








I. PURPOSE
The purpose of this FSSP is to document how Facilities Services shall comply with University’s Community Service Leave Policy regarding Approval of Leave and maintaining Records.   

II. GENERAL

The University’s Community Service Leave Policy is available on the web at 

http://www.ecu.edu/business_manual/Human_Resources_Policy13.htm#pol13e in Policy Statement 13e: Leave Benefits – Community Service Leave in the Human Resources section of the Business Manual.  For additional information, refer to Community Service Leave in Section 5 titled Leave in the State Personnel Policy Manual at http://www.osp.state.nc.us/manuals/dropmenu.html.

For reference purposes, the following statements, V. Approval of Leave and X. Records, are direct quotes from the University’s Community Service Leave Policy effective July 1, 2000.  

V.  Approval of Leave (effective 7/1/00)


Employees must receive prior approval from their supervisor to use this leave.  The supervisor or other management representative may require that the leave be taken at a time other than the one requested, based on the needs of the department.  The employee’s supervisor may require acceptable proof that leave taken be within the purpose of this Policy. 

X.  Records (effective 7/1/00)
Supervisors who approve Community Service Leave shall maintain records indicating the number of employees involved and the number of hours used by each employee. 

III. PROCEDURES
Pursuant to the University Community Service Leave Policy, Facilities Services recognizes the need to maintain a record with more information than indicated on the employee’s leave slip, time sheet, and annual leave record (as Section V: Child Involvement Leave) to verify that the leave was taken in accordance with University Policy in the event of an audit.  

Compliance with the Approval of Leave guideline in the University Policy:

When a Supervisor signs an employee’s leave slip, time sheet, and annual leave record (as Section V: Child Involvement Leave) indicating that the employee has taken Community Service Leave, the Supervisor is verifying that the Community Service Leave was claimed in accordance with the University’s Community Service Leave Policy.    

A Facilities Services employee shall complete a Request for Community Service Leave (Addendum1) and submit it to his/her Supervisor for approval prior to taking Community Service Leave.  By signing the Request for Community Service Leave (Addendum 1), the employee certifies that the information is correct and that the employee understands that falsification of any Leave Document, including this Request, violates University and State policy, and could result in disciplinary action.   

The Supervisor or Manager approving the employee’s Request for Community Service Leave shall review the completed form in a timely manner in light of the current University Community Service Leave Policy.  

Facilities Services Supervisors and Managers shall accept a complete Request for Community Service Leave (Addendum 1) as documentation for Community Service Leave.  However, Facilities Services encourages employees to provide additional documentation in support of their Community Service Leave in anticipation of an audit.  The Supervisor or Manager reserves the right to request the employee provide acceptable proof that the leave is within the purpose of the University’s Community Service Leave Policy before approving a Request that is in serious question.     

Activity out of state:  Any activity under Community Service Leave must benefit the citizens of North Carolina.  Therefore, an activity out of state does not qualify as Community Service Leave unless the activity directly benefits citizen(s) of North Carolina.

Questions whether an activity is acceptable:  If the Supervisor or Manager is unsure that the described activity is acceptable within the purpose of the University Policy, the Supervisor or Manager should 

· review the University’s Community Service Leave Policy in Policy Statement 13e: Leave Benefits – Community Service Leave in the Human Resources section of the Business Manual available on the web at http://www.ecu.edu/business_manual/Human_Resources_Policy13.htm#pol13e 

· review the State’s Community Service Leave Policy in Section 5 titled Community Service Leave in the State Personnel Manual available on the web at http://www.osp.state.nc.us/manuals/2000/commserv.html .  

· The State Personnel Manual includes a list of frequently asked questions and answers about Community Service Leave at  http://www.osp.state.nc.us/manuals/commserv.html (copy is attached).

· contact the Benefits Counselor with Human Resources serving Administration and Finance at 328-2690.

In the event the Request is denied, the Supervisor or Manager shall provide a brief explanation why the request is being denied.      

A copy of the completed Request for Community Service Leave shall be attached to a Leave Slip and forwarded to the Department’s Leave Clerk.  A copy of a denied Request for Community Service Leave shall also be forwarded to the Department’s Leave Clerk.  The Department’s Leave Clerk shall maintain a copy of the Community Service Leave form with the corresponding timesheet.

Compliance with the Record keeping guideline in the University Policy:

In Facilities Services, the record keeping requirement shall be maintained at the Department level.  A request for records indicating the number of employees and/or the number of hours used by each employee shall be compiled at the Department level by the appropriate Leave Clerk.  Facilities Services Supervisors and Managers are not responsible for maintaining a database, log, summary, etc. of the number of employees that used Community Service Leave and/or the number of hours used by each employee.  

Compensation for Community Service Leave 

An employee may not indicate more hours of approved Community Service Leave than the employee’s regular work schedule on his/her timesheet.  For example, if the employee’s regular work schedule is 8 hours/day Monday thru Friday, the employee may not indicate more than 8 hours in approved Community Service Leave per day Monday thru Friday on his/her timesheet.  

Overtime compensation, or receipt of comp time as appropriate, is applicable if a SPA non-exempt employee works in excess of 40 hours during a workweek.   Community Service Leave is not considered work time and is not considered in determining overtime hours.  With approval of the Department of Human Resources, effective 8/26/01, Facilities Services employees shall not be compensated for approved Community Service Leave at a “straight time” rate in excess of 40 hours in a workweek.  The number of hours of approved Community Service Leave may be decreased in a workweek when the number of hours worked plus the number of approved Community Service Leave hours exceeds 40 hours.  The employee’s balance of available Community Service Leave shall not be decreased for the approved number of hours unless the employee is compensated for the hours.  The Department Leave Clerk shall note the number of approved Community Service Leave hours that the employee was compensated if less than the approved hours of performed community service on the Community Service Leave form.  The employee’s balance of available Community Service Leave shall be decreased by the number of hours that the employee was compensated for approved Community Service Leave.

Example #1: An employee completes a Community Service Leave form and obtains approval for 8 hours of Community Service Leave.  The employee works 36 hours in the same week that the employee performs the approved 8 hours of community service.  The employee will be compensated for 40 hours straight time.  The Department Leave Clerk shall note on the Community Service Leave form that the employee was compensated for 4 of the approved 8 hours of performed community service because of an adjusted workweek.  The employee’s Community Service Leave balance will be decreased by 4 hours that the employee was compensated, not the approved 8 hours of performed community service.   

Example #2:  An employee completes a Community Service Leave form and obtains approval for 8 hours of Community Service Leave.  The employee works 41 hours in the same week that the employee performs the approved 8 hours of community service.  The employee will be compensated for 40 hours straight time and 1 hour overtime/comp time.  The Department Leave Clerk shall note on the Community Service Leave form that the employee was not compensated for the approved 8 hours of performed community service because of an adjusted workweek. The employee’s Community Service Leave balance will not be decreased by 8 hours of performed community service because the employee was not compensated for these hours.  

The number of hours of approved Community Service Leave may not be increased in a workweek that the number of hours worked plus the number of approved Community Service Leave hours is less than 40 hours.  

Request for Community Service Leave       (FSSP 21-0019 Addendum1)

Employee: ____________________________________________________________                                                                                        

Department: ___________________________________________________________

Date(s) and Time(s) of Community Service activity: ________________________________________

Number of Hours Requested __________________________________________________________ 

Please indicate the type of Community Service Activity and provide the indicated information:

___ Meeting with a teacher or administrator concerning the employee’s child.


Name of School: ________________________________________________________________

Name of teacher/administrator: _____________________________________________________ 

___
Attending any function sponsored by the school in which the employee’s child is a participant.  This provision shall only be utilized in conjunction with non-athletic programs that are a part of or supplement to the school’s academic or artistic program.

Name of School: ________________________________________________________________

Describe function: _______________________________________________________________

___
Donating time to perform school-approved volunteer work approved by a teacher, school administrator, or program administrator. 


Name of School: ________________________________________________________________


Describe school-approved volunteer work: ____________________________________________

___
Donating time to perform a service for a community service organization.  It does not include attendance or participation in an event in which no service is performed.  The University’s Community Leave Policy defines Community Service Organizations as “a non-profit, non-partisan community organization, which is designated as an IRS Code 501(c)(3) agency, or a human service organization licensed or accredited to serve citizens with special needs including children, youth, and the elderly.”

Name of Community Service Organization: ___________________________________________

Address: ______________________________________________________________________

I certify that the above information is correct.  I understand that falsification of any Leave Document, including this Request, violates University and State policy, and could result in disciplinary action.   

_________________________________________________________________ Date: ___________

Employee Signature

The Request for Community Service Leave is approved per the Supervisor’s best interpretation of existing University Policy.

_________________________________________________________________ Date: ___________ 

Supervisor Signature

The Request for Community Service Leave is not approved per the Supervisor’s best interpretation of existing University Policy because (brief explanation) _______________________________________

__________________________________________________________________________________

______________________________________________________________ Date: ___________ 

Supervisor Signature
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