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TITLE: CRISIS ANNUAL LEAVE PROGRAM 
EFFECTIVE DATE: JANUARY 4, 2023 

LAST REVISION DATE:  
POLICY NUMBER: 6.061.0 

 
INTRODUCTION 
 
It is the policy of the College to establish a Crisis Annual Leave Pool Program to provide an 
opportunity for eligible employees to assist fellow employees who are unable to work because of 
a crisis and who need paid leave to cover the crisis situation. 
 
PURPOSE OF POLICY 
 
The purpose of the Crisis Annual Leave Program is to establish and administer a pool of annual 
leave that may be used by eligible employees who are unable to work due to their own serious 
health condition or the serious health condition of an eligible family member.  
 
The intent of the program is to assist eligible employees who, through no fault of their own, have 
insufficient appropriate paid leave balances to cover the crisis leave period.  
 
SCOPE AND APPLICABILITY 
 
This policy shall apply to all full-time employees who are eligible to earn annual leave in 
accordance with college policy and procedure. Classified and unclassified employees must have 
at least six (6) months of service at the College, and classified employees must have attained 
permanent status to be eligible to participate in the Crisis Annual Leave Pool Program.  
 
DEFINITIONS: 
 
1. Crisis Annual Leave: Annual leave hours donated by eligible permanent classified and full-

time unclassified employees with at least six months of service who are eligible to earn annual 
leave, into a crisis leave pool to be used by fellow employees who are suffering from their own 
serious illness or injury or having to provide care for an eligible family member that is suffering 
from their own serious health condition or injury, which will cause the employee to take leave 
without pay or terminate employment.  Employees may make an irrevocable donation of 
accrued annual leave to the crisis leave pool. 
 

2. Crisis Annual Leave Committee: The committee shall be comprised of two (2) classified, two 
(2) unclassified staff members and one (1) twelve-month faculty member, all of which are 
appointed by the SOWELA Chancellor. The Chancellor shall also appoint the chair of the 
committee from the five members appointed. In addition, the Director of Human Resources 
and the Senior HR Generalist shall serve in ex-officio, non-voting capacity on the committee. 
The Committee will serve to administer the Crisis Annual Leave Program. When not otherwise 
specified in written policy, the Committee may recommend operational guidelines and 
procedures for the Crisis Annual Leave Program. 
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3. Crisis Annual Leave Pool: A program authorized by the Louisiana Department of Civil Service 
Rule 11.34 by which state agencies are allowed to implement and administer a pool of shared 
annual leave which may be used by employees who cannot work due to certain crisis situations 
and who have insufficient appropriate leave to cover their absence.  

 
4. Crisis Annual Leave Pool Manager: The Director of Human Resources or his/her designee will 

have the responsibility of managing donations and transfers for appropriate credit to leave 
balances for payroll purposes. 

 
5. Crisis Annual Leave Pool Policy Year:  Fiscal year beginning July 1 and ending June 30. 

 
6. Crisis Annual Leave Value:  Annual leave granted as crisis annual leave shall not exceed 75% 

of the employee’s pay in a regular workweek. 
 

7. Eligible employee:  A full-time employee of the College who is eligible to earn annual leave 
in accordance with the LCTCS Policy # 6.003 and state Civil Service Rules. A classified 
employee must have attained permanent status, and an unclassified employee must have a 
minimum of six months of service at the College to be allowed to donate or use crisis leave. 

 
8. Eligible Family Member:  Defined by the Family and Medical Leave Act (FMLA) as an 

immediate family member; i.e. spouse (wife or husband or same sex partner legally married 
according to the law of the place of celebration), child (including adult child, over 18 years of 
age, incapable of selfcare because of a mental or physical disability and child of domestic 
partner) or parent (but not parent-in-law) who has a serious health condition.  More detailed 
information on the definition of eligible family members can be found in Section 825.122 of 
the FMLA regulations which are the basis of eligibility used in applying this policy.  

 
9. Licensed Medical Service Provider (LMSP):  A practitioner, as defined in the Louisiana State 

Licensing Law (relative to that LMSP’s field of service), who is practicing within the scope of 
his or her license. This includes licensed physicians (a Doctor of Medicine) or M.D., Doctor 
of Osteopathy or D.O., or licensed chiropractors, counselors, or therapists as recognized and 
licensed by the appropriate state boards or authorities. 

 
10. Serious Health Condition:  Defined by the FMLA as an illness, injury, impairment, or physical 

or mental condition that involves 
 

a. Any period of incapacity or treatment in connection with or consequent to inpatient care 
(i.e., an overnight stay) in a hospital, hospice, or residential medical care facility; or 

b. Any period of incapacity requiring absence from work, school, or other regular daily 
activities for more than three calendar days, that also involves continuing treatment by (or 
under supervision of) a health care provider; or 

c. Continuing treatment by (or under supervision of) a health care provider for a chronic or 
long-term health condition that is incurable or so serious that, if not treated, would likely 
result in a period of incapacity of more than three calendar days. 
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Voluntary or cosmetic treatments (such as most treatment for orthodontia or acne) that are 
not medically necessary are not “serious health conditions” unless inpatient hospital care 
is required. Restorative dental surgery after an accident, or removal of cancerous growths 
are serious health conditions provided any of the other conditions are met (a, b, c). 
Treatment for allergies or stress, or for substance abuse, are serious health conditions if 
any of the other conditions are met (a, b, c). Routine preventive physical examinations are 
excluded. 

 
POLICY PROCEDURES 
 
A. Donation of Leave 
 

1. General Information Requirements: 
 

Contributions to the Crisis Annual Leave Pool are strictly voluntary. No employee shall be coerced 
or pressured to make contributions to the Crisis Leave Pool. Employees donating to the pool may 
not designate a particular employee to receive donated leave. Donations are accumulated in the 
pool and are awarded on a first-come basis to eligible employees.  
 
Donations may be made at any time during the Crisis Annual Leave Pool Policy Year but are 
limited to the following terms: 
 

a. Only full-time employees who are eligible to earn annual leave in accordance with 
the College policy and procedure and classified employees with permanent status 
may donate leave. 

 
b. An eligible employee may donate a minimum of 4 hours of annual leave and a 

maximum of 240 hours of annual leave per fiscal year (may not donate sick or 
compensatory leave). All donations must be made in whole hour increments. The 
donor must have a minimum balance of at least 80 hours of annual leave remaining 
after the donation.  
 

c. A leave donation is irrevocable and will not be restored or returned to the donor 
once the leave has been transferred to the pool. The pool will be administered as 
leave hours donated and used.  

 
2. Donation Procedures: 

 
a. The eligible employee must complete the Crisis Leave Donation Certification 

Form indicating the number of hours of annual leave to be transferred to the Crisis 
Annual Leave Pool and forward it to the Crisis Annual Leave Pool Manager for 
review and approval. 

 
b. The Crisis Annual Leave Pool Manager ensures that the form has been properly 

completed and signed, and that the employee will have a sufficient remaining 
annual leave balance after the donation is made. If these conditions are met, the 
Crisis Annual Leave Pool Manager approves the application. 
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c. The Crisis Annual Leave Pool Manager will process the deduction of the authorized 

hours of annual leave from the employee’s balance and transfer the leave to the 
Crisis Annual Leave Pool. A copy of the approved application is then forwarded to 
the donating employee to verify that the transfer of leave has been processed.  

 
B.      Crisis Leave Requests: 
 

1. Eligibility Requirements: 
 

An employee is not required to contribute to the Crisis Annual Leave Pool to be eligible to 
receive Crisis Annual Leave. An eligible employee may apply to receive crisis annual leave 
if all of the following requirements are met: 

 
a. (i) Employee must be a full-time employee who is eligible to earn annual leave in        

accordance with college policy and procedure; and 
(ii) Classified employees must have attained permanent status; and 

 

b. Employee must have completed at least six (6) months of service with the College; 
and 
 

c. Employee must have exhausted or anticipate exhausting all of his/her sick, annual, 
and compensatory leave before requesting crisis leave; and 

 

d. Employee or eligible family member must suffer from a Serious Health Condition 
as defined in this policy; and 

 
e. Employee must have a good attendance record (no documented history of leave 

abuse as recorded in employee’s Human Resources personnel file) and is not absent 
from work due to disciplinary reasons, and, if received, an annual performance 
evaluation, a rating of satisfactory or above for the current and/or previous fiscal 
year (July 1 – June 30), whichever correlates with the time of the Crisis Annual 
Leave request; and 
 

f. Employees receiving workers compensation or benefits from a long-term disability 
insurance policy are not eligible to participate; and  

 

g. Employee must provide appropriate documentation from a Licensed Medical 
Services Provider as defined in this policy.  

 
2. Crisis Annual Leave Request Procedures: 

 
An eligible employee may request up to 240 hours of annual leave from the Crisis Annual 
Leave Pool anytime during the Crisis Annual Leave Pool Policy Year (July 1 – June 30). 
Whenever possible, requests should be submitted at least ten (10) days before the Crisis 
Leave is needed. 
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The procedures for requesting Crisis Annual Leave from the Crisis Annual Leave Pool are 
as follows: 

 

a. An eligible employee may request annual leave from the Crisis Annual Leave Pool 
by the submission of a letter, a Crisis Annual Leave Request Form, and a statement 
from the employee’s or family member’s Licensed Medical Service Provider. The 
documentation shall include the following: 

 
i. Beginning date of the illness or injury; and 

ii. Detailed description of the illness or injury, including any requested information 
useful in making a final determination of eligibility; and  

iii. Prognosis for recovery if the request is for an employee; and 
iv. Anticipated return to work date; and 
v. Documentation, as requested by the Director of Human Resources, or designee, 

to establish eligibility of a family member (birth certificate, marriage license, 
adoption papers, etc.).        

 

b. The request and accompanying documentation are submitted to the Director of 
Human Resources. Paper requests and documentation should be submitted in 
envelopes marked “Confidential.”  Each request shall be stamped with the time and 
day upon receipt and processed on a first-come, first-served basis. All requests for 
crisis leave shall be treated as confidential.  
 

c. The Director of Human Resources will review to ensure that the employee meets the 
eligibility requirements for Crisis Annual Leave. 
 

d. Upon verification of eligibility, the Director of Human Resources will schedule a 
meeting with the Crisis Annual Leave Committee to review the request. The 
committee will review the request and make a recommendation to the Chancellor or 
his/her designee. The Director of Human Resources will issue an approval or denial 
in writing to the employee.  

 
e. If the request is approved, the Director of Human Resources notifies Payroll to 

transfer the approved amount of Crisis Annual Leave to the appropriate employee’s 
leave balance. Any approved crisis leave is used and documented in accordance with 
the same procedures used for regular paid leave taken by the employee. 

 

C.      Limitations on Crisis Leave:  
 

The Crisis Annual Leave Committee will determine the amount of crisis annual leave 
granted for each serious health condition. The amount of leave granted will generally 
reflect the recommendations of a Licensed Medical Service Provider and is subject to the 
following limitations: 

 
a. A maximum of 240 hours may be requested by an employee in a fiscal year (July 1 

– June 30); and 
b. Crisis Annual Leave may not be granted to an employee to extend paid leave status 

beyond a total time in leave status of twelve (12) weeks; and 
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c. An employee granted Crisis Annual Leave will receive leave that ensures wage 
replacement of 75% of their regularly scheduled work week. The value of annual 
leave granted as Crisis Annual Leave may not exceed 75% of the employee’s pay 
received in a regular workweek. The remaining 25% shall be leave without pay 
(LWOP).  

 
D. Changes in Status Affecting Crisis Leave:  
 

Crisis Annual Leave may only be used for the purpose for which it was originally requested. 
If any change in the nature or severity of the serious health condition occurs, or of any other 
factor on which the approval was based, the employee must provide documentation describing 
the change to the Director of Human Resources for review. The employee may request 
additional Crisis Annual Leave subject to the limits outlined in this policy; however, extensions 
of Crisis Annual Leave are not automatic. Each request for extension will be addressed on a 
first-come, first-served basis.  

 
E. Compensation and Benefits: 
 

Crisis Annual Leave will be awarded hour for hour, regardless of the giving or receiving 
employee’s rate of pay. 

 
An employee being paid from Crisis Annual Leave will be considered in partial pay status and 
will continue to receive benefits as appropriate.  

 
An employee on Crisis Annual Leave shall not accrue annual or sick leave while using donated 
leave from the Crisis Annual Leave Pool. Employees who are able to return to work before 
using all of their granted crisis leave must return the unused leave to the Crisis Annual Leave 
Pool. 
 
The recipient’s employing division will bear the cost of the Crisis Annual Leave period. The 
Office of Human Resources will maintain all appropriate records.  

 

F. Appeals 
 
The decision to approve or deny Crisis Annual Leave by the Crisis Annual Leave Committee is 
final and not subject to appeal.  
 
ENFORCEMENT 
 
The use of Crisis Annual Leave that is not in accordance with the procedures and requirements 
outlined in this policy may constitute payroll fraud and will be dealt with accordingly. 
 
POLICY MANAGEMENT 
 
The Vice Chancellor of Finance shall be the Responsible Executive for the management of this 
Policy.  The Office of Human Resources shall be the Responsible Office responsible for 
maintaining and executing this Policy. 
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EXCLUSIONS 
 
There will be no exceptions to this Policy. 
 
 
APPENDICES, REFERENCES, AND RELATED MATERIALS 
 
Crisis Leave Donation Certification Form 
Crisis Leave Pool Request Form 
Crisis Annual Leave Committee Recommendation Form 
Certification of LMSP for Eligible Employee’s Serious Health Condition 
Certification of LMSP for Eligible Family Member’s Serious Health Condition 
Louisiana Civil Service Rule 11.34, Crisis Leave Pool 
Louisiana Civil Service Rule 11:5(a), Earning of Annual and Sick Leave 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Source of Policy: Office of Human Resources      LCTCS Policy Reference: 6.003 
Responsible: Administrator: Director of Human Resources    LCTCS Guideline Reference: N/A 
Related Policy: N/A       State Civil Service Rule:11.34 
 
Approved by: ______________________________     Date: ___________________________ 
 Chancellor 
 

Neil Aspinwall (Jan 10, 2023 13:49 CST)
Neil Aspinwall Jan 10, 2023
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