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ADMINISTRATIVE LEAVE

I.
PURPOSE:

To provide guidance in authorizing and reporting the use of administrative leave.

II.
SCOPE:

Departmentwide.

III.
POLICY:

A.  Administrative Leave (LWPAA)

Administrative leave is time granted away from the job, while continuing to be in full pay status.  This leave is to be used sparingly with utmost discretion and accountability.  The appointing authority must authorize the use of administrative leave, in consultation with the Office of Human Resources (OHR).  An employee must be in active work status in order to be granted administrative leave.  The use of such leave is normally granted for these situations:  

· Department sponsored wellness program recognition; 

· as an award presented by the Department Director; 

· after the notification of termination of an employee; 

· the office building is found to be unsafe for occupancy; 

· pending the outcome of an investigation; or 

· extraordinary situations as approved by the Department Director or his/her designee.

Employees who are granted administrative leave must report such leave in the Department Electronic Leave and Time Accounting (DELTA) system using the LWPAA code. The reason for use of LWPAA should be entered into the comments section.  If the employee is not available to do this, the supervisor must complete the DELTA entries to assure that the employee’s time is accurately reported.  The Appointing Authority shall document the granting of such leave by sending a memo or other documentation to OHR.  

B. Non-Coded Paid Leave

Situations which are coded as regular hours worked in DELTA and should not be charged to other leave categories are:

· donation of blood;

· attendance at state sponsored insurance meetings, retirement seminars, etc.;

· participation in Department promotional employment interviews only.  Note:  Employees will be charged annual leave or compensatory time for all other employment interviews, to include all interviews for positions outside DHSS and transfer,  lateral position or demotional interviews inside DHSS.  Exceptions to this policy will be considered by the Appointing Authority on a case-by-case basis.

· participation in the first visit to the Employee Assistance Program;

· attendance at the funeral for a co-worker or co-worker’s immediate family member; or

· required appearance at the Administrative Hearing Commission, Worker’s Compensation, or unemployment hearings to testify relative to their state employment.  Proper documentation should be given to the immediate supervisor.

C.  Special Leave Codes For Paid Leave

Other situations which require the employee to enter leave codes into DELTA, but which are not chargeable to the employee’s accrued leave balances are (also see Policy 8.11, Time Off with Compensation not Chargeable to Accrued Leave):  

· military leave; (Policy 8.8) (Code LWPMT)

· voting; (Code LWPVT)

· jury/court appearance; (except when employee is plaintiff or defendant in a cause of action not arising out of their employment) (Code LWPJC)

· bereavement; (Policy 8.10) (Code LWPBV)

· authorized union business; (Code LWPUN)

· Red Cross Disaster Service; (Code LWPRC)

· organ donation; (Code LWPDO) 

· bone marrow donation; (Code LWPDM ) or

· participation in the Missouri Mentoring Initiative; (Code LWPMM)
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