60309 Leave — Professional Personnel

The College recognizes the following types of leave for professional personnel, described below:
annual and personal leave, sick leave, court, jury, and election service leave, educational leave,
military leave, catastrophic disability leave, family and medical leave, servicemember family and
medical leave, bereavement leave, leave without pay and sabbatical leave.

The President may require an employee to furnish satisfactory evidence of entitlement before
approving applications or requests for any leave benefits.

Annual and Personal Leave

The Board of Governors shall from time to time determine and promulgate the annual and
personal leave provisions, as applicable, for each group of non-bargaining unit professional
personnel for the purpose of granting paid time off work to be used for vacations, rest and
relaxation, and personal business. Personal leave is only applicable to full-time faculty. Unused
accrued annual leave will be paid out to professional personnel upon their separation from
employment with the College. The President is authorized to establish guidelines and procedures
for processing annual and personal leave requests.

Annual leave provisions for bargaining unit employees will be addressed in their extant
collective bargaining agreement(s) (CBA). If not addressed in the extant CBA, this policy shall

apply.
Sick Leave

The Board of Governors shall from time to time determine and promulgate the sick leave
provisions for each group of professional personnel for purposes of attendance at medical/dental
appointments, illness or injury of the employee or illness or injury of a member of the
employee’s immediate family for whom he or she must provide care. The President may require
the employee to provide a physician’s statement to support the employee’s request for such leave
when it is for the illness or injury of the employee or their immediate family member, and for the
determination of fitness to return to work at the College. Sick leave is paid leave to the extent
that the employee has sufficient accrued sick leave to cover the time that they are absent from
work. The President is authorized to establish guidelines and procedures for processing sick
leave requests.

Sick leave provisions for bargaining unit employees will be addressed in their extant collective
bargaining agreement(s) (CBA). If not addressed in the extant CBA, this policy shall apply.

Court, Jury, and Election Service Leave

Leave with pay shall be authorized, per state law, for any employee who is required to report for
jury duty or ordered to serve as an election official. Any payment received for court, jury or
election service, exclusive of mileage and parking fee reimbursement, must be turned over to the
College. Contact the payroll office for the repayment options available. A full accounting of
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payment received by the employee for court, jury or election service shall be provided at the
conclusion of the leave period through normal supervisory channels.

Leave with pay shall also be authorized for any professional staff member who is subpoenaed in
litigation to which:

(1) He or she is not a party; or
(2) He or she is a party by reason of his/her employment with the College.

The President is authorized to establish guidelines and procedures for processing court, jury and
election service leave requests.

Educational Leave

Professional employees may request educational leave, other than sabbatical, to be used for the
purpose of enrolling or teaching in a college, university or special workshop or institute, and for
certain types of consultant activity. The President is authorized to establish guidelines and
procedures for processing educational leave requests. Educational leave is normally without pay
unless it is taken at the request of the President.

Military Leave

Professional employees may take military leave in accordance with leave rights prescribed by
state and federal laws.

(1) State of Nebraska Non-Emergency Active Service - Employees who are members of the
National Guard, Army Reserve, Naval Reserve, Marine Corps Reserve, Air Force
Reserve, or Coast Guard Reserve may take military leave when summoned into or
employed in non-emergency active military service of the State of Nebraska; for
example, Reserve or National Guard summer camps. The College will pay the
employee's normal daily rate of pay to such employees, not to exceed fifteen (15) work
days in any one calendar year, during such non-emergency active service. This service,
for up to fifteen (15) work days in any one calendar year, will not result in a reduction of
the employee's accrued annual leave.

(2) State of Nebraska Emergency Active Service - Employees who are members of the
National Guard, Army Reserve, Naval Reserve, Marine Corps Reserve, Air Force
Reserve, or Coast Guard Reserve ordered to emergency active service by the Governor of
Nebraska; for example, to serve during tornado, flood, and blizzard emergencies, will be
granted state of emergency leave until released from such emergency active service by
competent authority. The College will pay the difference between the employee's military
salary or compensation and the employee's normal College salary or compensation,
provided the College salary or compensation is greater.

Note: Similarly situated College employees who are residents of a state other than
Nebraska and are called to duty for non-emergency or emergency active service in or by
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their state will be granted comparable military leave in accordance with the provisions
outlined above.

(3) Federal Service

(a) Employees who are members of the National Guard, Army Reserve, Naval Reserve,
Marine Corps Reserve, Air Force Reserve, or Coast Guard Reserve may take military
leave when ordered into or employed in the military service of the United States; that
is, the federal government. The College will pay the employee's normal daily rate of
pay to such employees for a period not to exceed fifteen (15) work days in any one
calendar year. This service for up to fifteen (15) work days in any one calendar year
will not result in a reduction of the employee's accrued annual leave.

(b) Employees may take military leave to undergo military training with the armed
forces of the United States. The College will pay the employee's normal daily rate of
pay to such employees, not to exceed fifteen (15) work days in any one calendar year,
during such service.

The President is authorized to establish guidelines and procedures for processing military leave
requests.

Catastrophic Disability Leave

Catastrophic disability leave applies to all full-time regular employees who have been employed
in one or more full-time regular positions at the College for a minimum of one year immediately
preceding the commencement of the absence in question. Catastrophic disability leave provides
pay to a disabled employee during the ninety-day waiting period required before he or she is
eligible for consideration under the College's long-term disability insurance plan. The award of
catastrophic disability leave is at the discretion of the President and is intended to be made
available only in situations in which the occurrence of long-term disability is anticipated. The
President is authorized to establish guidelines and procedures for processing catastrophic
disability leave requests.

Family and Medical Leave

In compliance with the provisions of the federal Family and Medical Leave Act (FMLA),
qualified professional employees are entitled to the equivalent of up to twelve (12) weeks off
work during a rolling twelve-month period, without pay, due to the qualifying medical condition
of the employee or a qualifying immediate family member for whom the employee must provide
care. The employee shall be reinstated to the same or a comparable position upon their timely
return from leave under the FMLA, without penalty. The President is authorized to establish
guidelines and procedures for processing FMLA leave requests.

Servicemember Family and Medical Leave
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In compliance with the provisions of the federal Servicemember Family and Medical Leave Act
(Servicemember FMLA), qualified professional employees are entitled to time off work, without
pay, due to (1) a “qualifying exigency” arising out of a covered family member’s active duty or
call to active duty in the armed forces (up to twelve (12) weeks in a rolling twelve (12) month
period), or (2) to care for a covered family member who has incurred an injury or illness in the
line of duty while on active duty in the armed forces, provided that such injury or illness may
render the family member medically unfit to perform the duties of the member’s office, grade,
rank or rating (up to twenty six (26) weeks in a single twelve (12) month period). The employee
shall be reinstated to the same or a comparable position upon their timely return from leave
under the Servicemember FMLA, without penalty. The President is authorized to establish
guidelines and procedures for processing Servicemember FMLA leave requests.

Bereavement Leave

Non-Bargaining unit professional employees may be granted bereavement leave in the event of a
death within the employee's immediate family. Further, bereavement leave may be granted for
attendance at the funeral service for a coworker at the College where there has been a personal
friendship. The President is authorized to establish guidelines and procedures for processing
bereavement leave requests. Bereavement leave shall be paid leave.

Bereavement leave provisions for bargaining unit employees will be addressed in their extant
collective bargaining agreement(s) (CBA). If not addressed in the extant CBA, this policy shall

apply.

Leave Without Pay

Leave without pay may, in the sole discretion of the President, be granted to those employees
who have an appointment of one-half time or more. The President is authorized to establish leave
without pay guidelines and procedures for processing requests for leave without pay.

During a period of leave without pay of more than one month, the employee may retain health
insurance and life insurance by prepaying to the College, in advance, the employee’s share of the
premiums that will accrue during any period for which the employee will not be receiving pay,
and his/her failure to do so may result in cancellation of coverage without further liability to the
College?. Full-time professional employees on extended absences because of personal illness or
injury for a period of time exceeding accumulated annual and sick leave days may be eligible for
leave without pay. The President is authorized to establish guidelines and procedures for
processing leave without pay requests.

Sabbatical Leave

! Insurance retention provisions during a period of leave without pay are subject to change pursuant to College
insurance contracts. Employees are encouraged to verify the current insurance retention provisions prior to taking
leave without pay.
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The purpose of sabbatical leave is to give faculty members/counselors the opportunity to secure
additional education, training, or experience which will aid them in carrying out their college
assignments, support the professional development of the faculty member/counselor and the
development needs of instructional/service areas, and complement the planned priorities of the
College mission. In all cases, there must be a clearly defined benefit for students, either directly
or indirectly. In order to be considered for a sabbatical, the faculty member/counselor must first
meet the following criteria:

(1) Hold a full-time, continuous appointment as an instructor or counselor;

(2) Have worked continuously (excluding summer sessions for 177 day/9 month
contracts) in a College-assigned capacity for a period of six (6) consecutive academic
years with a minimum of eighteen (18) quarters of actual service from the date of hire
or since the last sabbatical was completed:;

(3) Have demonstrated satisfactory performance as documented through the College’s
performance evaluation system

Other conditions that apply to the granting and taking of sabbatical leave include the
following:

(1) Sabbatical leave is not a matter of right upon gaining eligibility for consideration
thereof, but is a matter of discretion at the various levels of recommendation, and a
matter of discretion with the Board of Governors in granting. During a fiscal year, not
more than an aggregate total of twelve (12) quarters of sabbatical leave may be
allowed.

(2) The beginning and ending dates of all sabbatical leave shall be determined by the
Board of Governors. A faculty member/counselor will receive full salary for a
sabbatical of one quarter duration, two-thirds (2/3) salary for a sabbatical of two
quarters duration, or one-half (1/2) salary for a sabbatical of three quarters duration.

(3) During the period an employee is on sabbatical leave, he or she will, if allowed by the
insurance company, continue to receive insurance benefits that are provided other
employees of the same category.? Retirement contributions will be based on the
employee’s sabbatical salary. During the period of sabbatical leave, the employee
may not accumulate or use sick leave, or accumulate personal leave or credit for
another sabbatical leave.

(4) An instructor drawing sabbatical compensation from the College may hold a
scholarship, grant-in-aid, or College approved faculty exchange. No other

2 Insurance retention provisions during periods of sabbatical leave are subject to change pursuant to College
insurance contracts. Employees are encouraged to verify the current insurance retention provisions prior to taking
sabbatical leave.
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compensatory employment during the period of leave is allowed except as may be
approved by the President of the College.

(5) Within thirty (30) days after return to duty, each sabbatical recipient shall submit a

final sabbatical report including a summary of the individual’s activities while on
sabbatical and a description of the resulting benefits to the faculty member/counselor,
the College, and its students. Said report shall be filed with the Vice President for
Academic Affairs (faculty) or the Vice President for Campuses and Student Affairs
(counselors) with a copy sent to the individual’s supervisor and Human Resources for
inclusion in the employee’s personnel file.

(6) The Human Resources office will be responsible for keeping sabbatical leave records.

(7) Faculty members/counselors granted leaves will be required to sign an agreement that

if they fail to return to the College at the end of sabbatical leave for the specified
period of time (1quarter = 1 academic year of service, 2 quarters = 2 academic years
of service, and 3 quarters = 3 academic years of service), they must make restitution
to the College for the salary paid during the sabbatical leave. Restitution will not be
required in the case of faculty members/counselors who are approved for disability
benefits, faculty members/counselors who are non-renewed, reduced in force,
dismissed, or in the case of the death of a faculty member/counselor while on
sabbatical leave or within the first three academic years after return from such leave.

The President is authorized to establish guidelines and procedures for processing sabbatical leave

requests.

(Adopted 2/78; Amended 6/26/79; 11/23/99; 10/24/06; 12/16/14)
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