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ACKNOWLEDGEMENT

| acknowledge that | have received a copy of the Louisiana Technical College, Region 3
Personnel Manual. | agree to read it thoroughly. | agree that if there is any policy or
provision in this Manual that | do not understand, | will seek clarification from my
Supervisor or the Human Resources Office. | understand that the policies and procedures
contained herein are continually evaluated and may be amended, modified, or terminated
at any time.

Employee Signature

Date



WELCOME

Please allow me this opportunity to welcome you to Louisiana Technical College,

Region 3. | hope your new job will live up to your expectations and your employment
with us will be rewarding.

I am pleased to provide you with your Personnel Manual which outlines the personnel
policies and procedures of the Louisiana Technical College. I’'m sure the Manual will
be a helpful reference to you. I encourage you to freely ask questions of your
Supervisor and Human Resources personnel.

I am pleased that you have joined our team to continue our tradition of excellence. It
is my sincere desire that your career is fulfilling and that you take advantage of the
benefits and opportunities that come with working at Louisiana Technical College.

Gregory L. Garrett
Regional Director
Region 3



INTRODUCTION

This Personnel Manual has been prepared to introduce employees to the Louisiana
Technical College, Region 3; hereinafter referred to as LTC or Region 3. It will acquaint
employees with information concerning policies, procedures, benefits, and other general
guidelines which they may encounter during their employment. It is not all inclusive, but
offers only general guidelines.

The information contained in this manual applies to all unclassified and classified
employees of the LTC, Region 3, and is presented as a matter of information only. Its
contents should not be interpreted as a contract between the LTC Region 3 and any of its
employees. Furthermore, its contents should not be interpreted as superseding Federal or
State laws and Civil Service Rules.

Employees are encouraged to read this Manual carefully and keep it handy for future
reference. Any questions concerning its contents should be directed to the employees’
Supervisor or to their Human Resources personnel.

Since our college is constantly changing, we expressly reserve the right to change any of
the policies and procedures at any time, including those covered in this manual.
Normally, we will notify employees of any changes by appropriate means. No
Administrator or Supervisor other than the System President has authority to alter the
policies and procedures of the LTC. However, Administrators will make employees
aware of any changes to policies and procedures. It is the employees’ responsibility to
research these policies via the LTC website. Hard copies may be obtained in the Office
of Human Resources.

LTC and all campuses under its college reaffirm the policy for Equal Employment
Opportunity by hereby stating that no person shall, on the basis of race, color, religion,
sex, age, national origin, disability, veteran status or any other non-merit factor, be
discriminated against in any employment practice. LTC is committed to this policy
because it is morally right; it is good personnel management and is legally required by
Title V11 of the Civil Rights Act of 1964.



MISSION

The mission of the Louisiana Technical College, Region 3 is to prepare Louisiana’s
citizens for improved quality of life, workforce success, and continued learning.



HISTORY OF LTC & REGION 3

Originally known as “Trade Schools,” Louisiana’s present day Technical College System
began with the establishment of the first campus in Bogalusa in November 1930. Funding
for the school was provided by local sawmill workers, school children, and other citizens
in response to their desire to expand course offerings through the Bogalusa School
System to include a “manual arts” training department. Initially, training was provided in
woodworking and automobile mechanics.

In 1936 a second school came into existence in Shreveport. The system expanded by five
(5) schools with passage of the Louisiana Legislative Act 14 in 1938. Schools were
constructed in Winnfield, Crowley, Lake Charles, Opelousas, and Natchitoches. Two
schools in Monroe were added in the early 1940s as the result of the War Production
Training Program. Louisiana Legislative Act 109 passed in 1942 authorized a tenth
school in the statewide system to be built in Cottonport. This campus, Avoyelles Campus,
was not completed until after World War 1l in 1947.

The System expanded in the early 1950s as a result of the passing of the Vocational
Education Act of 1946. Between 1950 and 1957, a total of 17 additional schools were
constructed, bringing the cumulative total of state-operated post-secondary technical
schools to 27.

Between 1958 and 1973, the pace for system expansion slowed considerably, with only
six (6) additional schools constructed. The pace again increased with passage of Acts 208
and 209 of the Louisiana Legislature in 1973. Act 208 provided for a comprehensive
statewide system of career education from elementary through post-secondary levels of
education. From 1974 to 1987, the system grew an additional 22 campuses. The
legislation also led to the consolidation of historically black technical schools with other
technical institutions in Opelousas, Monroe, and Natchitoches. The net effect of these
changes was a statewide system of post-secondary technical training involving 53
campuses.

Since the late 1980s, there has been a decrease in the number of post-secondary state-
operated technical institutions. Currently, there are 40 campuses in the system.

Programs on the Bogalusa campus and the other nine campuses in the system expanded
during the mid-to-late 1930s and early 1940s. By 1945, ten different programs were
offered in the system, including: automobile mechanics, carpentry, commerce (business
office), electricity, machine shop, mechanical drawing, radio, refrigeration and air
conditioning, sheet metal, and welding. Today, the campuses of the LTC offer
approximately 75 training programs offering a diploma under 16 major occupational
areas from carpentry to computer networking. Additionally, the LTC provides training
which leads to an Associate of Applied Technology Degree in 38 programs under thirteen
major occupational areas from practical nursing to pulp and paper technology.



The expansion of the Louisiana Technical College increased the number of Louisiana
citizens served by occupational education. Enrollment grew from 60 students in 1931 to
932 students in 1943. By 1973, enrollment had increased to 12,543 for the 23 schools
built between 1950 and 1973, with an estimated total enrollment for the 33 schools in the
system of 15,000. In the 1997-98 fiscal year, the Louisiana Technical College served over
49,000 daytime, extension, and industry students.

The Louisiana Technical College is presently governed by a fifteen-member Board of
Supervisors of the Louisiana Community and Technical College System (LCTCS) as
created in 1998 by Section 7 of Act 170. An LTC student representative, elected by
his/her peers, serves on the Board of Supervisors as provided by law.

Louisiana Technical College (LTC) Region 3 is part of the Louisiana Community and
Technical College System (LCTCS), established as a region in 2006. The Region is
composed of the following campuses: The Main Campus (Young Memorial Campus-
Morgan City, LA), Branch Campuses (Lafourche Campus-Thibodaux, LA; River
Parishes Campus-Reserve, LA; and Young Memorial Franklin Campus-Franklin, LA),
Instructional Service Centers (Lafourche Galliano Campus-Cut Off, LA and Lafourche
Diesel Technology Training Center-Larose, LA), and an Extended Classroom (Young
Memorial Marine-Morgan City, LA).

As part of the LCTCS, LTC Region 3 changes lives by providing accessible and
affordable education and training through Associate of Applied Science degrees; diploma
and certificate programs in occupational fields; adult, continuing, and developmental
education; customized training for business and industry; and a growing list of distance
learning courses. LTC Region 3 continues to meet the needs of the global workplace
through quality training and education.


http://www.lctcs.state.la.us/

ACCREDITATION

The campuses comprising the Louisiana Technical College, Region 3 are accredited by
the Commission of the Council on Occupational Education.

The Council on Occupational Education (COE), originally founded in 1971 as a regional
accrediting agency of the Southern Association of Colleges and Schools, is the successor
to the Commission on Occupational Education Institutions (COEI). In 1995, the Council
became a national accrediting agency. In 2006, the Council celebrated its 35th year of
assuring quality and integrity in career and technical education. The Council's
accreditation process is conducted on behalf of more than 181,000 students across the
nation who pursue careers in a variety of technical fields.
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BOARD OF SUPERVISORS

The Louisiana Community and Technical College System's Board consists of 17
members. The LCTCS Board is composed of 15 members appointed by the Governor
with consent of the Senate, two from each of the seven congressional districts with one
at-large member. Each member serves overlapping six-year terms, and the Board is
constitutionally required to be representative of the state’s population by race and gender
to ensure diversity. There are two student members — one elected by and from
membership of a council composed of the student body presidents of the community
colleges and one student elected by and from the membership of a council composed of
student body presidents of the Louisiana Technical College under the supervision and
management of the LCTCS Board. Each student member serves a one-year term.

Board Officers: Brett Mellington, Chair (Lafayette)

Stephen C. Smith, First Vice Chair (Schriever)

Carl H. Franklin, Second Vice Chair (Shreveport)
Board Members: Edwards Barham (Oak Ridge)

Helen Bridges Carter (Greensburg)

Tommy Clark (Bossier City)

Ava Dejoie (Marrero)

John E. DeLaney (Baton Rouge)

Keith Gamble (Shreveport)

Kathy Sellars Johnson (Alexandria)

Michael “Mickey” Murphy (Bogalusa)

Dan Packer (New Orleans)

F. “Mike” Stone (New Orleans)

Geraldine “Deni” Taylor (Sunset)

Vincent St.Blanc, 111 (Franklin)

Kayla M. Adams (Student — Morgan City)

Cedric Hampton, Jr., (Student — Baton Rouge)
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Board member contact information may be obtained by visiting the LCTCS website at
www.Ictcs.edu/board-members.html
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GENERAL INFORMATION

Employee Categories
Region 3 employs individuals within different categories. Each employee is categorized
by Human Resources. An employee’s category determines his/her eligibility for benefits
as established by the LCTCS Board of Supervisors and/or the Louisiana Department of
State Civil Service. Categories of employees hired by LTC Region 3 are

12- Month Classified Staff

12-Month Unclassified Administrators/Staff

12-Month Unclassified Faculty

9-Month Unclassified Faculty

Adjunct Faculty

Grant Employees

Student Employees

Job Description

Classified employee job descriptions are made available to them at hire. These job
descriptions are updated every five (5) years through the Louisiana Department of State
Civil Service. The LTC has established an LTC-wide faculty job description (Policy
1S1930.145) for unclassified faculty. This policy replaces the qualifications listed for
instructional personnel in Bulletin 746-Part B VVocational and Technical Personnel. A
copy of the unclassified faculty job description may be obtained from the Human
Resources office.

Personal Data Changes

It is very important to the employee and the college that current, accurate information is
maintained in employment records. Therefore, it is the employee’s responsibility to
report any changes in his/her name, address, withholding exemption, insurance coverage,
marital status, direct deposit, and beneficiaries to his/her Supervisor and the Human
Resources Office.

Reporting to Work

Employees must report to work in an acceptable condition and at their designated work
time. All employees should report to work well groomed and dressed appropriately for
their department. All employees should show a willingness and ability to perform their
job duties in an alert manner.

Responsibilities of all Employees

Each employee will be expected to display a sense of professionalism and a feeling of
loyalty to the College at all times. The responsibility for development in students’
desirable attitudes and character traits, as well as developing their occupational skills and
work habits, is incorporated into the College’s mission; therefore, it is necessary that
every employee make an earnest effort to instill in students the lessons that good public
relations, loyalty to one’s employer and cooperation with one’s coworkers are character
traits of the utmost importance in all fields of employment. These lessons are best taught
by example. An employee is also responsible for taking the greatest care in completing
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all work accurately. Negligence in the performance of an employee’s tasks, and/or
negligence in the dealings with fellow employees, visitors, students or campus property
displays a blatant disregard for one’s work and is considered unacceptable behavior.

Standards of Conduct

The employees of LTC, Region 3 should always conduct themselves in a dignified and
professional manner. Behavior which is incompatible with the mission and goals of the
college will not be tolerated.

Disciplinary Action

It is the responsibility of all employees of Region 3 to know, understand, and abide by the
rules, regulations, policies and procedures that govern an employee’s work. Since it
would be impossible to list every potential infraction, employees should consult their
Supervisor or the Human Resources Office concerning those actions that could possibly
bring about disciplinary action.

Attendance

Everyone’s job is important to the overall accomplishment of the College’s objectives.
Employees are expected to report to work and be ready to perform their job duties at their
scheduled work time. Sometimes there may be a good reason for an absence or tardiness.
In these situations, it is the employee’s responsibility to notify their Supervisor as early in
the workday as possible. If unable to contact the Supervisor, employees may contact
someone else in the department designated by their Supervisor. Remember, however, it
is the employee’s responsibility to contact his/her Supervisor, and he/she will be held
accountable for his/her actions.

Hours of Work

A regular work week consists of 40 hours. Supervisors will discuss his/her exact work
schedule with them. Employees must maintain a record of hours worked each day and
certify the correctness of the information on their time and attendance sheets biweekly.
An employee’s supervisor will review with him or her, the location of the time and
attendance sheets in their work area.

Break Periods

Employees may be given two fifteen-minute break periods away from their work station
during a work day. These breaks are considered as work time. Employees may be asked
to change their break periods occasionally if his/her presence is needed at their work
station. The Supervisor will advise employees of the times of their scheduled breaks.
Lunch periods are generally for a 30-minute period. Supervisors will inform their
employees of their scheduled time. Employees are required to sign out and to sign back
in on their time and attendance sheets if they leave the campus for lunch periods.

Flexible Time

From time to time it may be in the best interest of the College for an employee to work
hours that are different from the established work week. In these instances, flexible time
arrangements may be negotiated on a case-by-case basis between the Supervisor and the
employee. Flex time arrangements must be made in advance.
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Overtime

Compensatory leave may be granted to employees for extraordinary circumstances. The
amount of such leave shall be equal to the amount of extra hours the employee works (on
an hour-for-hour basis). Written justification for such time, signed by the Supervisor in
advance, shall be filed with the time and attendance record covering the period for which
the time is earned. Employees who fall under non-exempt status determined by the Fair
Labor Standards Act will be compensated for overtime at the time-and-a-half rate.

Pay
The LTC operates on a biweekly pay cycle. There are 26 pay periods annually. The

biweekly pay is calculated by dividing the annual salary by 26 pay periods. By law, the
LTC is required to withhold federal and state income taxes, Medicare tax, and either state
retirement or social security deductions from an employees check. Employees may
authorize other deductions such as health insurance, life insurance, dental insurance,
credit union, U.S. Savings Bonds, United Way, tax shelters, or other miscellaneous
deductions. Employees should contact the Human Resources Office for other deductions
which may be available to them.

Civil Service Pay Plan (AS/MS/PS/SS/TS/ST LEVEL)

For each classified position, the Department of Civil Service assigns a pay range. The
range consists of a minimum, midpoint, and a maximum rate. The salary for each job is
determined by a variety of factors, such as the type of work performed, level of expertise
required, and educational requirements. The rate of pay for someone entering the
classified service is generally set at the minimum of the range. There are some instances
when pay may be set at a higher rate, depending upon the availability of applicants in the
job market and the level of expertise required for certain jobs.

Unclassified Pay Plan

Unclassified employees are assigned a pay range using the LTC Pay Schedule
administered by the Louisiana Community & Technical College System Board of
Supervisors.

Adjunct Pay Plan
Adjunct Instructors are paid $25 per hour with no benefits. This is in compliance with
the LTC, Region 3 “Adjunct Faculty Policy”.

Direct Deposit

All employees paid through the LCTCS Centralized Payroll System will be required to
participate in direct deposit of net pay to his/her financial institution. (LCTCS Policy
#6.004). The first paycheck due an employee will be in the form of a paper check mailed
to the address of record. The second paycheck will be a direct deposit into the
employee’s direct deposit account with his/her financial institution. Employees must
notify their Human Resources Office of any changes in their direct deposit account to
insure that their paycheck is deposited accurately.
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Evaluations & Merit Increases

Classified employees’ who have been continually employed in a classified position for a
period of six months, may become eligible for and may be granted a four percent increase
in pay provided their performance is “Meets Requirements” or better. At the end of each
twelve month-period thereafter, employees may become eligible for, and may be granted,
an additional four percent salary increase until they reach the maximum of the pay range,
depending on their performance rating. The decision concerning whether an increase will
be granted rests with the rating Supervisor. Employees with performance ratings of
“Needs Improvement” or “Poor” are not eligible for merit increases. All classified
employees will have a probationary period of not less than one (1) year.

Unclassified employees who have been employed for at least six months shall be eligible
for a merit increase on July 1 of each year provided their performance is “Satisfactory” or
better. Unclassified employees will be given an evaluation by their Supervisor by June
30 of each year. Unclassified employees pay increases are determined and approved by
the LCTCS Board of Supervisors and will be given as funds permit.

Promotions

The objective of the LTC, Region 3 campuses is to fill vacant positions by selecting the
most qualified individual for the position from as wide a range of candidates as possible.
However, every effort will be made to fill vacant positions by promoting qualified
permanent employees within the department. It is an employee’s responsibility to apply
for positions in which they are interested. It is the policy of Region 3 to advertise all
positions via the LTC website as well as local and state newspaper publications.

Resignation Courtesies

We realize that not all employees will remain in our employment until retirement. If
employees find it to their advantage to leave our employment, he/she should give his/her
Supervisor at least two-week advance notice of his/her resignation in writing. This will
allow the Supervisor to make arrangements to cover the workload with the least
disruption of service to the students and college.

Employees should make sure that they leave their current address with their Supervisor
and the Human Resources Office. This will ensure that their W-2 form and other
separation documents can be sent to them promptly. Employees may also be requested to
meet with the Human Resources Office to participate in an “Exit Interview” and to sign
necessary termination paperwork.

Final Paycheck

Upon resignation or termination, the final paycheck will be processed as a paper check
mailed to the employee’s address of record. The Human Resources Office will process
any one-time refunds and leave payouts on the employee’s final paycheck.

Political Activities
To protect the privileges associated with employment, the limiting of certain political
activities is necessary.

18



Employees are allowed to express their political views privately; cast their votes; serve as
a commissioner at the polls; support or oppose issues concerning bond issues, taxes, or
constitutional amendments, and attend political rallies that are free and open to the
public. However, employees cannot solicit votes, make contributions, distribute
campaign material, or display a campaign sticker supporting a political party or candidate
on themselves, on their property, or on their automobile.

If concerned about the legality of a particular activity, employees should contact their
Supervisor or Human Resources Office prior to participating in the activity.

Conflict of Interest

The Code of Governmental Ethics prohibits a public employee from soliciting or
accepting, directly or indirectly, anything of economic value as a gift or gratuity from any
person if the public servant knows, or reasonably should know, that the person making
the gift or gratuity:

e Has or is seeking a contractual or business relationship with the public
employee’s agency

e Conducts activities regulated by the public employee’s agency; or

e Has substantial economic interest that may be substantially affected by the
performance or non-performance of the public employee’s official duties.

There are certain exceptions to this general rule based on the definition of a “thing
of economic value.” Employees should check with their Supervisor if they are not sure
whether a gift or gratuity is a ‘thing of economic value.”

Outside Employment

An employee who is presently engaged in, or who plans to engage in, outside
employment must comply with LCTCS policy on Outside Employment by completing
the Disclosure of Outside Employment form, and submit it to his/her Supervisor who will
forward it to the Regional Director so approval can be received from the Appointing
Authority. (LCTCS Policy #6.018) This disclosure must be made on an annual basis
thereafter.

Grievances

As in any organization, misunderstanding may arise between the employee and his/her
Supervisor. It is the intent of the LTC, Region 3 to resolve employee problems at the
lowest possible supervisory level and at the earliest possible opportunity after such
problems are recognized. A grievance is defined as any disagreement between a
Supervisor and an employee, a complaint, or any alleged act of unfair treatment of an
employee which has occurred while conducting the college’s business. Through the
LCTCS established grievance procedures, employees will be given an opportunity to
discuss their complaints with the appropriate personnel. (LCTCS Policy #6.015). Civil
Service classified employees may also consult the Department of State Civil Service rules
regarding grievances.
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Job Interviews

Time off with pay to report for an interview in connection with a possible transfer or
promotion within our college may be granted to employees. Any such time will be
considered as work time. Any leave granted to employees for interviews conducted in the
private sector or with another agency shall be charged annual, compensatory, or leave
without pay.

Orientation, Conferences and Workshops

Employees may be granted time for attendance at orientation, on-the-job training,
conferences, conventions, and workshops for training purposes. Employees will be
permitted to attend while on duty status, provided the content of the program is pertinent
to their job and attendance is approved by the proper authorities.

Travel

Some positions may require travel. All travel must be authorized and approved in
advance by the Supervisor. Expenses incurred should be well documented and limited
only to those incurred during the performance of job duties. Claims for reimbursement
must be submitted on a Travel and Expense Account Form and include all details
provided for on the form, the employee’s signature and approval of the Supervisor. If
employees are required to travel, they should consult their Supervisor regarding the
college’s travel policy.

Supplies and Equipment

Supplies and equipment are requisitioned upon an assessment of need as determined by
the employee in consultation with the Department Head and/or Campus Administrator.
A requisition must be submitted to the Administrative Office designating the vendor, the
item, quantity needed, date required, and approximate cost. Employees must initial all
requisitions from their departments. All requisitions and purchases must be approved by
the Campus Administrator and are made in accordance with State Purchasing Rules and
Regulations. Small purchases must not exceed maximum allowable limits according to
executive order of the Governor. Recurring daily purchasing of items to circumvent state
purchasing rules and regulations and institutional policy is illegal and improper.

Maintenance

Employees are to exercise preventive measures to avoid costly and time-wasting repairs.

All equipment or other items requiring repair should be reported to the Department Head
and/or the Campus Administrator. Work order forms for requesting repairs are located in
the Administrative Office.

Personal Use

College supplies or equipment should not be used for personal gain. College equipment
should not be removed from the premises for personal reasons. Computers and the
Internet should not be used for personal use.

Employees are expected to keep personal telephone calls to an absolute minimum.
Instructors, staff, and students should take care of training related business, such as phone
calls, either before school, after school, or during scheduled breaks.
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Property Location

State owned property must not be moved from one location to another without prior
approval of the Campus Administrator. Property location change forms must be
completed and submitted to the campus Property Manager if an item must be moved from
one location to another.

Occupational Advisory Committee Meetings

Occupational Advisory Committee meetings for each individual program area have been
established to provide more direct contact between instructors, the Region, and the
business community. These program meetings must be held at least twice per year. In
addition to scheduled meetings, individual informal meetings between Instructors and the
committee members are held as often as needed to improve or promote the program.
Instructors are required to complete a Business & Industry Visit form when conducting
these informal meetings. Business and Industry forms may be obtained through the
Administrative office.

Graduation

Applications for graduation must be filed by each prospective candidate no later than the
date indicated on the academic calendar for the semester in which the candidate is
expected to complete courses required for graduation. Graduation exercises are held
yearly. All employees are expected to attend and participate in graduation exercises.

FERPA

Employees must understand that student records are confidential information. The Family
Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232¢g; 34 CFR Part 99) is a
Federal law that protects the privacy of student education records. The law applies to all
schools that receive funds under an applicable program of the U.S. Department of
Education. More information regarding FERPA regulations may be obtained by visiting
www.ed.gov and searching for “FERPA”.

Correspondence

All outgoing correspondence or internal memoranda written on campus letterhead must
be signed or approved by the Campus Administrator. It is necessary for the
Administrator to be aware of all facets of College business with individuals,
organizations, and the business sector. Faculty and Staff should not have personal mail
delivered to the campus. All incoming mail will be opened and date stamped daily.

Parties

Class parties or any form of diversion which interrupt regular class routines are
discouraged, and any exception to this must be approved in advance by the Campus
Administrator. Absolute supervision of all festivities is required, and the instructor
sponsoring such activities is responsible for maintaining order and discipline during the
activity just as he/she would during instructional activities.
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Live Work

LTC defines the criteria and purpose for using live work as an instructional methodology.
The LTC utilizes live work experiences to enhance skills and training for the course and
assumes no liability for live work projects. Such work must fall within the perimeter of
the curriculum and objectives for the course in which the student is enrolled. At no time
will this type of work experience interfere with the normal progression of instruction as
outlined in the course curriculum. The cost of all materials and supplies for work to be
performed are the responsibility of the person receiving the service or the owner. Live
work projects that are performed off campus are limited to work for non-profit groups or
agencies. The instructor and Campus Administrator must approve off campus work
assignments.

Field Trips
The Campus Administrator will determine the need for field trips. The employee must

request written approval from the Campus Administrator by providing the objectives for
the activity. Necessary arrangements must be made for transportation. If private vehicles
are used, the owner(s) must provide evidence of having sufficient liability insurance. The
employee shall have the responsibility for the supervision of the students while traveling
to and from their destination and while at the training activity site. Employees must
submit a post visit summary report within two (2) working days following the visit. All
information pertaining to the field trip will be maintained in the Administrative office.

Safety
All employees are expected to comply with the LTC, Region 3 Safety Plan. Please refer

to the Safety Plan for information regarding safety, accidents, and emergencies. A copy
of the Safety Plan may be obtained in the Administrative Office or from the campus
Safety Coordinator(s).
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EMPLOYEE BENEFITS

Leave Accrual (Annual & Sick L eave)
0-3 Years 3.6880 hours per pay period
3-5 Years 4.6080 hours per pay period
5-10 Years  5.5360 hours per pay period
10-15 Years 6.4560 hours per pay period
over 15 Years 7.3840 hours per pay period
e There is no maximum accrual on annual and sick leave.
e Leave is carried forward year to year.

General Leave Guidelines
All leave requests must be made on the SF-9 Request for Leave Form and must be
approved by the employee’s Supervisor in advance of taking any form of leave.

Faculty Leave

Faculty leave is leave with pay granted to faculty members employed on a 9-month basis
in lieu of annual leave and is comprised of the days between terms and during holiday
periods when students are not in class. This special form of leave is not an accrued leave.
It is granted as appropriate and shall be taken as it is granted with permission from the
employee’s Supervisor.

Annual Leave

Annual leave is leave with pay granted to an employee who has sufficient leave to his/her
credit for the purpose of rehabilitation, restoration, maintenance of work efficiency, or
attention to other personal concerns. Annual leave should be applied for in advance by
the employee and may be taken only when approved by his/her Supervisor. The granting
of annual leave is not automatic and may be denied or restricted based on business
necessity. The minimum charge of annual leave is one half hour.

Sick Leave

Sick leave is leave with pay granted to an employee who has sufficient leave to his/her
credit and who is suffering with a disability which prevents him/her from performing
his/her usual duties and responsibilities or who requires medical, dental, or optical
consultation or treatment. A Physician’s statement or other acceptable proof may be
required to verify that the employee was unable to report to work due to illness/injury
and/or is physically and mentally capable of resuming job responsibilities upon return to
work. The minimum charge of sick leave is one half hour.

Family and Medical Leave

LTC, Region 3 complies with the Family and Medical Leave Act of 1993. This leave is
granted to eligible employees which enables them to take up to a maximum of twelve
work weeks for qualifying events. It provides for continuation of health care premiums
when the employee has and wishes to continue health care coverage during the periods of
approved family and medical leave. LCTCS policy requires concurrent use of paid leave
as appropriate, based on the eligibility for use of such leave. Employees are required to
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provide a 30-day notice for use of FMLA leave unless it is medically impossible or
impractical to provide such notice. Employees will be required to provide Physician
certification for all such FMLA leave to be taken. Such certification must be provided
within 15 calendar days of notice to use the leave.

Educational Leave

Educational leave may be granted to an employee without loss of pay, annual or sick
leave for approved attendance of job-related course of study. Such leave shall not be
granted more than once for the same course of study. Prior to granting such leave, the
supervisor must certify that the employee has received a “satisfactory” or above rating on
his/her performance evaluation and must have been a full-time employee during the last
12 months. Educational leave requests must be made in writing and approved by the
Supervisor and Regional Director.

Administrative L eave

Upon recommendation of the Appointing Authority, approval by the System President
and notification of the Board of Supervisors, an employee may be required to take leave
with pay or leave without pay for a specific or indefinite period of time whenever, in the
System President’s discretion, such action would be in the best interest of the system.

Compensatory Leave

Compensatory leave is leave hours granted to an employee for work and duties
performed in excess of the normal 40-hour workweek. This leave will be accrued and
will be taken in lieu of annual leave. Prior approval by the employee’s supervisor to earn
compensatory time is required.

Holiday Leave

There are 14 paid holidays which are observed each year. The holidays are determined
by the LCTCS Board of Supervisors. A list of these holidays can be obtained from the
Human Resources Office.

Special, Civil, Jury Duty, Emergency, or Other Leave

This type of leave means leave with pay, without loss of annual leave or sick leave,
granted by the Appointing Authority under stipulated conditions. The employee must
furnish a copy of the Court summons to their Supervisor when requesting leave for jury
duty. Currently employed classified Civil Service employees will be granted up to four
hours of paid Civil leave for taking Civil Service tests. The employee must furnish their
Supervisor with a statement from the Department of State Civil Service indicating that
they have appeared for and have taken part in a Civil Service test. Taking of Civil
Service tests must not exceed six examinations per year. Special leave will be granted in
cases of natural emergencies or local conditions such as civil disorders, floods,
hurricanes, and closures authorized by the Governor or College.

Funeral Leave
To assist employees through periods of bereavement following the death of a relative,
employees with permanent or probational status and those benefit-earning employees
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may be granted up to two days of funeral leave to attend funeral services of immediate
family members. Immediate family members include:
o Husband/Wife/Daughter/Stepdaughter
Father/Stepfather/Son/Stepson
Mother/Stepmother/Grandchild (of employee)
Sister/Stepsister/Grandfather/Grandmother
Brother/Stepbrother
Mother-in-law/Father-in law

Annual leave may be applied for and approved in accordance with normal policy to
attend the services of other relatives and friends or to extend funeral leave beyond the
allowed time. Employees should contact their Supervisor to request additional leave.

Leave Without Pay

Leave without pay shall be applied for in advance, when possible, by the employee and
may be taken only when other appropriate paid leave has been exhausted, and leave
without pay has been approved by the Supervisor. The granting of leave without pay is
not automatic and is at the discretion of the employer. Employees who fail or refuse to
request leave without pay shall administratively be placed on unauthorized leave without
pay and may be subject to disciplinary action, including termination.

Employees on leave without pay will not earn the full amount of leave to their credit, will
not receive retirement service credit, and may disrupt their health, life and general
deduction processing.

Health Insurance

An employee and their family members are eligible for health insurance coverage under
the Office of Group Benefits. Should an employee choose to participate in the Office of
Group Benefits, a portion of their premium will be paid by the college with the remaining
portion of the premium being deducted from his/her paycheck. It is to the employee’s
advantage to make a decision within the first 30 days of employment. After 30 days of
employment, the enrollment process will become more involved because of proof of
insurability and will delay the effective date of coverage.

The employee portion of the premium for coverage is deducted from the employee’s
paycheck one month in advance. Premium payments are split between the employee’s
paycheck every two weeks. In months when employees receive three paychecks, no
premium will be deducted from the third check. Booklets advising of the plans available,
coverage provided under each plan, and eligibility requirements for family members are
available to you in the Human Resources Office or by visiting www.groupbenefits.org.

Life Insurance

Life insurance is available to employees and their family members through the Office of
Group Benefits. There are two plans available to employees. For more information on
the available plans, please consult the Human Resources Office.
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Miscellaneous Insurance

Other insurance plans may be available to you through payroll deduction. With these
policies, the employee is responsible for the full premium. Your Human Resources
Office can provide you with a complete listing of these plans. Note that these insurance
plans are not part of the Office of Group Benefits plans.

Flexible Benefits Plan

You are eligible to participate in the Flexible Benefits Plan. This plan was implemented
by the State of Louisiana to help reduce taxes and increase spendable income. The plan
enhances an employee’s group insurance program by allowing them to pay any eligible
insurance premium costs or dependent care expenses before taxes are applied to their
salary. Employees never pay federal or state income taxes on the money they save on
these eligible expenses. Additional information may be obtained from the Human
Resources Office.

Flexible Spending Accounts

Flexible Spending Accounts are offered to employees to help them reduce their taxes and
increase their spendable income. Employees may authorize per-pay-period deposits to
their FSA from their before-tax salary. When an employee incurs eligible dependent care
or medical expenses, they request tax-free withdrawals from their account to reimburse
themselves. An employee never pays federal or state income or social security taxes on
the money he or she contributes to an FSA. Since an employee pays less in taxes, he or
she has more spendable income. If interested in enrolling in an FSA, employees should
contact their Human Resources Office for further information.

LaCapital Federal Credit Union
Employees are eligible for LaCap membership. Information on membership and services
offered through LaCap is available in the Human Resources Office.

General Deductions
Miscellaneous general deductions may be available to employees at different times
throughout the year. Please contact the Human Resources Office for further information.

Worker’s Compensation

Worker’s Compensation Insurance pays benefits when employees becomes disabled or
misses work because of work-related injuries. Should an employee sustain a work-related
injury, regardless how minor the injury may be, they should notify their Supervisor
immediately.

Deferred Compensation

To supplement retirement benefits, employees may wish to participate in the Louisiana
Deferred Compensation Plan. This plan provides an opportunity to invest money on a
before-tax basis using payroll deduction. Because taxable income is reduced with each
contribution, members pay less federal and state income tax. Interest or earnings on
account accumulated tax-deferred, with no taxes being paid on the account until a
member begins to withdraw the funds. Employees may enter the plan with a minimum
contribution of $10 per pay period. Interested employees should consult the Human
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Resources Office for maximum contribution limits. Funds may be withdrawn only
because of retirement, separation from state service, death, or a proven financial hardship.

Prepaid Legal

A comprehensive legal service plan is available that protects the legal rights of
employees and provides employees and their families peace of mind and security. For a
description of the plan, contact the Human Resources Office.

Retirement

Membership in a retirement system is mandatory for all employees, except those persons
specifically exempted by law. The contribution rate is set by the retirement system
chosen. The LTC enrolls employees in either the Louisiana State Employees Retirement
System (LASERS) or the Teachers Retirement System of Louisiana (TRSL). Please visit
www.lasers.state.la.us or www.trsl.org for further information or contact the Human
Resources Office for information or brochures on these retirement systems.

The money contributed to the retirement system is not lost. Should an employee leave
his/her employment before gaining retirement eligibility, he/she may request a refund of
all contributions made to the system. He/she should contact his/her Human Resources
Office for the appropriate forms.

Employees are eligible for regular retirement after they have met the requirements for the
retirement system in which they are enrolled.

Information regarding disability retirement or survivor’s benefits may be obtained from
the Human Resources Office.

Employee Assistance Program

The Employee Assistance Program is designed to assist and support employees who are
experiencing personal problems. These problems include alcohol abuse, drug abuse,
family and marital, financial, and other problems that affect job performance, job
security, or the health and well-being of the employee. Employee volunteers serve as
EAP representatives, providing a link between the employee and the assistance or
resource required. For assistance, employees should contact the Human Resources
Office. All information regarding participation in the program is confidential and will
not be released without written consent. Participation in the program will not jeopardize
the employee’s current position or future job opportunities. The services provided by
EAP are free of charge. However, if an employee is referred for treatment, he/she will
need to contact his/her insurance carrier to determine insurance coverage.
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EMPLOYEE WEB LINKS

Council on Occupational Education

Louisiana Technical College — Region 3

Louisiana Community & Technical College System
Louisiana Department of State Civil Service
Louisiana Department of Education

Teachers Retirement System of Louisiana
Louisiana State Employees Retirement System
Office of Group Benefits

Starmount Life

LaCapital Federal Credit Union

www.council.org

www.region3.ltc.edu

www.Ictcs.edu

www.dscs.state.la.us

www.ed.gov

www.trsl.org

www.lasers.state.la.us

www.groupbenefits.org

www.starmountlife.com

www.lacapfcu.org
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LOUISIANA TECHNICAL COLLEGE POLICIES

Instructional Services Policies

1S1930.100

1S1930.101

1S1930.102

1S1930.103

1S1930.106

1S1930.109

1S1930.115

1S1930.118

1S1930.124

1S1930.126

1S1930.133

1S1930.136

1S1930.139

1S1930.140

1S1930.145

1S1930.147

1S1930.148

1S1930.149

1S1930.150

1S1930.152

1S1930.154

1S1930.160

Academic Diplomas, Certificates, Technical Competency Area
Completions and Letters of Completion

Academic Renewal

Academic Status

Academic Year

Acceptance of Transfer Credit

Attendance

Classification of Students

Clock Hours/Credit Hours Conversion

Course Substitution/Course Waiver

Credit by Examination

Curriculum Development/Revision Process

Dean's List

Developmental Education Guidelines

Drop/Add/Reinstatement Period

Faculty Job Description

Full-time Enrollment

General Education

Grade Changes

Grade Point Average

Grade Symbols and Designations

Grading Scale

Live Work
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http://www.ltc.edu/assets/100AcademicDiplomasCertificatesTechnicalCompentencyArea.pdf
http://www.ltc.edu/assets/100AcademicDiplomasCertificatesTechnicalCompentencyArea.pdf
http://www.ltc.edu/assets/101AcademicRenewalApp112105.pdf
http://www.ltc.edu/assets/102AcademicStatus111005.pdf
http://www.ltc.edu/assets/Academic%20Year%208.04.04.pdf
http://www.ltc.edu/assets/106AcceptanceofTransferCredit111005.pdf
http://www.ltc.edu/assets/109Attendance080404.pdf
http://www.ltc.edu/assets/115ClassificationofStudents111005.pdf
http://www.ltc.edu/assets/118ClockHourandCreditHourConversions111005.pdf
http://www.ltc.edu/assets/124coursesubstitutionandcoursewaiver111005.pdf
http://www.ltc.edu/assets/126CreditbyExamination010506.pdf
http://www.ltc.edu/assets/133curriculum_dev_revision_process.pdf
http://www.ltc.edu/assets/136deanslistPIPRev111005.pdf
http://www.ltc.edu/assets/developmental%20education%20guidelines%2012.13.04.pdf
http://www.ltc.edu/assets/140dropaddReinstatement111005.pdf
http://www.ltc.edu/assets/145FacultyJobDesc.pdf
http://www.ltc.edu/assets/147FullTimeEnrollment111005.pdf
http://www.ltc.edu/assets/148GeneralEducation111005.pdf
http://www.ltc.edu/assets/grade%20changes%208.31.04.pdf
http://www.ltc.edu/assets/150gradepointaverage011806.pdf
http://www.ltc.edu/assets/152gradesymbolsanddesignations011906.pdf
http://www.ltc.edu/assets/154gradingscale011806.pdf
http://www.ltc.edu/assets/160LiveworkPIP010606.pdf

1S1930.166

1S1930.173

1S1930.189

1S1930.190

1S1930.195

Minimum Class Size

Placement Exams

Student Technology Enhancement Program (STEP)

Transferring to Another College or University

Withdrawal from the College

Student Affairs Policies

SA1930.206
SA1930.207
SA1930.208
SA1930.221
SA1930.223
SA1930.229
SA1930.236
SA1930.237
SA1930.239
SA1930.252
SA1930.254
SA1930.256

SA1930.262
SA1930.265
SA1930.266

Class Rosters for Regular Sessions

Confidentiality for Student Records

Custodial Authority of Student Educational Records

Graduation Requirements

Grievance Policy

Judicial Code and Disciplinary Procedures

Louisiana Resident Status

Louisiana Student Financial Assistance Commission Award

Mobilization/Activation of Reservists and National Guard Policy

Records Retention

Requirements for First-Time Freshmen

Satisfactory Academic Progress for Title IV Federal Financial
Assistance

Student Due Process

Student Government Associations

Student Records

Human Resource Policies

HR1930.503
HR1930.509

Americans with Disabilities Act

Civil Service Rule 6.5
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http://www.ltc.edu/assets/166MinimumClassSizeFinal011806.pdf
http://www.ltc.edu/assets/173placementexams011806.pdf
http://www.ltc.edu/assets/189_student_tech_enhance_program_step.pdf
http://www.ltc.edu/assets/transferring%20to%20another%20college%20or%20university%2008.04.04.pdf
http://www.ltc.edu/assets/withdrawal%2008.04.04.pdf
http://www.ltc.edu/assets/206ClassRostersforRegularSessions080404.pdf
http://www.ltc.edu/assets/207ConfidentialityofStudentRecords080604.pdf
http://www.ltc.edu/assets/custodial_authority_sr.pdf
http://www.ltc.edu/assets/221GraduationRequirements.pdf
http://www.ltc.edu/assets/223GrievancePolicy.pdf
http://www.ltc.edu/assets/229JudicialCodeandDisciplinaryProcedures.pdf
http://www.ltc.edu/assets/236LAResidentStatus.pdf
http://www.ltc.edu/assets/237LaStudentFinancialAssistanceCommissionAward.pdf
http://www.ltc.edu/assets/239MobilizationActivation.pdf
http://www.ltc.edu/assets/252recordsretention111105.pdf
http://www.ltc.edu/assets/254RequirementsforFirstTimeFreshmenAppRev053105.pdf
http://www.ltc.edu/assets/256SAPTitleIV.pdf
http://www.ltc.edu/assets/256SAPTitleIV.pdf
http://www.ltc.edu/assets/262StudentDueProcess111005App.pdf
http://www.ltc.edu/assets/265sga11.10.05.pdf
http://www.ltc.edu/assets/266StudentRecordPolicy080404.pdf
http://www.ltc.edu/assets/503ADAct.pdf
http://www.ltc.edu/assets/509CivilServiceRule6.5g.pdf

HR1930.516
HR1930.517
HR1930.519
HR1930.523
HR1930.527
HR1930.532
HR1930.537
HR1930.538
HR1930.539
HR1930.540
HR1930.541
HR1930.542
HR1930.547
HR1930.576
HR1930.578
HR1930.582
HR1930.592
HR1930.596
HR1930.598

Critical Supply Adjustment

Direct Deposit

Discipline for All Employees

Employment Relationship

Equal Employment Opportunity

Family and Medical Leave

Harassment

Hiring Classified Employees

Hiring Unclassified Employees

Hiring Unclassified Faculty and Staff

Holidays

Hours of Operation and Attendance

Nepotism

Search Committees in Hiring

Seeking and Holding Political Office

Smoke-Free Environment

Unemployment

Violence in the Workplace

Worker's Compensation Early Return-to-Work

To view the above-listed policies, please visit the Louisiana Technical College website at
www.ltc.edu and click on technical education, then click on Policies. For all Louisiana
Community and Technical College System Policies, visit the LCTCS website at

www.Ictcs.edu.
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http://www.ltc.edu/assets/516CriticalSupplyAdjustment.pdf
http://www.ltc.edu/assets/517DirectDeposit.pdf
http://www.ltc.edu/assets/519DisciplineforAllEmployees.pdf
http://www.ltc.edu/assets/523EmploymentRelationship.pdf
http://www.ltc.edu/assets/527EqualEmploymentOpportunity111005Rev.pdf
http://www.ltc.edu/assets/532FMLA.pdf
http://www.ltc.edu/assets/537Harassment.pdf
http://www.ltc.edu/assets/538HiringClassifiedEmployees.pdf
http://www.ltc.edu/assets/539HiringUnclassifiedEmployees.pdf
http://www.ltc.edu/assets/540HiringUnclassifiedFaculty_Staff.pdf
http://www.ltc.edu/assets/541Holidays.pdf
http://www.ltc.edu/assets/542HoursofOperation.pdf
http://www.ltc.edu/assets/547Nepotism030206Rev.pdf
http://www.ltc.edu/assets/576SearchCommittees.pdf
http://www.ltc.edu/assets/578SeekingHoldingPoliticalOffice.pdf
http://www.ltc.edu/assets/582SmokeFreeEnvironment.pdf
http://www.ltc.edu/assets/592Unemployment.pdf
http://www.ltc.edu/assets/596ViolenceintheWorkplace.pdf
http://www.ltc.edu/assets/598WorkersCompEarly%20ReturntoWork.pdf
http://www.ltc.edu/
http://www.lctcs.edu/

FORMS

**The forms which follow are some of the most commonly used forms by
employees of the LTC, Region 3 campuses. Please complete the
appropriate form needed and turn the form into your Human Resources
office.
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WORK ORDER

Louisiana Technical College
Campus

Department

Student School Staff Organization Company Agency

Description of work being
requested

(continue on back if mare room is needed)
POLICY FOR RECEIVING LIVE WORK

LTC, Lafourche Campus is a technical training college, not a repair, fabrication, or refurbishing facility;
therefore, live waork ar any project perfarmed in the classroom or shop will be limited to those types of jobs

that are:

1. Specifically beneficial to the program of study being pursued by the student.
2. Consistent with the training the student is receiving at the particular time.
3. Required for further development of student proficiency.

POLICY GOVERNING PERFORMANCE OF LIVE WORK

State property and equipment will be used only for official school business.
2. Before any outside work may begin, a complete work order must be prepared by the instructor and

approved by the Dean.
3. Cost of all materials and supplies must be paid by the individual or organization for whom the work is

being performed.
4. Finances of the school or personal finances of instructors will not be involved in live work for other

individuals or organizations.

—_

DISCLAIMER

[, the undersigned, hereby authorize the work described to be performed by the students of Louisiana
Technical College, Lafourche Campus, without any obligation to the students or the school for property
loss from breakage, fire, theft, or errors in judgment. | agree to furnish all materials and supplies
necessary to complete this work and to remove this property immediately upon completion of the job.

If | should fail to remove this property from the school grounds within 90 days after proper notification, the
school reserves the right to dispose of the property as it sees fit.

Client Dean
Address Instructor
Date

Phone Number
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NAME OF EMPLOYEE

»y.

TIME WORKED (HOURS

DEPAR LTC-

) FROM TO

TIME ABSENT (HOURS)

IN

ouT

REG

COMP JANNUAL] SICK | COMP | LWOP

OTHER*

MON

TUE

WED

THU

FRI

SAT

SUN

MON

TUE

WED

THU

FRI

SAT

SUN

Certified Correct:
Employee:

Certified Correct:

Supervisor or Timekeeper:

PLEASE RECORD CAMPUS DEPARTURES ON REVERSE SIDE.
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LOUISIANA TECHNICAL COLLEGE

THE GREATER BAYOU AREA REGION 3
CAMPUS

REQUEST FOR PERMISSION TO EARN COMPENSATORY HOURS

Employee’s Name Printed

|

| Date(s) | No. of Hours Purpose of Compensatory Hours
i, Requested
|

Employee’s Signature Date

APPROVED: _ Date
Signature of Campus Dean

NOTE: Prior approval is required to earn compensatory hours. It cannot be
voluntarily earned. All compensatory hours must be reported in 30-minute

increments.

**This form must be included with the corresponding pay period in which the
compensatory hours were earned.
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