
ARTICLE 7
ACADEMIC EMPLOYEE LEAVE POLICY (TYPES OF LEAVE)   (TA 2/27/14)
Leave is provided for a variety of purposes.  Willful misuse of leave is considered unprofessional behavior and may lead to discipline.  
Section 1
Sick Leave

a. Sick Leave Accrual: Upon initial employment with CCS, as an annually contracted academic employee, eighty-four (84) hours twelve (12) days of sick leave shall be granted commencing the first day on which work is to be performed.  For purposes of this article a “day” equals seven (7) hours.

Sick leave shall be accrued after the first three (3) quarters on the basis of seven (7) hours one (1) day per calendar month in which a contracted day is worked.

The maximum annual accrual of sick leave is eighty-four (84) hours twelve (12) days. Overload or moonlight assignments do not accrue additional sick leave for annually contracted academic employees, therefore the maximum reported sick leave for a day is seven (7) hours.

Pursuant to applicable statute, each annually contracted academic employee’s portion of unused sick leave allowance shall accumulate from year to year without limit.

b.
Sick Leave Use: Accrued sick leave shall be allowed on contractual days under the following conditions: 
1. 
When illness, injury, or disability has precluded the academic employee from performing her/his duties.

2. 
When an academic employee has been exposed to a contagious disease during such period as attendance on duty would jeopardize the health of fellow employees or the public.

3. 
For the purpose of medical, dental, or optical appointments, if arranged in advance with the appropriate administrator.

4. 
For pregnancy or childbirth for a period, inclusive of the date of birth, of up to twelve (12) consecutive calendar weeks.

5. 
For personal loss (ex., death of a non-qualifying person or other significant event), after consultation with appropriate administrator, or to extend bereavement leave beyond the provided twenty-one (21) hours. 
6. 
Because of emergencies caused by serious illness, death, or to assist a person of disability, in the immediate family of the academic employee that require the assistance of the employee in circumstances arising from the care of the patient or arrangements for the deceased.   The definition of family member covers a wide range of relationships, including spouse; parents; parents-in-law; children; brothers; sisters; grandparents; grandchildren; step parents; step children; foster parents; foster children; in loco parentis relationship
; guardianship relationships; domestic partners; and spouses or domestic partners of the aforementioned, as applicable.
(immediate family is defined as spouse, children, mother, father, parents in law, foster parents, brothers, sisters, grandparents, or anyone living in the home permanently).  Such leave shall not exceed five (5) contractual days per instance unless approved by the college president or IEL CEO.
7. 
For purposes of adoption, not to exceed thirty (30) contractual days.

An annually contracted academic employee will receive full pay and benefits for each contracted day of sick leave up to her/his accrued number of leave days. All sick leave days taken shall be first charged to the compensable account.

c. 
Sick leave reporting:  All sick leave taken shall be reported to the appropriate administrator as soon as possible and daily thereafter, unless a different interval is arranged.  When less than a full day of sick leave is taken, it shall be deducted on an hourly basis.  When reporting leave of less than seven (7) hours, the academic employee is expected to indicate how professional responsibilities were met. 
•
The college administration may require a licensed healthcare provider’s statement regarding any illness, injury, or disability leave after the fifth consecutive work day. The statement is sent directly to the HRO’s Medical Records Officer.  CCS may request a second opinion of the medical diagnosis at CCS’s expense.

• 
For reporting purposes, one day of sick leave equals seven (7) hours, regardless of supplemental contract or hourly assignments.

• 
Sick leave taken during summer quarter is prorated using a formula: work load contact hours/week x number of weeks/11 weeks conversion for summer x assigned workload.

• 
Unpaid substitute arrangements up to a maximum of three days between academic employees negates the need for sick leave reporting, provided all professional responsibilities have been covered 
• 
Unpaid substitute arrangements up to a maximum of one day between academic employees negates the need for sick leave use (completing online form) , provided all professional responsibilities have been covered and the arrangement is communicated to the appropriate administrator.   A paid substitute arrangement, including where obtained from industry, will be made after one day unless the class is canceled.  It is the responsibility of administration to budget for paid substitute instructors.
d. 
Unpaid sick leave:

1. 
Sick leave days taken beyond the accrued number of days shall be without pay. Leave without pay shall be deducted from the annual salary at the per diem rate times the number of days without pay. The per diem rate is the annual contract amount divided by the annual contract days.

A maximum of twenty-eight (28) hours four (4) days of accrued sick leave may be retained in the academic employee’s sick leave account to be used at the rate of seven (7) hours one (1) day per month up to a maximum of four (4) consecutive months in order to remain on paid status during those four (4) months which will provide employee’s paid medical benefits. This benefit is available once per twelve-month year starting with the first contract day of fall quarter.

When the employee lacks sufficient accrued sick leave to remain on paid status for the first twelve (12) weeks after the start of sick leave use, the employee’s medical benefits premium will be paid by CCS for the portion of this period that would otherwise be unpaid. This benefit is available once per twelve-month year starting with the first contract day of fall quarter.

When an annually contracted academic employee has exhausted her/his leave account, leave without pay shall be granted up to one hundred eighty (180) calendar days for recovery from illness, injury, or disability. Whenever possible, the academic employee shall attempt to return at the beginning of a quarter. Additional leave without pay may be requested under Section 7. Leaves of Absence Without Pay

e. 
Sick leave — compensation for:
1. 
Academic employees shall be eligible to receive monetary compensation for accrued sick leave as follows:

a. 
In January of each year, and at no other time, an employee whose calendar year-end compensable sick leave balance exceeds four hundred twenty (420) hours sixty (60) days may choose to convert compensable sick leave days earned in the previous calendar year minus those used during the year to monetary compensation.

i. 
No sick leave days may be converted which would reduce the calendar year-end balance below four hundred twenty (420) hours sixty (60) days.

ii. 
Monetary compensation for converted hours days shall be paid at the rate of twenty-five percent (25%) and shall be based upon the academic employee’s current base salary.

iii. 
All converted hours days will be deducted from the academic employee’s compensable sick leave balance.

b. 
Academic employees who leave employment with CCS due to retirement or death shall be compensated for their unused compensable sick leave accumulation at the rate of twenty-five percent (25%). Compensation shall be based upon the academic employee’s base salary at the time of death.

2. 
An employee who leaves employment with CCS for any reason other than retirement or death shall not be paid for accrued sick leave (see also Article 16, Section 1)). Retirement is defined for the purpose of this section by the age and years of service requirements of the Washington State Teachers’ Retirement System or the Public Employees’ Retirement System for members of those plans or, for individuals under TIAA/CREF:

a.
twenty (20) years of service, or

b.
fifty-five (55) years of age and ten (10) year’s service, or

c. 
sixty (60) years of age and five (5) year’s service.

f. 
Shared leave program: Academic employees may also participate in the shared leave program pursuant to the conditions of state law and CCS policy.

g. 
Return to work: CCS reserves the right to require the academic employee to provide medical evidence that they are qualified to fulfill the essential requirements of her/his regular position with or without a reasonable accommodation.

Section 2
Bereavement Leave

Consistent with Administrative Procedure 2.40.01-B, General Leave Administration, annually contracted faculty shall be entitled up to twenty-one (21) consecutive contractual hours (equivalent of three (3) days) of paid bereavement leave for the death of a family member. See also section 1.b.5-6 above.

Section 3
Personal Leave

Twenty-one (21) hours of  Three (3) personal leave days may be taken with pay per year, provided student assignments are given and there is no additional cost to CCS. Personal leave can be taken in hourly increments.  When less than a full day of personal leave is taken, it shall be deducted on an hourly basis.  When reporting leave of less than seven (7) hours, the academic employee is expected to indicate how professional responsibilities were met.
Academic employees are to obtain approval from the appropriate administrator prior to taking personal leave except in cases of emergency. Detailed reasons for personal leave need not be disclosed.

If approved by the appropriate administrator in advance, unpaid substitute arrangements negate the need to use personal leave.

Section 4
Military Training Leave

Academic employees shall be entitled to leave with pay not to exceed fifteen (15) working days in any one (1) calendar year for active duty/active training duty in the National Guard, Army, Air Force, Marines, Coast Guard, Naval Reserve Forces, etc. of the United States for annual field training or otherwise discharging reserve obligations. Such leave shall be requested in advance and approved upon receipt of a copy of the appropriate military orders.

Section 5
Civil Duty Leave

Consistent with Administrative Procedure 2.40.01-B, General Leave Administration, academic employees shall receive time off with pay for required appearances in court or hearings resulting from a call to jury duty or subpoena to appear to testify where the academic employee is not personally involved in the action as the plaintiff, the defendant, or the object of the investigation. Where the academic employee is personally involved, leave without pay may be granted under Section 7. Leaves of Absence Without Pay of the contract. Verification of service (i.e. copy of summons, service payment, court clerk written verification) shall be submitted to the Employee Compensation Office. Employees are allowed to keep any compensation they receive for serving as a member of a jury in addition to their regular pay.

Section 6
Faculty Development Leave

a. 
Leave with pay may be allowed at the discretion of the college president, IEL CEO, or her/his designee to enable academic employees to make visitations to observe methods, approaches, and techniques for the purposes of coordinating programs and improving instruction and/or service to students. CCS may pay the expenses incurred by such visitations to the extent authorized by law and other applicable regulations.

b. 
Academic employees may attend at the discretion of the college president, IEL CEO, or her/his designee state, regional, and national meetings or conferences of their academic disciplines or occupational specialties. CCS may pay the expenses incurred by such visitations to the full extent authorized by state laws and local regulations as now existing or hereafter amended.

c. 
Technology Enhancement. An academic employee may apply for a technology enhancement leave, or for an extended contract, for the purpose of enhancing technological competency. The leave or extended contract request should meet the majority of the following criteria guidelines:

1.
Technology is an essential part of the discipline or program,

2. 
There has been a substantial change in the software and/or hardware used as part of that discipline or program,

3. 
The leave, or proposed extra days, will support both the instructional mission of the college and the individual’s goal for life-long learning,

4. 
The request is essential to maintaining quality of instruction (the academic employee should possess this new standard, certification, knowledge or understanding),

5. 
There has been a newly established industry standard or certification that is relevant to the program.

To apply, the academic employee must make a formal written request to the appropriate administrator at the instructional unit. A committee comprised of an appointed administrator, one faculty from each division and an AHE representative will review and consider the request. The committee’s recommendation will be forwarded to the appropriate Vice President for Learning for final evaluation after appropriate funding sources have been identified. Every reasonable attempt will be made to grant recommended requests.

Section 7
Leaves of Absence Without Pay

a. 
Leaves of up to one (1) year without pay will be granted academic employees by the college president or IEL CEO for such purposes as study, travel, teaching in another district, working in a professionally related field, association or association related business, maintenance of physical or mental health, recuperation, or childrearing provided:

1. 
a qualified replacement is available for the time period to be covered by the leave,

2. 
such leave will not unduly disrupt the functioning of the department, and

3. 
the request for leave is submitted at least one (1) quarter in advance.

b. 
A leave of absence without pay for one (1) year entitles an academic employee to any applicable salary increment. Upon return from leave, the academic employee shall be placed in the position l last held or in a similar position in CCS.

c. 
Early return from leave of absence may be permitted as long as the return does not unduly disrupt the functioning of classes and the department and with the approval of the college president or IEL CEO.

d. 
Upon request by the academic employee, a leave of absence may be renewed for a period up to one (1) additional year, provided the provisions in a. above are met.

e. 
If the request for a leave of absence is denied by the college president or IEL CEO, the affected academic employee may request a review for reconsideration by the Chancellor within twenty (20) calendar days after the denial.

f. 
An academic employee on leave without pay who fails to return a signed contract within fifteen (15) calendar days of receipt is considered to have resigned.

Section 8
Professional Leave

a. 
There shall be a program of professional leave which includes:

1. 
Sabbatical Leave: Tenured academic employees having completed at least six (6) or more years of full time employment as an academic employee with CCS may be granted sabbatical leave once during any four (4) year period.  Sabbatical leaves are granted to individual academic employees for the purposes of promoting opportunities for study, return to industry, and creative activities for the enhancement of the institution’s instructional programs.

2. 
Retraining Leave: Tenured academic employees who, because of program change, reduction, or termination, cannot be effectively assigned may request funds for retraining leaves for up to one (l) year. If approved, such requests shall have priority over other leaves and shall be granted before sabbatical leaves. The AHE shall be involved in all negotiations concerning the terms and conditions of this type of leave.

b. 
Compensation for professional leave shall be approved by the college president or IEL CEO consistent with the following guidelines:

1. 
The total salary and benefits paid to leave participants plus the amount of salary and benefits paid to replacements of such participants shall not exceed one hundred fifty (150) percent of the total amount of money which would have been spent if the participants had not been on leave.

2. 
The number of academic employees to be on leave in any year shall not exceed four (4) percent and/or statutory limits of the annually contracted academic employees for that year.

3. 
Compensation for professional leave for academic employees shall be:

i. 
ninety (90) percent of the academic employee’s quarterly salary for a single quarter of leave, or

ii. 
eighty (80) percent of the academic employee’s quarterly salary reimbursement, or eighty (80) percent of the average of the highest quartile of a rank order of salaries of all annually contracted academic employees, whichever is less, for professional leave taken for two or more quarters (see also section e. below).

In the event any compensation for sabbatical activities plus the sabbatical compensation exceeds one hundred percent (100%) of the individual’s annually contracted salary, the sabbatical compensation may be reduced by the amount of such excess.

c.  
Requests for professional leave 

Professional leave committees or other established committees comprised of academic employees (as appointed through Article 8(16)) and appropriate administrators will be used to accept, review, and make recommendations to the College Presidents/CEO regarding professional leave requests.

1. Must be submitted on or before January 15 to the college president or IEL CEO and chief administration human resources officer, following the college’s established application procedure. The potential applicant should contact his/her dean for a copy of the procedure. The president/IEL CEO, as appropriate, will issue by not later than January 31st a college wide announcement of all who have applied for professional leave.

2. The final decision of awarding professional leave will be made by the college president or IEL CEO. Notification to applicants and appropriate administrators will be made by March 15. The applicant’s department chair may provide information into the evaluation process, but shall not have the responsibility for recommending or denying the request.
3. Upon approval of such leaves, contractual agreements will be executed between CCS and the academic employee specifying the length and all conditions of the leave. Failure to meet conditions so specified shall result in all or partial reimbursement of the leave stipend to CCS. The president/IEL CEO, as appropriate, will issue a college wide announcement of all who have been approved for professional leave by not later than April 30th.
At any time after January 15, but before May 15 of any academic year, a Professional Leave committee may determine with consultation with the College President/CEO that there are insufficient acceptable leave applications for the number of leave quarters available or possibly available for the next year. The Professional Leave committee shall create a new application calendar, with all necessary steps, but with abbreviated timelines as necessary and shall distribute this calendar to all tenured academic employees and appropriate administrators.  Distribution of this calendar shall constitute a call for additional leave.

d. 
Up to three (3) quarters of professional leave may be granted to eligible academic employees every four (4) years. Leaves are normally granted for consecutive quarters; however, professional leave may be approved for and taken at the rate of one quarter per year for up to three consecutive years. Such scheduling requests should be reflected on the academic employee’s original application for leave. If approved, the committee should take measures to establish funding priority for the remaining quarters during the next leave approval cycles.

e. 
The applicant’s plans for professional leave and the demonstrated resources and ability to carry them out will be major factors in evaluating requests for professional leave.

f. 
Recipients of professional leave must agree in writing to return to CCS employment upon completion of the leave for a period equal to the length of the leave granted. If the recipient (barring factors beyond her/his control) does not return to CCS employment at the agreed upon time, the recipient will refund all pay received during the leave period.

g. 
The recipient of professional leave may request additional leave without pay beyond the professional leave period. Approval for any additional leave period must be obtained at least one (1) quarter prior to scheduled return from the appropriate college president or IEL CEO. The college president or IEL CEO will stipulate the terms upon which additional leave may be granted.

h. 
Recipients of professional leave will submit a written report and/or evaluation concerning their professional leave activities to the college president or IEL CEO. One (1) copy of this material may be forwarded to each college library for cataloging and circulation.

i. 
A suitable assignment will be provided to academic employees returning from retraining leave, within enrollment and fiscal limitations. In the event a suitable assignment cannot be made, the academic employee will not be expected to repay salary paid to her/him during the leave.

j. 
An academic employee on professional leave earns full credit toward available medical and retirement benefits and annual increments.

k. 
An academic employee who decides to cancel an approved leave must immediately alert his/her appropriate administrator, who in turn shall immediately alert the Human Resources Office, the department, and the president/IEL CEO’s office. This notice shall, except for situations of personal emergency beyond the academic employee’s control, be made not later than the start of the quarter immediately preceding the leave start date.

Section 9
Return from Leaves

Except as otherwise provided in this contract, a contracted academic employee returning from leave covered by this article will be allowed to return to the same or a comparable contracted position. It is understood the position must be one for which the academic employee is qualified. An academic employee on leave is considered an active employee.

� Add definition of “in loco parentis” to glossary:  “…a legal doctrine describing a relationship similar to that of a parent to a child. It refers to an individual who assumes parental status and responsibilities for another individual, usually a young person, without formally adopting that person.”
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