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STI]DY OF EMPT.OYEE T]EAVE I'SAGE TN EIGEER EDUC}TTON

WEST I'-IROI]TIA STATE CO'JTEGE SYgTE!'{

ESIT CONFERENCE

we held arl exj.t conference on October 13, 1995 i'rith the Chalxcel-l-or

of che Board of Directors of Ehe l'lese virginia state col-l-ege syatem

and geveral menbers of !ri6 sEaff and aLl f,indings were revie!'ed and

diecussed. Due to scheduling difficulEies experienced by tbe

cbancellor, his responses Eo the report Hill be eubmitted at a

lacer date.

-L-



6TI]DY OF EMPLOYEE tEAW SSAGE TN SI@SR EDTTCAT ON

WEST V'IRGINIA STATE COI,IEOE SYSTEM

ItrnrRopucTl0N

Effect.ive .tuly 1, 1989, the Board of RegenEs, governr'ng

body of Higher Educatlon in west Vlrg1nia, v,as aboliehed and

replaced by the Board of Tnrstees to gowem the University System

ald Ehe Board of, DirectorE (Board) to govero ehe state College

system. chapter l-8B, Atcicle 3, section 1 of the west vrrginj'a

Code establlshed the Board of Directors for the sEate College

syseem. The Board conslsts of cwelly nenber€, six of whom are ex-

officlo nembere with Ebe rernalr1ing fourteen appointed by Lhe

GovelTror and approved by the Senate. The Board employE a

chalcellor lcho servea aE the t{i11 and pleaeure of the Board and

aEeiets the Board in the performance of its duties and

reeponsibilitieg. currenLly, Dr. clifford M Trump of charleston'

WeEE Vtrginia is eerving In Ehe capactty of charcel-Lor of che State

college system.

slate college sysEeF RuIe Number 35, establlshed under

authority of Chapter 18B, ArticLe 1, section 6 of Ehe West vlrginia

code, egl,abliehe€ leave el-lgibiliEy criLeria and provide6 rulee and

guidelinee for enrployee Leave acczrral atld usage'

The t{eet virglnia state col-Lege systen is cornPrised of

the ten inetiEutions listed below:

Bluefield state col lege
Bluefield, wV

^^*^^'.1 
/r^ 1 1ad6

Athens, tW
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Fairmont St ate college
Fairmont, wv

Glenville State college
clenvil-l-e, wv

Shepherd college
Shepherdstown, l'iv

Southern i{est virginia coflnuniLy college
Logar, wV

wesc tibercy sLate college
West Libercy, &w

We6t virginla Inst.ltuee of Techjlologry
MonLgomery, lw

West virginla Northern Com.nullity college
wheellng, Hv

West Virginra s[ace ColLege
InsEitute, lW
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STI'DY OF EMP:,OYEE TEAVE I'SACE IN EXCSER DSCATION

WEST ]rIROII{IA STATE COIJ&EOE SYSTNi{

BOARD OF DIRECTORS

.rTrNE L5 , 19 9 5

I,1r. Phlf Reale
cira i rmall clenvi 11e

Dr. Joseph Marg
Vice Chai-rrnan ALhens

Mrs. shawn wil lianE
secreLary

chapmanvil le
clarksburg

Chatle€ton
l4r. Earl Hager .

Mr. David Long .

Mrs. Patricia Bright .

Mr. Lacy Rice, .tr.

sumnerBviL le

Martinsburg

!,1r. Joseph c. Peters

Mr. Douglae N. Taruer

The Honorable HuleLt smith

The Honorable cecl1 Undeflood

charleston

MorgarEown

I4r. wil-l-la.n Wil-noth

Hurtxngton

Beckley

wheellng

Vacanqy

Vacancy

Mr. Frank stanley
Chairman of the Mvisory council
of classif led EmPloyeee

Dr. Arllne Thoro
chairman of tbe Advigory council

Mr. craig Gif,flr
Chalrman of Ehe Advisory council

of, Facult y

of StudenEs

Weet lriberty

. sc. Albalrs
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ti,lr. virgil Cook
Chair oi ehe Joint Comnission for Vocationa.l- -
Technical - occuparional Educat ion

n, ah-?16d Mrnni F^

chancellor, University system ot

M.F^-Li a

State Superintendent of schools

Wesc Vlrginla

Dar ie l- s

charleston

charl-eston
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.WEST VIRGINIA LEGISI.ATIIRE
Joint Committee on GoDe flent oJTd Finatr.e

Itedford L shantlirt CPA, Dl.l<ld
tesi.lartue Pod tudI Dtririd
Buildng 5, Road 75lA

ClIAruJCsrcN. FEST \IIR GI I\'IA 25305

T]1o .7olat coE@Lgeee on GoverElant eld Flaalce:

The purpose of thls study was to detennine Lhe impacc of

Seate Cotlege System Rule NufiJcer 35 on employee leave ueage' fo

facilitaLe this determination, we estabtished the following

objecEiveE:

l-) To detemine the total yearly cost of, l"eave
u€,age.

To determine any correlation betweetr leave
ueage alld salary and/or leave usage atld
Eenure.

To determine average yearly leave usage per
employee.

a. To ascertain the compoBicion of the
group of enployees whose yearly leave
ueage exceede the average yearly Ieave
usage .

To deLermlle ful-1-tine eguivalent employees
required as a result of Ieave ueage.

a. Number of additlonal emPloYeee
reguired.

To deterrdne the effect of alLowing all non-
classified €taff and teel-ve-monlh faeul-ty Lo
accrue tlro arnual days Per monlh.

To determine the effect of the pol-icy aa rt
relales Eo accrual of arlnual- Ieave.



InformaEion concerning eftrployee leave usage for the

period Decemlcer L, 1989 through November 3A, 7994 was obtained by

visiring each losLitution in Lhe state Coll-ege system, reviewing

lngtiEutionaI tecords and inLelwiewlng the appropriate college

persolrleI. A random sample of employees was selected based on Lhe

Eotal nuncer of employees accruing leave aL each institution as of

Nove[tcer 30, L9g4. In an ef,fort to ensure the leave usage PaEterrEl

of, the enployeeE included in Lhe sample were representative of the

average leave usage patEern of all employee€, (ce included over 35

percent (35t) of the er(tr)loyees accruing leave in Ehe sLate college

systen.

The records we reviefled for the gample of employees

included pergonnel fj.leg, leave tecordg and third party

documentaElon of Eick leave usage. For Lhe purposes of Ehis sludy'

nthird party docurnented sick leave" ref,erg to that sick Leave which

ls €ubstarEiated by a physician's staLement and "integrity sick

leave" refers Eo al-L other 6ick l-eave. i{e also reviewed each

instiEuLion'e payroll et<pendlture schedules to develop a salary

hiscory for each employee for Ehe purpoEe of assigTling a cose Lo

leawe u6age.

rn rhc brocess of eE!ablishlng average leave usages for

the sample of enpl-oyeee baeed on salary leve1 atld tenure' we

discovered wide variances 1n Ehe leave usage patterns of claesified

employees as opposed Eo non-cLassified employees and t!{el-ve-month

faculcy. These variancee would have resulted in the distortion of

the averages by a reLatively 6mall group of employees ' Therefore'



we declded to dlvide the sample of enployees into two groups or

Istrata,,: c]_assified employees were incl-uded in one gtrata whiLe

non-claEeified sEaf,f and twelve-monLh faculty were in anoEher

strata. since non-cl-assif,ied 6Laff and twelve-month faculty

comprlee l-ess than nine percent (9?) of the total number of

employees earning l-eave and differ greaEl-y in salary and leave

ueage from cla€gifled employees who accoullt for the remalning

nineEy-one percenE (91t) of Ehe total, we concentrated our analyses

on those classified employees.

sincerefy yourE,

ru'k'./xg.-41:=-iieat-'la L. shallk]in, cPA, Director
Legislative Post AudiE Divieaon

.tulre 15, 19 95

AudiEors: Michael
Neil M.
Michael

E. slzemore, CPA, Supervlsor
McEachron, CPA, Supervrgor
A. House, CPA-APPrentice



STIIDY OF ET.IPLOYEE LEAVE USAGE IN EIGEER EDItCS'TION

WEST VIRGINIA STATE COIIIJEGE SYSTETI

SII{MAIY OF FINDnTGS

TOT.er COST OF TEAVE OSAGE AltOUl{'rED TO sL9,318.143

1. For Ehe study period, the cost of sick alxd aDrual leave usage

was S19,31-8,143.00 or 53,853,629.00 per year' The average

yearly leave usage for employees ln our eample uas 25'73 days'

The cost of leave uaage of those enpl-oyees ueing l-eave beloe

the average Eotaled $L1,204,523.0o, whlle the cosL of leave

usage of t.hose enployees using leave in excesg of the average

totaLed S8,113,620.0a. tu1nuaI l-eave usage accounts for

S13,020,458.00 or 52,604,a94.a0 per year. sick leave usage

accounts far $6,29'7,675.00 or S1,259,535.00 per year,

55,485,91-7.00 of whicb relates Eo inEegrlly sick leave and

5811,758.00 rel-aces to chtrd party documenEed sick leave'

cost€ are based on sal-ary and benefirs. (see pages 11-L3)

COI{PARISON OF ],EAVE POTJXCIES

2. The totaf cost aasociated t ith allnual leave per year co Ene

west virginia state college systen durlng Lhe study period

amoullted Lo 5405,491.00 more ullder the Higher Education leave

policy than it would have under the Division of PersonreL

leave policy. The State College syeten policy reeulted in an

additlonaL coEtc Lo the staLe of $81,824.00 per year as ir'

perLains to accrqal of anIrual leave for non-classified staff

and lvrelve-month facuLcy, plue ar addltional cost of

-9-



5324,561 .OA per year as it pertalne to carryover of aanual

leave. (See Pages 13-l-6)

REI.ATXON9EIP OF TEJAVE ggAGE TO B{P],OYEE COMPENSATION AND TEIII'RE

3. AJter alalyzing t.he correlation of leave usage to boeh salary

ard tenure, we hawe deterrined that tenure and eick leave

usage exhibit onl-y a slight rel-ationship while there is a

sigrliflcant alld direcE correlaLlon of Bick leawe u6age Eo

sa1ary 1evel. Use of sick leave decreases as sa1ary level

increases. [nnual leave u€age exhibits no coEe]-aeion Eo

Ealary 1eve1 and is refaEed to t enule only in thaE it ls a

reflection of accrual rate which is based on tenure ' (see

pages l-5-18)

AIGlYgEg OF WP']OYEE LEAV& I'SACE BY JOB CATE6ORY

4, For cLasgified emp1oyeee, the average yearLy leave usage waB

26.2! day1 ald the average 6alary vJas 518,409'00 Fo? non-

cLassifled 6Laff a4d Ewe1ve-nonEh faculty, lhe average yearLy

leave usage was 20.36 daye and the average sal-ary l.ras

i45,446.0o. (See Pages 18-20)

REIIAfIONBEIP OF LEAVE ITSAGE TO NUIGER OF EUPITOYEES REOITIR@

5. Our aratysis revealed that a full-time equivalent employee of

1.1-l- was reguired for each positlon to comPensaEe for leave

ueed by empl-oyeee. This translates to a! addiLional 167

employeea at a coet of $3,853,629.00 per year baoed on average

salary pLug beneflts. (See pages 2f and 22)



STUDY OF EMPLOTEE LEAVE gSAGE DI EIGEER EDUCAfION

WEST yIRGINAA STATE COIJLEOE gYSTB{

CENERAL REMAXSS

TOTAI- COSB OF ITEAI'E USAGE AI'IOUIIrED TO S19'318,143

SLaLe college System Rule Nudcer 35, included as Appendix

A in this report, al-lows employees occupying f,ulL-Lirne claseified

positions to accrue all].ual leave on che following baers;

tees than 5 years' service: 1'25 days/month, maximum
carryover - 30 days;

5 but fesE thau L0 years' service: l-'50 days/month,
lnaximum carryovet - 36 daYs,'

XO buE less tba! 15 yeats' service: 1'?5 days/month'
naximun carryover - 42 days,' and,

15 or more years' service: 2.00 days/month, maxlmun
carryover - 48 dayE.

nrLl-t1rne non-claeeified enpl-oyees ard facuLEy with twelve-month

appolnEments are allowed to accrue twenty-four (24) days leave per

year calculated aE che raEe of 2.Oo days per month from the date of

enploymenL. Employees working aL least L,O4O hours per twelve (12)

consecuElve monLhs on a reglrlar and continuing basis, buL lese tha!

full- Lime are allowed amual leave on a pro ratla basis '

AccunulaLed annual leave for continulng en]I)loyees may be extended

beyond that amoul! scheduled to be earned by an empLoyee during a

period gf one (1) year based on the employee's current monEhly rate

of accruaL by written approval of the presidenr or his/her

designee, buc in no case shaLL it exceed twice Ehe amount scheduled

to be earned in any ensulng Ewelve-montb period. Generall-y, all

aJulual leave musE be approved in advance.



Full-time empl-oyees accrue €tlck leave aE the rate of 1.5

sick days per monEh. Employees working more Lhan L,040 houts on a

regular and continuous baeie during a eeelve (L2) con6ecutrve rnonEh

period buE less tha! fult-c1roe accrue sick 1eave on a pro rata

ba€is.

sJdL lFave mav be used for Lhe lollowrng reasons:

1. Ernployee is i]l, lnjured or 4isabled;
2. Employee's imnediate family nemlcer ie

aeriously ill or diee; and,
3. If an employee has no annual leave and

an extreme miefortune has happened to
ehe employee or his/her iNnediaLe
fandly, sick leave may be granted.

An enq)loyee's sick l-eave witl not be granted for leawe taken for

more than five (5) consecutLve days trithout saEisfactory proof of

i11ne6s or injury, as evidenced by a statenent of Lhe actending

phyElcta! or by oEher proof eatslsfactory to the coll-ege. we call

Ehle form of proof "third party verificaEionn. The remaining sick

l-eave caken. othex Lhan Ehe aforenentioned, is baeed on Ehe

employee's word or integrity and we call Lhis leave ninLegrity

ai.l. 'F"vF'. -hp-F ja a orovision for Lhe collegee Eo require

proof of eick leave for less than five (5) cansecutive days. Also.

there ls a maximum charge again€t sick leave of two hurdred sixty
(260) work days per conf,inement, ae irhich Eirne disability

retirement sbould be conslderBd. Ge!'eraLLy, €ick leave is not

approved in advance ard Ehe employee determinee when he/she ie 111.

The results of che above leave policies for the aEudy

period (December 1, 1989 - Novenlrer 30' f994) f,oLlowg:

-L2-



$-13--02!-.45-g s5,39f--68 Sl9-1f,-eJ43

sick Leave is furt.her depicted ae

4r^!r,ll:

IneeqrLtv 3rd Partv Total

s5,j35.2:'t 9-ef,l-15-C 5.6-29i-.bE

YEAR'JY AVERAGE

s2.3.94.-9.9! 5L259-5lE S3'-953'522

followe:

YE}3I,Y AVERAOE

fllloqritv 3rd Parev Total

TOTAI

A!!,uel glck Total iLplual SIck

s-1--0-91--1-8-l sE2'-32 s1, 259,535

The average yearLy leave ugage for employees ln our eample was

25.'13 days. The cost of, leave usage of Ehose eFployees using leave

below the average lotaled Sa!,204,523.00, while Ehe eosE of leave

usage of thoee enployees uslng leave ln exceBE of the average

totaled S8,113,520.00. cost6 are baBed on average galary during

the etudy period plus 3ot of Lhe average salar!' f,or the related

empLoyees'benefits.

COMPAITgON OF LEAVE POLTCTES

We noEed 1n our study the Weet virginia State College

systen's carryover policy atlovrs a g?eatet catryovet of annual 1eave

chan Lhe weet virglnia Division of PerEo!.nel. The followlng tabl,e

sholrs che dlfference ln carryover policles belvJeen the two and the

added coste to the weEt virginia stare colLege sysLem based on the

average salary during our study period plue 30t of the average

Ealary for the related eftployees' benefies.



ct ASSIFIED E!'PLoIEES

Addit ional
cerrvowar :[a Davg DaYs Accnrec

WV State WV Dlv of Under Hlgher
Tenure colleqe svstem Personnel Ed Pollcv

>2< 5 Years 30 30 -0-
>5< L0 Years 36 30 244.44
>L0< 15 Years 42 35 303.63
>L5 Years 48 40 905.70

Coat Per Year

NON-CI,AS9IFIED STETF & 1z.I'TOWTE FACUITV

Cost

22,47r
27 ,327

s140. 148

caffYove! i.n Davs
WV SEaEe WV Div of

Tenure colleqe Svstem Persornel

<5 Years 4a 30
>5< 10 Years 48 30
>L0< 15 Years 48 35
>L5 Years 4a 4a

Cos! Per Year

Tota1 Cost Per Year

AddlLional
Days Accrued
Under Higher
Ed Pol icv

r.52.00

-0-

s184,519

we monEloned earlier in this report thaE non-classified

staff a]f,d twelve-nonth faculty accrued annual leave at the raLe of

two day6 per month no nEtc.er what Ehe employee's lengLh of servlce

may be. of che. $L84,519.00 toEa1 cose shown in che Ea-b1e above,

S83,259.00 ca! be attsrlbuted to this policy. The table below showe

the alrnual cosL6 to the collegeg resulting from the addiLioEal days

accrued ulder this pollcy during our study perlod.

-].4-



<5 Year6
>5< 10 Years
>10< 15 Years
>15 Yearg

WV Div of

L8
2r
24

lW State
colleqesv€Eem Pergonrel-

Accrual Davs Per Year
Addi.tional

n.i,d A-^F ta.l
Under Hlgher
Ed Pollcv CosC

740.92 530,'724
195.55 51,103

-0- -0-

saa.a24

24
24
24
24

Totaf Per Year

The Eoral coEt per year to Lhe West Virginla State College Sy6tem

during Lhe study Period anounted to $406,491.00i because of the

differences between tne Ewo policies. This amount reflecEs oDly Ehe

coet aeeociaeed rr'ith Ehose elnployees who uLillzed a portion of the

additional daye available ulder the Higher Education poliey' If aLl

employees had fully utillzed the additionaL days avaiLable' the cost

per year lrould have beea $L,057,144.00.

Pacterns of alnual leave usage by thoEe employees IncLuded

in the sample clearly illuscrates the effecL of Lhe state col-lege

sy€cen pollcy on amual leave usage. Many empl-oyees, especially

non-claeeified staff and twelve-month faculey, take allnual leave

each montb to avold the Loss of any leave Eime' conversely' many

employeeE actually lose amual leave lvhen Lheir balance exceeds the

maximum accrual atlowed at the end of the nonth. Th19 policy may

preclpieate the use of arrnual leave at inopporlune Eimes during the

courEe of the acadenic year since the alternative would be the loss

of, this benefit. In addltion, Ehis pollcy coul-d also create ar

extra workload on cLerical workers in keeplng Lrack of the amount

of annuaL leave taken each monEh by each employee as uell as

checking each enpl-oyee's balance against the maxinum accrual aLlowed

- 15 -



on a monthly ba6i6.

The State College Syerem policy requlres written aPproval

by the president for a! empLoyee to accumulaEe anrlual leave in

exce€E of the anounE earned uithin a Ewel-ve-month period. Even

lhough a large number of employees ln our sample consisEenEly

malntained an alrnual leave balarce in excess of what they earned in

a 12-month perlod, i.n Lbe vasE majoriEy of instalces no such w'icten

approval '^ra€ found.

One al-ternative would be charglng the current policy Lo

alloe for the carryover of annual- leave from one calendar year Eo

Ehe next. in a fixed amount. This t!4)e of change in current policy

would resu.Lc in a simptlfi.ed record keeping syetem and faciliLate

Lhe plaluring for usage of aanual leave by employees around job

reqdirerenls and eorkload.

we also noted the following differences in sick leave

pollcies between the wesc vlrglnla state College system and Lhe west

virglnla Dlvision of Personnel:

WV State
CoIleqe SwseeE

unl idl Eod

l{V DIv. of
PerBo!.q€1

5 days per yearFamILy slck Leave
3rd ParEy verifica!,ioo of
Fanlly MlsforEure

ILl-ne6s 6 coaEecu!ive daya 4 consecuEive days
5 dayg p6f, Year

we were not a-bIe co dererrdine the costs of the above diffarences.

RET,ATTONSETF OF 
',EAVE 

UgAqE TO ET@LOYEE COI.{PENSATIOTiI AND TENSRE

Upon etratifying Lhe populaLlon by saIary IeveI for

classified employees, we were able to deEermine Ehat annuaL leave

ueage was unaffected by salary level, while salary has a direct

correlatl-on to sick leave usage. Thosa employees receiving the

None



louesr. pay used the hlghe€t

those eroployees receiving Lhe

sick leave as il-lustrated bY

amourL of sick leave

hlghesc pay used Ehe

the follow1ng graph.

aIId cohversely,

lowest amount of

! t --2'

t/ ,,
a

'|iq@<lzt@ ,tl4d€ld)

upon straEifying the populaLion by trenure for cl-assified

er$)Loyees, rre uere able lo identlfy correlaeions b€cween leave usage

ard employee Lenure. An analyeis of the daEa indicates that uhile

sick leave usage i6 sllghLly telaLed Eo enployee Eenure, it is much

more cloeely related Eo ernployee compensation' gick lea\te usage

beglns declinlng whe! the salary level reaches 920,000'00 arxd

conLlnuea Lo steadily decline as ealary 1eve1 increasee regardlees

of tenule. converBely, arnuaL leave usage exhlbiEs a direct

rel-ationshlp to employee tenure. over the first eeveral years of

enployment, enployees tend to utllize only part of Lheir annual

'WV College System 121A1 189-11 130194
Arss srd( olF rirdd f,oi Yd By s6r&y Ldd



leave accumuLating a balance to carry forward. once thlE balaree

nears the maximun accrual allowed, lhe employee tends to Eake Che

sane anour! of annual- leave Lhat they earn each year. The following

graph lLlustrat.es thls relationship between tenure atld alllrual- leave

1a

erB

l2

t0

T.tu';'*l

AIGLYSES OF EI@IOYEE TEAVE USAGE BY .'OB qATEGORY

For qlasslfied esrployees, Ehe average yearly cotnlcined sick

ard aonual leave ueage wa9 26.2I daye ard Lhe average ealary was

918,409.00. Arl|ual leave usage accoults for 16.89 oi these days and

che remaining 9.32 days can be attribuEed co sick leave usage,

Using t.hese averages aE a sEandard, we prepared Ehe fol-lot{ing pie

charts to compare the compogiLion by Job category of Lhose

college Systom 1u01 189'1 1 l3ol94
Awlago Annuol OaF Uo€d P€i Y.€t Bv T6nuo
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claa€ified empl-oyees

Eo Lhe composition bY

whose sick leave

job caEegory of

uaage exceeded

al-1 classified

che seandard

empLoyees.

WV College System 1ZO1 lB9-1 1 130 I 94
Compeidon of Empbyees usltE Sick LeavE ln Exco$ of Avs€ge

19% Bulldirg S€wlle workoG

8olo Mbc€n€n€ous Otlors

7% Tr€dos worko|g

15% G€n€Gl Off€/cbncal

21% S€crdadal

10% Genolal L3borora

20% MministratrvE & Tednh€l

-19-



WV College System 1201l89-1 1 t\Otg{
CompGltbn of Cl€ssned Emphyo€s By Job Cat€gory

13% Buibhg Setuts Wortsrs

14% Mbaataneoug Othsf

170lc Solfolartal

60l" Trad€a Wo*o's

5% Gonsral LabofeB

18% Gon6r"l Offic€/Ctgric€l

27ol. AdmjnbMvo & Tocinb€l

fhe percentage of the whoLe represenEed by each job

category on Lhe Ewo charte varies most sigrrificancl-y among

ad.ninlstratlve and Eechnical workera aj]d general laborere.

Adnlniseratlve ard Eecluical horkera reptesenu 2'72 af all cl-aselfied

employees but only represencs 2ot of thoEe cfassifled workers using

6ick leave in excess of the average. General laborers represent:

onLy 5t of all classified employees but represenL 10t of Lhose

classified workers using Eick leave in excese of Ehe average.



fn order t.o keep each lnseiEution in che State college

system operating for 24'7 buslness daye durlng each calendar year'

our analysis of leave usage revealed thaL 7,722 enpl-oyees uere

requtred Eo perform the duties of 1'555 employees ' In other eords'

a fu11-time equivalent employee of 1.11 was required for each

poslclon to compelaace for leave used by emp1oyees' of the 167

additlonal employees reguired, 1Lo of these additional empl-oyees can

be attributed to afllual leave usage a]ld 57 addiEional employees can

be attrlbuted, to sick leave usage. concerning Lhese 57 enployees'

Eeven (7) enployee€ ca! be credited to chird party docunented sick

leawe a-qd 5O employees to lntegraity 6ick leave' The cost aes6ciated

r'ith the 157 addlEional employees aroourEed to $L9,318'L43'00 or

$3,463, 629.44 per Year.

considerlng the hlgh cost of the addiEional employeeg

required, perhaps overtime should be coneidered as an opEion if it

ia not already being utilized. Baaad on current cost factors' use

of, overtime Eo compenEate for Leave usage would coets approximatel-y

$L,4oO,OOO.OO per year as compared to a cost of approximately

$3,3Oo,ooo.oo for hiring of addiEional employees to compensate for

leave usage. This diff,erence EranslaEes Lo a savings of

91,9Oo,OOO.OO per year. If trailIng coscs were to be included' cosE

oavlnge would be increaeed by a significalxc amount '

ADD TTI OIqL AIJTERIIATXVES

ctffent pol-1qy alLows for use of two categories of leave:

amual leave or siek ard emergency Leave. Allnual leawe is to be



used for'vacatlon days and slck and emergency leave may be used for
personal 111ne6s, fanlly illness or death in Ehe lm.nediate famil-y.

Ar al-ternative woufd be Lo provide for three categorie€

of l-eave: a$ual Leave, sick leave and emergency leave. Arnual

leave erould require prl-or approval ard wouLd be primarily used for

vacation days, elck leave would be used for pereonal 1.11ne66 or

nedical atE.ent.ion, ard emergency leave wou.Ld be u€ed in cases of a

family member belng 111- or reguiring medical aEEenlion or when a

deaeh occurs ln the immediate fanily. Emergency leave would require

no prlor approval, but would require proof of the emergency afLer

the facE, a-nd lrou1d be routinely charged against annual l-eave buE

could be charged t.o slck leave in cases vrhere annuaL leave has been

exhausted. This change ln curren! pollcy would be beneficial Eo

both the sEate arld to career eEployeee. careet employees wouLd

beneflt by accumulating sick leave whlch can be accumulated in

urtinlEed amourEs as oppoged to accumulat ing anrlual l-eave vrhich must

be reduced to a specifled anount at the end of each calendar year.

Slnce our arxal-ysls lndlcated thaL a signiflcant anounts of slck leave

was used for purposes oEher cha! personal llIness, LL would be

beneficlal Eo the staEe in thaL it uould reduce average toLaL leave

taken per enployee each year. Total co€E to Che Staee would be

rgduced because the extra Leave accumulated by employee6 ttould

become a cost only fot those empLoyees who evencually dxar,, StaLe

ratLrement..



APPENDIX A

T TLE I3I
PROCEDURAL RULE

STATE COLLEGE SYSTEM OF WEST VIRGINTA

BOARD OF D IRECTORS
s ERIES 35

TITLE: EMPLOYEE LEAVE

SECTION 1. GENERAL

1'1 scope- l*#ffi9ffi:1,i?:";.il'iHffi
emef,gency leave, caustophic leave' parenuJ

leave, and wimess and jury leave for employees

of the Sale CoUege System of Wesr Virginia-

1.2 Authoriry - West Vkeinia Code S t8B-16

1.3 Filing Dale - October ZO' 1992

1.4 Effecdve Date - November 19' 1992

15 Repeal of Former Rr:le - Revises ard rePlaces Series 35 effective June

20, 1987 .

SECTION 2. GENERAL LEAVE COYERAGE

L7 Eligbiliry for annual and sick leave shall be based on the following:

21.1 Employees wodcing on a regu.lar and coruiauing basis for no-less

tran 1950 hor:rs within a twelve (12) consecutive month period are

considered to be full-time employees and are eligible for leave as

specified io this daumenL

212 Eruployees wo*ing between 1,040 horrs and less ftan 1950 on a

r"gnU oa -ntiouing basis drriog a twetve (12) consecutive monti
pericld sr'all accumulare leave on a pm rara basis-

2.13 Errployees woking less Ar:n 1,040 hor:rs are not eligible fdr leave

b€neEts-
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Faculry members on twelve-month appoinmenb are defirpd as fuI-tLne
employees ard acsue leave according !o rhe apProFia@ sections of this

rule. The Fovisions of this rule related !o amual leave, sick leavg
carastophic leave, special emergency leave, and rnaiuging work dme in
areas a-ffected by intemrption to utiliry or similar siuariors do not apply to
facu.try mernbss on annual appoinmens of less flan twelve monds.

Annual and sick leave may not be uken before it is acsued If an
employee wo*s less rhal a fuII mondL ar:nnal and sick leave shall be

accsmulared on a pro raa basis.

During a rerminal leave period, no rype of leave may be accrued TernLin-al

leave is the period following d]e l4st dzy of scheduled work Fom
employment suc! as resielatiorL retirement' etc.

L-engh of service shall be rcaI years of service which includes experience

with sae instirutions of higher educalion and other sare agencies.

Continuous service is not required to complere the required telrn. A,'rrual
appoinmrent periods ofnine (9) months or more shall be credied for one (i)
year of sewice for annual leave calculadon PurPoses.

A recognized instirutional holiday occuning during an employee's leave

period shall not b€ considered as a day of leave, provided the employee is

not in a lerrninal leave period

Up lo fiieen (1t days of annual le:ve may be tralsferred from other

agencies of stae government and sare higher educadon irsriu:tiors to State

College Sysrem instin:tions. CerdEcation of the balance which existed in
the agency or instinltion Eom which dre employee is ransfeuing mus
accompany the request for u-alsfer and ber the sigr:an-rrc of sr ofEcer of
that agenry. A reque$ for trarlsftr musl be rlade within one (1) yer from
the last day of anrployment wirh the odrer agenty or institulion-

When an ernployee Fa-osfers froE other agercies of staE goverffnenl or
from odrer stare instinrtions.of higher educariou o an irstitudon in 6e State

College Systerq the .-Tloyee's accr:mulared sick leave may be Fansfered-
Wrireo vedficarion of tbe accumulaEd anount of sick l€ave !o be

ransfeu€d mu.st be Fovided by the srae agencry or instiLldon of hiela
educatiou wherein the ernployee accumulared the sic& leave wfthin one Q)
year of the dare of errployment wirh the instimtion in fte State CoIIege

Systenl.

An ernployee is rcquired to nodfy hiVher $Peffisor irnmediarely if iU or
unable rc work for any re:rson and to follow dre irstiurdon's establistrcd

25
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procedures for absences from worlc The notificadon shall be givcn lo tle
immediare supervi-sor or designee" as delermired by esablished procedues

of the irstitutioru

210 Ernptoyees on leave of absence without pay shall no! acrrue annnal or sick

Ieave or yen of service credit for any and all full months in which they are

off dte Pq'roll

ZII Each insdortion in dre Strte College System stt'aIt keep on file a recsrd

showing cr:rrent le€ve staos of each ernployee.

SECTION 3. ANNUAL LEAVE

3.1 FDI-time non-classifed ernployees and ftculry with twelve-month

appointrnen6 shall be eligible for up ro lwenry--fotr (24) days leave pef year

caLulared at *le r:lre of2.O0 days per month from the dale of ertrployroexrt.

However, uPon leaving a non-classified positio4 the accumulation rares

oudined in Section 32 shall aPPlY.

Employees occupying fult-time classified posirions shall be eligible for
arrnuul 1"r"" on the following basis:

32.1 l-ess tl:a:l 5 ye2rs' service: 15 days per rnonth;

322 5 but less dran 10 yezrs' se$ic€: 150 days per monrh;

323 10 but le-ss than 15 years' servicc 1.75 &ys per mond4

324 15 or more years' service: Z0O &ys per montb-

Ernployees wcnking a! leasr 1,040 hours pa' twelve-(l2) coasecrrlive montbs

on i re!;.:tar ana continui.ng basis, bur less rhan 1950 hotEs shall acctrn :]are

annusl l,eave o! a Pro rata basis.

Accumulared annual leave for conrinuilg €dPtoyees Ezy be exleuded

beyond &a! erned duing a period of one (1) year by wrinea 4goval of
fiJ p"Saeut or hisfter d€dgpee, but b no case stall it excecd tvrice the

aroormt eaned in aay twelve-monft period

Atr employee is endrled to accumnlared leave a! lerminadon of s€rvice' but

in no case rnay lhis exceed ttre li'nits set in 3.4 above-

.'J

3.4
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SECTION

42

SECTION

55

4. O?IIER CONDITIONS FOR ANNUAL LEAVE

Ar the request of the employee through eslab[shed Focedures, annual leave

may be grarrcd besuse of illness.

The wo* requiremens of the insdnrdon shall ule priority over 6e
sghedrrling of annu:l leave or other leave for an ernployee. Whetr

oper-*ion:Ily possible, d:e supervisor sball Srant edned autual leave at the

convenience of dre ernployee However, deparraenal needs nust be met'
alld annual leave may not be Eken wfuhout prior requesr ald approval of the

employee's supervisor.

Ia lhe evat of sr employee's deadr, the value of accumnlced annual leave

will be paid to &e employee's estate

5. SICK AND EMERGENCY LEAVE

Full-time employees shall accumulate sick leave al the rate of 15 days per

monh. All other employees shall accumulae sick leave in accordance wirh

. Section ?-1 of tlfs rule.

Sick leave may be accumularerl without limil

Sick leave ma;r be used by the employee when ill or injured or when in
need of medical ar:endon or when dearh occurs in the immediae family.

An employee may use sick leave for a member of tre immediaE family who
is ill" injurEd, or in need of medical anendor:- Imrnediale family is defued
as: farher, moth€f,, so!, dalghrcr, brother, sister, husban4 wife, mother-in-
taw, farher-in-law, soein-law, daughter-in-law, grandmotkr' grandffher'
granddfughter, grandson, stepmother, stePfuhe(, stcp childrea 6 orhess

consiAereA to be mernbqs of the household and living under fie same rooi

Sick leave for mcre &aa frve (5) corsecutive days shall nol be SrantEd b
an ernployee for illaess vrirhom c*;sf?ctory proof of ilhress o! hjury' as

evideacea by a stameot of tte anen&rg phJrsician c by other proof
sadsfdtory to fte i!.sintioE- Aa "'nployee baving al emded ilhess cr
serious hjury <hrll, trfore resuning !o dsty. obab sadsfictory mcdical
clezra.nce to help eE.$re sd4tlEtg protection ard shall indicate fre
euployec's ability to perforcr his&er dmies. Snctr sredical clearance sball
be pneselted in wridng.

43
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5:7

The insritution may rcquire evidence from an employee for verification of
an illness or otier'causes for which leave may be Sraned under this rule,

regardless of he dulzcion of the leave.

ln caseg excepr those involving carasEoPhic sick leave as defined in Secdon

8.1, where ali accumulared sick leave hrs been used ard urnual leave is

"""i1^b1., 
it sha| be the option of an employee eirher to rse any

ac€umulaled affiual leave unlil ir has also e.tpired' nrher than being

removed from the payroll, or to re|ain the accumularerl annual leave for use

aAer rebim ro wodq but be Eken off the payroll immediately after &e
arcumulared sick leave has exPired.

5.8 On-the-job injuries or occupadonal i.llnesses which involve no more than

ftree (3i days of disabiliry leave or absence from ws* shall not be charged

againsi rfre emptoyee's ac.umu.laed sick leave as long as trey are the nert

tiiee (3) consecutive working days afrer inju:y or illness occurred' If on-

rtre-job injuries or illnesses require a le2ve beyond rhe threeday perio4 it
siraU Ue tre option of the employee either to use eamed and accumulated

sick and a:rnual leave undl both may be exhausrcd or !o reserve for fuure

use any e€med ard accumulated sick and annual leave and receive only

Workers' ComP€nsation beneEs for which adjudged eligible'

59 Dsabilides caused or conuibuted ro by Fegrancy, miscarriagg aboniorl

childbifih, ard recovery therefrom shall be, for 8ll job-rclated purposes'

lemporary disabiliries and shall be nealed tie sarne as ary ofter illness or

ai."Uitity would be uearcd for sick leave encidemenr For this reasorl

ernployees sha.Il be enrided to sick leave for their disabilities relaled !o

ptr!--"y and childbintr on the same @rms and conditions as rhey or other

i*!f oy.J. would be enrirled for other itlnesses and disabilities' Itr

derermining whether al employee is unable !o wott b€cause of a disability
rclare<l to ingt^rty or ch-fldbinh, the same cd!€ria shalt be used as would

be used in the case of anodrer ryPe of illness or disability.

5.10 Sick teave provisioas ae contingent rpon continued employmenl When the

services oi an employee have terminared" alt sick leave credited to fte
eoployee shall be lonsidered calcelled as of the la* wodring day wift tbe

irsio:-tio!, and no reimbursemeot shall be provided for unused sid< IeaYe

except in the event of retirement, in which case sick leave sAy be cogvetEd

lo insurance coverage or for provisiors fawftrlly provided for at thar dnc'
Errployees wbo resign in good sta::ding and are larcr reemployd utzy fuie,
trei tut accumulared sick leave reinsured. provided the i"t" 61

t€rminadon is one (1) ye2r or less from the dale ol rcemploymtlt.
However, if the emPloyec relums to work after mori than one (1) ysr from

-27 -



fte date of rerminariorL no more than 30 days of accumulared sick l€ve
may be reinsned.

SECTION 6. MEDICAL LEAVE OF ABSENCE WITSOUT PAY

6.1 Any ernployee rcquesring a medical leave of absence wirhout pay mus
provide the institudonal preside[t or fte presidat s aesigncg ttuough
established procedures, wirh sarisfactbry medical evidence (such as a
staEmerl! from *re anending physician) thar he/she is unable to work. Tbe
medical sarement shall inciude a diagnosis, proglosis, and expected det
thar tre unployee c:rr retum to wodc If dre evidence is srti<fa,ctory, the
president or his/her desipee rnay althorize a medical leave of abscnce
wifrout pay only for dre period of rlis:hiliDt specified by the anenrlmg
phniciar.

62

63

65

6.4

The employee shall be expected to report o wsrk on the Erst wo*day
following expiradon of the disabiliry period Failure of fie employee to
repon prompdy at the expiradon of a medicalleave of absence without pay,
except for sadsfactory re2sons submi@d in advadce, shall be cause for
ermilation of employmenr by the instirution. An employee, prior to renrm
ro duty, shall obain satisfactory medical clearance o help ensure adequare
protecdon and which shall indicate the employeet abiliry rc perform his&er
duties. Such medical clearance shall be presented in widng.

A mediczl leave of absence without pay may be granEd for no more lhan
a velve (12) corsecudve monrh pffiod Employees wbo rnay need an
exlended medical leave beyond welve (12) corxecutive months may apply
for an extension tluough instiu:tional procedures or may consider otha
oPtion-s, such as .lisrhiliry.

After an ernployee has rrken a twelve-month medical leavg Are insdurtiou
shall continue group heal6 insr:rance coverage provided thar the ernployee
pays &e insti$tion tre firll Fenrium cost of sucb group hea.lth plan.

Any employee who is separired from ernptoymeat followirg a medical leave
of absence of ts,elve (I2) consecutive aontfu and wto bad dloseo to
nainain his/her accumulaled armual Ieave will receive paymot for strch
accumulared annual leave in a lump sum payncnt.

-28-



SECTION

SECTION 8. CATASTROPEIC LEAVE

7. PARENTAL LEAVE

A fr:ll-rime employee who has worked a! leas! Pelve (12) consecrdve

weeks for the sure may request up to welve (12) weeks unpaid parenul

lezve.

The request musl be due to btth or adoption by the ernployee or becanse

of a pGmed medical tearrnen! or care for the employee's q)ouse' so!'
dauElirer, parenq or dependent who has a serious health condidou

The employee must Fovide his/her zupewisor wirh wrinen notice two (2)

weeks prior to tle erpected birtir or adoPtioq- or for the_medical treatrDenq

or for the supeffision of a dep€ndenl Failure rc submir a wriren request

may be cause for denial

The employee must prrovide tre employer with ceni.fication by the rudng
physician and/or documentarion regarding dependency san:s.

AII a::nuel leave musr be exhzusted before the parenal leave begiru. No

more thzn a totzl of welve (12) week of parenuJ leave may b9 taler in
any twelve (12) consecutive month period

Dning ttre parenta-l leave by an employee' the instirution shall continue

group-hea.hh insuranca coverage provided tha the ernployee pays rhe

employer the fulI premium cost of such group heJth plan.

The posirion held by rhe employee immediaely before the leave is

cortrnencrd shall be held for a period not to exceed the twelve-week period

of the parenul leave and the employee shall be retumed to that position-

However, the irntirution may ernploy a temp€r&? employee to fill rhe

posirion for the period of the pareutal leave-

t5

T)

7.7

8.1 Carasrophic leave is provided for employees and a carasrophic illness is
defingd as; a medically vsified illness crr inju-y which is expected to
incapacirare tbe eraployee and whicb <retes a t""cial barttshb becansc qf
€mployee has exlanstea all leave and other paid riule otr' Carsacpbic
iltness cn itrjory sball also include art incapacilaed irnnediale frt::ily
rnernber if Aris results in rhe employee being required o t-'tce time off from
wqk to care for the hmily mernber and the ernployee has exharisted all
leave and other paid time off.
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8.4

82

E.6

E:ch institutional president and the senior adminisu-alor of the Cenu'al

OfFce will have the option to esablish a leave bank and/or a procedure for
dkect Farsfer of sick or affual leave to ar employee who has rcquested and

been approved to receive leave donations due !o a cata$rophic illness or
injury. The instiution may develop proctdr:res which limit the amount of
deposis an ernployee may make in ary welve (12) continuous month
period

A carasnopbic leave bank provides for fie d+osil of sick and annual leave

into a "bark' from which ernployees approved for catasuophic leave may
wirh&aw leave.

A direc! u'ansfer provides for sick and annual leave to be donated ar &e
rcquest of dre employee upon ap$-opriae medical verification thal tie
individual is unable !o work due to the calastroPhic illness or injury as

derermined by the president of *re insticution or senior adminisrator of Ate

Central OfEce.

8.4.1 Upon approval for a:r employee ro rec€ive direct uznsfer of
caastrophic leave, any employee may, upon wricen nodce to rhe

. human resources depamnent' donate sick aad'/or a'rnual leave in one-

day incremena. No employee shall be comPelled to donare sick

leava Any leave donared by an employec, but not used by the

employee to whom it was donared, shall be renrmed to the donating
employee and refleced in his/her leave balance.

An employee receiving the trarsfer of leave shall have ary time which is
donared qedited to such employee's leave record in oneday ilcremens artd

reflected as a day-forday addidon to the leave baLance of the receiYing
employea The leave lecord of the donating ernployee shall have the
donared leave reflected as a day-for-day reduction of the leave balalce-

Use of donated 6edis rnay no! exceed a maximurn of twelve (12)

continuous calendar monrls for any one caxtophic illness or injury. The
loEl arDou of leave received by t-arsfer or wifidtawD Aom a bar& may
not exceed alr amount sufEcienl to eDsure the contiauance of regula
couryersarion and sbrll not be used to exEnd ilsurrnce coverage ptEsurnl

b Section 13, Anicle 16, C4trr 5 of the Code, which relates to i!.ffancc
coverage for state employees. The employee receiving don:rions of leavc
shall use any leave person2lty ac.rued oD a rnonddy basis prior o receiving
sddidonal donaled leave"

Direcs Eansfer of leave or deposis hlo a lezve bark rnay be in&r-
irstitutional. The president or hisiher designee shall notify in writing odrr

t5
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S ECTION

a)

OA

SECTION

8.8

ot

>J

insrirutional presidents requesting thar the irutirudon considef the u-ansfer of
leave by citfier rhe dir*i transfer metfiod or from fie instio:tion's lcave

Uanlc Upon approval of the receiving president' E-msfer leave will be made

rtuough appropriare institu ti onal Procedues'

Ezch insdtution and the Central Oftrce shall be resporsible for the

administation of cablnophic leave and shall develop and disseminare

procedures for the adminisrarion of this policy.

g. PERSONAL LEAVE OF ABSENCE WITHOUT PAY

An ernployee, upon applicadon in writing and upon wriuen approval by the

instiotional presiclent sr his/h.r designe., Day be Srarred a continuous leave

of absence orirhout p^y for a period of dme not ro exceed twelve (12)

conseculive monhs proviaea a-11 accnred annual leave has b€en exhausted'

The president or the prresidenr s designee, a! his/her disqetion' may requiE

rhe 'wriaen approval of lhe supervisor before acceprirg the wri@n

appLicacion of an employee for a leave of absence wihout Pay'

The Presiden! or the p'residenCs designee' ar his/her discretior:' shall

determine if the pLrposj for which such a leave is re4uested is proper and

within sound admhisu-ative policy.

Ar the expiradon of leave of absence wiriout pay, $e €mPloyee shall be

rehsated without loss of any righs, ur:Iess the Position is no longer

available due rc a rciuction in staff caused by cuiaiknen! of funds or a

reduced workload. Failure of the ernployee rc reporr prompdy ar the

expiration of a leave of abseoce withou! pay' excePt for sarisfactory reasons

"oi.iu.a 
in advalce, sha.ll bc cause for rcrminarion of employmeat by fle

instinrtiou

Dr-uing a personal leave, the instiolrion shall condlue group health insu-ance

coverale provided trar Are employee pays the employer the full ptemiuo

coss of sch group health jtlan-

10. MILITARY LEAVE

An anployee who is a rrr€eber of the National Guard or ary. rcserve

componeni of rhe armed forces of the United SEres sha-tl be entitled b ard
shall' rcceive a leave of absence widrout .loss of pay, sta!$' or- eftcicnq
rating, for all days in which engaged in drills or parades ordered by pnopcr'

95

10.1
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authority, or for Eeld u'aining or active service for a m.aximum pcriod of
fiirty (30) working days ordercd or aurhorized under provisiors of sare law
in any one (l) calendar year. The Errn "widlou! loss of pay" shall rnean
thar ahe employee shall continue to receive normal salary or compeosarioq
noMthsunding dre ftct lhat such employee rnay receive ofter compcrsalion
from federal sources during the same period Furthermoe, such leave of
absence shall be considered as time wo*ed in corputing seniorirJ,
digbitry for sabry inseased, and exp€rienc4 wilh the in-stiotion- Al
eoployee shall be required to submit an order or sur€sel! in writing from
ttre appro'priae militay officer in support of fre requesr for such military
leave-

102 BeneEB of this section shall accrue to individuzls odercd or called to acdve
duty by the President of dre United Srates for 6irry p0) wodcfng days afier
they repon for active service.

SECTION II. SPECIAL EMERGENCY LEAVE WITH PAY

11.1 Special emergenry leave with pay may be gnnted by *re president of the
instirution or his/her designee !o full-time ernployees in tte even! of exreme
misforn:ne rc the employee or the immediare family. The leave should be
the minimum necessaD/, and in no case may it exced five (5) days wilbin
ary rwelve (12) consecutive month period Typical evens which may
qurlify an employee for such leave are fire, floo4 or other evenLs (other

than personal illness or injury or serious illness or death in the immediale
frrnily) of a nanrre requiring emergency anention by the employee.

SECTIOI{ 12. WTTNESS AND JURY LEAVE

l2.l lJpon application in writiag, ao employee of fte Sar€ CoUege SJ.stem Eay
be granled leave as indicared hereila-frsr in tris section provided the
emptoyee is not a parqr to 6e actioll" Annual leave will not be cizrged
under the provisions of this sectioo-

7?.2 Whe'J" in ob€dience to a subpoqa or direction ty froper au&oriry, an
eoployee appears as a wimess for fte Federdl Governmenr, the Sr:tP of
West vnginia, or a politiczl subdivision thseof, the eoployec sball be
eatitled to leave wilh pay br such dury and for srctr period of required
absence"



123 Wtren aBendsJtce in a court is in connection with an ernPloyee's usual

official duties, time rcquircd in going and reluming shall nol be considerEd

as absencc from dutY.

I2.4 Wheo an employee serves upon a jury, or is subpoenaed in lirigadorl lhe

employee shall be entirled to leave with pay for such duly and for such

period of required absenca

L25 The employee shall rcport to work if he/she is excused by fie coun before

the end of his/her rcgllar work day. Provisions for employees who wo*
a shift odrer rhan day strift shal be made according to insdrutional pol-iry'

SECTION 13. MANAGING WORK TIME IN AREAS AFFECTED BY
INTERRUPTION TO UTITITY SERYICE OR SIMILAR
SITUATIONS

13.1 Utiliry Service Inemrprions - When extended power and utiliry service

inemtptions occur, adminisEators shor:ld make arrangemenLs for employe€s'

usual work roudne ro be accomplished at alrcrnale work locadors, or make

affeced employees available to other adminisrators for work in other areas'

Also, if an adminisu-aror denu ir advisable and the employee agrees, tirne

off dr.:ring rhe udliry service intem:ption may be granled and charged against

an employee's accumulared ar:nual leave. Combinations of the above

alemativis may be necessary, but in all cases inerruptiors of work
schedules musl be dealt with in accordance with applicable laws, including
West Vireinia Code 12-3-13. This law is interpreted to mezn tha! if pay is

"ttoai"r"a 
with the absence from wodr' the absence must be cha€ed ro

accumulared annua.l leave.

132 Emergenry Sinrarions - In the event thal an emergency exisrs' the Presideot'
in conjunction wifi loc€I or srale Public safety ofEcizls, has &e autbodry !o

compty *itfr the emergenry situarion and close *te irutitution- Such a
declararion will be u'alsa, ined to the chancellor of the Starc College Systeo'
The president, wo*ing with public safery ofEcials, will deterrnine when lhe
on"fu*.y condition no longer exiss. Should a.n employee be rcquired lo
wo*, by tre presid""t or hii&er &sipee druing a declared emergency' tb,3

time wo*ed shall be conrpeosared according to the pmvisions of Series 62
Wcd< time lost by aly emPloyec during a declaed eoergency witl be

corsidered regular wcrl time fs( pay purPoses and will not require tiar ttc
tiry'e b€ chalged lo annual leave ucn will fiere be a requircmenr drar d:e ti.oc
be rnde uP.

133 Absences from wort due rc weather conditions othei than during a decbred
emergeflcy mut! be charged agairst accumulared amual leavg acrumulard
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cotlrF:l;erory tinc, pr hc ..tTloyec t rst bc rEsovcd froo tbc psyroll for
rhc timc iE qncstion Wbrrc insimtions cqploy rtc 'Aoadng bo[dsy'
coDcrpl, lh€ holiday rccord may bc chagE4 Sick lcavc may uot b€ cbqgcd
for abscncc duc !o s,e€lh!r. Trmc lost ftom wc& mty bc m"fe try h ftc
sa.de wcd( week at the disaerion of the c!ryloyce's srysvtsor.
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STATE OF }IEST \rJRGIII'!A

OTFICE OF IEGISLS,TTVE AUDTTOR, TO I{ITI

I, Thedford L. Shanklin, cPA, Director of the tegislative

Post Audtt Division, do hereby certify that the reporc appended

hereto wa€ nade under my direcLion and supervision, under the

provisions of Ehe West virgtnia Code, Chapter 4, Arricl-e 2' aa

aEeaded and LhaE Ehe same is a true and correct copy of said rePotE'

Given ulder ny hand this I 5 d day of O c\obte

1995.

AhJk"l- R $t^lrt*'
ffi
Leglslative PosL Audit Division

Copy foritarded to the Secreeary of the DepartmenL of

AdninisLraElon Lo be fil-ed as a public record. copies forearded to

each member of the Board of DirecEors of the Hest vlrginia state

college gystem; charcellor of the t{est virginia state college

system; Governor, AtEorney General; and, state AudiEor'
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