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LEAVES OF ABSENCE, HOLI DAYS, AND BOARD RULES
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Leaves of Absence

Leaves of absence are classified as follows:
Leave of absence with pay

Leave of absence w thout pay

Absence without | eave and pay

Adm ni strative |eave - The appointing

authority may grant admnistrative |eave

with pay for periods not to exceed thi

rty

(30) days when circunstances devel op that
would warrant the renoval of an enployee
from the departnment w thout disadvantage in

order for the appointing authority
conduct an investigation concerning
conduct of the enployee. This period

to
t he
nmy

not be extended beyond thirty (30) days
wi t hout approval of the civil service board.

Sick | eave:

1. Each enployee of the classified service
shall be entitled to and given, with full
pay, sick |eave aggregating not |ess than
fifty- two (52) weeks during any cal endar

year for any sickness or injury
i ncapacity not brought about by his/her
negli gence or cul pable indiscretion.

or
own
Any

enpl oyee of the classified service who draws
such full pay during sick |eave shall have

such pay decreased by the anount

of

wor kman's conpensation benefits actually
recei ved by such enpl oyee. Cl assification of
| eave of absence for the forenentioned wil

be "Leave of Absence Wth Pay."

2. Sick | eave shall not be used for absences

i ncurred because of attendance to personal

affairs. Any enployee on sick |eave

is

required to diligently pursue full recovery
and any activity which is contrary to this
endeavor nmay be the basis for disciplinary

action which could include term nati on.

3. VWhen an enpl oyee of the classified service
is ill and cannot report for duty, it is
hi s/ her responsibility to notify t he
supervi sor or the person designated by the

chief of the departnent not l|ater than one
(1) hour prior to the start of the assigned
duty period. Failure to call, as indicated

above, will result in the forfeit of pay,

as

it is classified as "absence w thout |eave
and pay" and may result in disciplinary

acti on.
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4. Sick leave is applicable to maternity
cl ai ms. Maternity | eave commences when a
doctor certifies that the enployee cannot
perform all of the duties of her position
and light duty within her classification is
not avail abl e.

5. No cash paynent may be made for accunul at ed
sick leave. Should any illness |ast |onger
than three (3) calendar days, the enpl oyee
is required to submt a doctor's certificate

indicating the illness or condition which
justified his absence, as well as the
probable duration of the 1illness. For
failure to produce a doctor's certificate
for any illness over three (3) days, the
enpl oyee will be classified as "absent

wi t hout | eave and pay." Should any enpl oyee
of the classified service abnormally absent
hi nsel f/ herself before or after his/her
schedul ed days off, or at any other tinme,
he/she will be required to submt a doctor's
certificate should the absence be for only
one (1) cal endar day.

Funeral Leave

1. An enpl oyee's immediate famly is defined to
consist of parents, spouse, brother or
sister, gr andpar ents, chil dren, and
st ep-chil dren.

2. Funeral leave in the event of an immedi ate
famly death shall be authorized w thout

| oss of pay or leave time not to exceed one
(1) day, except in extenuating circunstances
endorsed by the enpl oyee's chief.

3. | f an enpl oyee of the classified service has
a death in his/her immediate famly and
cannot report for duty, it is his/her

responsibility to notify the supervisor or
t he person designated by the chief of the
departnment not later than two (2) hours
before he is scheduled to report to duty.

Exam nati ons
Each enpl oyee of the classified service shall be
granted "l eave of absence with pay" to take any
muni ci pal fire and police civil service
exam nati on.

Provi sional enployees are granted "leave of

CD#5 09- 24-96



Rul es

page 3 of 6

absence with pay" to take a nunicipal fire and
police civil service exam nation for the class
that they hold provisionally.

Civil Leave

Absence because of jury duty is "l eave of absence
with pay." However, the jury notice nust be
presented to the chief of the departnment or to
the person designated by the chief to receive
such notice at least five (5) days in advance of
such jury duty. An enployee shall be authorized
to take | eave time when performng jury duty, or
when subpoenaed to appear before a court, public
body, or comm ssion, on departnental business, or
when perform ng enmergency or civilian duty in
connection with national defense. The city wll
pay the difference between pay earned for the
special duty and the enpl oyee's regul ar pay from
the city.

City, District Court or Civil Service Board
At t endance

Attendance in city or di strict court on
departnental business is with pay provided that
the attendance is ordered by subpoena or other
court order. Any nonies received fromsuch court

attendance shall be deducted from enployee's
regul ar pay. Should any enployee of the
classified service be required to be in

attendance in court on departnental business, on
hi s/ her off time, such tine shall be conpensated
at his/her normal rate of pay.

Each nmenber of the <classified service nust
present to the chief of the departnent or the
person designated by him any such notice to
appear in court at least five (5) days in advance
of such court attendance. Copy of such notice
shall also be sent to the board.

Each departnental nmenber of the civil service
board shall be granted | eave of absence wi th pay
for the duration of any civil service board

meeting which the enployee representative
attends, or for any tinme required to assist with
civil service exam nations.

Mlitary Leave with Pay
An enpl oyee shall be authorized to take |eave

wi t hout | oss of pay or vacation |eave tine when
perform ng ener gency mlitary duty or

CD#5 09- 24-96



Rul es

page 4 of 6

participating in the two-week annual training
duty required by menbership in a reserve unit of
the United States Arnmed Forces or the Louisiana
Nati onal Guard, for a maximum of fifteen (15)
days as provi ded by Revised Statute 42:394. Each
menmber of the classified service shall give such
notice of ordered duty at least thirty (30) days
in advance to the chief of the departnment and
this board, if known by him Should the enpl oyee
be called out on an energency basis, he should
contact his supervisor, the chief of the
departnment, or the person designated by him to
recei ve such notice.

Mlitary Leave w t hout Pay

Any nenmber of the classified service called into
the Armed Forces, will be carried on mlitary
| eave without pay until he returns to duty. The
enpl oyee is required to notify the chief of the
departnment or the person designated by him to
receive such notice and this board when he
recei ves such notice.

Any nmenber of the classified service who is

called into the Armed Forces will be allowed to
take whatever annual I|eave to which he is
entitl ed.

Provi sional enployees wll not be granted a
mlitary |eave of absence. They shall be

required to resign or be dropped from service.

Any nenber of the classified service who is a
menber of the National Guard or in the Reserves
of the Armed Forces, upon being ordered to active
duty, shall be given any | eave due the enpl oyee
in Section G Should the enpl oyee have used all
| eave to which he is entitled (in Section G, he
shall be granted mlitary | eave w thout pay.

Personal Tinme O f

Each menber of the classified service may apply
to the chief of the departnment for personal tine
of f when such time off will not exceed two (2)
days and this leave is classified as "l eave of
absence wi t hout pay."

Any nmenber of the classified service taking
personal time off w thout applying for sanme shall
be consi dered as "absent w thout |eave or pay."

Annual Leave
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1. Each full-time enployee of the classified
service after having served one year, shal
be entitled to an annual vacation of
ei ghteen (18) cal endar days with full pay.
Thi s vacation period shall be increased one
day for each year of service over ten (10)
years, up to a maxi mum vacation period of
thirty (30) days all of which shall be with
full pay. The vacation privileges herein
provided for shall not be forfeited by any
menber of the departnment for any cause, nor
may any cash paynent be made in lieu of
vacati on.

2. Vacation | eave (nine cal endar days (9)) may
be taken after the first six (6) nonths of
conti nuous enploynent. Ei ght een cal endar
days (18) vacation nmay be taken after one
(1) year of continuous enploynent if nine
cal endar days (9) were not taken after six
(6) nonths service.

3. Each enpl oyee nmay di vi de vacation | eave into
two separate periods, the total of which
shal | not exceed the enployee's total

accrued vacation | eave tine.

4. Al'l  enpl oyee vacation schedules nust be
approved by the supervisor at |least two (2)
weeks before any vacation is to begin.
Enmpl oyees with the greatest departnental
seniority wll have priority on the
schedul i ng; however, t he appoi nti ng
authority has the right to regulate the tinme
at which any enployee is granted annual

leave as provided in Revised Statute
33: 2557.

Hol i days

Each menber of the classified service shall be

granted "Leave of Absence with Pay" on the
foll owi ng | egal holidays:

Chri st mas

New Year's Day

July 4

Labor Day
Thanksgi vi ng Day

Nati onal Menorial Day
Chri stmas Eve

Good Fri day

Vet eran' s Day

Presi dent's Day

COXNOUIAWNE=

|
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Should a nmenber of the classified service work
assi gnnment be such that the enpl oyee i s schedul ed
to work on a legal holiday as set by this board,

the enployee wll be paid an additional
conpensation of one (1) times the normal rate of
pay. However, governing authorities, at their

option, may grant enployees time off from work
for which such additional conpensati on would be
due and payable to said enpl oyees.

Special Leave - Seniority

Special | eave without pay up to thirty (30) days
may be granted by the appointing authority when
such leave wuld be in the departnental
i nterest. Any special leave, with or wthout
pay, exceeding thirty (30) days nust first be
approved by the civil service board and if
approval is granted the board will determnm ne, at
that tinme, if departnental seniority is to be
i nterrupted or continued.

Expiration of Leave

Any enpl oyee who fails to report for duty upon
the expiration of any authorized |eave will be
consi dered to have resigned fromthe depart nent al
service on the calendar day following |eave
expi ration.

Leave for Specialized D saster Service Vol unteer

1. Any enpl oyee who is a trained disaster
vol unt eer of the American Red Cross nay
be granted | eave fromhis regular work
assignnents, with pay, and w thout | oss
of seniority, annual |eave, sick | eave,
or earned overtine or conpensatory time
accurmul ation, for any period not to
exceed fifteen (15) work days in any
twel ve (12) nont h period, to
participate in specialized disaster
relief services for di sasters
desi gnated at Level 111 or above in the
American Red Cross Regulations and
Procedures.

2. Leave my be granted upon witten
request of the enployee to the
appoi nting authority whi ch shal
include certification of the enployee
as a trained Anerican Red Cross
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di saster volunteer, the nature and
| ocati on of the disaster, anticipated
duration of the |eave, nature of
services required, certification by an
official of the American Red Cross that
t he enpl oyee's services are needed, and
the identity and title of the official
of the Anmerican Red Cross to whom the
enpl oyee is to report.
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