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TIME OFF WITH COMPENSATION NOT CHARGEABLE TO ACCRUED LEAVE

I.
PURPOSE:

To provide time off with compensation not chargeable to accrued leave under specified conditions.

II.
SCOPE:

Department wide; however, this policy does not apply to part-time non-benefit eligible (i.e. Hourly and Intermittent) employees.
III.
POLICY:

As required by Personnel Rules or RSMo., an employee shall be granted time off with compensation, but shall not be charged annual leave or compensatory time for the following reasons, provided the employee is in active work status during the time period that the leave is to commence:

A. Jury Duty/Court Appearances:
1. Jury Duty
DHSS employees will be granted leave with pay for the purpose of jury service. The employee must provide documentation from the court to their immediate supervisor to verify jury duty participation. The documentation should include a copy of the jury summons. This documentation must be forwarded to the Office of Human Resources (OHR) by the end of the pay period in which the leave occurred.  If the employee is selected to serve on a jury the employee must provide documentation from their circuit court to verify the employee was selected and served on a jury. Travel expenses will not be reimbursed by DHSS; however, employees may retain the fees issued to them for their service.
2. Work-Related Subpoenas
Court or Administrative appearances in conjunction with DHSS employment are considered normal hours worked if the appearance is made in the employee’s official capacity and does not involve alleged criminal activity on the part of the employee. Travel expenses will be reimbursed by DHSS; however, employees who appear as witnesses in their official DHSS capacities may not retain any witness fees. If witness fees are given, the employee must endorse the check with “Pay to the Order of the Department of Health and Senior Services” and forward the check to the Division of Administration, Fee Receipts, and a copy of the subpoena to the OHR.
3. Non Work-Related Subpoenas

Employees will not be granted leave with pay to comply with subpoenas for non job related causes of action in which they are a plaintiff or defendant. If the employee is not a plaintiff or defendant, the employee will be granted leave with pay to comply with a subpoena to appear in court, before any legislative committee, or before any officer, board or body authorized to conduct a hearing or inquiry. Travel expenses will not be reimbursed by DHSS.
The employee shall communicate the need for leave to his/her supervisor and submit a request for jury or witness leave in the DELTA system to his/her supervisor prior to the leave, and send a copy of the subpoena or other court order to the Office of Human Resources (OHR) upon their return to work. Employees should use leave code LWPJC (Paid Leave – Jury/Court Appearance) for this situation.
When an employee is a plaintiff or defendant in a cause not arising out of employment, annual leave, compensatory time or leave without pay shall be requested. Travel expenses will not be reimbursed by DHSS.
B. Merit System Examinations
For participation in promotional examinations held by OA Division of Personnel (OA/DP) for positions in the Department or in other examinations required for a specific job, prior notice to the supervisor is required. The OHR will normally contact the supervisor or employee if an examination is required for a specific personnel action. No leave code is necessary in this situation. Travel expenses will not be reimbursed by DHSS.
When examinations are not required as stated above, employees will be charged annual leave to take examinations during working hours for their own convenience.

C. Voting
Employees will be allowed release from work duties during regular working hours, not chargeable to leave, for the purpose of voting in an election held in the state. Whether an employee is entitled to leave with pay and the amount of such leave is based on the employee’s normal work schedule on voting day. The amount of voting leave to be granted will be the least amount of time needed to provide the employee three (3) consecutive hours off work between polling hours of 6:00 a.m. and 7:00 p.m. 
An employee must be scheduled to work his/her shift on election day to take the leave and may be on such leave at the beginning or the end of the work shift. An alternate specified hour may be approved as agreed to by the employee and supervisor to meet staffing needs, but will not change the amount of leave entitlement. This provision does not apply to an employee if there are three (3) successive hours while the polls are open in which he/she is not scheduled to work. 
Below are examples of voting leave entitlements based on work schedule:


8:00 a.m. – 5:00 p.m. 

1 hour


8:00 a.m. – 4:45 p.m.

45 minutes


8:00 a.m. – 4:30 p.m. 

30 minutes


8:15 a.m. – 5:00 p.m. 

45 minutes


8:15 a.m. – 5:15 p.m. 

45 minutes


7:30 a.m. – 4:15 p.m. 

15 minutes


7:00 a.m. – 4:00 p.m. 

None


7:00 a.m. – 6:00 p.m. 

2 hours


7:00 a.m. – 5:30 p.m. 

1 hour and 30 minutes


6:30 a.m. – 5:00 p.m. 

1 hour

The above list is not all-inclusive of the work schedules of the Department. If there are questions related to the amount of leave entitlement, contact the Office of Human Resources for assistance. 

Prior notification to the supervisor is required for time off for voting. Leave code LWPVT (Paid Leave – Voting) is to be used for voting. Travel expenses will not be reimbursed by DHSS.
D. Military Leave (See Policy 8.8.)
E. Missouri Mentor Initiative
Employees who are approved to participate in the Missouri Mentor Initiative (MMI), under the direction of the Office of the Lieutenant Governor, will be allowed time off during regular work hours, not chargeable to leave. The employee must apply and be approved to participate in the program and must adhere to the policies and procedures set forth by the Lieutenant Governor’s office, which can be found at www.ltgov.mo.gov/mmi.htm. Prior to beginning the mentoring process, the employee must submit written notice of approval to his/her immediate supervisor and to the OHR. Prior approval from the supervisor is required for time off for mentoring to ensure appropriate work coverage. Leave code LWPMM (Paid Leave – MO Mentor Initiative) is to be used for this purpose. Note: At any time this privilege may be withdrawn, which does not preclude individuals from mentoring outside of work hours. Travel expenses will not be reimbursed by DHSS.
F. Permitted by Personnel Rules or RSMo.
An employee will normally be granted time off not chargeable to annual leave, compensatory time or leave without pay for the following reasons, provided the absence will not adversely affect the provision of essential services, and provided the employee is in active work status during the time period that the leave is to commence:

1. Department Promotional Employment Interviews For promotional employment interviews for positions in the Department. Prior notification to the supervisor is required. If the promotional interview causes travel time outside the employee’s normal working hours, overtime will not be approved. (Note: Employees will be charged annual leave for time off for all other employment interviews, to include all interviews for positions outside DHSS and transfer or lateral position interviews inside DHSS.) Exceptions to this policy will be considered by the Appointing Authority on a case-by-case basis. No leave request or time accounting entry is necessary. Travel expenses will not be reimbursed by DHSS unless employees are eligible for reimbursement pursuant to the Employee Relocation and Recruitment Expense, Financial Policy 1.21.
Note: DHSS supports promotional opportunities for DHSS employees as long as the pursuit of promotional employment interviews does not interfere with an employee’s present job and the employee’s productivity.

2. Conferences and Training  For attendance at professional conferences, meetings, or training courses when such attendance is job related or may be expected to benefit the Department. Prior approval of the supervisor is required. When out-of-state travel expenses are required, attendance is subject to the prior approval of the division director and the Department director or designee. No leave request or time accounting entry is necessary. Travel expenses will be reimbursed pursuant to DHSS Financial Policy, 1.3.
3. State/Employer Sponsored Meetings  For attendance at state/department sponsored meetings and events no leave request or time accounting entry is necessary (Examples:  pre-retirement or “Money Matters” provided by MOSERS, MCHCP’s open enrollment). This also includes events such as retirement receptions and other recognition receptions. Travel expenses will not be reimbursed by DHSS.
4. Donating Blood  The Department recognizes the importance of blood banks and encourages employees to donate blood. Employees will be allowed time off during regular working hours, not chargeable to leave, for the purpose of donating blood during Red Cross or other blood supplier blood drives or at permanent blood donor centers. Prior  approval from the supervisor is required. Employees may be required to provide proof of their visit to the donation site upon their supervisor’s request. No leave request or time accounting entry is necessary. Employees are expected to return to the work unit as soon as physically able, normally within a period of two (2) or three (3) hours. The employee shall notify the immediate supervisor if he/she is unable to return to work within three (3) hours. Leave will not be charged for time off in excess of the three (3) hours if the employee is physically unable to return to work due to donating blood. Travel expenses will not be reimbursed by DHSS.
5. Worksite Health Promotion Activities  (See Policy 14.3.) No leave request or time accounting entry is necessary. Travel expenses will not be reimbursed by DHSS.
6. Bereavement Leave  (See Policy 8.10.) Requires a leave request entry in the DELTA system as LWPBV (Paid Leave – Bereavement). Attendance at a coworker’s funeral is covered in Policy 8.15. Travel expenses to a coworker’s funeral or any funeral will not be reimbursed by DHSS.
7. Disaster Service  Employees who are certified as disaster service specialist by the American Red Cross, or by a volunteer organization with a disaster service commitment recognized by the state emergency management organization agency may, with appointing authority approval, be granted leave of absence from their respective duties, without loss of pay or leave, impairment of performance appraisal, or loss of any rights or benefits to which otherwise entitled. This will cover all periods of Red Cross, or such volunteer organization, disaster service during which they are engaged in the performance of duty under a Red Cross, or such volunteer organization, letter of agreement for a period not to exceed a total of one hundred twenty (120) work hours in any state fiscal year. This leave requires a leave request entry in the DELTA system as LWPRC (Paid Leave – Red Cross/Disaster). Other absences for service for the Red Cross, or such volunteer organization, not elsewhere provided for in these rules, may be charged to accrued annual leave, compensatory time or leave of absence without pay.

In the event of a need for the specialist’s services, the local Red Cross, or such volunteer organization, will send a request for the services to the employee and to the employee’s supervisor with a copy to the Office of Administration, Division of Personnel stating that the employee has met all Red Cross, or such volunteer organization, requirements for assignment as a disaster specialist volunteer. If the request is approved by the appointing authority, the approval will state whether the employee is able to respond only to local disasters (due to the work of the employee) or whether the employee is able to be on call for disasters outside the employee’s local area. Travel expenses will not be reimbursed by DHSS.
An employee who returns to work from disaster relief shall be placed into his/her former position.

No more than twenty-five (25) full-time state employees may be absent in any state fiscal year. Each employee is subject to a cap of fifteen (15) calendar days per fiscal year of disaster relief leave.

Upon written order of the governor, additional employees, who have not been absent on other disaster leave this fiscal year, not to exceed twenty-five (25) full-time equivalent state employees, may be granted leave pursuant to this section to participate in specialized disaster relief services for disasters occurring within the state.

8. Civil Air Patrol  Employees who are certified by the Civil Air Patrol as emergency service specialists may be granted time off under special circumstances. Contact the Chief, OHR for additional information. Travel expenses will not be reimbursed by DHSS.
9. Bone Marrow Donation  Employees are permitted five (5) work days of paid leave, not to exceed forty (40) hours, for bone marrow donation. Written medical verification must be provided by the employee and forwarded to OHR through the employee’s chain of command as far in advance as possible. If advance notice is not feasible due to emergency circumstances, the verification must be provided as soon as possible. The five days shall be coded as LWPDM (Paid Leave – Bone Marrow Donor). Leave requested under this paragraph may be requested by the employee only if the employee is the donor. Travel expenses will not be reimbursed by DHSS.
10. Organ Donation  Employees are permitted thirty (30) work days of paid leave, not to exceed forty (40) hours per week, for organ donation. Written medical verification must be provided by the employee and forwarded to OHR through the employee’s chain of command as far in advance as possible. If advance notice is not feasible due to emergency circumstances, the verification must be provided as soon as possible. The thirty (30) days shall be coded as Leave of Absence with Pay LWPDO (Paid Leave – Human Organ Donor). Leave requested under this paragraph may be requested by the employee only if the employee is the donor. Travel expenses will not be reimbursed by DHSS.
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