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Introduction

Welcome to Louisiana State University in Shreveport. As a campus, we recognize that our employees are
our greatest asset. This handbook is designed to provide you, an employee of LSUS, the resources
needed so you may understand the privileges, policies, and procedures that govern your employment at
LSUS.

The Department of Human Resource Management is the facilitator of this document. We seek to ensure
that all employees are able to easily find pertinent information to allow them to properly perform their
function within the University and fully understand the benefits and privileges offered by LSUS.

LSUS is a state agency and is part of the LSU system. There are several groups of employees at LSUS.
Administrators and professional employees, referred to as “unclassified,” and faculty are governed by the
employment guidelines found in the By-laws and Regulations of the Board of Supervisors of Louisiana
State University and Agricultural Mechanical College. All other employees are referred to as "classified"
and are governed by the rules and regulations of the Louisiana Department of Civil Service. The
Appointing Authority for classified employees at LSUS, as defined by the Civil Service Rules, is the
Chancellor, with delegated Authority to the Vice Chancellor of Business Affairs and the Director of Human
Resource Management.

There are several sources of information used to compile this handbook. They include the By-laws and
Regulations of the LSU Board of Supervisors, Permanent Memoranda (PM's) issued by the Office of the
President of the LSU System, Louisiana Department of Civil Service Rules, and LSUS Policy Statements.
The Board of Regents also has a manual, Policies and Procedures, which is comparable to the System
Permanent Memoranda and campus Policy Statements. When at all possible, links will be provided to
source documentation to ensure consistency and accuracy.

LSUS is an accredited University of the Southern Association of Colleges and Schools (SACS) and
subscribes to the Principles of Accreditation: Foundations for Quality Enhancement (2007 copyright).

An annual review of this handbook shall be conducted by the Human Resource Management Department
of LSUS in order to ensure accuracy. This document is designed to be viewed online, with various links
to other sources of information. Please report any broken links or missing information to the Human
Resources Department at human_resources@lsus.edu or (318) 797-5279.
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History

Louisiana State University in Shreveport originated with Act 41 of the 1964 Louisiana Legislature, which
authorized the establishment of a two-year commuter college in Shreveport. On February 6, 1965, the
LSU Board of Supervisors formally established Louisiana State University in Shreveport as a division of
the Louisiana State University and Agricultural and Mechanical College System. The campus is a
200-acre tract located on Highway 1 in south Shreveport.

LSUS began its first session on September 21, 1967, offering basic freshman courses and extending the
advantages of a great University system to the residents of northwest Louisiana. Sophomore courses
were added in 1968.

Following approval by the Coordinating Council for Higher Education, Act 66 of the Louisiana Legislature
authorized baccalaureate degree-granting status. Subsequent approval by the LSU Board of Supervisors
resulted in the decision to add junior-level courses in 1973 and senior-level courses in 1974. The first
class was graduated in 1975. The University was first accredited by the Commission on Colleges of the
Southern Association of Colleges and Schools in December 1975. Many baccalaureate degrees have
since become available in the Colleges of Business Administration, Education and Human Development,
Liberal Arts, and Sciences. The Master of Education degree program began in 1978, the Master of
Business Administration degree program in 1979, the Specialist in School Psychology degree program in
1982, the Master of Arts in Liberal Arts degree program in 1983, the Master of Science in Systems
Technology degree program in 1988, the Master of Science in Human Services Administration in 1999,
the Master of Science in Counseling Psychology in 2001, the Master of Health Administration in 2003, the
Master of Public Health in 2008 and the Master of Science in Kinesiology and Wellness in 2008 .
Continuing education programs are offered, as are seminars and workshops in specialized fields.
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Mission

LSUS Role, Scope & Mission Statement Proposed for Master Plan 2008*

Louisiana State University in Shreveport (LSUS) is a major educational and economic development
resource for the Shreveport-Bossier metropolitan area and the Ark-La-Tex region. The University focuses
its academic programs, educational outreach and research on improving lives and enhancing economic
development. LSUS’ community of scholars is known for developing strategic academic alliances that
address the personnel and advancement needs of the region and state.

As a regional comprehensive public institution, LSUS offers courses and degree programs at the
undergraduate and graduate level. Its extensive undergraduate programs include bachelor's degrees in
business administration, education, computer and information science, liberal arts and science,
mathematics, social, physical, and biological sciences, psychology, and visual and performing arts.
Focused on a quality student learning experience, the faculty expertly aligns classroom education with
practical knowledge produced by experiential learning.

To complement its broad array of undergraduate majors and to further advance the state and nation’s
ever changing workforce and professional needs, LSUS offers master's degree programs that meld
traditional academic disciplines, including computer and information systems, education, liberal arts,
psychology, business, human services administration, health administration, and public health. Such
important academic relationships facilitate inquiry and discovery in today’s interconnected world.

The administration and faculty of LSUS are exceptionally attuned to the economic and societal needs of
the Shreveport-Bossier Metropolitan area and work closely with multi-parish groups, providing insights
and analysis from significant university assets such as The Center for Business and Economic Research,
Red River Public Radio, the LSUS Red River Watershed Management Institute, the 200,000-volume Noel
Collection, a world-class resource for scholars, and the Professional Development Schools, which offer
educational outreach in partnership with area schools.

In addition, LSUS has a close working relationship with the City of Shreveport in meeting the
comprehensive educational and research requirements of the United States Air Force at Barksdale Air
Force Base (BAFB) as part of the U.S. Defense Department’s increasingly important cyberspace
initiatives. Demand for Information Technology and Computer Science professionals in the Shreveport-
Bossier Metropolitan area has been vigorous for a decade, surpassing the local supply of trained
personnel. That demand has been exacerbated by the need for cyber security workers at BAFB,
including qualified university graduates at the associate, baccalaureate, master’s, and doctoral levels.

LSUS has built a Bioinformatics research group in conjunction with LSU Health Sciences Center
Shreveport that has garnered international acclaim. The resulting strategic alliance between LSUS and
LSUHSCS capitalizes on a broad range of intellectual capital in the Ark-La-Tex by encouraging
collaborations among health care professionals, scientists, researchers, faculty and students. Pending
approval by the Board of Regents, LSUS will expand achievements produced by these strategic alliances
and collectively, with the LSUHSCS and Louisiana Tech University, offer a cooperative Doctoral degree in
Bioinformatics and Computational Biology.

LSUS is categorized as an SREB Four-Year 4 institution, as a Carnegie Master’s College and University
I, and as a COC/SACS Level IV institution. The university will offer a wide range of baccalaureate
programs and will be committed to graduate education through the master's and selected doctoral
degrees.

*Approved by the LSU Board of Supervisors on April 25, 2008
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SECTION 1.0 - ADMINISTRATION

1.1 Louisiana Board of Regents

The Louisiana Board of Regents has planning, coordinating, program, and budgetary responsibilities
for all public higher education. A full listing of the current board of regents can be found at:
http://www.regents.state.la.us/.

1.2 Board of Supervisors of Louisiana State University System

The Board of Supervisors of Louisiana State University and Agricultural and Mechanical College
serves as the management board for the Louisiana State University System. The Board is composed
of 16 members who serve overlapping terms of six years. Two members are appointed from each
congressional district and one member from the state at large. As provided by the Louisiana
Constitution, the Board also has a student member who serves a one-year term. A full listing of the
current Board of Supervisors can be found at:
http://www.lsusystem.Isu.edu/boardofsupermembers.html.

1.3 The LSU System

The Louisiana State University System is a multi campus, multipurpose system of higher education,
accredited by the Southern Association of Colleges and Schools, encompassing all Louisiana, and
exerting a major influence on the economic, social, and cultural life of its citizens.

Law and tradition have assigned the University System a three-fold purpose: developing citizens to
their highest level of intellectual and professional capacities through resident instruction; enriching
instruction and establishing new frontiers of knowledge through research and scholarship; and
providing all Louisianans with information that is useful in advancing the state's economy and culture
through extension services.

The LSU System is composed of nine major administrative units, each headed by a chancellor,
located throughout the state. Four of these—LSU A&M, the University of New Orleans, LSU at
Alexandria, and LSUS—provide undergraduate and graduate instruction. A two-year campus is
located in Eunice. The LSU Law Center, located on the LSU A&M campus, is a separate division of
the LSU System. The LSU Agricultural Center, with headquarters on LSU A&M campus, administers
a system of agricultural experiment stations and the Cooperative Extension Service throughout
Louisiana. Two LSU Health Sciences Centers, in New Orleans and in Shreveport, train physicians
and scientists in health care disciplines. The LSU System also oversees all the State Hospitals. The
Pennington Biomedical Research Center promotes healthier lives through research and education in
nutrition and preventive medicine.

More information about the LSU System can be found at: http://www.Isusystem.Isu.edu.

1.4 President of the University System

The president is the principal executive officer of the System—housed on the LSU A&M campus—
and is responsible for the execution of the administrative and educational policies of the Board of
Supervisors. The current president is Dr. John V. Lombardi. More information about the president can
be found at: http://www.Isusystem.Isu.edu/lsusystempresident.html.
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1.5 LSUS Administrative Staff

A. Chancellor
As administrative head of the campus, is responsible to the Board of Supervisors, through the
President, for the execution of all laws relating to LSUS, and all resolutions, policies, rules, and
regulations adopted by the Board of Supervisors, and all policies, rules, regulations, directives,
and memoranda issued by the President of the University System. Makes all appointments,
promotions, transfers, suspensions, and dismissals of academic and unclassified personnel,
subject to the approval of the President and confirmation by the Board. Is the Appointing Authority
to approve classified personnel actions.

Formulates educational and administrative policies for LSUS within its assigned functions and
programs. Also delegates such duties and responsibilities as deemed proper, and may establish
by appointment such committees as deemed desirable from among academic and nonacademic
personnel.

Is responsible to the President for the LSUS budget. Prepares a budget for the entire campus
and approves expenditures under the campus budget approved by the President and Board of
Supervisors. Keeps the President informed about the operation and welfare of LSUS.

The Chancellor’'s Office website can be found at: http://www.Isus.edu/co/

B. Provost and Vice Chancellor for Academic Affairs

As chief academic officer of the University, is responsible for leadership in the primary programs
of undergraduate and graduate academic instruction, research, and public service. Selects and
supervises the Deans of the colleges, the Dean of Graduate Studies, the Dean of the Division of
Continuing Education, and the Dean of Noel Memorial Library. Gives leadership in the
development of new curricula and programs and in quality assurance and evaluation of
programs. Ensures that all programs are maintained at a high level of quality performance and
oversees faculty personnel matters--including recruitment, selection, recognition, and reward
(tenure, salary, promotion), and professional development activities designed to enhance faculty
morale and quality.

Ensures responsible allocation of all physical and financial resources necessary for academic
programs and services and also ensures responsible stewardship of resources to meet campus,
System, and state regulations and laws. Maintain a constructive liaison with chief academic
officers on other LSU campuses, state colleges, and University campuses, and also with System
and Regents academic officers.

Promote the development, execution, and revision of immediate and short-range goals and plans
for each academic program unit. Ensures the readiness of each academic program in meeting
requirements of specialized/professional accreditation reviews, regional accreditation review
(SACS), and Board of Regents/LSU System programs reviews. Participates in and represents
the University in regional and national organizations whose programs and activities offer
opportunity to advance the academic welfare and quality of LSUS. Acts for the Chancellor in his
absence and represents the University at his request

The Provost’s website can be found at: http://www.Isus.edu/acadaffairs/

Associate Vice Chancellor and Dean of Graduate Studies: Represents the Provost/Vice
Chancellor as needed in his/her absence; coordinates academic program reviews, accreditation
self studies, and similar matters. Works with Deans, chairs, and faculty in the development of
new programs. Coordinates articulation agreements with other colleges and universities;
coordinates Academic Awards Convocation activities, faculty evaluation and administrators’
evaluation. Also, serves as the Executive Officer for the Graduate Faculty and Chair of the
Graduate Council; coordinates graduate faculty, personnel and programs; develops strategic
long-range planning for graduate programs, and implements appropriate administrative policies;
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assists the Graduate Council, graduate faculty, colleges, and departments in the review,
evaluation, and revision of graduate policies and procedures; oversees graduate admissions and
student records; and represents the University on state and federal graduate education
committees.

Associate Vice Chancellor for Academic Services: Reporting to the Provost, the Associate Vice
Chancellor for Academic Services serves as an advisor to the Provost and assists in managing
the academic programs and services of the University. The Associate Vice Chancellor for
Academic Services focuses on long-range planning for Academic Affairs, as well as LSUS as a
whole. In conjunction with the campus leaders of the areas that report to the Provost, the
Associate Vice Chancellor for Academic Services leads the strategic planning and assessment
efforts for the University, and oversees all institutional research and assessment activities.

Associate Vice Chancellor for Sponsored Research: Develops planning, policy, and procedures
for management and budgeting of all sponsored and contract research carried out by faculty;
becomes familiar with state, federal, and private agencies that sponsor research in various
disciplines and works with the colleges and faculty members to develop campus-wide awareness
of the availability of such funds; works with Director of University Relations to secure local and
other funding for faculty research projects; provides support to faculty in development of budgets
for grant applications and contracts, and helps them write effective proposals; plans and conducts
grant workshops, seminars, and conferences to further faculty development.

Director of Institutional Effectiveness: Responsible to the Provost and Vice Chancellor for
Academic Affairs for maintaining a longitudinal information base in support of University
institutional effectiveness, institutional research, assessment, and strategic and operational
planning. Works with the Vice Chancellors for Business Affairs, Student Affairs, and
Development to ensure the adequacy and accuracy of the database. Participates in planning
committees and advisory groups as a consultant in planning and budgeting efforts and through
collection and dissemination of benchmarking data. ldentifies sources of information, both
internal and external, to enhance analyses; analyzes, summarizes, and presents data on the
past, current, and projected status of the University and presents results to appropriate key
University personnel in order to implement continuous improvement of educational programs and
services for students, employees, and the community.

Implements policy and procedures for instructor and course evaluation, summary analyses and
dissemination of results; coordinates the administration of the state student opinion survey;
designs and implements internal studies concerning students, personnel, programs, services,
facilities, equipment, and fiscal resources; and provides support to accreditation and self-study
processes. Serves as a clearing house for all external reporting: federal IPEDS, Regents, and
System reporting, including facilities, personnel, and various student data systems, annual
reports and surveys. Develops and maintains LSUS Data Profiles and responds to ad hoc data
and information requests.

Dean of Noel Memorial Library: Responsible to the Provost and Vice Chancellor for Academic
Affairs for implementing the mission of the library: to actively participate in the educational
program of LSUS by collecting, organizing, making readily available, and assisting in the usage of
materials by students, faculty, and staff; selects library materials to support curricula and research
needs.

Dean of Continuing Education and Public Service: Responsible to the Provost and Vice
Chancellor for Academic Affairs for the development, administration and coordination of special
educational activities, which may be credit or non-credit, and include conferences and institutes,
short courses and workshops, international study, mass media instruction, off-campus
educational programs, and other continuing education and public service programs. Coordinates
the Barksdale Air Force Base Center for LSUS, Pioneer Heritage Center, and LSU System
Continuing Education Programs offered in Northwest Louisiana. Maintains data for Continuing
Education Units (CEU) for all participants attending public service and continuing education
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programs. Reserves certain facilities and grounds in keeping with Policy Statement 1. 05.02. Is
responsible for budgeting and recruitment of continuing education faculty and planning for the
unit.

College Deans: Are responsible to the Vice Chancellor for Academic Affairs for the academic,
personnel, and financial needs of their respective units and are the chief executives of those
units. Collectively, along with the Dean of Graduate Studies, the Dean of Continuing Education
and Public Service, and the Dean of the Library, constitute the Council of Deans and meet at the
call of the Vice Chancellor for Academic Affairs. Advise the Vice Chancellor on the administration
of academic affairs. Works with departments to develop courses, curricula, and schedules, to
verify degree checkout, and to identify personnel, facilities, and accreditation-related needs;
works with the Vice Chancellor for Academic Affairs in budgeting and managing funds; provides
leadership to the faculty of the colleges through participation in professional activities, research
and publications, public service, and resources development. Provides support to faculty and
staff in development activities. Reviews all personnel decisions from their college and represents
the interests of their college to the rest of the University and the community. Also, performs
additional assignments as members of the Council of Deans.

Department Chairs: Responsible to their respective Deans, formulates and implements
departmental plans and policies with the advice and assistance of department members. Meets
with department members to interpret University policies, disseminate information, and provide
direction. Works to improve courses, curricula, and instruction in the department; encourages the
professional growth of department members; writes recommendations for leave, appointments,
reappointments, non-reappointments, salary levels, promotions, and tenure of faculty and other
departmental personnel. Advises students on academic requirements, employment possibilities
and advanced study; reviews requirements of other University curricula that involve departmental
courses. Manages department budgets, teaching assignments, class schedules, file of course
syllabi, course outlines, representative examinations, departmental offices, student workers,
equipment, and facilities. In administrative roles, holds office at the pleasure of the Board of
Supervisors.

. Vice Chancellor for Business Affairs

As the chief financial officer, is responsible to the Chancellor for budget planning, operation of
University information technology services, maintaining and controlling budgetary balances in all
accounts, payroll for all employees, purchasing of all materials and services, collecting and
disposing of fees and other charges to students, managing auxiliary enterprises, and
maintenance of personnel records and reports. In addition, is responsible for the operation and
maintenance of the physical plant and campus security. Serves as ex-officio member of the
Athletic Council. Also serves as CFO for the LSUS Foundation and ex-officio board member.

The Vice Chancellor for Business Affairs’ website can be found here:
http://www.Isus.edu/busaffairs/

Chief Information Officer and Director of Information Technology: Responsible to the Vice
Chancellor for Business Affairs for coordinating and directing all information technology services,
including directing information technology services personnel and managing the operation of all
computer equipment and facilities. Reviews, evaluates, and makes recommendations on all
policies related to information technology services; establishes procedures and priorities for the
effective operation and utilization of computer equipment and facilities. Develops the operating
budget for current operational needs and establishes a priority schedule for the development of
new services. Works with administrators, faculty, staff, students, and an advisory committee to
evaluate and improve current services and to implement new services and systems.

Accounting Services Director. Responsible to the Vice Chancellor for Business Affairs for
planning and directing accounting functions in accordance with University, state and federal fiscal
regulations. Responsible for planning and maintaining payroll and budget functions, accounts
receivable, accounts payable, income accounts, travel, grants, contracts, and prepares the
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annual financial report. Works closely with University Information technology services personnel
to provide required statistical reports and maintain current financial files. Interaction with all levels
of staff throughout the University regarding financial services is required.

Human Resource Management Director. Responsible to the Vice Chancellor for Business Affairs
for personnel functions; maintains personnel records, works with deans, directors, and chairs on
the appointment of all employees, interprets Civil Service regulations for classified personnel;
counsels University employees regarding insurance coverage and retirement and is responsible
for unemployment and worker’s compensation programs. Serves as Risk Management Officer for
the campus, with responsibilities for the safety program and risk management compliance.

Facility Services Director: |s responsible to the Vice Chancellor for Business Affairs for the
maintenance and repair of the physical plant and grounds; supervises operation of the central
utility plant and all maintenance and repair personnel; maintains contact with custodial service
personnel and inspects their work; plans and supervises alterations and repairs performed by
LSUS personnel and by contractors and advises campus administrators on construction work
being performed on campus.

Purchasing Director. Responsible to the Vice Chancellor for Business Affairs for the procurement
of materials, supplies, equipment, and services. Acts as the University's agent for contracts,
leases, and agreements and is responsible for solicitation of bids and making of awards and
contracts for merchandise, services, and public works projects on campus.

University Police Director. Reports to the Vice Chancellor for Business Affairs for the operation of
the University Police Department. Oversees the 24-hour, 7-days a week security of the campus;
responsible for carrying out the campus safety program in accordance with federal, state, and
local laws and regulations; and is responsible to keep LSUS police officers trained in current
methods of law enforcement.

Bookstore Director: Responsible to the Vice Chancellor for Business Affairs for the overall
operations of the bookstore, printing, general service store and other auxiliaries as they are
developed. The Director is responsible for the acquisition of supplies and goods used in each the
bookstore, maintaining adequate inventory and planning for services to be provided, and seeing
that all purchases are made in accordance with the policies as set by the University, the LSU
System, and the State of Louisiana.

Food Services Director. Responsible to the Vice Chancellor for Business Affairs for the overall
operations of food services and on-campus vending. The Director is responsible for the
acquisition of supplies and goods used in each auxiliary enterprise, maintaining adequate
inventory and planning for services to be provided, and seeing that all purchases are made in
accordance with the policies as set by the University, the LSU System, and the State of
Louisiana.

Director of Athletics. Reports to the Vice Chancellor for Business Affairs for the intercollegiate
athletics head coaches, sports information staff and departmental secretaries. Formulates and
administers plans and operating budgets for all athletics units; supervises all athletics personnel
functions including recruitment, selection, development and supervision of coaches and other
support personnel; ensures compliance with all federal, state, system, University, athletic
association and conference laws, policies and regulations; facilitates communication and
coordination with University academic and administrative departments and with the Athletic
Council; develops and maintains lines of communication and public relations with the faculty,
staff, alumni, media and other community groups; trains coaches and staff in state and University
policies; secures appropriate insurance and athletic training services; cultivates and secures
sources of private financial support for the athletics program; and serves as an ad hoc member
on the LSUS Athletic Council.

D. Vice Chancellor for Student Affairs
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Responsible to the Chancellor for the development and administration of all student services and
programs including student development, student activities, intramural sports and recreation,
counseling and guidance, testing; student financial aid and scholarships, high school relations;
student recruitment and student orientation, admissions and records, career planning and
placement; and student discipline. Responsible for the planning, budgeting, implementation, and
evaluation of student life programs and services.

The Vice Chancellor for Student Affairs’ website can be found here:
http://www.Isus.edu/studentaffairs/

Dean of Students: Responsible to the Vice Chancellor for Student Affairs for judicial programs,
ombudsman services, policy development, division research, student handbook, crisis response
and the collective operations of student activities and the University Center.

Registrar and Dean of Enrollment Services: Responsible to the Vice Chancellor for Student
Affairs for student recruitment programs and publications, evaluating applications of students and
certifying their admission, planning and carrying out student registration, maintaining student
records and making them available to the public and other offices of the University on request,
making periodic reports of academic progress to students and appropriate campus officers,
developing and maintaining class schedules and course offerings, and coordinating
commencement activities.

Director of Career Planning and Placement. Responsible to the Vice Chancellor for Student
Affairs for providing instruction and information on career planning, employment opportunities,
and job search techniques; maintains a career library, student credential files, and job listings;
facilitates student/alumnus contact with employers through marketing Career Center services,
soliciting job notifications, scheduling on-campus interviews, and referring students to employers.
Makes available to faculty, administrators, students, and alumni information on employer
reactions to the career preparation of graduates, follow-up data on alumni, materials on the
employment of specific academic majors, forecasts of hiring trends, and advice on incorporating
career information into academic advising.

Director of Financial Aid: Responsible to the Vice Chancellor for Student Affairs for the
administration of all financial aid and scholarship programs. Works with the committee on
Student Financial Aid and Scholarships to establish scholarship programs, select scholarship
recipients, consider student appeals and recommend policies and guidelines for the
administration of financial aid and scholarship programs.

Director of Housing: Responsible to the Vice Chancellor for Student Affairs for the administration
of the University’s student housing complex. Supervises all student contact concerning on-
campus housing, including recruitment, application processing, lease approval, and all business
operations, including facility maintenance.

Director of Student Development and Counseling Services: Responsible to the Vice Chancellor
for Student Affairs for the administration of all services including personal, educational, and
career counseling. Coordinates the orientation program for new students; plans and implements
workshops and seminars for students and staff; serves as consultant to faculty and staff, trains
counseling interns and practicum students on counseling intervention; coordinates national
testing programs and performs needs assessment and evaluation of all counseling services.
Counsels students on housing needs and makes available information on off-campus housing,
including data on students and others in the community who want to share housing. Provides
counsel and assistance to students with disabilities and special instructional needs. Coordinates
programs for minority students and counsels these students on special needs.

Director of Student Activities: Responsible to the Vice Chancellor for Student Affairs for the
planning, promotion, and implementation of co-curricular recreational, cultural, social, and service
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programs for students, faculty, and staff. Supervises the University intramural sports program;
coordinates University and community use of the University Center; and supervises the Student
Organization Council, Student Activities Board, Interfraternity Council, and the Panhellenic
Council.

Vice Chancellor for Development

As chief development officer, is responsible for the development and implementation of programs
to improve relations with such external groups as the LSUS Foundation, Inc., and the Executive
Advisory Board. Develops a program of planned giving for the University which includes a
coordinated program of alumni and deferred, corporate, individual, and foundation giving; assists
the Chancellor, faculty, and staff in developing an endowment plan and outlining major
operational and capital goals for planned giving. Establishes and maintains a liaison capacity
with LSU System and LSU Foundation officials. Also serves as the Executive Director of the
LSUS Foundation.

The Vice Chancellor for Development’s website can be found here: http://www.lsus.edu/dev/

Associate Vice Chancellor for University Development. Responsible to the Vice Chancellor for
Development for the administration of all University non-grant fund-raising, including identification
and cultivation of donors, solicitations, gift acknowledgment, and stewardship. Directs and
supports all activities associated with the LSUS Foundation, including board support, volunteer
management, campaigns, special events, major giving, planned giving, endowment development,
and serves as liaison with University departments. Directs donor research, supervises the
maintenance of all fundraising records, and the compilation and reporting of fundraising
statistics. Works with individual colleges and provides optimal involvement of faculty, staff,
alumni, and friends of the University in the development program. Prepares publications relevant
to fundraising activities and represents the University on community boards and University
committees.

Director of Media and Public Relations: Responsible to the Vice Chancellor for Development for
organizing and directing a campus news bureau. Assists and cooperates with the media to
ensure optimum use of information about LSUS; writes, edits, and disseminates news releases;
and responsible for public relations planning for the University, publishing an on-campus
newsletter and calendar, and consulting for other University publications.

Note: Newsworthy events about LSUS, its faculty, and its students such as research, organized
field trips, awards, attendance at professional society meetings, fellowships, grants, and talks to
civic or business organizations should be brought to the attention of Media and Public Relations
beforehand when at all possible. Timely news stories to the local press and other media will be
released as appropriate. The name and phone extension of the person should be included. In all
cases, spelling of names, proper first names or initials, and the correct title or position which that
person holds, should be double-checked. Material submitted must be signed and dated.

Director of Alumni Services: Responsible to the Vice Chancellor for Development for developing
and cultivating relationships between the University and its graduates/former students. Manages
the Office of Alumni Services and serves as Executive Director of the LSUS Alumni Association.
Responsible for the recruitment and training of alumni volunteers; organizes and overseeing
alumni committees and special events; updates the alumni database; writes copy for news
articles and alumni/University publications; serves as primary liaison with LSUS alumni; maintains
the alumni website; and provides administrative support for the Alumni Association Board of
Directors and committees.

Director of University Development: Supervises the computer system needs for the Office of
University Development web site management. |dentifies, recruits, trains, and supervises
volunteer leadership as required to carry out annual fund programs. Plans, implements, and
supervises planned giving and major donor programs for the university. Assists in conducting
donor research, donor record management, and prospective donor lists. Assists in developing
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support materials including solicitation letters, brochures, gift receipts, and reminders to
implement all elements of planned giving, major donor solicitation, and annual fund campaigns.

Director of Annual Support and Advancement Services: Responsible to the Vice Chancellor for
Development for generating annual contributions from alumni and friends of the University.
Conducts prospect identification research, and cultivation and solicitation activities. Responsible
for determining and meeting computer system needs for the Development Division, including
systems related database management, gift processing, and revenue report generation.

Red River Radio General Manager: Responsible to the Vice Chancellor for Development for the
operation and management of the University's four FM public radio stations, KDAQ in Shreveport,
KLSA in Alexandria, KBSA in El Dorado, AR, and KLDN in Lufkin, TX. Responsible for all station
operational details; arranges the coordination of program schedules, coordinates private giving
for the station, and acts as a liaison with National Public Radio, the Corporation for Public
Broadcasting, Louisiana Public Broadcasting, Public Radio International, and American Public
Media.
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1.6 LSUS Foundation, Inc.

A non-profit body established to benefit the University through private fund-raising efforts. Composed
of members (individual and/or corporate) who donate at least $1,000 per year to the University; $500
if under age 40; or $1,500 or more to individual and/or corporate scholarships. The Foundation is
governed by a board composed of sixteen voting members with staggered terms of expiration and
eight non-voting members.

Ex officio (non-voting) members:

LSU System President

LSUS Chancellor

Vice Chancellor for Development

Vice Chancellor for Business Affairs

President--LSUS Alumni Board

LSU Board of Supervisors Member (4th Congressional District)
LSU Board of Supervisors Member (4th Congressional District)

For more information on the LSUS Foundation, contact the Development Office online at
http://www.lsus.edu/dev/.
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1.7 Administrative Committees

A. Academic Council
Reports to the Provost and Vice Chancellor for Academic Affairs. Is responsible for providing a
forum for discussion of issues related to academic matters; advises the Provost and Vice
Chancellor for Academic Affairs on program, policy, salary, and budgetary issues affecting
Academics. The Academic Council shall meet at the call of the Provost and Vice Chancellor for
Academic Affairs.

Members:

Provost and Vice Chancellor for Academic Affairs, Chair
Associate Vice Chancellor for Academic Affairs
Associate Vice Chancellor for Sponsored Research
Faculty Senate President

Deans

Chairs

B. Chancellor’s Advisory Committee
Reports to the Chancellor of LSUS. Advises the Chancellor on program, policy, personnel, and
budget issues affecting the general welfare of the University; provides a forum for discussion of
issues related to strategic planning, budget priorities, the budget needs of various colleges and
units, and salary administration. The Chancellor’'s Advisory Committee shall meet at the call of
the Chancellor.

Members:

Chancellor, Chair

Vice Chancellors

Representative from the Deans’ Council
Associate Vice Chancellor for Development
Director of Media and Public Relations
Chair of Council of Department Chairs
Faculty Senate President

Staff Senate President

SGA President

C. Admissions Review Committee
Reports to and are appointed by the Vice Chancellor for Student Affairs. Reviews applications for
admission, readmission, registration, or pre-registration to the University of persons who have
been convicted of crimes or who have been committed to correctional, penal or training
institutions; makes recommendations for the disposition of such applications to the Registrar and
Admissions Director.

Members:

Registrar and Admissions Director

Admissions Chair

Director of Student Development and Counseling Center
Faculty Member, three-year rotation

Department Chair, three-year rotation
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D. Awards and Recognition Committee
Reports to the Associate Vice Chancellor for Academic Affairs. Members are elected by LSUS
faculty for three-year staggered terms. Responsible for the Academic Awards Convocation,
which presents to the student body and faculty those students whose academic achievements
have earned them departmental or community recognition; the Outstanding Faculty Performance
Awards; and nominations for honorary degrees.

Members:

Faculty, College of Business Administration

Faculty, College of Education and Human Development
Faculty, College of Liberal Arts

Faculty, College of Sciences

Faculty, Noel Memorial Library

Student (Appointed by the SGA for a one-year term)

Ex officio:

Associate Vice Chancellor for Academic Affairs

E. Commencement Committee
Reports to the Vice Chancellor for Student Affairs. Members are nominated by Deans and
appointed by the Vice Chancellor for Student Affairs for three-year staggered terms. Serves in an
advisory capacity in the planning and implementation of graduation ceremonies.

Members:

Registrar and Admissions Director, Chair

Faculty, one from each college

Two graduating seniors (appointed by the SGA for one-year term)

F. Distance Learning Council
Reports to the Vice Chancellor for Academic Affairs. Members are appointed by the Provost &
Vice Chancellor for Academic Affairs. Provides guidelines for the successful management of the
delivery of academic credit through a variety of technologies and formats.

Members:

Director, Teaching, Learning, and Technology Center (TLTC), Chair
Representative, College of Business Administration

Representative, College of Education and Human Development
Representative, College of Liberal Arts

Representative, College of Sciences

Representative, Noel Memorial Library

Representative, Information Technology Services

G. Educational Assessment Committee
Reports to the Vice Chancellor for Academic Affairs. Coordinates testing procedures for the
assessment of General Education; responsible for scheduling, ordering, administering, scoring,
and interpreting the results of tests; and makes recommendations concerning General Education
based on the analysis of results.

Members:

Director, Institutional Effectiveness, Chair

Department of English Chair

Department of Mathematics Chair

Representative, College of Business Administration
Representative, College of Education and Human Development
Representative, College of Liberal Arts

Representative, College of Science

Ex officio:

Associate Vice Chancellor for Academic Affairs
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H. General Education Advisory Committee
Reports to the Provost and Vice Chancellor for Academic Affairs. Advises the Provost and Vice
Chancellor on all aspects of the general education program.

Members:

Faculty, College of Business Administration

Faculty, College of Education and Human Development
Faculty, College of Liberal Arts

Faculty, College of Sciences

Faculty, Noel Memorial Library

Faculty, Faculty Senate member

Chair, Courses and Curricula Committee

Director, Institutional Effectiveness

Associate Vice Chancellor for Academic Affairs

. General Studies Advisory Committee
Reports to the Dean of Liberal Arts and advises on all aspects of the General Studies degree
program. Representatives are named by Deans to serve three-year staggered terms.

Members:

General Studies Coordinator, Chair

Faculty, College of Business Administration

Faculty, College of Education and Human Development
Faculty, College of Sciences

Faculty, College of Liberal Arts

Ex officio:

Dean, College of Education and Human Development
Dean, College of Sciences

Dean, College of Liberal Arts

Dean, College of Business Administration

J. Health Science Advisory Committee
Reports to the Dean of Sciences. Develops and conducts evaluation procedures for LSUS
applicants to the LSUS health science program and prepares letters of recommendation for
successful applicants.

Members:

Pre-medical Adviser, Chair

Dean, College of Sciences

Director, Biochemical Science Program
Chair, Biological Sciences

Chair, Chemistry/Physics

Pre-nursing Adviser

K. Incident Management Team
Reports to the Chancellor of LSUS. Reacts to any incident (tornado, storm, fire) that threatens or
harms the campus. Works directly with the local Office of Emergency Preparedness (OEP), the
LSU System, and the Board of Regents.

Members:

Chancellor, Chair

Vice Chancellor for Business Affairs
Vice Chancellor for Development
Vice Chancellor for Student Affairs
Vice Chancellor for Academic Affairs
Facility Services Director
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L.

Chief Information Officer

Director, Media and Public Relations
Dean of Students

President, Faculty Senate
University Police Director

Institutional Review Board

Reports to the Provost. Members are appointed by the Provost for staggered three-year terms
and are charged with protecting the rights of clinical human and animal research subjects as
determined by the Department of Health, Department of Education, Department of Welfare, and
the U. S. Department of Agriculture.

Members:

Faculty, College of Education and Human Development
Faculty, College of Liberal Arts

Faculty, College of Sciences

Faculty, College of Business Administration

Member, Medical Center

Ex officio:

Associate Vice Chancellor for Academic Affairs, Chair

Parking and Traffic Committee

Reports to the Vice Chancellor for Business Affairs. Responsible for recommending rules,
regulations, and fees for parking and traffic safety on campus, also rules on traffic violation
appeals.

Members:

Director of Human Resources, Chair

Faculty Member (appointed by Faculty Senate)
Faculty Member (appointed by Faculty Senate)
Staff Member (appointed by Staff Senate)
Staff Member (appointed by Staff Senate)
Student (appointed by SGA)

Student (appointed by SGA)

Ex officio:

University Police Director

Safety Committee

Reports to the Vice Chancellor for Business Affairs and advises on all matters relating to campus
safety. Reviews all aspects of the safety program, including problem identification, correction,
accident prevention, and suggested changes; reviews all safety inspection and accident reports;
acts as a liaison with campus departments to promote an understanding of safety program goals;
reviews the proper and safe usage of radioisotopes and sources of ionizing radiation on the
campus; and reviews and authorizes applications for isotope use. Note: Faculty representatives
rotated by the Provost.

Members:

Loss Prevention Coordinator (chair)

Chair of Chemistry and Physics, or designee

Chair of Kinesiology and Health Science or HPE Building Manager
Director, Human Resource Management

Director, Facility Services

Director, University Police

Director, University Center
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0. Student Financial Aid and Scholarship Committee
Reports to the Vice Chancellor for Student Affairs. Members are nominated by the Deans and
appointed by the Vice Chancellor for Student Affairs. Faculty members serve three-year terms
staggered to allow one member to rotate off each year. Advises on matters concerning policies
and procedures and the philosophy for the administration of student financial aid and scholarship
programs; advises the Director of Financial Aid regarding guidelines established to administer
these programs; rules on student appeals regarding student financial aid and scholarship matters;
and selects recipients for scholarships. Chair of Committee elected by members.

Members:

Admissions and Student Recruitment Assistant Director
Faculty, College of Business Administration

Faculty, College of Liberal Arts

Faculty, College of Education and Human Development
Faculty, College of Sciences

Student (Appointed by the SGA for one-year term)

Ex officio:

Student Financial Aid Director

Advisor (votes only if a quorum is needed)

P. PreK-16 Council
Reports to the Provost. Faculty members are appointed by the Dean for three-year staggered
terms. Advises the Education and Human Development Dean and faculty on matters relating to
teacher education.

Members:

Dean, College of Education and Human Development, Chair

Dean, College of Liberal Arts or Sciences

Chair, College of Education

Graduates of Programs-Elementary, Secondary, KHS,

MED, Specialist of School Psychology

Member of the Business Community

Parent of School Age Child

Parish School Representatives-Caddo, Bossier, Desoto, Red River, Webster

Q. Technology Fee Committee
Reports to the LSUS Chancellor. Responsibility for making recommendations to the Chancellor
regarding expenditures associated with the student technology fee.

Members:

Chief Information Officer, Chair

Associate Vice Chancellor for Academic Affairs

Faculty, College of Business Administration

Faculty, College of Education and Human Development
Faculty, College of Liberal Arts

Faculty, College of Science

SGA President

SGA Vice President

Students (4 undergraduate, 1 graduate)
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R. University Planning Committee
Reports to the LSUS Chancellor. Responsible for coordinating and overseeing the LSUS
planning and evaluation process; coordinates with all groups charged with the planning and
evaluation process. The committee's major goal is to ensure that faculty, staff, students, and
constituent groups have the opportunity to be involved in charting the course of LSUS and in
evaluating the progress in meeting the goals and objectives as set forth by administrative units.

Members:

Vice Chancellor for Academic Affairs

Vice Chancellor for Business Affairs

Vice Chancellor for Student Affairs

Vice Chancellor for Development

Deans’ Council Representative

Faculty Senate President

Staff Senate President

SGA President

Two representatives, College of Sciences

Two representatives, College of Business Administration
Two representatives, College of Liberal Arts

Two representatives, College of Education and Human Development
One representative, Noel Memorial Library

Director, Institutional Effectiveness

S. Crisis Communications Team

The Crisis Communications Team is responsible for coordinating and delivering messaging to
faculty, staff, students and the community during a campus crisis. The team’s primary goal is to
quickly and accurately deliver up-to-date information regarding the safety and well-being of the
university community.

Members

Director, Media and Public Relations

Dean of Students

Chief Information Officer

T. Athletic Council

The Athletic Council is responsible for recommending the scope of the intercollegiate athletic
program, assuring student athletes are provided adequate opportunity to successfully pursue their
academic programs and advise the Chancellor on the selection of the Athletic Director and provide
input on the selection of the head coaches. The Council also serves to review the budget,
schedule, awards, and scholarships based on recommendation by the Athletic Department.
Further, the Council provides a supervisory role for the Athletic Conferences. Members shall be
appointed by the Chancellor.

Members

Provost and Vice Chancellor for Academic Affairs

Member, Administrative Staff

Faculty Athletic Representative, Chair

Four Faculty Members

President, Student Government Association

Member of Alumni Association, appointed by the Alumni Association

Ex officio:

Vice Chancellor, Business Affairs

Director of Intercollegiate Athletics
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SECTION 2.0 - FACULTY

2.1 Faculty Directory

An online, searchable faculty directory can be found at: http://www.Isus.edu/directory/.

Each academic department also maintains an online listing of faculty and staff which can be found at:
http://www.Isus.edu/academics/colleges.htm.
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2.2 Faculty Council/Senate

Policies governing the operation of the Faculty Council are found in the By-laws and Regulations of
the Board of Supervisors and in the file of minutes of the meetings of the LSUS Faculty Council. The
major points are discussed in the remainder of this section.

The Faculty Council consists of all full-time members of the academic staff participating in the
resident instructional program, those of corresponding rank, and members of the Administration
holding faculty rank. Administrative officers, Deans, and chairs of departments may hold faculty
appointments concurrently with administrative appointments. Administrative appointments are held at
the pleasure of the Board of Supervisors. The Faculty Council meets at least two times each
academic year, normally at the call of the Chancellor.

The Faculty Council through the Faculty Senate has coordinating responsibility in matters involving
the establishment of curricula, the fixing of standards of instruction, and generally the formulation of
the educational policy of LSUS in matters affecting more than a single division or department. All
functions and responsibilities of the Faculty Senate must stay within the By-laws and Regulations of
the Board of Supervisors.

Members of the Faculty Council are elected to serve specific terms on the Senate committees. Each
committee serves from the beginning of the fall semester through the end of the following summer
term. The chair is elected by the members of the new committee from among those members who
have served on the committee at least one year previously. Student members serve one-year terms
on some committees. The number of students on these committees is fixed and they serve as non-
voting, advisory members, except when the committee serves in an appeal or grievance function.
Student members are nominated by the Faculty Senate Executive Committee from recommendations
made by the Student Government Association, faculty, and administration, and must be in good
standing scholastically. The SGA President is permitted to attend and should be notified of all
meetings of committees on which students are members.

Members of the Faculty Senate committees serve as representatives of their colleges. At-large
members particularly serve those faculty not attached to a represented college. In this role they are
expected to seek opinions from and disseminate information to their faculty colleagues during the
deliberations of the committee. The composition of all Faculty Senate Committees should include at
least one faculty member from each academic college. The composition or membership of a Faculty
Senate Committee, including members, may not be changed without approval of the Senate, except
as provided in the functions of the Faculty Senate Executive Committee. However, any Faculty
Senate committee may choose, without further approval, additional faculty members and students to
assist it, but these additional faculty and students are not voting members.
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2.3 Bylaws

Bylaws of the Faculty Council can be found at:
http://www.Isus.edu/facultyhandbook/faculty council bylaws.asp

The Constitution of the Faculty Senate/Council can be found at:
http://www.Isus.edu/facultysenate/constitution.php

The Bylaws of the Faculty Senate can be found at:
http://www.Isus.edu/facultysenate/bylaws.php
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SECTION 3.0 - STAFF

3.1_Staff Directory

An online, searchable staff directory can be found at: http://www.lsus.edu/directory/.
Staff listings are also available on each department’s home page, which can be found at:

http://www.Isus.edu/facultystaff/ . Staff working in academic departments can be found at the
department’s page at: http://www.Isus.edu/academics/colleges.htm.
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3.2 Staff Senate

The Staff Senate is made up of duly elected representatives from the staff of the University. To this
end, the Staff Senate shall:

e Provide the LSUS staff with a forum for expressing views on matters relating to their well-
being.

o Promote and protect the welfare of the LSUS staff to the extent that the Staff Senate policies
are consistent with State Civil Service regulations, University Board of Supervisors By-laws
and Regulations, University Policy Statements, and System permanent memoranda (PM),
and compliments and support the academic mission of the University.

e Review policies proposed or previously adopted by others that may affect the welfare of the
staff and then make recommendations to the Chancellor.

e Promote the effective exchange of information between LSUS staff, administration, and
faculty.

e Propose and maintain programs to enhance the personal and professional well-being of the
staff, as well as encourage vocational and educational development.

Staff Senators are elected for three-year terms in accordance with EEO categories.

All staff is encouraged to participate in Staff Senate committees. You can find more information
about the Staff Senate at www.Isus.edu/staffsenate
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3.3 Performance Planning and Review (PPR)

A. Unclassified

Each department shall determine the manner in which to review and plan for unclassified employees.
It is strongly recommended that each unclassified employee is reviewed by his/her supervisor on an
annual basis.

B. Classified
All classified employees at LSUS are to receive both a planning session and a performance review as
follows:

o New employees are to have a planning session within 30 days of their employment date outlining
departmental expectations. Subsequently, a Performance Rating is given to the employee no
later than 6 months from their employment date, which then becomes the employees
“anniversary date” for all future merit increases.

o All employees are to receive:

Planning Session: on or within 30 days after their anniversary date, upon appointment to a new
position, upon major changes to job duties, or upon the appointment of a new supervisor.

Review Session: on or within the 60 days prior to their anniversary date or immediately prior to
promotion or change in supervisor.

Ratings that can be given are: Outstanding, Exceeds Requirements, Meets Requirements, Needs
Improvement, or Poor.

An employee whose official overall rating is "Needs Improvement" or "Poor" shall be re-rated. The re-
rating shall be due 6 months after the employee's anniversary date. The re-rating may be given up to
60 calendar days prior to or on the re-rating due date. Employees with “Poor” or “Needs
Improvement” ratings are ineligible for merit increases, promotion, upward details, and permanent
status. Employees who are rated or re-rated as "Meets Requirements" or better may be considered
for a merit increase, promotion, upward detail, or permanent status as of the date of the official rating
or re-rating

An employee cannot prevent a planning session, rating, or re-rating from becoming official by refusing
to sign the performance planning and review form. If an employee refuses to sign any part of the
form, the rating supervisor shall note on the form that the employee refused to sign, and the date of
the Planning or Performance Rating session.

It is essential that performance ratings are done in a timely manner. The Department of Human
Resource Management will provide guidance in order to ensure reviews are conducted in such
fashion.

Appeals of ratings are to be done by the reviewing officer, which is designated as the Vice Chancellor
for the employee’s division unless directly supervised by a Vice Chancellor, in which case the
reviewing officer is the Appointing Authority.

Civil Service Rules governing Performance Planning and Review can be found in Chapter 10 at
http://www.dscs.state.la.us/. The documentation to be used in the PPR process can be found at:
http://www.lsus.edu/hr/forms.php?cat=State%20Forms.
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3.4 Outstanding Service Awards

The purpose of the Outstanding Service Award is to recognize and encourage staff performance and
to encourage development of classified and unclassified staff members in their respective area of
endeavor. Funds for these awards are provided by the LSUS Foundation. Six staff awards, three for
unclassified employees and three for classified employees are awarded annually. This award is a one
time payment. It does not become a permanent part of the salary base of the recipient and is
determined independently of regular salary decisions.

Outstanding Service Awards are governed by Policy Statement 1.15.02, which can be found at:
http://www.lsus.edu/facultystaff/policieshb/pdf files/1.15.02.pdf
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SECTION 4.0 - LIBRARY

4.1 Mission and Objectives

The Noel Memorial Library is concerned with the intellectual and cultural growth and development of
the University community. The mission of the Library is to participate actively in the educational
program of LSUS by collecting, organizing, making readily available, and assisting in the use of
materials by students, faculty and staff.

The objectives of the Library are:

e To support the curriculum with adequate materials in subjects taught by the University. This
involves providing in print and/or electronic format: (1) required reading for courses, (2)
supplementary reading for courses, (3) a core collection of reference materials, and (4) an
adequate collection of journals

e To assist library patrons and teach library research skills.

e To acquire, preserve, organize for research, and assist in the use of historical manuscripts and
records that reflect the development of Northwest Louisiana.

e To acquire, preserve, organize, and assist in the use of research materials that contribute to the
role of the James Smith Noel Collection.
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4.2 Collections

A. Main
Open stacks containing over 250,000 items are organized according to Library of Congress
Classification. Access to the LSUS collection is through the Library’s online catalog.

B. Documents
The Library is a select depository of the United States Government Publications Office. Federal
Documents are shelved in open stacks according to Superintendent of Documents Classification.
Federal documents owned by LSUS are listed in the Library’s online catalog.

The Library is also a depository for Louisiana State Documents. Items are shelved in open
stacks according to Louisiana State Documents Classification. The "Public Documents" catalog
in the reference area provides access to this collection.

C. Reference
The Reference Collection includes a core of basic encyclopedias, dictionaries, almanacs,
directories, bibliographies, handbooks, and yearbooks. Indexes and abstracts covering all
subjects in the University curricula are available in print and electronic format.
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4.3 Special Collections

A. Archives and Special Collections
Archival records and historical manuscripts are housed in a closed-stack, non-circulating
collection. Emphasis is on preserving, organizing, and making available primary source materials
relating to or originating in Northwest Louisiana.

B. James Smith Noel Collection
A private collection of 200,000 volumes on permanent loan to the University. This is a closed
stack, non-circulating collection with materials organized in 128 broad subject areas.
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4.4 Services

A. Reserve
Materials may be placed on closed reserve for use in the Library or on limited circulation for
varying periods. Faculty members should discuss their particular reserve needs with members
of the circulation staff in advance of giving an assignment requiring the use of the materials. All
items placed on reserve must comply with U.S. Copyright Laws and Regulations.

B. Interlibrary Loan
Faculty and staff may request materials from other libraries in accordance with the terms of the
National Interlibrary Loan Code.

C. Internet
Internet access is available at computers located in the Reference area of the Library. The
Library web site can be accessed at http://www.Isus.edu/library.

D. LOUIS: The Louisiana Library Network
LSUS is a member of LOUIS, a statewide consortium providing computer access to numerous
electronic indexes, databases, full-text journals, and library catalogs.

E. Instruction
Reference librarians provide instructional sessions for classes in the use of subject-specific
research materials and in the development of University-level information skills.
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4.5 Loan Policies

A. Books
Faculty members are permitted to borrow circulating books for a period of one year. Adjuncts are
permitted to borrow circulating books for one semester. All circulating books are subject to recall
if the items are requested by other users. Staff may borrow books for 3 weeks according to the
web page.

B. Periodicals
Periodicals do not circulate.

C. Identification
The LSUS identification card must be presented when borrowing Library materials.
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4.6 Hours

Library hours vary in conjunction with the University schedule of classes. Operating hours are posted
at the entrances of the Library, or can be obtained by phoning the Library at (318) 797-5069.
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SECTION 5.0 — INSTRUCTION AND RESEARCH

5.1 Academic Freedom

The University System is committed to the principle of academic freedom. This principle
acknowledges the right of a teacher to explore fully within the field of assignment and to give, in the
classroom and elsewhere, such exposition of the subject as the teacher believes to represent the
truth. This principle includes the right of a member of the academic staff of the University System to
exercise in speaking, writing, and action, outside the University, the ordinary rights of a citizen. It
does not decrease the responsibility which the member of the academic staff bears to the University
System, the state, and the nation. When a member of the academic staff is not officially designated
to represent the University System, the staff member must indicate clearly that he or she is speaking
as an individual citizen.

Among the many implicit responsibilities that must be assumed by those enjoying the privileges of
academic freedom shall be that of refraining from insisting upon the adoption by students or others of
any particular point of view as authoritative in controversial issues.
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5.2 Teaching Load

The normal minimum teaching load is 12 faculty hours or equivalent. Each lecture hour is counted as
one faculty hour and each laboratory clock hour is counted as two-thirds of one faculty hour.

In research or seminar courses, the assignment of faculty hours will be made by the appropriate
Dean in cooperation with the department chair. Adequate justification must exist in each case based
on such factors as number of formal meetings, the amount of individualized instruction or supervision,
the number of students, grading practices, and the number of research reports or papers required.
The time and work required for one faculty hour for this type of teaching responsibility should
correspond to that for one faculty hour of lecture.

Chairships and certain other administrative assignments are the basis of a reduction in teaching
load. Other reductions, such as research, training, or service grants, are permitted with the
expectation that externally funded salary support will be provided equal to the accompanying
reduction of expectations for service or instruction. In all cases a reduction in teaching load is made
by the Vice Chancellor for Academic Affairs acting on a fully justified request from the Dean.

Under certain conditions and with the recommendations of the chair and the Dean involved, the Vice
Chancellor for Academic Affairs will consider and sometimes agree to grant an overload for extra
compensation. The compensation will normally be on a par with that paid to part-time persons of
similar service and academic credentials. Among the conditions will be the consideration of whether
such a load is in keeping with the University's mission; that is, the University assumes and expects
not only that a faculty member is a worthy and competent teacher, but also that the faculty member is
doing the research and service conventionally expected in a senior University.
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5.3 Periods of Appointment

Academic year appointments start with the “semester begins” date for the fall semester. New and
continuing faculty are on duty from that date forward. Spring term appointees also begin on the
“semester begins” date of that semester. Each semester ends with Commencement for that period.
Summer terms extend from the “semester begins” date through the date for turning in grades.
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5.4 Registration

Full-time and part-time faculty may be assigned specific responsibilities and instructions during
registration periods. A faculty adviser is responsible for seeing that each advisee is scheduled for
courses that will fulfill general and specific degree requirements and which are of the number, type,
and level commensurate with the ability and academic status of the student. Advising instructions are
detailed in the manual on advising.
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5.5 Commencement

Faculty members are expected to participate in each Commencement ceremony.
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5.6 Classroom Roster

Only students whose names appear on the official roster may attend class. Instructors must not allow
students to attend classes, unless they have been officially added to a roster on which they did not
appear originally. Students must be sent to the Registrar's Office immediately if their name does not
appear on a roster.
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5.7 Grading System

The University uses the letter system of grades, with "A" representing excellent work, "B" good work,
"C" average performance, "D" barely passing, and "F" failure. Advanced standing examinations,
some courses, and certain elective courses in some curricula are recorded as "P" pass, or "NC" no
credit. Additionally, an "I" grade is given in those cases where a student because of circumstances
beyond his/her control, has not completed all of the required work (including final examination). The
"I" grade regulations are published in the catalog, which should be consulted for details. A grade of
will be converted to an "F" unless the student completes the requirements for removal of an “I”
within 60 days from the end of the semester in which it was received. If the student's circumstances
preclude removal of the "I" grade by that time, the student or the instructor may petition the student's
Dean for an extension of one regular semester.

Any course may be dropped in accordance with the dates indicated in the Academic Calendar. No
record is maintained of courses dropped during the first three weeks of the semester (1 72 weeks of a
summer term). During the next seven weeks of the semester, a “W” (withdrawal) is assigned for
courses dropped. During the final five weeks of the semester, no withdrawal is permitted except as
authorized by the student's Dean in unusual circumstances. In this case a “W” will be assigned for
the course work.

A student may resign at any time before the final date for resigning (see the Academic Calendar). A
grade of “F” is recorded for each course not completed and from which a student does not resign by
the official date for that semester. No record is maintained of courses carried when a student resigns
during the first 15 class days of the semester (1 /2 weeks of a summer term). During the next seven
weeks (summer, 3 2 weeks), a “W” (withdrawal) is assigned for course work when a student resigns.
During the final five weeks (summer 2 2 weeks), no resignation is permitted, except as authorized by
the student's Dean in unusual circumstances. In this case, a “W” would be assigned for the course
work.

After a grade has been turned in to Admissions and Records by an instructor, it can be changed only
upon certification of error by the instructor. The error must be explained in detail, and the certification
must be approved by the instructor's department chair, Dean, and the Vice Chancellor for Academic
Affairs.
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5.8 Examinations and Other Written Work

The University requires that a grade be given to each student in each course at the close of the
semester. To this end it is also required that examinations be given, and it is presumed that enough
additional written work (tests, homework, and/or reports) will be required to permit a reasonably valid
assessment of the student's performance in the course. This written work is also desirable so that the
student may have a basis for estimating his or her standing in the course. In order that these
assignments may have real merit, for the latter purpose especially, it is expected that all written work
will be graded and promptly returned to the student. If the faculty member, or the department, prefers
to retain the written work, this is permitted. However, the student must be made aware of course
grades and must be given an opportunity to examine the graded work.

Students may need to know their grades at any point during the semester, especially near the
deadline for dropping a course. (See the academic calendar in the catalog.) It is expected that each
instructor will have given sufficient examinations and other work to permit the assigning of a valid
grade after at least the first month of a regular semester.

Final examinations are required in all courses and are given in accordance with the schedule
published in the bulletin. Variations from this schedule are allowed only by specific permission from
the Dean of the student's college. Take-home final examinations, if approved by the instructor's
chair, should not impose undue burden on the student who must prepare for other final examinations
at the same time. Instructors may not waive final examinations. A student having three or more final
examinations scheduled for the same day may request permission from his/her Dean to take only two
examinations on that day. Faculty members are asked to retain final exams at least one year after
given.
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5.9 Course Syllabi

Faculty members are to file with their chairs copies of their course syllabi every semester. Students
should be apprised early in the course of the instructors' expectations through syllabi or similar
means.
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5.10 Research Training and Service Grants

Although the primary mission of LSUS is instruction, and therefore the principal responsibility of its
faculty is teaching, the University does support and encourage research and service. The faculty is
encouraged to seek funding sources from granting agencies. To that end, the Office of Sponsored
Research assists in processing all grants and contracts to both public and private agencies. That
office will maintain complete and current records of all proposals, as well as assist the departments
in locating appropriate agencies and expediting proposals and applications. LSU System policies
concerning copyright on grants and patents are available in the Office of Sponsored Research.

Funds from grants are permitted to buy-out faculty time during the academic year with the
expectation that the externally funded salary support will equal the accompanying reduction of
expectations for instructions, scholarship, or service. Management of grants (i.e., serving as the
project director) is considered a normal responsibility of faculty and extra compensation is not
appropriate. Grant funds may be used for summer salary at the same rate of pay as during the
academic year. Therefore, the maximum possible summer support is 3/9's of the academic year
salary.

Procedures for processing grant and contract proposals to federal and non-federal agencies is the
subject of PS 2 03.02.

This policy may be found here: http://www.Isus.edu/facultystaff/policieshb/policystatements/

45
Current Revision: Fall 2008



5.11 Office Hours

Being available for consultation with students is a major part of a teacher's responsibilities. It is
therefore expected that each full-time faculty member will post a schedule showing a reasonable
number of office hours (at least ten per week are required) when he or she will be available to
students. The hours should be chosen to encourage students to take advantage of the opportunity,
and faculty members should also stress their willingness to make special appointments for students
who are unable to meet during posted office hours. Part-time faculty will post office hours of 2 7%
hours for each three-hour credit course. Faculty members with approved reduction in teaching
loads and administrators who are teaching less than full loads will adjust office hours accordingly
and/or make arrangements through departmental administrative assistants so that students have
sufficient access to their instructor.
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5.12 Faculty Leave

Faculty are employed as professionals and do not report work hours. Faculty are deemed to be
fulfilling their responsibilities if they meet their classes and hold office hours as scheduled, maintain
a satisfactory level of scholarly activity appropriate to their discipline, fulfill their service obligations,
and show satisfactory and timely progress toward completion of any related assignments (e.g.,
grading student exams on a timely basis). Faculty are expected to schedule all discretionary
personal activities (e.g., personal business, medical checkups, vacations) at times that do not
interfere with university assignments.

The University is required to certify that ALL absences are approved.

Faculty are expected to meet every class as scheduled and hold at least the required minimum
number of office hours per week. Acceptable reasons for missing a class include other professional
activities (e.g., presenting a conference paper), personal illness, or personal leave (two days
maximum per year). If a faculty member is unable to meet a scheduled class for any reason
(including personal leave), he/she should provide assistance in arranging for adequate coverage of
the class. Whenever a faculty member misses scheduled classes or office hours, appropriate leave
(sick leave, personal leave, or leave without pay) must be taken.
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5.13 Instruction in Summer Session

Instruction of classes is available to faculty members as circumstances permit. Instruction in
summer terms is not guaranteed, however, even though faculty members may be tentatively
assigned to certain courses/sections. Decisions are made only after budget and enroliment matters

are clarified in the first days of the summer session.
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5.14 Part-Time Faculty

The Commission on Colleges of the Southern Association of Colleges and School in Principles of
Accreditation: Foundations for Quality Enhancement (2004 copyright) states the following principle
for the use of part-time faculty:

(3.7.2) The institution regularly evaluates the effectiveness of each faculty member in accord with
published criteria, regardless of contractual or tenure status.

Beyond this standard, LSUS holds that there is no substitute for enthusiastic instructors who
provide an atmosphere of caring and commitment. Part-time faculty are recruited, hired, and
reviewed with these qualities in mind.

The department chair assumes the primary responsibility for coordination, oversight, and support of
part-time instructional activity. The department chair should be consulted by part-time faculty
members on all instructional needs.

As with full-time faculty members, part-time faculty is reviewed by department chairs on a regular
basis of at least once a year. These reviews are opportunities for constructive suggestions for the
improvement of the University/professional service of the faculty member.

Part-time faculty meets with their departments according to the policies of the individual
department.
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SECTION 6.0 —- STUDENT RELATED POLICIES

6.1 Code of Student Conduct

Each student is given a copy of the Student Handbook which contains the policies and procedures for
the code of student conduct. Special note should be taken of the section dealing with academic
dishonesty.
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6.2 Appeals Procedure

Academic and Non-Disciplinary Appeals

The appeals procedure for academic and related matters is guided by two broad principles: first, the
preservation of academic integrity of the University, wherein the administration and faculty work to
assure equitable, consistent, and informed decisions that apply to all students; and, second, the fair
treatment of the individual student and the assurance to the student that in his or her individual case,
circumstances are properly evaluated. The appeals procedures for students with regard to final
grades assigned in courses and for admissions, re-admissions, degree requirements, and
reevaluation of transfer credits are handled in several different ways, depending upon the nature of
the appeal. In all cases, the ultimate appeal on campus is to the Chancellor. Such an appeal should
be made only for the most severe of cases and only after the usual processes have been exhausted.
Bona fide clerical errors are corrected in a manner other than by the appeals procedure, as
understood here.

A. APPEALS OF FINAL GRADES ASSIGNED IN COURSES RESTRICTIONS: The formal appeal
of a final grade must be initiated by the student within 30 days after the beginning of the next
regular semester (i.e., fall or spring exclusive of summer); appeals must be based clearly on
alleged prejudice, bad faith, capricious action, or similar reasons. A low grade in itself is not the
basis of an appeal, nor is the alleged difficulty of a course or test; if an administrative officer
(Department Chair, Dean, Vice Chancellor for Academic Affairs) is the faculty member who
assigned the grade which is appealed, that officer shall excuse himself or herself from the
appellate process after Step A. This individual's place in the procedure will be assumed by a
faculty member appointed ad hoc by the Vice Chancellor for Academic Affairs or the LSUS
Chancellor, as appropriate.

A student who has a question about a final grade must discuss the matter with the faculty
member before initiating an appeal. The formal appeal process begins when the student presents
to the faculty member a completed, signed, and dated Student Appeal Form, available in all
departmental offices. The Student Appeal Form must include a copy of all pertinent
documentation. The faculty member who is asked to reconsider a final grade must respond in
writing within three working days, regardless of the outcome. Clerical errors must be corrected as
soon as possible by appropriate action.

If the student and faculty member do not resolve the matter, and the student wishes to pursue the
appeal, the student will request that the faculty member forward the Student Appeal Form to the
department chair in which the course was taught. Within three working days after the faculty
member's written response, the student will make a written request to the chair of the department
in which the course was taught, requesting a meeting of the chair, the faculty member, and the
student. This request will clearly state the purpose of the meeting, the faculty member's name,
and the area(s) of disagreement. The chair will confer with the student and the faculty member in
an effort to reach agreement. If an agreement is reached, the statement of agreement will be
initialed by all three.

If an agreement is not reached and the student wishes to appeal further, he or she should request
that the chair forward all documents to the Dean of the college in which the course is offered.
Within three working days of the meeting with the chair, the student must submit a written appeal
to the Dean of the college, summarizing the point(s) of disagreement with the chair. Upon
receiving the appeal, the Dean must, within three working days, forward copies to the chair and
faculty member concerned, who may reply, within three working days, with individually written
statements supporting their previous actions.

Copies of all written replies must be forwarded to the student. When replies from the chair and
faculty member have been received, the Dean will meet, within three working days, with the
student, faculty member, and chair in an effort to reach an agreement.
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If the agreement is not satisfactory to the student, faculty member, or the chair, the Dean will refer
the appeal to an ad hoc committee, which is appointed by the Dean of the college. The ad hoc
committee will be composed of three faculty members (no more than two from the same
department) and two students, all of which will be voting members. The Dean will designate a
chair for the committee, but should make no prejudicial statements to the committee or the chair.
The committee will hold a hearing with the department chair, faculty member, and student. After
deliberation, the committee will make its recommendation in writing to the Dean of the college.
Within 30 calendar days after receiving the student's appeal, the Dean must make a written
decision, listing the reasons supporting the decision. Copies must be given to all parties, to the
Vice Chancellor for Academic Affairs, and to the student's Dean.

If any party to the appeal believes that a serious procedural error in the appeal occurred, or that
there was an abuse of discretionary authority in reaching the decision, a written petition for review
may be filed with the Vice Chancellor for Academic Affairs. This petition, which must be filed
within five working days after receiving the Dean's decision, must contain a complete statement
of the alleged serious procedural error or examples of abuse of discretionary authority and also
must contain reasons for the relief requested. The petition must be accompanied by copies of all
documents produced in the appeal. Copies should be sent to all parties to the appeal and to the
student's Dean. The Vice Chancellor for Academic Affairs will decide, within ten working days
after receiving the petition, whether further action should be taken. In reaching this decision, the
Vice Chancellor may ask parties to the appeal to make a written reply to the request for a review;
or these parties, on their own, may make a written reply. If the decision is reached that a review is
not justified, the student and all other parties, including the student's Dean, will be notified. If the
Vice Chancellor for Academic Affairs decides to respond favorably to the petition for review, a
formal meeting will be held with all parties. Based on discussions at this meeting, as well as on all
written materials furnished, the Vice Chancellor for Academic Affairs will reject or affirm the
decision already made. Once a decision is reached, the Vice Chancellor for Academic Affairs will
notify all parties and the student's Dean of the decision. If, at any stage in the process, a decision
requires change in an official University record, the faculty member must comply with all
University regulations and procedures necessary to accomplish the change. The decision of the
Vice Chancellor for Academic Affairs shall conclude the matter.

. APPEALS FOR ADMISSIONS, CREDITS AND DEGREE REQUIREMENTS:

University regulations and usual operating procedures determine such things as a student's
admissibility to the University, re-admission after scholastic suspension, probationary status,
evaluation of credits earned in other institutions, and completion of degree requirements. It is, for
example, the function of the academic department to determine whether a given course at
another institution is comparable to a course at LSUS; it is the function of the Dean of the college
in which the student is enrolled to determine how credits accepted at LSUS from another
institution are to be applied towards graduation; it is the function of the proper administrators, by
interpreting established policies, to determine in a given instance whether a student is admissible
or re-admissible to the University. Only when a student believes that he or she has not been
properly or fairly treated in one of these matters, or that an error of interpretation has been made,
should a student initiate an appeal on one of these matters.

Admission, Re-admission, and Transfer Credits: Each appeal must be made in writing to the
student's academic Dean. The appeal should contain new information or explanations of previous
information which could result in a new decision. Upon receiving a written appeal, the Dean will
meet with the student in an effort to explain University regulations. If the student accepts the
interpretation the matter goes no further. If the student wishes to appeal the matter further, the
Dean sends a copy of the student's appeal, a report of the meeting with the student, an analysis
of the circumstances, and a recommendation to the Admissions and Standards Committee. In
executive session, the committee will reach a decision and provide a recommendation. This
recommendation is sent to the Dean for final action, subject to the right of the Chancellor to
review the case.
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Credits and Degree Requirements: If the matter involves credit or other matters necessary for
graduation, the case must be appealed to the student's academic Dean no later than the
semester prior to the semester at the end of which the student desires to graduate. The student
cannot be assured that a case arising during the semester of the student's intended
commencement will be resolved in time to allow the student to participate in commencement at
the end of the semester. Upon receiving a written appeal, the Vice Chancellor will meet with the
student in an effort to explain relevant University regulations. If the student accepts the
interpretation, the matter goes no further. If the student wishes to appeal the matter further, the
Vice Chancellor sends a copy of the student's appeal, a report of the meeting with the student, an
analysis of the circumstances, and a recommendation to the Admissions and Standards
Committee, which will meet with the student if the student so desires. In executive session, the
committee will reach a decision and provide a recommendation. This recommendation is sent to
the Vice Chancellor for Academic Affairs for final action, subject to the right of the Chancellor to
review the case.

Non-Academic Appeals

The student may appeal actions of a University member that are of a non-academic nature. The
student may submit a complaint to the Vice Chancellor for Student Affairs in an attempt to resolve the
problem at that level. Should the student wish to continue the appeal, a written grievance will be
submitted to the Vice Chancellor for Student Affairs, who will forward the materials to the Chair of the
Student Affairs Committee. The Chair will notify all concerned parties within twenty-four hours that a
grievance has been filed and that a written response to the grievance must be submitted within seven
days. The Chair will schedule a hearing to be held within ten working days from receipt of the written
response. The members of the Student Affairs Committee are provided with copies of the grievance
and the response seventy-two hours prior to the hearing. A minimum of five voting members of the
Committee must be present for the hearing to be held. A majority vote is required to render a
decision, with the Chair voting only in the case of a tie. Both parties will be given an opportunity to
present witnesses and introduce relevant evidence. The Committee will recommend a course of
action to the appropriate University authority and inform the plaintiff of its action within twenty-four
hours. The recommendation of the Committee may be appealed to the Chancellor. The decision of
the Chancellor is final, except for appeals procedures to the system level, as designated by Louisiana
State University Bylaws.
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6.3 Policy on Students with Disabilities

The University assures students with disabilities an equal opportunity to reach the same level of
achievement as other students in the most integrated setting appropriate to the individual's needs. No
qualified student with a disability shall be excluded from participation in, be denied benefits of, or
otherwise be subjected to discrimination under any program or activity. Faculty members should
contact the Director of Counseling and Coordinator of Services for Students with Disabilities, Room
227, Administration Building, 797-5365, for assistance in meeting the needs of disabled students. The
University provides interpreters, note taking and photocopying services, and other technical support
needed by students with disabilities. Students requesting information from faculty concerning the
requirements of a course should not be told that they cannot succeed in the course because of
physical limitations related to their disabilities. That determination should be made only after careful
consultation with the faculty member's department chair, the student's Dean, and the Coordinator of
Disabled Student Services. The faculty member should contact the Coordinator of Disabled Student
Services as soon as he or she is contacted by a student. The Coordinator of Disabled Student
Services will ensure that the student and faculty member receive the support they need. If a course
substitution or schedule adjustment is required, the Coordinator of Disabled Student Services will
make the necessary contacts and secure approvals as needed.

Any student with a grievance related to disabled status should be advised to contact the Coordinator
of Disabled Student Services.
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6.4 Other Policies

A.

Attendance Regulations

Procedures for carrying out attendance regulations are outlined in PS 4 01.01 and the catalog.

All faculty members must be familiar with these regulations. Authorized student trips away from
the University are covered by these regulations. Additionally, each faculty member is expected to
communicate the provisions of these regulations to each class at the beginning of each semester.
Students should know what is expected of them and the penalties resulting from failure to comply.

Academic Bankruptcy

A student who has not been enrolled in a college or University for three consecutive years may
elect, only once, to deny all work attempted at all colleges or universities prior to the three-year
period. Details of this procedure may be found in the University Regulations section of the
catalog.

Credit by Examination

Students who have already obtained fundamental knowledge of a subject offered at LSUS may
be permitted to take an examination for credit in that course. If a satisfactory grade is received on
the examination, the student will receive credit in the course. Procedures and regulations appear
in the catalog.

Access to and Release of Student Information
Policies and procedures relating to student information ensures each student access to his or her
educational records maintained by the University and prohibits the release of personally
identifiable information from these records without the student's permission, except as specified
by law. The information in the educational record may be challenged by the student as
inaccurate, misleading, or in violation of privacy, and a written explanation by the student of the
contents may be provided for insertion in the record. The officials responsible for student records
are:

Vice Chancellor for Student Affairs-- recognized activity records, disciplinary records

Registrar and Admissions Director--scholastic records

Director of Financial Aid—financial aid records

Financial Aid Records

A student who has been enrolled on more than one campus of the LSU System must request and
pay for copies of any required records from the appropriate office on each campus. As provided
by law, the University will release, without the student's permission, personally identifiable
information from educational records to a specified list of individuals and agencies. In addition,
the University will release directory information, unless the student requests that any and all such
information be withheld. Directory information, made available to the public or specified sectors of
the public, but not necessarily published in the student directory, includes:

Address and telephone number

Date and place of birth

Class schedule

College in which the student is enrolled, major field of study, and classification

Dates of attendance

Grade averages (released only to honorary organizations for use in determining eligibility
for membership)

Degrees, awards, and honors received

Most recent previous educational institution attended

e Participation in officially recognized activities
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Personally identifiable information is released without the student's consent to:

e Louisiana State University personnel with legitimate educational interest as determined
by the University

e Other educational institutions in which the student seeks to enroll. The student may, upon
request, obtain a copy of the transferred record.

e Public officials, as specified by law.

e Agencies and offices administering financial aid; records required in connection with a
student's application for or receipt of financial aid.

e Organizations for use in developing, validating, or administering student aid programs

and improving instruction

Accrediting agencies

Parents of students, who are dependents, for income tax purposes.

Appropriate persons in the case of health and safety emergencies

Courts of law in response to court orders or subpoenas. When the University responds to

these, a reasonable effort, in advance of compliance, will be made to notify the student of

all such orders or subpoenas.

e Authorized agencies receiving student records must not show personally identifiable
records to outsiders and must ultimately destroy these records.

To allow any person, other than those specified, access to a student's educational records, the
student must submit a written, dated, and signed waiver to the official responsible for the records.
The waiver must specify the records to be released, the reason(s) for such release, and the
name(s) of the person(s) to whom records should be released. A student may have any or all of
their directory information withheld by completing the directory exclusion card in the Office of
Admissions and Records at the time of registration for each semester or term. Challenges to
information in the educational record and requests for hearings are initiated in writing by the
student with the officer responsible for the maintenance of the record.

Outside Speakers

The following regulations govern invitations to outside speakers by recognized student groups.
Though it is intended that they be followed explicitly, these regulations are not to serve as a
device for censorship of ideas. Speakers are subject to all laws and regulations on the
maintenance of peace and order. Speakers shall not advocate the violent overthrow of the
constitutional democratic government prevailing in the United States. Student organizations are
responsible for informing speakers of the foregoing provisions and for preserving order. Student
organizations and their faculty advisers are responsible for assuring that any proposed programs
(other than those conducted principally for entertainment) are related to the purposes for which
the organizations were formed. Approval to invite off-campus speakers must be obtained before
any formal invitation is issued. Such approval is to be obtained in the following way:

e Request for approval of invitations must be submitted to the Chancellor's office through
the faculty adviser of the student organization.

e Requests for approval of speakers shall provide brief biographical information on each
speaker and the topic to be discussed.

e Requests for approval shall be submitted at least fifteen days in advance of the proposed
program.

e Request forms are available in the Office of Student Affairs.

. Field Trips and Student Travel Insurance-Permanent Memorandum 4

Student travel insurance is governed by PM-4, which outlines when Student Travel insurance is
necessary and when it is not. PM-4 can be found at:
http://appl003.ocs.Isu.edu/ups.nsf/Permanent%20Memoranda?OpenView
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SECTION 7.0 - PERSONNEL POLICIES

7.1 Affirmative Action/Equal Opportunity

LSUS is committed to assuring equal opportunity for all qualified persons without regard to race,
color, religion, sex, national origin, age, physical or mental handicap, marital status, or disabled
veteran’s status or veteran of the Vietnam Era in the admission to, participation in, or the employment
in programs and activities in which the University operates. LSUS policy also prohibits sexual
harassment, in accordance with state and federal law and regulation. Additionally, LSUS allows the
use of sick leave for maternity reasons and treats such requests in a manner similar to leave requests
for any other temporary disability.

The full policy on Affirmative Action and Equal Opportunity is Policy Statement 3.02.01 and can be

found at:
http://www.Isus.edu/facultystaff/policieshb/policystatements/
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7.2 At-Will Employment

Louisiana is a state that practices “at-will employment.” At-will employment is an employment
relationship in which either party can terminate the relationship at-will with no liability, provided there
is no express contract for a definite term governing the employment relationship. Unclassified
employees hold positions at the pleasure of the LSU Board of Supervisors, except those in positions
for which final authority is delegated to the President in accordance with Section 2-3.a of the LSU
System Bylaws. Services of unclassified employees may be terminated by giving such employees
reasonable notice with the approval of the Chancellor and the President. "Reasonable notice" shall be
interpreted to mean written notice given at the time the action is instituted by the employee's
immediate supervisor and effective after a period of time equivalent in days to the usual payroll period
of the employee.

More information can be found at:
http://www.Isusystem.Isu.edu/bylawsandrequlations.html
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7.3 Drug and Alcohol Free Campus

It shall be the policy of LSUS to maintain a drug-free workplace and a workforce free of substance
abuse. Employees are prohibited from reporting for work or performing work for LSUS with the
presence in their bodies of illegal drugs, alcohol above the prohibited concentration level, controlled
substances, or designer (synthetic) drugs at or above the initial testing levels and confirmatory testing
levels as established in the contract between the state of Louisiana and the official provider of drug
testing services. Employees are further prohibited from the illegal use, possession, dispensation,
distribution, manufacture, or sale of controlled substances, designer (synthetic) drugs, and illegal
drugs at the work site, while on official state business, on duty, or on call for duty.

A blood alcohol concentration level (or its equivalent with other testing methodology) of 0.04 or
greater is considered to be above the prohibited alcohol concentration level.

To assure maintenance of a drug-free workforce, it shall be the policy of LSUS to implement a
program of drug testing, in accordance with Executive Order No. KBB 05-08, R.S. 49:1001, et seq.,
and all other applicable federal and state laws.

To view more details on this policy, see LSUS Policy Statement 1.11.05 at
http://www.Isus.edu/facultystaff/policieshb/policystatements/
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7.4 Grievance Procedures-Classified, Unclassified, and other Non-Academic Employees

LSUS has established a grievance procedure intended to settle employee problems in an equitable
manner. In any organization, dissatisfaction and misunderstanding may arise among employees.
The grievance procedure is a means of addressing employee complaints, determining the specific
cause for the grievance, and finding the best way to handle the situation. Examples of employee
grievances include, but are not limited to:

A simple violation of policy or regulations

A disagreement over the interpretation of a policy or regulation

A dispute over a specific decision or incident in regard to employment practices or work rules
A charge of discrimination associated with sex, race, religion, age, or disability

Such a procedure should never be denied an employee; however, it is often beneficial to both the
employee and the University to try and resolve problems unofficially, before resorting to this official
complaint forum. Retaliation against any person involved in a grievance is forbidden.

To review the University’s grievance procedure, refer to LSUS PS 3.03.00, at
http://www.Isus.edu/facultystaff/policieshb/policystatements/

60
Current Revision: Fall 2008



7.5 Grievance Procedures-Faculty

The purpose of the Faculty Grievance Procedure is to provide a fair process and means for faculty to
seek resolution of problems related to inequitable treatment at LSUS during performance of their
responsibilities.

A grievance shall be defined as an expression of alleged unfair or inequitable treatment with respect
to the application of policy, procedure, or regulation. Grievances may include (but are not limited to)
decisions affecting appointment, tenure, promotion, and salary; assignment of teaching duties, space,
or other facilities; and general matters of academic freedom. A grievance shall be filed in a timely
manner. Retaliation against any person involved in a grievance is forbidden.

The goal of the grievance policy is to reach a resolution with regards to problems in a professional
manner at the administrative level closest to the focus of the grievance. The policy is intended to
ensure that:

All sides of the grievance are heard

All interested persons desiring to be heard or respond have the opportunity
Evenhandedness, fairness, and common sense are exercised

Process focuses on resolving the grievance

Minority views are reported as part of the process

Hearings are conducted at normal times and places with sufficient notice

Step 1: Informal Administrative Efforts:
A faculty member should attempt to resolve the grievance at the administrative level closest
to the focus of the grievance. A grievance may be presented at any level of the academic
administration through the Associate Vice Chancellor for Planning and Instruction. If a written
record is desired, the grievant shall submit the complaint in writing and the person(s) against
whom the complaint exists will make a written response within seven working days.

Step 2: Meeting with Policy and Personnel Committee:
A faculty member not satisfied with the outcome from Step 1 may request to meet with the
Policy and Personnel Committee to seek information, advice, and general guidance regarding
grievance policy and procedures. The purpose of this session is to explore possible
recommendations for resolving the grievance, other than filing a formal complaint.

Step 3: Grievance Hearing:
No later than five working days after the completion of Step 2, a faculty member wishing to
file a formal grievance shall submit a written request to the Vice Chancellor for Academic
Affairs. The grievance should clearly set forth the grounds for the grievance and the
requested resolution. The Vice Chancellor will appoint a minimum of three faculty members
(not including department chairs or Deans) selected from a list of ten faculty submitted by the
Personnel and Policy Committee to serve as an ad hoc Grievance Committee. No more than
one untenured faculty will be appointed, and the group should reflect campus and faculty
diversity. Committee members who are selected should have no preconceived conclusions
about or involvement in the grievance. The Committee shall have the right to permit
witnesses. Legal counsel may be present, but may not participate in the grievance hearing.

Within ten working days of its creation, the Committee will hear the complaint and seek a
mutually acceptable settlement. If no mutually acceptable resolution is reached, the
Committee shall meet in executive session after the formal hearing to draft a
recommendation(s) for the Vice Chancellor for Academic Affairs. The recommendation(s)
shall be accompanied by an explanation of the Committee's findings and, if not unanimous,
any minority report(s). The final report is due to the Vice Chancellor within five working days
of the hearing.
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Step 4: Action by Vice Chancellor for Academic Affairs
The Vice Chancellor for Academic Affairs shall review the findings and recommendation(s) of
the ad hoc Grievance Committee. The Vice Chancellor will make a decision, notify the
appropriate parties, and forward the decision to the Chancellor within ten working days after
receiving the Committee's recommendation.

Step 5: Action of the Chancellor
As authorized by the LSU System, the Chancellor is the final authority for the institution. The
Chancellor shall have ten working days, from the time of receiving the decision of the Vice
Chancellor for Academic Affairs, to consider the recommendation and adopt, reject, alter, or
change the decision. The Vice Chancellor's decision will be considered final if the Chancellor
has not acted by the end of the ten-day period.

Time lines indicated herein may be revised by mutual consent of parties involved, e.g., if some parties
are out of town or ill.

The regular administrative procedures of the University are in no way suspended by the filing of a
grievance. Furthermore, a faculty member shall not be penalized for filing a grievance, whether that
grievance is upheld or denied. If a faculty member seeks resolution of a grievance through any
agency outside of the University before or during the formal filing of the grievance, the University shall

have no obligation to entertain or proceed with this grievance procedure, except as required by law or
judicial order.
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7.6 Nepotism: Employment of Relatives

LSUS does not exclude employment applications from persons related to its employees by blood or
marriage and does not have an anti-nepotism policy that would prohibit the consideration of these
individuals for employment, except in the case of a supervisor-employee relationship.

Further details and exceptions are noted in LSUS Policy Statement 3.01.01, which can be found at:
http://www.Isus.edu/facultystaff/policieshb/policystatements/
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7.7 Outside Employment

LSUS recognizes that certain outside employment activities are of benefit to the University, to the
State of Louisiana, and to the private sector, as well as to individual employees. Although the
University recognizes the right of its employees to engage in outside employment, it has established
policies and procedures requiring that such outside employment be disclosed and submitted for
administrative review and approval. LSU System Permanent Memorandum 11 dictates the guidelines
for outside employment.

A. All full-time employees of the University, including faculty, other academic, unclassified, and
classified, are required to abide by this presidential memorandum at all times, including
regular and summer terms and while on paid or unpaid leave.

B. Outside employment is defined as any non-University activity for which economic benefit is
received, including but not limited to: Employment with any non-University Employer;
contracts to provide consulting, personal, or professional services to non-University
individuals or entities, including publishing agreements or arrangements; self-employment or
operation of a business.

C. Economic benefits include cash payments or such other non-cash economic benefit, e.g.,
share of profits, shares of stock equity participation, etc. as the employee and outside
employer may agree; provided that such non-cash economic benefit shall not have a present
value significantly in excess of fair compensation for the services rendered. Compensation
rates for outside employment need not be related to University salary rates, but should be
negotiated fairly based on normal private sector levels for similar services.

D. Outside employment shall be performed outside of assigned working hours or responsibilities
or during a period of paid or unpaid leave. During paid sabbatical, special, or educational
leave, outside activities may be permitted only in exceptional circumstances.

E. Outside employment shall not conflict, delay, or in any manner interfere with instructional,
scholarly, and/or other services which the employee is obligated to render to the University.

Forms to request approval prior to accepting outside employment are available in Human Resources.
Form PM-11 is available in the Human Resource Management office and other administrative offices
on the campus for employee review. It is the responsibility of each full-time employee of LSUS to be
aware and in compliance with PM-11.

For more information on PM-11, http://www.lsusystem.edu/permanentmemoranda.html
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7.8 Personal Data Changes

Employees should report any changes in personal data, such as name, address, telephone number,
advanced education, etc. to their department and Human Resource Management as soon as
possible.

These types of changes can be done online through Compass and should be followed up in writing,
either via memo or email so that the correct personal information is current and on file in all
appropriate records. Changes to your biographical information concerning advanced education must
be accompanied by certified transcripts.

Please note that all name changes must be accompanied by an updated social security card.

65
Current Revision: Fall 2008



7.9 Political Activity - Classified

No classified employee shall:

Participate or engage in political activity

Be a candidate for nomination or election to public office, except to seek election as a
classified state employee serving on the State Civil Service Commission

Be a member of any national, state, or local committee of a political party or faction

Take an active part in the management of the affairs of a political party, faction, candidate, or
political campaign, except to exercise his/her right as a citizen to express his/her opinion
privately, to serve as a commissioner or official watcher at the polls, and to case his/her vote
as he/she desires.

Take an active part in an effort to recall from office an elected public official, or seek, solicit,
or attempt to coerce any person, including any employee in the classified service and any
member of the Commission, into participating in any such effort or signing a recall petition,
except that nothing contained herein shall prevent an employee in the classified service or
member of the Commission from signing a recall petition.

CS Rules, Chapter 14 Civil Service General Circular 1011 can be found at:
http://www.dscs.state.la.us/

66
Current Revision: Fall 2008



7.10 Political Activity — Unclassified

A full-time unclassified employee of the LSU System shall not accept any appointive political office,
nor seek or hold any elective remunerative political office, without the consent of the President of
the LSU System through regular administrative channels beginning at the department head.
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7.11 Promotion and Transfer Policy - Classified

It is the policy of LSUS to provide members of the classified staff with career ladder opportunities,
opportunities for promotion, and promotional and technical advancement when possible. It is the
sincere intention that staff members have ample opportunity for growth and development of talent
and abilities. It is in the interest of all members of the University community that staff members be
retained within the University structure.

In order to achieve this goal, all vacancies will be advertised by email and posted on the LSUS
website by the Human Resource Management office. Staff members must be permanent civil
service employees and have the minimum qualifications required by civil service job specifications
to be eligible for promotion. If the job specification requires skills for which the employee's current
position does not require, the employee must have either passed the appropriate civil service test in
the past, have held a civil service position which required the skills, or have a current civil service
test score on the appropriate civil service test.

Vacancy notices are posted for ten (10) days and eligible staff members are encouraged to apply to
the department of the vacancy, following the application procedures noted in the posting.

When a qualified candidate has been selected, and if it is a current employee at LSUS, the losing
and gaining departments will negotiate a release date for the employee to be moved to the
vacancy. Salary will be assigned to all promotions in accordance with civil service regulations.
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7.12 Promotion and Transfer Policy - Unclassified

Each appointment or promotion of a member of the unclassified staff shall be made upon the basis
of merit and the special fithess of the individual for the work demanded by the position. All
appointments, reappointments, promotions, and dismissals of members of the unclassified staff
shall be made upon the authority of the President, subject to approval of the LSU Board of
Supervisors. The terms of the appointment shall be in writing, with a copy furnished to each of the
contracting parties.
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7.13 Resignation and Separation Procedure

It is the goal of LSUS to handle, without undue hardship to the employee, all resignations and
separations. Employees of LSUS are required to give notice of voluntary resignation in writing,
preferably two weeks to one month in advance of separation. All regular employees must complete
an exit form prior to receiving their last paycheck from LSUS.

The Exit Form can be found at: http://www.Isus.edu/hr/forms.php
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7.14 Sexual Harassment

LSUS is committed to maintaining a community free from all forms of sexual harassment. No
employee, student, applicant for employment, or other person shall be subjected to unsolicited and
unwelcome sexual conduct, either verbal or physical. Sexual harassment violates University policy,
as well as state, federal, and local laws. It is neither permitted, nor condoned, but specifically
prohibited.

It is a violation of this policy for any member of the University community, including employees and
students, to attempt in any way to retaliate against a person who makes a claim of sexual
harassment. Any individual who violates the University's policy against sexual harassment will be
subject to disciplinary action, up to and including termination. Such determinations will be made on
a case by case basis in consideration of the severity of the offense.

The full policy on Sexual Harassment can be found at:
http://www.Isus.edu/facultystaff/policieshb/policystatements/
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7.15 Solicitation

Solicitation is defined as the act of urging or persuading of individuals by peaceful or other means
to accept a product or service for sale. It is the policy of LSUS to protect employees and students
from undue disturbance and to prevent time consuming interruptions in the workplace of employees
by not allowing solicitation of any kind on the premises.

Organizations or individuals who request permission to sell various items at LSUS are to be
referred to the Purchasing Department for disposition.
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7.16 Tenure

Members of the academic staff may be appointed for specified periods (term appointments) or for
indeterminate terms (tenured appointments). Term appointments are used for the lower academic
ranks and ordinarily for initial appointments at all levels. Associate Professors, Professors, and
those holding equivalent ranks are tenured once specified criteria are met, except as noted in
System regulations. Under certain circumstances, tenure may be awarded to those holding lower
ranks.

The provisions of tenure apply to full-time faculty members with respect to their academic rank and
not to administrative titles or assignments. Tenure applies only on the campus on which it is
earned.

The foregoing shall not be construed to exclude contracts between the Board and members of the
academic staff on mutually acceptable terms other than those stated herein.

Details regarding Promotion and Tenure can be found in Policy Statement No. 2 01.04, which can
be accessed here: http://www.Isus.edu/facultystaff/policieshb/policystatements/ .

Any appointment, whether tenured or term, may be terminated for cause.
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SECTION 8.0 - PAYROLL

8.1 Overtime, Overtime Compensation, & Compensatory Time — Exempt/Non-Exempt Staff

LSUS is subject to and follows the Fair Labor Standards Act with regard to all LSUS employees. We
apply uniformly civil service rules for all employees who are considered non-exempt and subject to
earning overtime. It is University policy to grant overtime compensatory leave for overtime
performed. However, departments must comply with budget constraints and should request approval
from the Vice Chancellor for Business Affairs in advance of scheduling hours above standard work.

A.

An employee may be required to work overtime

It is an employee’s responsibility to ascertain the normal overtime requirements for each position.
A classified employee who refuses a direct order to work overtime may be subject to disciplinary
action in accordance with LSUS practice, policy, and/or Chapter 12 of the Civil Service Rules.

LSUS has determined if a position is Exempt or Non-Exempt

LSUS is required by the Fair Labor Standards Act (FLSA) to review all job titles and duties and
determine which class of employee they fall into, regardless of whether they hold classified or
unclassified positions.

e Exempt: Executive, Administrative, and Professional Staff for which the payment of
overtime or compensatory leave is not a requirement.

¢ Non-Exempt: All others who may be paid overtime at the time and one-half rate of the
current hourly rate. The official work week at LSUS is forty (40) hours.

Authority for compensation

All exempt and non-exempt employees shall be compensated for overtime in accordance with the
FLSA for overtime conditions that are covered by the FLSA, and classified employees shall be
compensated in accordance with Civil Service rules for State Overtime.

Methods of compensation for overtime

Overtime compensation may be granted in the form of cash payment or compensatory leave
earned; cash shall be paid when required under the FLSA or by these rules. Employees who are
employed on an intermittent schedule shall not earn compensatory leave, but shall be paid cash.

Basis for the calculation of hourly rate of pay for overtime

The hourly rate of pay for State Overtime earned is at the time and one-half rate and shall be
calculated using the employee’s base pay, plus base supplement. The hourly rate of pay for State
Overtime earned at the time and one-half rate may be calculated in accordance with the FLSA.
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. Compensatory Leave — Crediting and Usage

Compensatory leave credited to an employee may be used with the approval of the employee’s
supervisor. An employee who has been credited with compensatory leave may be required to
take all or part of such leave at any time. LSUS may pay the balance of an employee's
compensatory time at any time. The rate of pay shall be calculated in accordance with Rule 21.5.
Payment is required under particular circumstances defined in Civil Service Rules for all classified
and unclassified employees.

. Definition of State Overtime

When an employee is not eligible for overtime under the provisions of the FLSA, State Overtime
shall be granted as follows: for purposes of calculating hours worked for state overtime, a day off
from work due to paid leave taken or a holiday observed is considered to be a day worked. State
overtime is work performed by an employee at the direction of the Appointing Authority or his
designee:

In excess of the employee’s regularly scheduled workday

In excess of the employee’s regularly scheduled work period
On a holiday, including designated holidays

During official closures

Compensation Rate — Non-Exempt Employees

All FLSA overtime shall be compensated at the time and one-half rate. State Overtime shall be
compensated at the straight (hour for hour) rate, unless an exception has been granted by the
Commission, or unless the time and a %% half rate is allowed under subsection (c) and (d) of this
rule. State Overtime performed during official closures, due to emergency situations, may be
compensated at the time and one-half rate. State Overtime performed on a holiday may be
compensated at the time and one-half rate.

Compensation Rate — Exempt Employees
LSUS shall compensate exempt employees in accordance with one of the following options:

e No overtime compensation

e Compensation at the straight (hour for hour) rate

e Overtime performed during official closures due to emergency situations may be
compensated at the time and one-half rate.

e Compensation at the time and one-half rate may be granted to exempt employees upon
approval.

Caps and Required Payment for Overtime Earned at the Time and one-half Rate
Employees who accrue compensatory leave at the time and one-half rate shall accumulate no
more of such compensatory leave than allowed under the FLSA. Once the maximum balance of
compensatory leave earned at the time and one-half rate is reached, any additional overtime
work in excess of the employee’s established FLSA work period must be paid to a non-exempt
employee in cash at the time and one-half rate.

Caps, Required Payment, and Cancellation of Overtime Earned at the Hour-for-Hour Rate
Compensatory leave earned hour for hour may be accrued in excess of 360 hours, but not more
than a total of 360 such hours shall be carried forward from one fiscal year to the next. However,
a request may be granted for an exception to this subsection to maintain essential services
necessary to preserve the life, health, or welfare of the public. This exception may ask that up to
a total of 540 such hours be carried forward to the next fiscal year. Such a request is subject to
approval by the appropriate state board.

For non-exempt employees whose hour-for-hour compensatory leave balance exceeds the cap
required or granted by exception under subsection (a) of this rule, payment shall be made within
90 days after the beginning of the fiscal year for the excess compensatory leave.
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L. Payment or Cancellation of Compensatory Leave upon Separation or Transfer

Time and one-half Compensatory Leave

Upon separation or transfer from a department, all compensatory leave earned at the time and
one-half rate and credited to an employee shall be paid according to the method of calculation of
hourly rate contained in the Fair Labor Standards Act, including those payments made under this
rule to exempt employees.

Hour-for-Hour Compensatory Leave

All unused compensatory leave earned hour-for-hour by exempt employees may be paid upon
separation or transfer from the department in which in which the compensatory leave was earned
at the final regular rate of pay received by the employee.

All unused compensatory leave earned hour-for-hour by exempt employees, if not paid to the
employee upon separation or transfer, shall be cancelled upon separation or transfer from the
department in which it was earned. Such leave shall not be re-credited to the employee upon
his/her reemployment in that or any other department.

Upon separation or transfer, unused compensatory leave earned hour-for-hour by non-exempt
employees shall be paid for all hours earned after January 1, 2005.
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8.2 Unemployment Compensation Program

LSUS employees are covered under the Louisiana Employment Security Act for unemployment
benefits. No deduction is made from the employee's pay for this purpose. Employees dismissed for
justifiable cause will be found ineligible for benefits under the Unemployment Compensation Program.
Individual claims and benefits are administered by the Louisiana Department of Labor, Employment
Security Office, Unemployment Insurance Division; local offices are located at 2900 Dowdell in
Shreveport and at 2331 Airline Drive in Bossier City.
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8.3 Payroll Dates
Generally sPeaklng employees at LSUS are paid semi-monthly on the 5™ and 20" of each month.
When the 5" or 20" falls on a weekend or holiday, employees are paid on the business day
immediately preceding the normal payroll date. Twelve-month employees receive 24 paychecks per
year. Nine-month employees receive 18 paychecks per year Full-time faculty shall receive their first
paycheck of the academic year on or around September 5" The last paycheck for the academic year
for faculty shall be received on or around May 20" Adjunct faculty shall receive their pay in equal
installments beginning September 20" and ending December 20" in the fall and from February 20" to
May 20" in the Spring. Summer school for all faculty and adjuncts shall be paid according to term
taught in equal installments on June 20" , July 50 , July 20", and August 5™,

These pay dates are based on the assumption that all supporting documentation is completed and
received by the Department of Human Resource Management at least one week prior to payday. If
that is not the case, the employee shall be paid on the next regularly scheduled payroll date.
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8.4 Payroll Certification and Time Sheets
All employees are required to accurately report time worked and time away from work. The

appropriate type of leave is to be reported for absences from work. Non-exempt employees, including
all unclassified employees and faculty are required to sign a Payroll Certification form each pay
period. All hourly and classified employees are required to complete and sign a timesheet.

Timesheets and Payroll Certification forms may be found here: http://www.Isus.edu/hr/forms.php
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SECTION 9.0 - EMPLOYEE BENEFITS

9.1 Health Insurance

A. Eligibility
Participation in the Health Insurance program is dictated by the rules and restrictions of the State
of Louisiana’s Office of Group Benefits (OGB). In addition to the OGB offerings, LSU employees
have access to plans specific to the LSU System. For more information on the Office of Group
Benefits, see www.groupbenefits.org. In the event of a discrepancy in the summary below and
the OGB official documentation, OGB documentation will supersede this document.

Full-time employees, working at least 75% effort, are eligible for participation in the group health
insurance. No person working on a professional services contract, less than 30 hours per week
or on a temporary appointment will be eligible for health insurance. The following dependents are
eligible for coverage: legal spouse, never married children under the age of 21 years of age who
are dependent upon the employee for support, or the employee’s never married children age 21
to 24 years of age, who are enrolled and attending classes as a full-time student and are
dependent on the employee for support. See the OGB website for the definition of “children,” and
“full-time student.” Over-age dependents are defined as a dependent child incapable of self-
sustaining employment by reason of mental retardation or physical incapacity and became
incapable prior to reaching the age of 21 and is dependent upon the covered employee for
support, the covered dependent may be continued for the duration of the incapacity, in that the
child has never been married, has been a covered dependent prior to age 21, and an application
for continued coverage, together with supporting medical documentation has been submitted to
OGB prior to the age of 21.

B. Effective Date of Coverage
The effective date of coverage for new hires or transfers who begin on the first day of the month
shall be the first day of the following month. If employment begins on the second day of the
month or later, coverage is effective the first day of the second month following employment. An
employee who transfers employment should complete all the required paperwork within thirty
days.

C. Overdue Applicants
Overdue applicants are employees who apply for coverage more than 30 days after employment
or dependents that are not added within 30 days of eligibility. The effective date of coverage for
overdue applicants, whose forms are received prior to the fifteenth of the month, will be the first
day of the month following the date of receipt of all required forms. The effective date of coverage
for overdue applicants, whose forms are received on or after the fifteenth of the month, will be the
first day of the second month following receipt.

D. Plans Offered
LSUS employees are offered a full catalog of plans, including the OGB plans and the LSU
System health insurance. For a full comparison, see: http://www.Isus.edu/hr/benefits.php

E. Plan Considerations
When choosing a health plan option; consider the following aspects of each plan before making a
decision:

o Network Providers/Geographic Coverage: Each plan has a network level of coverage. If
an employee utilizes network providers, out of pocket costs will be controlled by the plan.
If an employee utilizes providers “out of the plan network,” employees may have reduced
or no coverage for medical costs. Some plans have nationwide coverage, while others
are restricted to the state of Louisiana. Providers include, but are not limited to, general
practitioners, specialists, clinics, hospitals, and labs.

e Costs: Each plan has a unique cost structure. The costs are comprised of monthly
premiums, co-pays for services, and deductibles.
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e Restrictions: Each plan has different restrictions associated with the plan.

Premiums
The University pays a portion of each employees and their families’ health insurance premium.
The rate is approximately 75% of the employee’s premium and 50% of the dependent coverage.

Specific rates for each plan can be found on the second page of the overview document found at:
http://www.lsus.edu/hr/benefits.php

Note: Rates are subject to change at the start of each Fiscal Year in July.

. Retiree Coverage

Employees who are eligible to retire under either the Teacher’s Retirement System or the
Louisiana State Employees’ Retirement System (LASERS), are eligible to participate in the health
insurance coverage into retirement. To be eligible for retiree coverage, coverage must be in
effect prior to the employee’s retirement date. For those beginning participation or re-joining on
or after January 1, 2002, the state subsidy of the premium is based on the number of years in
which the employee participated in the OGB or LSU system plan. This also applies to dependents
that begin coverage after July 1, 2002.

Years of Participation Percentage of State Subsidy
10 years or fewer 19%
More than 10 years, but fewer than 15 38%
15 years or more, but fewer than 20 56%
20 years or more 75%

Pre-Existing Condition
Employees and dependents who apply for coverage are subject to a pre-existing condition
limitation.

Under the pre-existing condition limitation, no benefits are payable for the first twelve months of
coverage in connection with any disease, illness, accident, or injury diagnosed or treated during
the six months immediately prior to enrollment. Pregnancy is not considered a pre-existing
condition.

Employees must complete an enroliment form within 30 days after acquiring each new dependent
(by birth, adoption, marriage, or otherwise). In failing to do so, dependent(s) may be subject to
the pre-existing limitation.

Exemption from Pre-Existing Condition

Employees and dependents may be exempt from all or part of the pre-existing condition limitation
if there was continuous coverage under another health care plan within 63 days prior to the
effective date of coverage in the health care plan.

Cafeteria Plan

Employees may elect to enroll in the basic cafeteria plan. The cafeteria plan is a tax shelter
created by IRS Section 125. By enrolling, pre-tax salary dollars are used to pay medical
premiums. However, if an employee elects the cafeteria plan he/she will be subject to IRS
guidelines on enroliment and termination timelines.

. Annual Enroliment

Annual Enrolliment is held in April of each year. During this time employees may add or drop
detpendents or make changes to health plan choices. Changes made in April are effective July
1%,
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L. Status Change Events—Dropping or Adding Coverage during the Plan Year
If an employee elects to participate in the cafeteria plan, he/she will be restricted and will not be
able to terminate coverage unless certain criteria are met. “Status Change Events” must be
reported to the Human Resource Management office within 30 days. Status Changes will be
effective the first day of the month after the change is reported. It is crucial that the Office of
Human Resource Management is notified immediately.

The elections cannot be changed during the Plan Year unless one of the following events occurs:
1. Changes in Family Status:

e Change in legal marital status, such a marriage, death of spouse, divorce, legal
separation, or annulment; or

e Change in number of dependents, such as birth, adoption, or death of a dependent
e Change in employment status of the employee or spouse

e An event that causes a dependent to satisfy or cease to satisfy the requirement for
coverage due to attainment of age, student status, or any similar circumstance

e A change in place of residence of the employee, spouse, or dependent

2. Changes required by judgment, decree, or order resulting from divorce, legal separation,
annulment or change in legal custody

3. Entitlement to or loss of Medicare or Medicaid

4. Significant cost or coverage changes

5. FMLA qualified leaves of absence

6. Changes in a dependent care provider or cost of dependent care

M. Special Enroliment under HIPAA
Under the federal Health Insurance Portability and Accountability Act of 1996 (HIPAA), if an
employee declines enroliment of his/her dependents (including spouse) because of other
coverage, the employee (including dependents) may in the future be able to enroll in the health
insurance under special enroliment, provided the request for enrollment is submitted within 30
days after other coverage ends. If an employee has a new dependent as a result of marriage,
birth, adoption, or placement for adoption, he/she may be able to enroll (including dependents)
under special enrollment, provided that the requested enroliment is submitted within 30 days.
The effective date of coverage for special enroliment is the first day of the month following the
date of receipt of all required enroliment forms. The pre-existing condition limitation applies to
special enrollment provisions.

N. Continuation of Coverage (COBRA)
Coverage for employees and/or dependents generally terminates on the last day of the month
that the employee ceases to meet eligibility guidelines. According to COBRA laws, coverage may
be continued beyond that date in the following instances: leave of absence, family and medical
leave, and surviving family. For specific information on COBRA, contact the Human Resource
Management department.

&2
Current Revision: Fall 2008



9.2 Vision and Dental Insurance

A. Eligibility
Full-time employees, working at least 75% effort, are eligible for participation in the group vision
and dental insurance. No person working on a professional services contract, less than 30 hours
per week or on a temporary appointment will be eligible for vision and dental insurance. The
following dependents are eligible for coverage: legal spouse, never married children under the
age of 21 years of age, who are dependent upon the employee for support, or the employee’s
never married children age 21 to 24 years of age, who are enrolled and attending classes as a
full-time student and are dependent on the employee for support.

B. Vision Care Plan
The Vision Care Plan is an optional program which has an extensive nationwide network of
doctors who provide the finest ophthalmic care and materials to persons covered under the plan.
The plan is designed to encourage employees to maintain their vision through regular eye
examinations and to help with vision care expenses for required glasses or contact lenses.
Employees are encouraged to use member doctors for treatment. However, they may obtain
covered services or materials from any other licensed optometrist, ophthalmologist, or optician of
their choice. This program is eligible for inclusion in the Cafeteria Plan.

For more information and rates, see: http://www.lsus.edu/hr/benefits.php

C. Dental Care Plan
LSUS offers two choices for dental care plans. Both plans cover 100% of preventative services,
with no deductible. The Basic Plan covers a flat rate for basic and major services. The Enhanced
Plan covers a progressively increasing percentage of basic and major services, as well as
Orthodontics. This program is eligible for inclusion in the Cafeteria Plan.

For specific details and rates, see: http://www.Isus.edu/hr/benefits.php
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9.3 Flexible Spending Accounts

LSUS offers Flexible Spending Accounts (FSA) through our Cafeteria Plan (Section 125 of the IRS
guidelines). This benefit provides employees with the opportunity to set aside tax-exempt dollars for
out-of-pocket health care or dependent care expenses incurred by employees and/or their eligible
dependents.

FSA'’s do not automatically re-enroll in subsequent years, employees must re-enroll every year. Once
an employee begins participating in an FSA, they may only stop deductions for qualified events,
similar to those status change events for the basic cafeteria plan. These plans are “use it or lose it”;
any left over funds are forfeited at the end of the plan year’s grace period. The plan year follows the
fiscal year, July 1 through June 30" The grace period is 2 2 months past the end of the plan year.
Payroll deductions are spread throughout the entire year, in equal payments

A.

Health Care FSA

These accounts are set up to use funds to reimburse medical expenses not covered by health
insurance, including prescription costs, deductibles and co-pays for employee, spouse, and
dependents. Participation is not limited to employees or dependents covered by the health plan.
Employees may elect to annual deductions from $300 to $4000. Employees may apply for the full
election amount at any point during the plan year. Special note: an employee cannot itemize
medical bills on their tax return if the Health Care FSA is utilized.

Dependent Day Care FSA

These accounts are set up to provide reimbursement for work-related care for dependents under
the age of 13, physically challenged child(ren) or adult, and elderly who qualify under IRS Section
152 definition of dependent. Employees may elect annual coverage up to $5000 per family per
calendar year. Deductions and enrollment are based on the LSUS fiscal year, July 1 through
June 30", Unlike the Health Care FSA, reimbursement is available only for the amount the
employee has contributed during the fiscal year. Special note: an employee may not file for the
day care credit on their tax return if the FSA Day Care Account is utilized.

For more details on the plans, see:
http://www.Isus.edu/hr/benefits.php

&4
Current Revision: Fall 2008



9.4 Other Insurances

A. Eligibility
Unless otherwise noted, eligibility for the following insurance coverage is limited to full-time
employees, working at least 75% effort. These employees are eligible for participation in the
vision and dental insurance plans. No person working on a professional services contract, less
than 30 hours per week or on a temporary appointment will be eligible for insurance.

The following dependents are eligible for coverage, when available: legal spouse, never married
children under the age of 21 years of age, who are dependent upon the employee for support, or
the employee’s never married children, age 21 or over, but under 24 years of age, who are
enrolled and attending classes as full-time students and are dependent on the employee for
support.

B. Life Insurance
Life Insurance is offered through the Office of Group Benefits (OGB) and through the LSU
System.

OGB Life Insurance
The OGB coverage is a term life insurance plan underwritten by Prudential Life Insurance
Company. The rates are fixed, regardless of age, and LSUS pays one-half (}%) of the life
premium for the employee and/or the retiree. Coverage may be selected from $5,000 to $50,000
and is available for spouses and dependents as well. The plan reduces at age 65 and 70. This
coverage is eligible for inclusion in the Cafeteria Plan. Coverage under the group plan continues
until the last day of the month in which the employee leaves LSUS. This coverage may be
continued into retirement. See www.groupbenefits.org for more information.

LSU Supplemental Life Insurance
The LSU coverage is a term life insurance plan underwritten by ReliaStar Life Insurance
Company, administered through IMA. The rates are age based and increase on July 1 following a
participant’s birthday. LSUS does not provide any supplement to the premiums for the LSU plan.
New employees may receive a guaranteed issue amount of three times their base salary, as long
as enrollment is received within 30 days of employment. Guaranteed issue for spouses is
$10,000. However, an employee may elect for coverage up to $500,000 on the employee and
$50,000 on their spouse (up to one-half of employee of election) with evidence of insurability.
Participants in the LSU Supplemental Life Insurance may increase their employee coverage
amount by $10,000 without any evidence of insurability during the month of April only, provided
the increase in the insurance policy does not exceed three times their annual salary (with a
maximum amount of $500,000). This coverage is not eligible for inclusion in the Cafeteria Plan.

For more information and rates, see: _http://www.Isus.edu/hr/benefits.php

C. Long Term Disability Insurance
Full and part-time employees working thirty (30) hours per week or more are eligible to participate
in the long term income continuation plan. The plan begins to pay after the employee has been
unable to work due to disability for 90 consecutive days or after the employee has exhausted his
or her sick leave, whichever is later. The plan will provide coverage at 60% of total monthly
earnings not to exceed the maximum monthly benefit, less other income benefits. This plan
offers coordination of benefits with other programs and Social Security. New employees may
apply without restriction during the first thirty (30) days of employment, with coverage beginning
the first of the following month. Other employees requesting this insurance must furnish evidence
of insurability before becoming eligible for coverage.

The rate of calculation is .553% times the employee’s annual salary and will be deducted evenly
over pay periods. This coverage is not eligible for inclusion in the Cafeteria Plan.

Enroliment forms can be found at: http://www.Isus.edu/hr/benefits.php
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D. Long-Term Care Insurance
Long Term Care protection is designed to provide the resources needed to pay for long term
care, allowing greater independence and a higher quality of life during periods in which long term
care is needed. Premiums are based on the age of the insured at the time of enroliment.
Coverage is guaranteed renewable. The insurance is “disability-based,” which means that
benefits are based on an individual’s inability to function— rather than by specific medical
conditions or expenses. Employees are guaranteed issue if they sign up for coverage within the
first thirty (30) days of employment. Employees can apply for coverage for their spouse and
parents subject to insurability. This coverage can be continued into retirement by setting up a
payment plan with the carrier.

For more information and rates, see: http://www.lsus.edu/hr/benefits.php
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SECTION 10.0 - LEAVE

10.1 Overview

The leave policies of LSUS unclassified and faculty are dictated by PM-20. In the event of a
discrepancy in the summary below, PM-20 documentation will supersede this document.

PM-20 can be found at: http://www.Isusystem.edu/permanentmemoranda.html

The leave policy for classified staff is dictated by Chapter 11 of the civil service rules, which can be
found at: http://www.dscs.state.la.us/.
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10.2 Personal Leave - Academic Nine-Month Faculty Only

Academic employees working on a nine-month appointment (who do not accrue annual leave as
outlined in the next section) are granted up to two (2) days of Personal Leave per academic year.
Such leave is granted for the personal use of the employee. It is charged to and deducted from the

employee’s sick leave for the current year or sick leave accumulated.

Except in case of emergency, all faculty members using personal leave shall be required to give
their immediate supervisor at least twenty-four hours of notice prior to take the leave. The faculty
member is required to assist the department chair person is obtaining coverage for any classes
missed due to personal leave. Personal leave shall not be accumulated from year to year, nor shall it
be compensated in any manner, including retirement, death, or other termination of employment.

Personal leave shall be taken in four-hour increments, not to exceed four times per academic year.
Generally speaking, the faculty member should take personal leave in proportion to their scheduled
classes and office hours and a typical eight-hour day
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10.3 Annual Leave — Academic 12-month and Unclassified Staff

All academic 12-month and unclassified employees appointed at more than 50% time on a regular
basis under a fiscal year appointment are entitled to accumulated annual leave based on years of
service. Note: Employees continuously employed at less than 50% time on November 6, 1998 will
continue earning leave until there is a break in service of more than three working days for fiscal
employees. Employees at the beginning of employment are given the opportunity to choose
between LSU Accrual and Civil Service Accrual. Civil Service Accrual has a lower monthly accrual
rate, but has no limit on the maximum balance. LSU Accrual allows a higher accrual rate, but has a
limit of 176 maximum hours.

ANNUAL LEAVE ACCRUAL RATES UNCLASSIFIED & ACADEMIC STAFF
FY APPOINTMENT
LSU SCHEDULE CS SCHEDULE
Years Service | Accrue Rate I\Bllax. Accrue Rate Max.
alance Balance

<3Yrs 14 hours 176 hours 8 hours no limit
3<5Yrs 14 hours 176 hours 10 hours no limit
5<10Yrs 14 hours 176 hours 12 hours no limit
10<15 Yrs 14 hours no limit 14 hours no limit
15 Yrs > 16 hours no limit 16 hours no limit

Accumulation is based on full-time employment; regular employees appointed for less than full-time
shall accumulate leave in proportion to percent of full-time worked. No employee shall accrue
annual leave while on sabbatical or leave without pay. Leave is only earned while on paid status.

For leave accrual purposes, years of service is defined as total State of Louisiana service in pay
status. No advance of annual leave is permitted, and the minimum charge to leave accounts is
one-half (%2) hour.

Annual leave must be requested, giving as much advance notice as possible. Although two (2)
weeks notice is the generally accepted practice, emergency situations will be given every
consideration. Payment of leave not taken at the time of separation may not exceed a maximum of
300 hours.

Leave request form can be found at:
http://www.Isus.edu/hr/forms.php

89
Current Revision: Fall 2008



10.4 Annual Leave - Classified Staff

All classified full or part-time employees appointed on a regular basis are entitled to accumulated
annual leave based on years of service. Employees on restricted (emergency) appointments are
exempt from earning any form of annual leave. Annual leave is earned for each regular duty hour
worked at the following rate.

YEARS OF SERVICE ACCRUAL PER HOUR
0-3 Years .0461
3-5 Years .0576
5-10 Years .0692
10-15 Years .0807
15 or more Years .0923

No classified employee shall be credited with annual leave for overtime hours, hours on leave
without pay, or on hours of a holiday which occurs while the employee is on leave without pay.
No advance of annual leave is permitted, and the minimum charge to the annual leave account is
one half () hour.

Annual leave must be requested in writing, giving as much advance notice as possible. Written
leave request forms should be retained for at least one fiscal year in the employee’s departmental
office, as they are subject to legislative audit. Pay for annual leave not taken at the time of
separation must not exceed 300 hours.

Leave form for classified staff can be found at:
http://www.Isus.edu/hr/forms.php
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10.5 Sick Leave - Academic and Unclassified Staff

All academic and unclassified employees appointed at greater than 50% time on a regular basis,
both fiscal and academic, are entitled to accumulated sick leave based on years of service. Note:
Employees continuously employed at less than 50% time on November 6, 1998 will continue
earning leave until there is a break in service of more than three working days for fiscal employees
and either the fall or spring semester for academic employees. Sick leave with pay is granted to
employees suffering from a disability which prevents them from performing their usual duties and
responsibilities or for medical, dental, or optical consultation and/or treatment. It is expected that
sick leave will only be used as appropriate. Each regular paid academic and unclassified employee
(over 50% time) will earn sick leave based on their percent of time worked. Members of the
academic and unclassified staff accrue sick leave according to the following schedule:

YEARS OF SERVICE ACCRUAL PER MONTH
0 -3 Years 8 hours
3-5 Years 10 hours
5-10 Years 12 hours
10-15 Years 14 hours
15 or more Years 16 hours

Members of the academic staff do not accrue sick leave while on sabbatical. All staff shall not earn
sick leave for any hours of leave without pay, or any hour of a holiday which occurs while the
employee is on leave without pay.

When a former employee is re-employed in state service within five (5) years from the date of
previous termination, all unused, unpaid sick leave will be reinstated. If a paid holiday occurs while
an employee is on sick leave, the day will be charged as a holiday and will not reduce the
employee's accrued sick leave. The minimum charge to the sick leave account is one-half (V%)
hour. No advance of sick leave may be granted.

Sick leave of ten or more days requires a physician’s statement. An employee’s
Supervisor/Department Head may require a physician’s certification for a shorter period of time.

No payment for accrued sick leave will be granted to a terminating employee. Except that upon
retirement or death, twenty-five (25) days of sick leave will be paid. There is no maximum accrual.
An employee may accrue sick leave indefinitely. Unused sick leave may be used to extend years of
service for the purpose of state and teacher's retirement; however, leave cannot be used to qualify
for retirement.

Leave request form can be found at:
http://www.Isus.edu/hr/forms.php
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10.6 Sick Leave - Classified Staff

Sick leave with pay is granted to employees suffering from a disability which prevents them from
performing their usual duties and responsibilities or for medical, dental, or optical consultation
and/or treatment. It is expected that sick leave will only be used as appropriate. Each regular paid
classified employee (part-time and full-time) will earn sick leave based on their percent of time
worked. Employees on emergency or restricted appointments are exempt from earning any form of
sick leave. Sick leave is earned for each regular duty hour worked by an employee using the
following schedule:

YEARS OF SERVICE ACCRUAL PER HOUR
0-3 Years .0461
3-5 Years .0576
5-10 Years .0692
10-15 Years .0807
15 or more years .0923

Employees shall not earn sick leave for any overtime hour, any hour of leave without pay, or an
hour of a holiday which occurs while the employee is on leave without pay.

The minimum charge to the sick leave account is one-half (}2) hour. No advance of sick leave may
be granted.

No payment for accrued sick leave will be granted to a terminating employee. There is no
maximum accrual; an employee may accrue sick leave indefinitely. Unused sick leave may be
used to extend years of service for the purpose of state retirement; however, leave cannot be used
to qualify for retirement. When a former employee is re-employed in state service within five (5)
years from the date of termination, all unused sick leave will be reinstated. If a paid holiday occurs
while an employee is on sick leave, the day will be charged as a holiday and will not reduce the
employee's accrued sick leave.

In order to qualify for paid sick leave, an employee must follow the call-in procedures established by
his/her department. Should the employee fail to call in or notify the supervisor, all hours absent can
be charged as leave without pay. Furthermore, unjustified absence can be cause for disciplinary
action.

Sick leave of ten or more days requires a physician’s statement. An employee’s
Supervisor/Department Head may require a physician’s certification for a shorter period of time.

Leave form for classified staff can be found at:
http://www.lIsus.edu/hr/forms.php
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10.7 Civil, Emergency or Special Leave - Classified, Unclassified and Faculty

An employee shall be given time off without loss of pay, annual leave, or sick leave for the following
reasons:

To perform jury duty

Summons to appear as a witness before a court, grand jury, or other public body or
commission. (In the event the employee's court appearance is as a plaintiff or defendant,
annual leave must be taken. Court appearances by an employee as a witness as a result of
employment, other than state employment, likewise must be charged to annual leave.)
Performing emergency civilian duty for national defense

Determination by the Appointing Authority that a local disaster, inclement weather, or other
act of God, prevented an employee from reporting to work*

Time to vote under unusual and difficult circumstances: maximum two (2) hours in the parish,
maximum of one (1) day outside the parish

Civil Service examinations, or taking a required examination pertinent to the employee's state
employment before a state licensing bureau

Pre-induction physical exam for Military Service

Order to National Guard duty

Proper documentation may be required.

*Unless announced on local radio and television stations to the contrary, LSUS will be open as
usual and classes will be held on schedule.

93
Current Revision: Fall 2008



10.8 Educational Leave and Programs — Nonacademic Employees

With the approval of the department chair, full-time classified and non-academic unclassified
employees may enroll in classes not involving more than three (3) hours of absence from his/her
work during the week. Such educational leave will not involve a reduction in pay, a charge to
annual or compensatory leave credits, or loss of full-time status. It is expected that such
educational leave will be granted only for enroliment in courses pertinent to the work of the
employee. An employee registering for courses which will require absence from work for more than
three (3) hours during the week will be required to charge such excess over the three (3) hours to
compensatory time or annual leave where available, or to leave without pay.

With the approval of the department chair, full-time classified and non-academic unclassified
employees with one year of consecutive service may apply for and receive tuition exemption for six
(6) hours of credit courses per semester which are job beneficial. Employees will be responsible for
any supplemental fees, books, and supplies. The tuition exemption form should be executed in
advance of registration and presented to the cashier as payment for a maximum of six (6) hours of
credit courses. Continued participation in this tuition exemption program will be based on making
satisfactory progress as determined by the employee's supervisor. Satisfactory progress shall
generally be interpreted to include completion of the course with a passing grade.

The opportunity shall be provided for full-time, non-academic, unclassified, administrative and
professional employees with three (3) or more consecutive years of service to take administrative
leave (special leave) to obtain an advanced degree. Such leave must not be for more than one (1)
year and culminate in the receipt of an advanced degree. The amount of pay while on such leave is
to be determined in each individual case, but in no event shall exceed one third (1/3) of the
employee's regular salary. The employee will be required to return to University employment for
three (3) years before accepting employment elsewhere.

The privilege of educational leave does not apply to part-time employees.

Tuition Exemption and Educational Leave form can be found at:
http://www.Isus.edu/hr/forms.php
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10.9 Family and Medical Leave Act (FMLA)

A. Eligibility
Employees who have been employed for twelve (12) consecutive months with LSUS and who
have worked at least 1250 hours during the prior twelve (12) month period are eligible under
FMLA. Hours worked do not have to be consecutive.

Eligibility applies to part-time, intermittent, and transient employees, if they meet the criteria
stated above.

Eligible employees shall be granted up to twelve (12) work weeks of leave during any twelve
(12) month period for any one or more of the following circumstances:

1. Birth of a son or daughter and to care for the child

2. Placement of a son or daughter by adoption or foster care

3. To care for a spouse, son, daughter, or parent if the family member has a serious health
condition.

4. An employee who is unable to perform the functions of their position because of their
own serious health condition.

In conjunction with military service of a family member, FMLA may be granted as follows:

1. Any qualifying exigency arising out of the fact that the spouse, son, daughter or parent
or the employee is on active duty or has been notified of an impending call or order to
active duty in the Armed Forces in support of a contingency operation;

2. Up to 26 weeks of leave during a single 12-month period to care for a spouse, son,
daughter, parent or next of kin (defined as “nearest blood relative”) with illness or injury
incurred in the line of duty while in the Armed Forces or National Guard or Reserves.

B. Leave
FMLA only mandates unpaid leave be granted, however, the law states that if an employer
provides paid leave for which an employee is eligible, "an employee may elect or an employer
may require an employee to substitute their accrued paid leave." LSUS will grant paid leave
when the following conditions apply:

1. An employee may use accumulated sick or annual* leave for personal illness,
disability (such as childbirth) or injury.
2. An employee may use accumulated annual* leave for:
a. Care-giving for a spouse, parent, or child
b. To establish a relationship with a child during the first year after birth or during
the first year after placement for adoption or foster care.

*Paid annual leave may be denied if the employee fails to complete all proper
documentation for FMLA coverage.

C. Health Care Premiums
The University will continue to pay the employer's portion of the health care premium while the
employee is on leave without pay under authorized FMLA leave. Health benefits must be
maintained during any period of unpaid leave under the same conditions if you continue to work
and you must be reinstated to the same or an equivalent job with the same pay, benefits, and
terms and conditions of employment on your return from leave. If you do not return to work
following FMLA leave for a reason other than: the continuation, recurrence, or onset of a
serious health continuation which would entitle you to FMLA leave; or other circumstances
beyond your control, you may be required to reimburse LSUS for their share of health
insurance premiums paid on your behalf during FMLA leave. LSUS will not contribute to other
benefit plans during periods of unpaid leave.
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Employees on unpaid leave are responsible for paying the employee’s share of the health care
costs. Whenever practicable, these premiums should be paid prior to the commencement of
unpaid leave. If premiums cannot be paid in advance, monthly payments must be received by
the 15™ of each month by the payroll department. Failure to remit the payment within 30 days of
the due date will result in cancellation of my coverage.

FMLA Procedure

The University requires 30 days notice whenever possible prior to taking FMLA leave. When
30 days is not possible, the employee is required to give as much notice as is reasonably
possible. FMLA paperwork must be completed for any absence that exceeds three
consecutive days or the equivalent in intermittent hours.

Step One:
Employee and Physician or Practitioner must fill out and sign the FMLA form, which is
located at: http://www.Isus.edu/hr/forms.php

Step Two:
Employee must send the completed form to Human Resource Management.

Step Three:

An employee taking accumulated annual leave or sick leave, must submit a leave form to the
department time keeper. Leave should be entered as sick leave only by the department. The
system will automatically use annual leave if sick leave is exhausted. When both sick and
annual are exhausted, the time will be considered leave without pay.

Step Four:
Employees on leave without pay must contact Payroll to make payment arrangements for
insurance premiums.

Step Five:

Returning to work - employees who are on leave due to personal iliness, disability, or injury
must submit a doctor’s release to return to work. If this certification is not received, your return
to work may be delayed until such certification is provided.

Note: If circumstances change (altering your start date of leave), please notify your supervisor
and Human Resource Management at (318) 797-5279 immediately.

More information on FMLA can be found at: http://www.dol.gov/esa/whd/fmla/
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10.10 Funeral Leave

Funeral leave may be given to an employee without loss of pay or required use of annual leave or
sick leave. Such leave is provided an employee in order to attend funeral services of a member of
the immediate family. Immediate family is defined as: Father, Mother, Step-Father, Step-Mother,
Sister, Brother, Husband, Wife, Child, Mother-in-Law, Father-in-Law, Grandchild, Sister-in-Law,
Brother-in-Law, and Grandparents. Two days of funeral leave may be granted and shall require
approval. Department heads may request available proof of time and place of funeral before
approving such leave.
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10.11 Military Leave

Employees who are members of a Reserve Component of the Armed Forces of the United States
shall be entitled to military leave with pay when placed on "military active duty for training" by order
of an authority of the Armed Forces of the United States and when given constructive credit for
such training. Maximum military leave with pay for "military active duty for training" is fifteen (15)
working days per calendar year. Each employee who requests military leave shall do so in writing
as soon as the dates are set, and must furnish a copy of his/her military orders to his/her supervisor
or department head for inclusion in the departmental file. Employees ordered to "military active
duty" or "military active duty for training" with the Armed Forces of the United States for periods in
excess of 180 consecutive calendar days may be separated from State service and restored to duty
upon application within 90 days after the effective date of his/her release from active duty. The right
of re-employment shall conform to all state rules and regulations.
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10.12 Sabbatical Leave

Full-time academic employees at the rank of Instructor (or equivalent), or above, who have
completed six (6) years of service at LSUS without having received leave with pay, may petition for
sabbatical leave for study and research. The object of such leave is to enable them to increase
their professional efficiency and usefulness to the University. Adequate justification setting forth the
plans for each sabbatical leave shall be stated, and report of the accomplishment under each leave
granted shall be made promptly upon return from sabbatical leave. Sabbatical leave shall normally
be approved for the purpose of seeking a higher degree only under unusual circumstances.
Persons employed can apply for a one-half (') year leave with full pay for a full year with one-half
(*2) pay. Persons in a position supported by grant or nonrecurring funds may qualify for sabbatical
leave only if the guaranteed period of support for the position is sufficient to cover the period of
leave and the required service subsequent to the leave. Persons paid from grant or non-recurring
funds will usually need documentation that the cost of the leave is supportable by the funding
source. The Chancellor shall, after receiving requests from the appropriate academic Dean or other
administrative head, make recommendations for sabbatical leave through the President to the
Board. A member of the academic staff who is granted sabbatical leave shall be required to return
to University duty for at least one (1) year before accepting employment elsewhere.

Under unusual circumstances, persons may accept employment during sabbatical leave if such
employment is approved in advance by the Chancellor and the President as supportive of the
purposes of the leave.
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SECTION 11.0 — RETIREMENT

11.1 Retirement for Unclassified and Academic Employees—Teachers Retirement System of Louisiana

(TRSL)

In general, membership in TRSL is required as a condition of employment for full-time faculty,
academic, and Unclassified employees of LSUS. New employees may choose between the TRSL
Regular Plan and the Optional Retirement Plan (ORP). The choice of joining the ORP is an
irrevocable, lifetime decision. New employees must make a selection within 60 days of hire. If no
decision is reported, the new employee will be placed in TRSL’s Regular Plan.

The payroll department will begin deducting 8% of the employee’s salary on the date of membership
eligibility. The 8% is deducted before taxes are computed on the salary. Employee contributions,
along with those of LSUS, are regularly transferred to TRSL and are maintained in a trust fund.
Contributions are pooled and invested by the TRSL Board of Trustees. The interest earned on these
investments, along with employee, and LSUS contributions, ensures the future stability of the system
and future retirement benefits.

The benefits for new employees were established by law for those joining TRSL on or after July 1,
1999.

A. TRSL’s Regular Plan (Defined Benefit Plan)

Overview

TRSL is a defined benefit plan which guarantees a benefit based on your age, years of service,
and final average compensation at retirement — not on the amount of your contributions. Since
almost all employees of LSUS do not participate in Social Security, TRSL is the primary source of
retirement finances.

TRSL generally pays a percentage of the highest three-year average salary in retirement. Under
the Regular Plan, an employee can retire with 30 years of service at any age and receive a
maximum of 75% of average salary, or at age 55 with 25 years of service with a maximum of
62.5% of average salary. These benefits last for the retiree’s lifetime, and the lifetime of the
named beneficiary if so chosen.

Employees are vested in TRSL after five years of service credit. This means an employee could
stop working and collect 12.5% of his/her high three-year average compensation at age 60 if
he/she joined TRSL on or after July 1, 1999, or 10% if he/she joined before July 1, 1999.

For example, if a 57-year-old single teacher retires after 30 years of working at a TRSL-eligible
job with an average salary (highest three consecutive years) of $28,800, he or she will be eligible
to receive a lifetime, monthly benefit of $1,800 under the Regular Maximum option (listing no
beneficiary).

Note: The following information is adapted from the TRSL website and TRSL publications. In the
event of a discrepancy, the TRSL documentation will supersede the information in this handbook.

Service credit

Employees are given a full year of service credit for each full year worked, regardless of whether
the employee was employed on a 9, 10, 11, or 12-month contract. The employee cannot receive
more than one year of service credit for any 12-month period, which begins July 1 and ends June
30 each fiscal year. The employee is considered vested in the system with five years of service
credit. If the employee leaves TRSL-covered employment with at least five years of service, the