolled in summer terms or other nontraditional time periods shall be prorated based upon the number of credit hours for which the student enrolls in accordance with the provisions of Section 3.2 of this rule.

3.4 
Students enrolled in undergraduate courses offered at off-campus locations shall pay an off-campus instruction fee, which shall be used solely for the support of off-campus courses offered by the institution, and shall not pay the athletic fee and the student activity fee.  The student union fee for off-campus students may be waived as determined appropriate by the President.  Off-campus location is defined as any location other than the main campus.  

3.5 
Whenever a bonding obligation exists as to the Student Center or any other facility,   the applicable fee(s) should be prorated based on the requirements of the bond covenant.

3.6 
The institution shall collect certain additional special fees, as may be approved from time to time by the Board of Governors, for designated purposes separate from and above those identified in the regular fee schedule. 

3.7 
All regular and special fees charged by the University shall be identified separately and published so as to be readily available to all students.

3.8 
All fees charged to students, both regular and special, must have approval by the Board of Governors prior to assessment and collection.

3.9 
Fees shall be established and charged for all noncredit community service courses in an amount to insure that the offering is self-supporting, including an indirect cost assessment when appropriate.

SECTION 4.  REFUND OF REGULAR FEES

4.1 
Continuing Students. Except for first-time enrollees, as specified in Section 4.2 of this rule, students who officially withdraw during a semester in the academic year shall receive a refund of regular fees in accordance with the following schedule.

4.1.1 
Academic Year (Semester)

During the first and second weeks  - 90% refund

During the third and fourth weeks  - 70% refund

During the fifth and sixth weeks  - 50% refund

Beginning with the seventh week  - No refund

4.1.2
Summer Terms and Nontraditional Periods
Refunds for summer sessions and nontraditional periods shall be established based upon the refund rate for the academic year and calculated using the following schedule.

During the first 13% of the term  - 90% refund

From 14% to 25% of the term  - 70% refund

From 26% to 38% of the term  - 50% refund

After 38% of term is completed  -  No refund

Should the percentage calculation identify a partial day, the entire day should be included in the higher refund period.

4.2 
First time enrollees. Students who officially withdraw before or during their first period of enrollment at Shepherd University shall have their refund calculated as follows, in accordance with the provisions contained in the 1992 amendments to the federal Higher Education Act.

4.2.1
Academic Year (Semester)

During the first and second weeks - 90% refund

During the third week - 80% refund 

During the fourth and fifth weeks - 70% refund

During the sixth week  - 60% refund

During the seventh and eighth weeks  - 50% refund

During the ninth week  - 40% refund

Beginning the tenth week  - No refund

4.2.2
Summer Terms and Nontraditional Periods

Refunds for summer sessions and nontraditional periods shall be established based upon the refund rate for the academic year and calculated using the following schedule.

During the first 14% of the terms  - 90% refund

From 15% to 20% of the term  - 80% refund

From 21% to 30% of the term  - 70% refund

From 31% to 40% of the term  - 60% refund

From 41% to 50% of the term  - 50% refund

From 51% to 60% of the term  - 40% refund

After 60% of the term   -  No refund

4.3 
Refunded fees must be returned in accordance with the requirements of the federal Higher Education Act whenever Title IV funds are involved.

4.4 
A withdrawal fee may be charged by the institution not to exceed five percent (5%) of the total student fees charged for the term or one hundred dollars ($100.00), whichever is less.

SECTION 5.  REFUND OF ROOM AND BOARD

5.1 
Room: Refund generally not applicable.  Any discretionary refund shall be based on the housing contract signed by the student.

5.2 
Board: Refund shall be prorated based upon the date of official withdrawal. All refunds are calculated from the first day of classes.

SECTION 6.  REGISTRATION PERIOD - LATE FEE

6.1 
A formal registration period shall be established at the beginning of each semester or term at which time fees are due and payable in accordance with the provisions of this policy.  In addition, a late registration period may be established.  A late fee as established by the Board of Governors shall be imposed on all late registrants.  The President or a designee shall have the authority to waive the fee in cases where evidence indicates the delay occurred through a fault of the institution.

6.2 
An exception to the registration time period may be granted to an individual under rare circumstances and then only when there is evidence that the student has a reasonable opportunity to complete successfully all course work.  The President or a designee must approve the exception with the evidence documented and held on file supporting the decision.

6.3 
The first two class meetings shall be considered the regular registration period for nontraditional students registering for evening, Saturday, off-campus, extension and other special classes.  In addition, a late registration period may be established which shall not exceed the third and fourth class meetings.  A late fee as set by the Board of Governors shall be imposed on all late registrants.

SECTION 7.  INSTALLMENT PAYMENT PLANS

7.1 
Student fee deferred payment plans will be offered for fall and spring terms.

7.2 
All available financial aid for the term must be credited to the student's account prior to determining the amount available for deferral.

7.3 
After all financial aid is applied to the student's account, sixty percent (60%) of the balance of student fees must be paid prior to the start of classes.

7.4 
The remaining balance, including interest, must be paid prior to the end of the sixth week of classes.

7.5 
Interest on the deferred amount may be charged at a rate of 10%.

7.6 
Room and board and other non-course related charges may be divided into installments.

SECTION 8.  USE OF CREDIT CARDS

8.1 
The use of credit cards for payment of student fees is authorized under the statewide contract initiated by the State Board of Investments or under any alternate program approved by the Board of Governors.

8.2 
To the extent allowed by law or policy of the credit card company, the institution shall impose a surcharge on credit card payments equal to any amount that may be imposed by the credit card company as a vendor discount or service fee.

SECTION 9.  ENROLLMENT IN EXCESS COURSE LOAD 

9.1 Special permission shall be required for any student to register for more than nineteen (19) credit hours in one semester, but credits in Applied Music shall not count toward this limit.  

SECTION 10.  DEFERRAL OF FEES DURING A LEGAL WORK STOPPAGE

10.1 
Any student adversely, financially affected by a legal work stoppage may be allowed, on a case-by-case basis, an additional six months to pay the fees for any academic term, in accordance with procedures established by the President.
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POLICY  9

TITLE: CLASSIFIED EMPLOYEES

SECTION 1.  GENERAL

1.1 Scope - 

This policy establishes procedures related to personnel. 

1.2 Authority - 
West Virginia Code §18B-1-6.

1.3 Effective Date – 
                                    , Amending the January 10, 2002 Version of the Policy.
SECTION 2.  DEFINITIONS

2.1 
Part-Time Regular Employee (PTR). An employee in a position created to last less than 1,040 hours during a twelve-month period.  An employee in a PTR position is not eligible for benefits, but is covered under the classification program as set out in HEPC Series 8.

2.2 
Temporary Employee. An employee hired into a position expected to last fewer than nine months of a twelve month period regardless of hours worked per week. A temporary employee is not eligible for benefits, but is covered by the classification program as set out in HEPC Series 8.

2.3 
Casual Employee.  A casual employee position is a position created to meet specific operational needs at an institution for no more than 225 hours in a 12-month period.  Individuals in a casual employee position are not eligible for benefits and are not covered by the classification program as set out in HEPC Series 8.

2.4 
Student Employee.  An employee enrolled at the institution as a student and whose primary purpose for being at the institution is to obtain an education.  A student employee is not eligible for benefits and is not covered by the classification program as set out in HEPC Series 8.

2.5 
Classified Employee.  An employee who is covered by the provisions of the classification program outlined in this rule as set out in HEPC Series 8.

2.6 
Exempt.  Employees not covered by the Fair Labor Standards Act (FLSA) for overtime purposes as set out in HEPC Series 8.

SECTION 3.  PART-TIME AND TEMPORARY EMPLOYEES

3.1 
Part-time employees will not be hired solely to avoid the payment of benefits or in lieu of full-time employees.  All qualified classified employees with nine-month or ten-month appointments will  be given the opportunity to accept part-time or full-time summer employment before new persons are hired for the part-time or full-time employment.  Consequently, temporary positions will only be used when the function of the position is expected to require less than nine (9) consecutive months of employment (regardless of hours worked per week) to equal the full-time equivalency of the position.

3.2 
The provisions of the foregoing section of this Policy are not intended to establish a policy mandate under which any part-time or temporary employee may claim a right of full-time employment.  The President and his or her designees are intended under this policy to exercise their judgment, in their sole discretion, to fulfill the Board’s intentions under this policy.


SECTION 4.  APPOINTMENT OR PROMOTION

4.1 
Pursuant to W.Va. Code §18B-7-1(d), non-exempt classified employees who apply for and meet the minimum qualifications for a posted non-exempt position and are currently employed at the institution shall be hired into the posted position prior to hiring someone from outside the institution.

4.2 
If more than one qualified, non-exempt classified employee applies, the best- qualified non-exempt classified employee shall be awarded the position.  In such cases, if the employees are equally qualified, the employee with the greatest amount of continuous seniority at the institution shall be awarded the position.  A random selection method such as drawing of lots, rolling dice, or selection of playing cards shall be utilized if two or more employees have equal qualifications and seniority.  Such method shall be mutually agreed upon by the affected employees and approved by the President or her/his designee.  If the employees cannot agree on a random selection method, the President shall use the drawing of lots to determine rankings.

4.3 
Provisions of this section shall not apply to casual, temporary and student employees, nor shall they apply to exempt positions.

4.4 
Pursuant to W. Va. Code §18B-7-1d, the provisions of this section shall not take precedence over the mandates in the institution’s affirmative action plan.  In no event shall the institution’s affirmative action plan require the use of quotas to meet its affirmative action goals or require the hiring of an unqualified person for any non-exempt position.

SECTION 5.  PROBATIONARY PERIOD

5.1 
Full-time regular classified employees shall serve a six-month probationary period beginning at the original date of employment. 
5.2 
At the end of three months and the end of the six-month probationary period, the employee shall receive a written evaluation of her/his performance and shall be informed as to whether her/his employment will continue beyond the probationary period.  As with all positions, continued employment is based on adequate funding, satisfactory performance and adherence to system and institution rules and regulations.

SECTION 6.  COMPENSATORY/OVERTIME PROVISIONS

6.1 
Non-exempt employees may receive compensatory time off in lieu of overtime pay.  All hours worked beyond 37½ and up to and including 40 hours are calculated at the employee’s regular hourly rate.  Time worked beyond 40 hours in a work-week are to be calculated at a rate of one and one-half times the regular hourly rate.

6.2  
A written agreement between the employee and the institution shall exist when the employee chooses compensatory time off in lieu of overtime pay.  The written agreement may be modified at the request of either the employee or employer at any time but under no circumstances shall a change in the agreement deny the employee compensatory time heretofore acquired.

6.3 
Except as otherwise expressly provided for in this Policy, employees may accumulate up to two hundred forty (240) hours of compensatory time and shall be paid for all hours worked above the maximum accrual.

6.4 
Employees in public safety, seasonal work, and/or emergency response categories may accumulate up to four hundred eighty (480) hours and shall be paid for all hours worked above the maximum accrual.

6.5 
Compensatory time must be used within one year of accrual.  The use of compensatory time off shall be requested two weeks in advance of the use of the time off.  Approval of the request shall be contingent upon whether it will unduly disrupt the operation of the institutional unit.

6.6
Should an individual's employment be terminated, any unused compensatory time shall be reimbursed as follows:

6.6.1
The average regular rate received by such employee during the first three years of the employee's employment; or,

6.6.2
The final regular rate received by such employee, whichever is higher.

6.7 
An employee may not work overtime unless approved in advance per institutional policy.

SECTION 7.  POSTING

7.1
It is the policy of Shepherd University to post classified positions, either internally or both internally and externally, in order to provide employees adequate time to make application for positions.  

7.2
Posting shall not apply to casual or temporary positions.
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7.2
Posting shall not apply to casual or temporary positions.
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TITLE:   EMPLOYEE LEAVE

SECTION 1.  GENERAL

1.1 Scope - 
Policy regarding annual leave, military leave, leave of absence without pay, sick leave, special emergency leave, catastrophic leave, parental leave, and witness and jury leave for employees.

1.2 Authority - 
West Virginia Code § 18B-1-6, 18B-2A-4

1.3 Effective Date - 
                                          , Amending the January 10, 2002 Version of the Policy.
SECTION 2. GENERAL LEAVE COVERAGE

2.1 
Eligibility for annual and sick leave shall be based on the following:

2.1.1
Employees working on a regular and continuing basis for no less than 1950 hours within a twelve (12) consecutive month period are considered to be full-time employees and are eligible for leave as specified in this document.

2.1.2
Employees working between 1,040 hours and less than 1,950 on a regular and continuing basis during a twelve (12) consecutive month period shall accumulate leave on a pro rata basis.

2.1.3
Employees working less than 1,040 hours are not eligible for leave benefits.

2.2 
Faculty members on twelve-month appointments are defined as full-time employees and accrue leave according to the appropriate sections of this rule.  The provisions of this rule related to annual leave, sick leave, catastrophic leave, special emergency leave, and managing work time in areas affected by interruption to utility or similar situations do not apply to faculty members on annual appointments of less than twelve months.

2.3 
Annual and sick leave may not be taken before it is accrued.  If an employee works less than a full month, annual and sick leave shall be accumulated on a pro rata basis.

2.4 
During a terminal leave period, no type of leave may be accrued.  Terminal leave is the period following the last day of scheduled work from employment such as resignation, retirement, etc.

2.5 
Length of service for purposes of this Policy shall be total years of service which includes experience with State institutions of higher education and other State agencies.  Continuous service is not required to complete the required term.  Annual appointment periods of nine (9) months or more shall be credited for one (1) year of service for annual leave accrual rate calculation purposes.

2.6 
A recognized institutional holiday occurring during an employee's leave period shall not be considered as a day of leave, provided the employee is not in a terminal leave period.

2.7 
Up to fifteen (15) days of annual leave may be transferred from other agencies of State government and State higher education institutions to Shepherd University employment.  Certification of the balance which existed in the agency or institution from which the employee is transferring must accompany the request for transfer and bear the signature of an officer of that agency.  A request for transfer must be made within one (1) year from the last day of employment with the other agency or institution. 

2.8 
When an employee transfers from other agencies of State government or from other State institutions of higher education to Shepherd University, the employee's accumulated sick leave may be transferred. Written verification of the accumulated amount of sick leave to be transferred must be provided by the state agency or institution of higher education wherein the employee accumulated the sick leave within one (1) year of the date of employment with Shepherd University.  
2.9 An employee is required to notify his/her supervisor immediately if ill or unable to work for any reason and to follow the institution's established procedures for absences from work.  The notification shall be given to the immediate supervisor or designee.

2.10 
Employees on leave of absence without pay shall not accrue annual or sick leave or years of service credit for any and all full months in which they are off the payroll.

2.11 
The Office of Human Resources shall keep on file a record showing current leave status of each employee.

SECTION 3.   ANNUAL LEAVE

3.1 
Full-time non-classified employees and faculty with twelve-month appointments shall be eligible for up to twenty-four (24) days leave per year calculated at the rate of 2.00 days per month from the date of employment.  However, upon leaving a non-classified position, the accumulation rates outlined in Section 3.2 shall apply.

3.2 
Employees occupying full-time classified positions shall be eligible for annual leave on the following basis: 

3.2.1
Less than 5 years' service: 


1.25 days per month;

3.2.2
At least 5, but less than 10 years' service: 
1.50 days per month;

3.2.3
At least 10, but less than 15 years' service: 
1.75 days per month;

3.2.4
15 or more years' service: 


2.00 days per month.

3.3 
Employees working at least 1,040 hours per twelve (12) consecutive months on a regular and continuing basis, but less than 1,950 hours shall accumulate annual leave on a pro rata basis.

3.4 
Accumulated annual leave for continuing employees may not exceed twice the amount earned in any twelve-month period.

3.5 
An employee is entitled to accumulated leave at termination of service, but in no case may this exceed the limits set in 3.4 above.

SECTION 4.  OTHER CONDITIONS FOR ANNUAL LEAVE

4.1 
At the request of the employee through established procedures, annual leave may be granted because of illness.

4.2 
The work requirements of the institution shall take priority over the scheduling of annual leave or other leave for an employee.  When operationally practical, the supervisor shall grant earned annual leave at the convenience of the employee.  However, departmental needs must be met, and annual leave may not be taken without prior request and approval of the employee's supervisor.

4.3 
In the event of an employee's death, the value of accumulated annual leave will be paid to the employee's estate.

SECTION 5.  SICK AND EMERGENCY LEAVE

5.1 
Full-time employees shall accumulate sick leave at the rate of 1.5 days per month. All other employees shall accumulate sick leave in accordance with Section 2.1 of this rule.

5.2 
Sick leave may be accumulated without limit.

5.3 
Sick leave may be used by the employee when ill or injured or when in need of medical attention or when death occurs in the immediate family.

5.4 
An employee may use sick leave for a member of the immediate family who is ill, injured, or in need of medical attention. Immediate family is defined as: father, mother, son, daughter, brother, sister, husband, wife, mother-in- law, father-in-law, son-in-law, daughter-in-law, grandmother, grandfather, granddaughter, grandson, stepmother, stepfather, step children, or others considered to be members of the household and living under the same roof.

5.5 
Sick leave for more than five (5) consecutive days shall not be granted to an employee for illness without satisfactory proof of illness or injury, as evidenced by a statement of the attending physician or by other proof satisfactory to the institution.  An employee on such leave for more than (5) consecutive days shall, before returning to duty, obtain satisfactory medical clearance to help ensure adequate protection and shall indicate the employee's ability to perform his/her duties.  Such medical clearance shall be presented in writing.

5.6 
The institution may require evidence from an employee for verification of an illness or other causes for which leave may be granted under this rule, regardless of the duration of the leave.

5.7 
In cases, except those involving catastrophic sick leave as defined in Section 8.1, where all accumulated sick leave has been used and annual leave is available, it shall be the option of an employee who is required to be further absent due to illness  either to use any accumulated annual leave until it has also expired, rather than being removed from the payroll, or to retain the accumulated annual leave for use after return to work, but be taken off the payroll immediately after the accumulated sick leave has expired.

5.8 
On-the-job injuries or occupational illnesses which involve no more than three (3) days of disability leave or absence from work shall not be charged against the employee's accumulated sick leave as long as they are the next three (3) consecutive working days after injury or illness occurred.  If on-the-job injuries or illnesses require a leave beyond the three-day period, it shall be the option of the employee either to use earned and accumulated sick and annual leave until both may be exhausted or to reserve for future use any earned and accumulated sick and annual leave and receive only Workers' Compensation benefits for which adjudged eligible.

5.9 
Disabilities caused or contributed to by pregnancy, miscarriage, abortion, childbirth, and recovery therefrom shall be, for all job-related purposes, temporary disabilities and shall be treated the same as any other illness or disability would be treated for sick leave entitlement.  For this reason, employees shall be entitled to sick leave for their disabilities related to pregnancy and childbirth on the same terms and conditions as they or other employees would be entitled for other illnesses and disabilities.  In determining whether an employee is unable to work because of a disability related to pregnancy or childbirth, the same criteria shall be used as would be used in the case of another type of illness or disability.

5.10 
Sick leave provisions are contingent upon continued employment.  When the services of an employee have terminated, all sick leave credited to the employee shall be considered cancelled as of the last working day with the institution, and no reimbursement shall be provided for unused sick leave except in the event of retirement, in which case sick leave may be eligible for conversion to insurance coverage or for provisions lawfully provided for at that time.  Employees who resign in good standing and are later reemployed may have their total accumulated sick leave reinstated, provided the date of termination is one (1) year or less from the date of reemployment.  However, if the employee returns to work after more than one (1) year from the date of termination, no more than 30 days of accumulated sick leave may be reinstated.

SECTION 6.  MEDICAL LEAVE OF ABSENCE WITHOUT PAY

6.1 
Any employee requesting a medical leave of absence without pay must provide the  President with satisfactory medical evidence (such as a statement from the attending physician) that he/she is unable to work.  The medical statement shall include a diagnosis, prognosis, and expected date that the employee can return to work.  If the evidence is satisfactory, the President or his/her designee may authorize a medical leave of absence without pay only for the period of disability specified by the attending physician.

6.2 
The employee shall be expected to report to work on the first workday following expiration of the disability period.  Failure of the employee to report promptly at the expiration of a medical leave of absence without pay, except for satisfactory reasons submitted in advance, shall be cause for termination of employment by the institution.  An employee, prior to return to duty, shall obtain satisfactory medical clearance to help ensure adequate protection and which shall indicate the employee's ability to perform his/her duties.  Such medical clearance shall be presented in writing. 

6.3 
A medical leave of absence without pay may be granted for no more than a twelve (12) consecutive month period.  Employees who may need an extended  leave beyond twelve (12) consecutive months may apply for an extended leave of absence through institutional procedures or may consider other options, such as disability.

6.4 
An employee on an approved medical leave of absence must pay the employee share of medical insurance if continuing coverage is desired.  After an employee has taken a twelve-month medical leave, the institution shall continue group health insurance coverage provided that the employee pays the institution the full premium cost ( employee and employer share) of such group health plan.

6.5 
Any employee who is separated from employment following a medical leave of absence of twelve (12) consecutive months and who had chosen to maintain his/her accumulated annual leave will receive payment for such accumulated annual leave in a lump sum payment. 

SECTION 7. PARENTAL LEAVE

7.1 
A full-time employee who has worked at least twelve (12) consecutive weeks for the State may request up to twelve (12) weeks unpaid parental leave.

7.2 
The request must be due to birth or adoption by the employee or because of a planned medical treatment or care for the employee's spouse, son, daughter, parent, or dependent who has a serious health condition.

7.3 
The employee must provide his/her supervisor with written notice two (2) weeks prior to the expected birth or adoption; or for the medical treatment; or for the supervision of a dependent.  Failure to submit a written request may be cause for denial.

7.4 
The employee must provide the employer with certification by the treating physician and/or documentation regarding dependency status.

7.5 
All annual leave must be exhausted before the parental leave begins.  No more than a total of twelve (12) weeks of parental leave may be taken in any twelve (12) consecutive month period.

7.6 
During the parental leave by an employee, the institution shall continue group health insurance coverage provided that the employee pays the employer the full premium cost of such group health plan.

7.7 
The position held by the employee immediately before the leave is commenced shall be held for a period not to exceed the twelve-week period of the parental leave and the employee shall be returned to that position.  However, the institution may employ a temporary employee to fill the position for the period of the parental leave.

SECTION 8.CATASTROPHIC LEAVE

8.1 
Catastrophic leave is provided for employees and a catastrophic illness is defined as: a medically verified illness or injury which is expected to incapacitate the employee and which creates a financial hardship because the employee has exhausted all leave and other paid time off.  Catastrophic illness or injury shall also include an incapacitated immediate family member if this results in the employee being required to take time off from work to care for the family member and the employee has exhausted all leave and other paid time off.

8.2 Catastrophic leave shall be implemented through a procedure for direct transfer of sick or annual leave to an employee who has requested and been approved to receive leave donations due to a catastrophic illness or injury.  

8.3 
A direct transfer provides for sick and annual leave to be donated at the request of the employee upon appropriate medical verification that the individual is unable to work due to the catastrophic illness or injury as determined by the President.

8.3.1
Upon approval for an employee to receive direct transfer of catastrophic leave, any employee may, upon written notice to the human resources department, donate sick and/or annual leave in one- day increments.  No employee shall be compelled to donate sick leave.  Any leave donated by an employee, but not used by the employee to whom it was donated, shall be returned to the donating employee and reflected in his/her leave balance.

8.4 
An employee receiving the transfer of leave shall have any time which is donated credited to such employee's leave record in one-day increments and reflected as a day-for-day addition to the leave balance of the receiving employee.  The leave record of the donating employee shall have the donated leave reflected as a day-for-day reduction of the leave balance.

8.5
Use of donated credits may not exceed a maximum of twelve (12) continuous calendar months for any one catastrophic illness or injury.  The total amount of leave received by transfer may not exceed an amount sufficient to ensure the continuance of regular compensation and shall not be used to extend insurance coverage pursuant to Section 13, Article 16, Chapter 5 of the Code, which relates to insurance coverage for state employees.  The employee receiving donations of leave shall use any leave personally accrued on a monthly basis prior to receiving additional donated leave.

8.6
Direct transfer of leave may be inter-institutional. The President or his/her designee shall notify in writing other institutional presidents requesting that the institution consider the transfer of leave. Upon approval of the receiving president, transfer leave will be made through appropriate institutional procedures.

8.7
The Office of Human Resources shall be responsible for the administration of catastrophic leave and shall develop and disseminate procedures for the administration of this policy.

SECTION 9.   PERSONAL LEAVE OF ABSENCE WITHOUT PAY

9.1 
An employee, upon application in writing and upon written approval by the President or his/her designee, may be granted a continuous leave of absence without pay for a period of time not to exceed twelve (12) consecutive months provided all accrued annual leave has been exhausted.

9.2 
The President or the President's designee, at his/her discretion, may require the written approval of the supervisor before accepting the written application of an employee for a leave of absence without pay.

9.3 
The President or the President's designee, at his/her discretion, shall determine if the purpose for which such a leave is requested is proper and within sound administrative policy.

9.4 
At the expiration of leave of absence without pay, the employee shall be reinstated without loss of any rights, unless the position is no longer available due to a reduction in staff caused by curtailment of funds or a reduced workload.  Failure of the employee to report promptly at the expiration of a leave of absence without pay, except for satisfactory reasons submitted in advance, shall be cause for termination of employment by the institution.

9.5 
During a personal leave, the institution shall continue group health insurance coverage provided that the employee pays the employer the full premium costs of such group health plan.

SECTION 10.  MILITARY LEAVE

10.1 
An employee who is a member of the National Guard or any reserve component of the armed forces of the United States shall be entitled to and shall receive a leave of absence without loss of pay, status, or efficiency rating, for all days in which engaged in drills or parades ordered by proper authority, or for field training or active service for a maximum period of thirty (30) working days ordered or authorized under provisions of State law in any one (1) calendar year.  The term "without loss of pay" shall mean that the employee shall continue to receive normal salary or compensation, notwithstanding the fact that such employee may receive other compensation from federal or state sources during the same period.  Furthermore, such leave of absence shall be considered as time worked in computing seniority, eligibility for salary increased, and experience with the institution.  An employee shall be required to submit an order or statement in writing from the appropriate military officer in support of the request for such military leave. 

10.2 
Benefits of this section shall accrue to individuals ordered or called to active duty by the President of the United States for thirty (30) working days after they report for active service.

SECTION 11.  SPECIAL EMERGENCY LEAVE WITH PAY

11.1 
Special emergency leave with pay may be granted by the President or his/her designee to full-time employees in the event of extreme misfortune to the employee or the immediate family.  The leave should be the minimum necessary, and in no case may it exceed five (5) days within any twelve (12) consecutive month period.  Typical events which may qualify an employee for such leave are fire, flood, or other events (other than personal illness or injury or serious illness or death in the immediate family) of a nature requiring emergency attention by the employee.

SECTION 12.  WITNESS AND JURY LEAVE

12.1 
Upon application in writing, an employee may be granted leave as indicated hereinafter in this section provided the employee is not a party to the action.  Annual leave will not be charged under the provisions of this section.

12.2 
When, in obedience to a subpoena or direction by proper authority, an employee appears as a witness for the Federal Government, the State of West Virginia, or a political subdivision thereof, the employee shall be entitled to leave with pay for such duty and for such period of required absence.

12.3 
When attendance in a court is in connection with an employee's usual official duties, time required in going and returning shall not be considered as absence from duty.

12.4 
When an employee serves upon a jury, or is subpoenaed in litigation, the employee shall be entitled to leave with pay for such duty and for such period of required absence.

12.5 
The employee shall report to work if he/she is excused by the court before the end of his/her regular work day.  Provisions for employees who work a shift other than day shift shall be made according to institutional policy.

SECTION 13.  MANAGING WORK TIME IN AREAS AFFECTED BY INTERRUPTION TO UTILITY SERVICE OR SIMILAR SITUATIONS

13.1 
Utility Service Interruptions - When extended power and utility service interruptions occur, administrators should make arrangements for employees' usual work routine to be accomplished at alternate work locations, or make affected employees available to other administrators for work in other areas.  Also, if an administrator deems it advisable and the employee agrees, time off during the utility service interruption may be granted and charged against an employee's accumulated annual leave.  Combinations of the above alternatives may be necessary, but in all cases interruptions of work schedules must be dealt with in accordance with applicable laws, including West Virginia Code 12-3-13.  This law is interpreted to mean that if pay is associated with the absence from work, the absence must be charged to accumulated annual leave.

13.2 
Emergency Situations - In the event that an emergency exists, the President, in conjunction with local or state public safety officials, has the authority to comply with the emergency situation and close the institution.  The President, working with public safety officials, will determine when the emergency condition no longer exists.  Should an employee be required to work by the President or his/her designee during a declared emergency, the time worked shall be compensated according to the provisions of HEPC Series 8.  Work time lost by any employee during a declared emergency will be considered regular work time for pay purposes and will not require that the time be charged to annual leave nor will there be a requirement that the time be made up.

13.3 
Absences from work due to weather conditions other than during a declared emergency must be charged against accumulated annual leave, accumulated compensatory time, or the employee must be removed from the payroll for the time in question. Where institutions employ the "floating holiday" concept, the holiday record may be charged.  Sick leave may not be charged for absence due to weather.  Time lost from work may be made up in the same work week at the discretion of the employee's supervisor.
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TITLE:   EMPLOYEE LEAVE

SECTION 1.  GENERAL

1.1 Scope - 
Policy regarding annual leave, military leave, leave of absence without pay, sick leave, special emergency leave, catastrophic leave, parental leave, and witness and jury leave for employees.

1.2 Authority - 
West Virginia Code § 18B-1-6, 18B-2A-4

1.3 Effective Date - 
                                          , Amending the January 10, 2002 Version of the Policy.

SECTION 2. GENERAL LEAVE COVERAGE

2.1 
Eligibility for annual and sick leave shall be based on the following:

2.1.1
Employees working on a regular and continuing basis for no less than 1950 hours within a twelve (12) consecutive month period are considered to be full-time employees and are eligible for leave as specified in this document.

2.1.2
Employees working between 1,040 hours and less than 1,950 on a regular and continuing basis during a twelve (12) consecutive month period shall accumulate leave on a pro rata basis.

2.1.3
Employees working less than 1,040 hours are not eligible for leave benefits.

2.2 
Faculty members on twelve-month appointments are defined as full-time employees and accrue leave according to the appropriate sections of this rule.  The provisions of this rule related to annual leave, sick leave, catastrophic leave, special emergency leave, and managing work time in areas affected by interruption to utility or similar situations do not apply to faculty members on annual appointments of less than twelve months.

2.3 
Annual and sick leave may not be taken before it is accrued.  If an employee works less than a full month, annual and sick leave shall be accumulated on a pro rata basis.

2.4 
During a terminal leave period, no type of leave may be accrued.  Terminal leave is the period following the last day of scheduled work from employment such as resignation, retirement, etc.

2.5 
Length of service for purposes of this Policy shall be total years of service which includes experience with State institutions of higher education and other State agencies.  Continuous service is not required to complete the required term.  Annual appointment periods of nine (9) months or more shall be credited for one (1) year of service for annual leave accrual rate calculation purposes.

2.6 
A recognized institutional holiday occurring during an employee's leave period shall not be considered as a day of leave, provided the employee is not in a terminal leave period.

2.7 
Up to fifteen (15) days of annual leave may be transferred from other agencies of State government and State higher education institutions to Shepherd University employment.  Certification of the balance which existed in the agency or institution from which the employee is transferring must accompany the request for transfer and bear the signature of an officer of that agency.  A request for transfer must be made within one (1) year from the last day of employment with the other agency or institution. 

2.8 
When an employee transfers from other agencies of State government or from other State institutions of higher education to Shepherd University, the employee's accumulated sick leave may be transferred. Written verification of the accumulated amount of sick leave to be transferred must be provided by the state agency or institution of higher education wherein the employee accumulated the sick leave within one (1) year of the date of employment with Shepherd University.  

2.10 An employee is required to notify his/her supervisor immediately if ill or unable to work for any reason and to follow the institution's established procedures for absences from work.  The notification shall be given to the immediate supervisor or designee.

2.10 
Employees on leave of absence without pay shall not accrue annual or sick leave or years of service credit for any and all full months in which they are off the payroll.

2.11 
The Office of Human Resources shall keep on file a record showing current leave status of each employee.

SECTION 3.   ANNUAL LEAVE

3.1 
Full-time non-classified employees and faculty with twelve-month appointments shall be eligible for up to twenty-four (24) days leave per year calculated at the rate of 2.00 days per month from the date of employment.  However, upon leaving a non-classified position, the accumulation rates outlined in Section 3.2 shall apply.

3.2 
Employees occupying full-time classified positions shall be eligible for annual leave on the following basis: 

3.2.1
Less than 5 years' service: 


1.25 days per month;

3.2.2
At least 5, but less than 10 years' service: 
1.50 days per month;

3.2.3
At least 10, but less than 15 years' service: 
1.75 days per month;

3.2.4
15 or more years' service: 


2.00 days per month.

3.3 
Employees working at least 1,040 hours per twelve (12) consecutive months on a regular and continuing basis, but less than 1,950 hours shall accumulate annual leave on a pro rata basis.

3.4 
Accumulated annual leave for continuing employees may not exceed twice the amount earned in any twelve-month period.

3.5 
An employee is entitled to accumulated leave at termination of service, but in no case may this exceed the limits set in 3.4 above.

SECTION 4.  OTHER CONDITIONS FOR ANNUAL LEAVE

4.1 
At the request of the employee through established procedures, annual leave may be granted because of illness.

4.2 
The work requirements of the institution shall take priority over the scheduling of annual leave or other leave for an employee.  When operationally practical, the supervisor shall grant earned annual leave at the convenience of the employee.  However, departmental needs must be met, and annual leave may not be taken without prior request and approval of the employee's supervisor.

4.3 
In the event of an employee's death, the value of accumulated annual leave will be paid to the employee's estate.

SECTION 5.  SICK AND EMERGENCY LEAVE

5.1 
Full-time employees shall accumulate sick leave at the rate of 1.5 days per month. All other employees shall accumulate sick leave in accordance with Section 2.1 of this rule.

5.2 
Sick leave may be accumulated without limit.

5.3 
Sick leave may be used by the employee when ill or injured or when in need of medical attention or when death occurs in the immediate family.

5.4 
An employee may use sick leave for a member of the immediate family who is ill, injured, or in need of medical attention. Immediate family is defined as: father, mother, son, daughter, brother, sister, husband, wife, mother-in- law, father-in-law, son-in-law, daughter-in-law, grandmother, grandfather, granddaughter, grandson, stepmother, stepfather, step children, or others considered to be members of the household and living under the same roof.

5.5 
Sick leave for more than five (5) consecutive days shall not be granted to an employee for illness without satisfactory proof of illness or injury, as evidenced by a statement of the attending physician or by other proof satisfactory to the institution.  An employee on such leave for more than (5) consecutive days shall, before returning to duty, obtain satisfactory medical clearance to help ensure adequate protection and shall indicate the employee's ability to perform his/her duties.  Such medical clearance shall be presented in writing.

5.6 
The institution may require evidence from an employee for verification of an illness or other causes for which leave may be granted under this rule, regardless of the duration of the leave.

5.7 
In cases, except those involving catastrophic sick leave as defined in Section 8.1, where all accumulated sick leave has been used and annual leave is available, it shall be the option of an employee who is required to be further absent due to illness  either to use any accumulated annual leave until it has also expired, rather than being removed from the payroll, or to retain the accumulated annual leave for use after return to work, but be taken off the payroll immediately after the accumulated sick leave has expired.

5.8 
On-the-job injuries or occupational illnesses which involve no more than three (3) days of disability leave or absence from work shall not be charged against the employee's accumulated sick leave as long as they are the next three (3) consecutive working days after injury or illness occurred.  If on-the-job injuries or illnesses require a leave beyond the three-day period, it shall be the option of the employee either to use earned and accumulated sick and annual leave until both may be exhausted or to reserve for future use any earned and accumulated sick and annual leave and receive only Workers' Compensation benefits for which adjudged eligible.

5.9 
Disabilities caused or contributed to by pregnancy, miscarriage, abortion, childbirth, and recovery therefrom shall be, for all job-related purposes, temporary disabilities and shall be treated the same as any other illness or disability would be treated for sick leave entitlement.  For this reason, employees shall be entitled to sick leave for their disabilities related to pregnancy and childbirth on the same terms and conditions as they or other employees would be entitled for other illnesses and disabilities.  In determining whether an employee is unable to work because of a disability related to pregnancy or childbirth, the same criteria shall be used as would be used in the case of another type of illness or disability.

5.10 
Sick leave provisions are contingent upon continued employment.  When the services of an employee have terminated, all sick leave credited to the employee shall be considered cancelled as of the last working day with the institution, and no reimbursement shall be provided for unused sick leave except in the event of retirement, in which case sick leave may be eligible for conversion to insurance coverage or for provisions lawfully provided for at that time.  Employees who resign in good standing and are later reemployed may have their total accumulated sick leave reinstated, provided the date of termination is one (1) year or less from the date of reemployment.  However, if the employee returns to work after more than one (1) year from the date of termination, no more than 30 days of accumulated sick leave may be reinstated.

SECTION 6.  MEDICAL LEAVE OF ABSENCE WITHOUT PAY

6.1 
Any employee requesting a medical leave of absence without pay must provide the President with satisfactory medical evidence (such as a statement from the attending physician) that he/she is unable to work.  The medical statement shall include a diagnosis, prognosis, and expected date that the employee can return to work.  If the evidence is satisfactory, the President or his/her designee may authorize a medical leave of absence without pay only for the period of disability specified by the attending physician.

6.2 
The employee shall be expected to report to work on the first workday following expiration of the disability period.  Failure of the employee to report promptly at the expiration of a medical leave of absence without pay, except for satisfactory reasons submitted in advance, shall be cause for termination of employment by the institution.  An employee, prior to return to duty, shall obtain satisfactory medical clearance to help ensure adequate protection and which shall indicate the employee's ability to perform his/her duties.  Such medical clearance shall be presented in writing. 

6.3 
A medical leave of absence without pay may be granted for no more than a twelve (12) consecutive month period.  Employees who may need an extended  leave beyond twelve (12) consecutive months may apply for an extended leave of absence through institutional procedures or may consider other options, such as disability.

6.4 
An employee on an approved medical leave of absence must pay the employee share of medical insurance if continuing coverage is desired.  After an employee has taken a twelve-month medical leave, the institution shall continue group health insurance coverage provided that the employee pays the institution the full premium cost ( employee and employer share) of such group health plan.

6.5 
Any employee who is separated from employment following a medical leave of absence of twelve (12) consecutive months and who had chosen to maintain his/her accumulated annual leave will receive payment for such accumulated annual leave in a lump sum payment. 

SECTION 7. PARENTAL LEAVE

7.1 
A full-time employee who has worked at least twelve (12) consecutive weeks for the State may request up to twelve (12) weeks unpaid parental leave.

7.2 
The request must be due to birth or adoption by the employee or because of a planned medical treatment or care for the employee's spouse, son, daughter, parent, or dependent who has a serious health condition.

7.3 
The employee must provide his/her supervisor with written notice two (2) weeks prior to the expected birth or adoption; or for the medical treatment; or for the supervision of a dependent.  Failure to submit a written request may be cause for denial.

7.4 
The employee must provide the employer with certification by the treating physician and/or documentation regarding dependency status.

7.5 
All annual leave must be exhausted before the parental leave begins.  No more than a total of twelve (12) weeks of parental leave may be taken in any twelve (12) consecutive month period.

7.6 
During the parental leave by an employee, the institution shall continue group health insurance coverage provided that the employee pays the employer the full premium cost of such group health plan.

7.7 
The position held by the employee immediately before the leave is commenced shall be held for a period not to exceed the twelve-week period of the parental leave and the employee shall be returned to that position.  However, the institution may employ a temporary employee to fill the position for the period of the parental leave.

SECTION 8.CATASTROPHIC LEAVE

8.1 
Catastrophic leave is provided for employees and a catastrophic illness is defined as: a medically verified illness or injury which is expected to incapacitate the employee and which creates a financial hardship because the employee has exhausted all leave and other paid time off.  Catastrophic illness or injury shall also include an incapacitated immediate family member if this results in the employee being required to take time off from work to care for the family member and the employee has exhausted all leave and other paid time off.

8.3 Catastrophic leave shall be implemented through a procedure for direct transfer of sick or annual leave to an employee who has requested and been approved to receive leave donations due to a catastrophic illness or injury.  

8.3 
A direct transfer provides for sick and annual leave to be donated at the request of the employee upon appropriate medical verification that the individual is unable to work due to the catastrophic illness or injury as determined by the President.

8.3.1
Upon approval for an employee to receive direct transfer of catastrophic leave, any employee may, upon written notice to the human resources department, donate sick and/or annual leave in one- day increments.  No employee shall be compelled to donate sick leave.  Any leave donated by an employee, but not used by the employee to whom it was donated, shall be returned to the donating employee and reflected in his/her leave balance.

8.4 
An employee receiving the transfer of leave shall have any time which is donated credited to such employee's leave record in one-day increments and reflected as a day-for-day addition to the leave balance of the receiving employee.  The leave record of the donating employee shall have the donated leave reflected as a day-for-day reduction of the leave balance.

8.5
Use of donated credits may not exceed a maximum of twelve (12) continuous calendar months for any one catastrophic illness or injury.  The total amount of leave received by transfer may not exceed an amount sufficient to ensure the continuance of regular compensation and shall not be used to extend insurance coverage pursuant to Section 13, Article 16, Chapter 5 of the Code, which relates to insurance coverage for state employees.  The employee receiving donations of leave shall use any leave personally accrued on a monthly basis prior to receiving additional donated leave.

8.6
Direct transfer of leave may be inter-institutional. The President or his/her designee shall notify in writing other institutional presidents requesting that the institution consider the transfer of leave. Upon approval of the receiving president, transfer leave will be made through appropriate institutional procedures.

8.7
The Office of Human Resources shall be responsible for the administration of catastrophic leave and shall develop and disseminate procedures for the administration of this policy.

SECTION 9.   PERSONAL LEAVE OF ABSENCE WITHOUT PAY

9.1 
An employee, upon application in writing and upon written approval by the President or his/her designee, may be granted a continuous leave of absence without pay for a period of time not to exceed twelve (12) consecutive months provided all accrued annual leave has been exhausted.

9.2 
The President or the President's designee, at his/her discretion, may require the written approval of the supervisor before accepting the written application of an employee for a leave of absence without pay.

9.3 
The President or the President's designee, at his/her discretion, shall determine if the purpose for which such a leave is requested is proper and within sound administrative policy.

9.4 
At the expiration of leave of absence without pay, the employee shall be reinstated without loss of any rights, unless the position is no longer available due to a reduction in staff caused by curtailment of funds or a reduced workload.  Failure of the employee to report promptly at the expiration of a leave of absence without pay, except for satisfactory reasons submitted in advance, shall be cause for termination of employment by the institution.

9.5 
During a personal leave, the institution shall continue group health insurance coverage provided that the employee pays the employer the full premium costs of such group health plan.

SECTION 10.  MILITARY LEAVE

10.1 
An employee who is a member of the National Guard or any reserve component of the armed forces of the United States shall be entitled to and shall receive a leave of absence without loss of pay, status, or efficiency rating, for all days in which engaged in drills or parades ordered by proper authority, or for field training or active service for a maximum period of thirty (30) working days ordered or authorized under provisions of State law in any one (1) calendar year.  The term "without loss of pay" shall mean that the employee shall continue to receive normal salary or compensation, notwithstanding the fact that such employee may receive other compensation from federal or state sources during the same period.  Furthermore, such leave of absence shall be considered as time worked in computing seniority, eligibility for salary increased, and experience with the institution.  An employee shall be required to submit an order or statement in writing from the appropriate military officer in support of the request for such military leave. 

10.2 
Benefits of this section shall accrue to individuals ordered or called to active duty by the President of the United States for thirty (30) working days after they report for active service.

SECTION 11.  SPECIAL EMERGENCY LEAVE WITH PAY

11.1 
Special emergency leave with pay may be granted by the President or his/her designee to full-time employees in the event of extreme misfortune to the employee or the immediate family.  The leave should be the minimum necessary, and in no case may it exceed five (5) days within any twelve (12) consecutive month period.  Typical events which may qualify an employee for such leave are fire, flood, or other events (other than personal illness or injury or serious illness or death in the immediate family) of a nature requiring emergency attention by the employee.

SECTION 12.  WITNESS AND JURY LEAVE

12.1 
Upon application in writing, an employee may be granted leave as indicated hereinafter in this section provided the employee is not a party to the action.  Annual leave will not be charged under the provisions of this section.

12.2 
When, in obedience to a subpoena or direction by proper authority, an employee appears as a witness for the Federal Government, the State of West Virginia, or a political subdivision thereof, the employee shall be entitled to leave with pay for such duty and for such period of required absence.

12.3 
When attendance in a court is in connection with an employee's usual official duties, time required in going and returning shall not be considered as absence from duty.

12.4 
When an employee serves upon a jury, or is subpoenaed in litigation, the employee shall be entitled to leave with pay for such duty and for such period of required absence.

12.5 
The employee shall report to work if he/she is excused by the court before the end of his/her regular work day.  Provisions for employees who work a shift other than day shift shall be made according to institutional policy.

SECTION 13.  MANAGING WORK TIME IN AREAS AFFECTED BY INTERRUPTION TO UTILITY SERVICE OR SIMILAR SITUATIONS

13.1 
Utility Service Interruptions - When extended power and utility service interruptions occur, administrators should make arrangements for employees' usual work routine to be accomplished at alternate work locations, or make affected employees available to other administrators for work in other areas.  Also, if an administrator deems it advisable and the employee agrees, time off during the utility service interruption may be granted and charged against an employee's accumulated annual leave.  Combinations of the above alternatives may be necessary, but in all cases interruptions of work schedules must be dealt with in accordance with applicable laws, including West Virginia Code 12-3-13.  This law is interpreted to mean that if pay is associated with the absence from work, the absence must be charged to accumulated annual leave.

13.2 
Emergency Situations - In the event that an emergency exists, the President, in conjunction with local or state public safety officials, has the authority to comply with the emergency situation and close the institution.  The President, working with public safety officials, will determine when the emergency condition no longer exists.  Should an employee be required to work by the President or his/her designee during a declared emergency, the time worked shall be compensated according to the provisions of HEPC Series 8.  Work time lost by any employee during a declared emergency will be considered regular work time for pay purposes and will not require that the time be charged to annual leave nor will there be a requirement that the time be made up.

13.3 
Absences from work due to weather conditions other than during a declared emergency must be charged against accumulated annual leave, accumulated compensatory time, or the employee must be removed from the payroll for the time in question. Where institutions employ the "floating holiday" concept, the holiday record may be charged.  Sick leave may not be charged for absence due to weather.  Time lost from work may be made up in the same work week at the discretion of the employee's supervisor.
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POLICY  11

TITLE : STAFF DEVELOPMENT

SECTION 1.  GENERAL

1.1 Scope - 
This policy addresses the establishment of staff training and development programs.

1.2 Authority - 
West Virginia Code § 18B-1-6, 18B-7-5.

1.3 Effective Date -
                                      , Amending the January 10, 2002 Version of the Policy.
SECTION 2.  PURPOSES of STAFF TRAINING and DEVELOPMENT

2.1 
The central basis for the institution's development program should be to enhance the professional level and effectiveness of the staff member in his/her assigned duties and to broaden the individual's knowledge and skills for future job assignments, where appropriate.  While there are many by- products of training (e.g., increased knowledge and personal satisfaction), the real measure of success must be improved job performance.

SECTION 3.  DEFINITION of STAFF TRAINING and DEVELOPMENT

3.1 
Training and development activities will differ in breadth in relation to the needs and resources of individual units within the institution. The purpose of training and development is to increase professionalism, productivity, and individual and organizational effectiveness.  Examples of such activities include, but are not limited to: skills acquisition, job-related skill enhancement, personal and career development, instructional development, and research and scholarship, where appropriate.

SECTION 4.  STAFF ELIGIBILITY and PARTICIPATION

4.1 
Any person who is an employee is eligible for staff training and development in accordance with this policy.  Participation of eligible personnel is assumed as an inherent part of staff responsibility.

SECTION 5.  BOARD of GOVERNORS: ROLES and RESPONSIBILITIES

5.1 
The board shall:

5.1.1
Require the President and senior administrators to develop and operate a  staff training and development program appropriate to the needs and resources of the institution.

5.1.2
Require that the President and senior administrators support such activities by designating a portion of the funds each year for staff training and development, and report annually the status of their staff training and development programs.

5.1.3
Establish campus-wide direction, priorities and plans for staff development.

5.1.4
Require the President or designee to serve as a clearinghouse of information on programs, conferences, training, materials, research and other matters relevant to staff development.

5.1.5
Require the President or designee to sponsor and support conferences and workshops on staff development on a regular basis.

5.1.6
Assist the institution in establishing, upgrading, evaluating or refining staff development programs and in developing techniques and procedures for assessing the effectiveness of staff development programs.

SECTION 6.  UNIVERSITY STAFF: ROLES and RESPONSIBILITIES

6.1 
The President or his/her designee shall establish a functioning staff training and development program.  The respective groups representing the participants shall be consulted and involved in creating that program, utilizing any appropriate advisory committees. 

6.2.
The campus program shall include the following:

6.2.1 
  A method for identifying training and development needs.

6.2.2   A scheduled set of training and development activities, seminars, teleconferences, apprenticeships, on-the-job training, supervisory skill development programs, etc.

6.2.3   An annual written report on training and development activities, including a summary of financial resources dedicated to the program, that is distributed on the campus.

6.3 
The President or his/her designee shall establish appropriate organizational structures, procedures, standards and criteria for the on-going operating and assessment of the staff training and development program.

6.4 
The President and director of human resources have the responsibility to support staff training and development since such administrative support is instrumental to achieving the personal and institutional benefits of such a program.

6.5 
To the extent practical, the University will provide financial and logistical support to operate its staff training and development program.
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POLICY  15

TITLE : AWARDING of UNDERGRADUATE and GRADUATE FEE WAIVERS
SECTION 1.  GENERAL

1.1 Scope - 
This policy regards the awarding of undergraduate and graduate fee waivers

1.2 Authority - 
West Virginia Code § 18B-10-5, 18B-10-6, 18B- 10-7, 18B-1-6

1.3 Effective Date – 
                                     , Amending the January 10, 2002 Version of the Policy. 
SECTION 2.  UNDERGRADUATE FEE WAIVERS

2.1 
The term "Undergraduate Fee Waiver" refers to all tuition and fee waivers authorized by Chapter 18B, Article 10, Sections 1 and 5 of the West Virginia Code.  

2.2 
The maximum number of authorized undergraduate fee waivers at the institution shall be equal to ten percent (10%) of the full-time equivalent undergraduate enrollment of the institution for the fall term of the immediately preceding academic year.

2.3 
Pursuant to the statute, no student may hold an undergraduate fee waiver for more than eight (8) semesters.  Twelve (12) or more semester hours attempted during a regular semester or a summer term shall be considered as one (1) semester for scholarship purposes.

2.4 
Awards made under this program shall provide for the waiver of enrollment fees as approved by  the President or designee. 
2.5 


The institution will prepare a summary report following  each academic year.  This report will summarize all waiver awards for the entire academic year and will be presented to the Board as a matter of information.




2.6 
Special consideration will be given in the awarding of undergraduate fee waivers to students who are West Virginia residents.  A reasonable opportunity will be given for employees to utilize these awards.

2.7 
In instances where there are more financially needy applicants than can be assisted through the available need-based student aid programs, the institution shall give strong consideration in the awarding of scholarships to students with demonstrated financial need.

2.8 
In accordance with Chapter 18B, Article 10, Section 7 of the West Virginia Code, each institution shall make provisions to waive tuition and any fees charged to children and spouses, on a classroom space available basis, of certain law enforcement officers and fire fighters (as defined in Chapter 30, Article 29, Section 1 of the West Virginia Code) killed in the line of duty.  The institution requires such persons to pay special fees, including any laboratory fees and parking fees.  A fee waiver shall also be made available to each year's statewide winner of the Veterans of Foreign Wars Voice of Democracy competition and the American Legion High School Oratorical competition.  These waivers shall be awarded within the  allotment authorized in Section 2.2 of this policy.

SECTION 3.  GRADUATE and PROFESSIONAL FEE WAIVERS

3.1 
The term "Graduate and Professional Fee Waiver" refers to all tuition and fee waivers authorized by Chapter 18B, Article 10, Section 1 and 6 of the West Virginia Code.  These awards shall be designated as Shepherd University Graduate Scholarship or Shepherd University Graduate Fee Waivers).

3.2 
The maximum number of fee waivers shall be determined in the following manner:

3.2.1
The maximum number of authorized graduate and professional fee waivers shall be equal to ten percent (10%) of the number of full-time equivalent graduate and professional students registered during the corresponding fall semester, spring semester, and summer term of the immediately preceding academic year.

3.2.2
All graduate assistants employed by the University shall be granted fee waivers.  This is in addition to the above- referenced ten percent (see subsection 3.2.1.).

3.3 
Pursuant to the statute, no student may hold a graduate or professional fee waiver for a period of time that exceeds the number of semesters normally required in the recipient's academic discipline.

3.4 
Awards made under the graduate and professional fee waiver program shall provide for the waiver of enrollment fees as approved by the President or designee..

3.5 
The institution will prepare a summary report following  each academic year.  This report will summarize all waiver awards for the entire academic year and will be presented to the Board as a matter of information.





3.6 
The University shall give special consideration in the awarding of graduate and professional fee waivers to students who are West Virginia residents.  Shepherd University shall also give priority consideration in the awarding of graduate fee waivers to faculty and staff members of West Virginia public and private colleges who make application in accordance with the institution's announced application procedures and deadlines.
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