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MEMORANDUM 

 
 
 
TO:  Education Subcommittee B – Higher Education 
 
FROM: Kevin Walthers, Vice Chancellor for Administration 
 
DATE:  January 8, 2010 
 
RE:  Institutional Faculty Maternity Leave Policies 
  
 
Attached is a summary of faculty maternity leave policies for public higher education 
institutions.  All employees are covered by the West Virginia Parental Leave Act and/or the 
Family Medical Leave Act (FMLA) which allows for twelve (12) weeks of unpaid leave after an 
employee has worked at least twelve (12) consecutive months. 
 
A copy is attached of Procedural Rule, Series 38, Employee Leave, which includes sick leave 
provisions for twelve-month faculty.  Faculty who work less than twelve-months are not covered 
by a state-wide leave policy and the majority of higher education institutions do not have sick 
leave policies for faculty.  Institutions with formalized practices or policies are also attached to 
the summary. 
 
As you will note in the summary, many of the institutions indicate that faculty members who are 
absent due to an illness (maternity or otherwise), have classes covered by another faculty 
member and continue to receive full-pay and benefits.   
 
Attachment 
 
 
 
 

1



 

2



West Virginia Higher Education Policy Commission 
West Virginia Council for Community and Technical College Education 

 
Maternity Leave Policies 

 
 
FOUR-YEAR INSTITUTIONS 
 
Fairmont State University 
For nine-month faculty, the attached policy applies. 
 
Marshall University 
For nine-month faculty, the attached policy applies. 
 
Shepherd University 
Does not have a formal policy. Institutional practice is that academic departments cover 
classes for the absent faculty member when off work for an extended period of time, 
i.e., surgery, etc.  
 
West Liberty University 
Does not have a formal policy.  Faculty do not accrue sick leave and the institution does 
not have any separate policy or administrative procedure relating to maternity leave for 
faculty. Faculty are afforded paid leave for pregnancy/maternity as requested and 
supported by a medical statement, which outlines the individual’s starting and 
anticipated ending time for the maternity leave period. Extensions are possible 
consistent with the Family Medical Leave Act (FMLA) and additional medical evidence 
that an extended absence is warranted. 
 
West Virginia School of Osteopathic Medicine 
Does not have a formal policy.  When nine-month faculty are on extended medical 
leave, whether due to maternity or other health related issues, one of the following must 
take place:  1) Utilize off-contract time; 2) Schedules are revised; and 3) Colleagues 
assume  responsibilities during that specific timeframe. At this time, nine-month faculty 
does not have lost wages due to an extended medical leave.   
 
 
TWO-YEAR INSTITUTIONS 
 
Marshall Community and Technical College 
Does not have a formal policy.  The institution follows provisions of the WV Parental 
Leave Act and FMLA.  If a faculty member requests provisions of the WV Parental 
Leave Act and/or FMLA, the institution does not pay the faculty member’s salary but 
does cover the full cost of the employees’ benefits while on leave.  The faculty member 
is officially placed on FMLA.   
 
 

3



Pierpont Community and Technical College 
Twelve-month faculty follow the policy outlined in the PCTC Staff Handbook.  Faculty on 
9, 10 and 11 month appointments follow the Faculty Sick Leave Policy.  The Board of 
Governor’s Faculty Sick Leave Policy and applicable language from the Faculty 
Handbook and Staff Handbook is attached. 
 
Southern WV Community and Technical College- 
The institution provides leave for faculty for maternity reasons; however, it is not 
specifically called "maternity leave".  The policy states faculty who miss work for thirty 
(30) continuous calendar days will be removed from the payroll. As a condition of 
employment, they enroll in a disability program which starts paying faculty after thirty-
day elimination period.  After thirty-days of leave disability benefits begin. 
 
West Virginia Northern Community College 
As with all employee types (faculty, non-classified or classified) the institution provides 
and allows FMLA and/or parental leave if the employee is eligible under 
those guidelines. FMLA does not require leave to be paid leave which for faculty is 
determined by how much time they will be off and what type of coverage will be needed. 
  
 
 
The following institutions do not have a formal policy but manage faculty maternity leave 
on a case-by-case basis. 
 
Four-Year Institutions: 
Bluefield State College 
Concord University 
Glenville State College 
West Virginia State University 
West Virginia University 
West Virginia University Institute of Technology 
Potomac State College of WVU 
Blue Ridge Community and Technical College 
 
Two-Year Institutions: 
Bridgemont Community and Technical College 
Eastern West Virginia Community and Technical College 
Kanawha Valley Community and Technical College 
New River Community and Technical College 
WVU Parkersburg 
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TITLE 133 
PROCEDURAL RULE 

HIGHER EDUCATION POLICY COMMISSION 

SERIES 38 
EMPLOYEE LEAVE 

 

SECTION 1. GENERAL 

 
1.1  Scope - Rule regarding annual leave, military leave, leave of absence 

without pay, sick leave, special emergency leave, catastrophic leave, 
parental leave, and witness and jury leave for employees of the Higher 
Education Policy Commission. 

 
1.2  Authority - West Virginia Code ' 18B-1-6 

 
1.3  Filing Date - October 20, 1992 

 
1.4  Effective Date - November 19, 1992 

 

 

SECTION 2.  GENERAL LEAVE COVERAGE 

 
2.1  Eligibility for annual and sick leave shall be based on the following: 

 
2.1.1 Employees working on a regular and continuing basis for no less 

than 1950 hours within a twelve (12) consecutive month period 
are considered to be full-time employees and are eligible for leave 
as specified in this document. 

 
2.1.2 Employees working between 1,040 hours and less than 1,950 on 

a regular and continuing basis during a twelve (12) consecutive 
month period shall accumulate leave on a pro rata basis. 

 
2.1.3 Employees working less than 1,040 hours are not eligible for leave 

benefits. 
 

2.2  Faculty members on twelve-month appointments are defined as full-time 
employees and accrue leave according to the appropriate sections of this 
rule. The provisions of this rule related to annual leave, sick leave, 
catastrophic leave, special emergency leave, and managing work time in 
areas affected by interruption to utility or similar situations do not apply to 
faculty members on annual appointments of less than twelve months. 

5



 
2.3  Annual and sick leave may not be taken before it is accrued. If an 

employee works less than a full month, annual and sick leave shall be 
accumulated on a pro rata basis. 

 
2.4  During a terminal leave period, no type of leave may be accrued. 

Terminal leave is the period following the last day of scheduled work from 
employment such as resignation, retirement, etc. 

 
2.5  Length of service shall be total years of service which includes 

experience with state institutions of higher education and other state 
agencies. Continuous service is not required to complete the required 
term. Annual appointment periods of nine (9) months or more shall be 
credited for one (1) year of service for annual leave calculation purposes. 

 
2.6  A recognized institutional holiday occurring during an employee's leave 

period shall not be considered as a day of leave, provided the employee 
is not in a terminal leave period. 

 
2.7  Up to fifteen (15) days of annual leave may be transferred from other 

agencies of state government and state higher education institutions to 
other higher education institutions. Certification of the balance which 
existed in the agency or institution from which the employee is 
transferring must accompany the request for transfer and bear the 
signature of an officer of that agency. A request for transfer must be 
made within one (1) year from the last day of employment with the other 
agency or institution.  

 
2.8  When an employee transfers from other agencies of state government or 

from other state institutions of higher education to another institution, the 
employee's accumulated sick leave may be transferred. Written 
verification of the accumulated amount of sick leave to be transferred 
must be provided by the state agency or institution of higher education 
wherein the employee accumulated the sick leave within one (1) year of 
the date of employment with the institution. 

 
2.9  An employee is required to notify her/his supervisor immediately if ill or 

unable to work for any reason and to follow the institution's established 
procedures for absences from work. The notification shall be given to the 
immediate supervisor or designee, as determined by established 
procedures of the institution. 

 
2.10  Employees on leave of absence without pay shall not accrue annual or 

sick leave or years of service credit for any and all full months in which 
they are off the payroll. 

 
2.11  Each institution shall keep on file a record showing current leave status of 

each employee. 

6



 

SECTION 3.  ANNUAL LEAVE 

 
3.1  Full-time non-classified employees and faculty with twelve-month 

appointments shall be eligible for up to twenty-four (24) days leave per 
year calculated at the rate of 2.00 days per month from the date of 
employment. However, upon leaving a non-classified position, the 
accumulation rates outlined in Section 3.2 shall apply. 

 
3.2  Employees occupying full-time classified positions shall be eligible for 

annual leave on the following basis:  
 

3.2.1 Less than 5 years' service: 1.25 days per month; 
 

3.2.2 5 but less than 10 years' service: 1.50 days per month; 
 

3.2.3 10 but less than 15 years' service: 1.75 days per month; 
 

3.2.4 15 or more years' service: 2.00 days per month. 
 

3.3  Employees working at least 1,040 hours per twelve (12) consecutive 
months on a regular and continuing basis, but less than 1,950 hours shall 
accumulate annual leave on a pro rata basis. 

 
3.4  Accumulated annual leave for continuing employees may be extended 

beyond that earned during a period of one (1) year by written approval of 
the president or her/his designee, but in no case shall it exceed twice the 
amount earned in any twelve-month period. 

 
3.5  An employee is entitled to accumulated leave at termination of service, 

but in no case may this exceed the limits set in 3.4 above. 
 
 
SECTION 4.  OTHER CONDITIONS FOR ANNUAL LEAVE 
 

4.1  At the request of the employee through established procedures, annual 
leave may be granted because of illness. 

 
4.2  The work requirements of the institution shall take priority over the 

scheduling of annual leave or other leave for an employee. When 
operationally possible, the supervisor shall grant earned annual leave at 
the convenience of the employee. However, departmental needs must be 
met, and annual leave may not be taken without prior request and 
approval of the employee's supervisor. 

 
4.3  In the event of an employee's death, the value of accumulated annual 
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leave will be paid to the employee's estate. 

 

SECTION 5.  SICK AND EMERGENCY LEAVE 

 
5.1  Full-time employees shall accumulate sick leave at the rate of 1.5 days 

per month. All other employees shall accumulate sick leave in 
accordance with Section 2.1 of this rule. 

 
5.2  Sick leave may be accumulated without limit. 

 
5.3  Sick leave may be used by the employee when ill or injured or when in 

need of medical attention or when death occurs in the immediate family. 
 

5.4  An employee may use sick leave for a member of the immediate family 
who is ill, injured, or in need of medical attention. Immediate family is 
defined as: father, mother, son, daughter, brother, sister, husband, wife, 
mother-in- law, father-in-law, son-in-law, daughter-in-law, grandmother, 
grandfather, granddaughter, grandson, stepmother, stepfather, step 
children, or others considered to be members of the household and living 
under the same roof. 

 
5.5  Sick leave for more than five (5) consecutive days shall not be granted to 

an employee for illness without satisfactory proof of illness or injury, as 
evidenced by a statement of the attending physician or by other proof 
satisfactory to the institution. An employee having an extended illness or 
serious injury shall, before returning to duty, obtain satisfactory medical 
clearance to help ensure adequate protection and shall indicate the 
employee's ability to perform her/his duties. Such medical clearance shall 
be presented in writing. 

 
5.6  The institution may require evidence from an employee for verification of 

an illness or other causes for which leave may be granted under this rule, 
regardless of the duration of the leave. 

 
5.7  In cases, except those involving catastrophic sick leave as defined in 

Section 8.1, where all accumulated sick leave has been used and annual 
leave is available, it shall be the option of an employee either to use any 
accumulated annual leave until it has also expired, rather than being 
removed from the payroll, or to retain the accumulated annual leave for 
use after return to work, but be taken off the payroll immediately after the 
accumulated sick leave has expired. 

 
5.8  On-the-job injuries or occupational illnesses which involve no more than 

three (3) days of disability leave or absence from work shall not be 
charged against the employee's accumulated sick leave as long as they 
are the next three (3) consecutive working days after injury or illness 
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occurred. If on-the-job injuries or illnesses require a leave beyond the 
three-day period, it shall be the option of the employee either to use 
earned and accumulated sick and annual leave until both may be 
exhausted or to reserve for future use any earned and accumulated sick 
and annual leave and receive only Workers' Compensation benefits for 
which adjudged eligible. 

 
5.9  Disabilities caused or contributed to by pregnancy, miscarriage, abortion, 

childbirth, and recovery therefrom shall be, for all job-related purposes, 
temporary disabilities and shall be treated the same as any other illness 
or disability would be treated for sick leave entitlement. For this reason, 
employees shall be entitled to sick leave for their disabilities related to 
pregnancy and childbirth on the same terms and conditions as they or 
other employees would be entitled for other illnesses and disabilities. In 
determining whether an employee is unable to work because of a 
disability related to pregnancy or childbirth, the same criteria shall be 
used as would be used in the case of another type of illness or disability. 

 
5.10  Sick leave provisions are contingent upon continued employment. When 

the services of an employee have terminated, all sick leave credited to 
the employee shall be considered cancelled as of the last working day 
with the institution, and no reimbursement shall be provided for unused 
sick leave except in the event of retirement, in which case sick leave may 
be converted to insurance coverage or for provisions lawfully provided for 
at that time. Employees who resign in good standing and are later 
reemployed may have their total accumulated sick leave reinstated, 
provided the date of termination is one (1) year or less from the date of 
reemployment. However, if the employee returns to work after more than 
one (1) year from the date of termination, no more than 30 days of 
accumulated sick leave may be reinstated. 

 
SECTION 6. MEDICAL LEAVE OF ABSENCE WITHOUT PAY 
 

6.1  Any employee requesting a medical leave of absence without pay must 
provide the institutional president or the president's designee, through 
established procedures, with satisfactory medical evidence (such as a 
statement from the attending physician) that he/she is unable to work. 
The medical statement shall include a diagnosis, prognosis, and expected 
date that the employee can return to work. If the evidence is satisfactory, 
the president or her/his designee may authorize a medical leave of 
absence without pay only for the period of disability specified by the 
attending physician. 

 
6.2  The employee shall be expected to report to work on the first workday 

following expiration of the disability period. Failure of the employee to 
report promptly at the expiration of a medical leave of absence without 
pay, except for satisfactory reasons submitted in advance, shall be cause 
for termination of employment by the institution. An employee, prior to 
return to duty, shall obtain satisfactory medical clearance to help ensure 
adequate protection and which shall indicate the employee's ability to 
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perform her/his duties. Such medical clearance shall be presented in 
writing.  

 
6.3  A medical leave of absence without pay may be granted for no more than 

a twelve (12) consecutive month period. Employees who may need an 
extended medical leave beyond twelve (12) consecutive months may 
apply for an extension through institutional procedures or may consider 
other options, such as disability. 

 
6.4  After an employee has taken a twelve-month medical leave, the institution 

shall continue group health insurance coverage provided that the 
employee pays the institution the full premium cost of such group health 
plan. 

 
6.5  Any employee who is separated from employment following a medical 

leave of absence of twelve (12) consecutive months and who had chosen 
to maintain her/his accumulated annual leave will receive payment for 
such accumulated annual leave in a lump sum payment.  

 

SECTION 7.  PARENTAL LEAVE 

 
7.1  A full-time employee who has worked at least twelve (12) consecutive 

weeks for the state may request up to twelve (12) weeks unpaid parental 
leave. 

 
7.2  The request must be due to birth or adoption by the employee or because 

of a planned medical treatment or care for the employee's spouse, son, 
daughter, parent, or dependent who has a serious health condition. 

 
7.3  The employee must provide her/his supervisor with written notice two (2) 

weeks prior to the expected birth or adoption; or for the medical 
treatment; or for the supervision of a dependent. Failure to submit a 
written request may be cause for denial. 

 
7.4  The employee must provide the employer with certification by the treating 

physician and/or documentation regarding dependency status. 
 

7.5  All annual leave must be exhausted before the parental leave begins. No 
more than a total of twelve (12) weeks of parental leave may be taken in 
any twelve (12) consecutive month period. 

 
7.6  During the parental leave by an employee, the institution shall continue 

group health insurance coverage provided that the employee pays the 
employer the full premium cost of such group health plan. 
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7.7  The position held by the employee immediately before the leave is 
commenced shall be held for a period not to exceed the twelve-week 
period of the parental leave and the employee shall be returned to that 
position. However, the institution may employ a temporary employee to fill 
the position for the period of the parental leave. 

 

 

SECTION 8. CATASTROPHIC LEAVE 

 
8.1  Catastrophic leave is provided for employees and a catastrophic illness is 

defined as: a medically verified illness or injury which is expected to 
incapacitate the employee and which creates a financial hardship 
because the employee has exhausted all leave and other paid time off. 
Catastrophic illness or injury shall also include an incapacitated 
immediate family member if this results in the employee being required to 
take time off from work to care for the family member and the employee 
has exhausted all leave and other paid time off. 

 
8.2  Each institutional president and the Chancellor of the Higher Education 

Policy Commission will have the option to establish a leave bank and/or a 
procedure for direct transfer of sick or annual leave to an employee who 
has requested and been approved to receive leave donations due to a 
catastrophic illness or injury. The institution may develop procedures 
which limit the amount of deposits an employee may make in any twelve 
(12) continuous month period. 

 
8.3  A catastrophic leave bank provides for the deposit of sick and annual 

leave into a "bank" from which employees approved for catastrophic 
leave may withdraw leave. 

 
8.4  A direct transfer provides for sick and annual leave to be donated at the 

request of the employee upon appropriate medical verification that the 
individual is unable to work due to the catastrophic illness or injury as 
determined by the president of the institution or the Chancellor of the 
Higher Education Policy Commission. 

 
8.4.1 Upon approval for an employee to receive direct transfer of catastrophic 

leave, any employee may, upon written notice to the human resources 
department, donate sick and/or annual leave in one-day increments. No 
employee shall be compelled to donate sick leave. Any leave donated by 
an employee, but not used by the employee to whom it was donated, 
shall be returned to the donating employee and reflected in her/his leave 
balance. 

 
8.5  An employee receiving the transfer of leave shall have any time which is 
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donated credited to such employee's leave record in one-day increments 
and reflected as a day-for-day addition to the leave balance of the 
receiving employee. The leave record of the donating employee shall 
have the donated leave reflected as a day-for-day reduction of the leave 
balance. 

 
8.6  Use of donated credits may not exceed a maximum of twelve (12) 

continuous calendar months for any one catastrophic illness or injury. The 
total amount of leave received by transfer or withdrawn from a bank may 
not exceed an amount sufficient to ensure the continuance of regular 
compensation and shall not be used to extend insurance coverage 
pursuant to Section 13, Article 16, Chapter 5 of the Code, which relates to 
insurance coverage for state employees. The employee receiving 
donations of leave shall use any leave personally accrued on a monthly 
basis prior to receiving additional donated leave. 

 
8.7  Direct transfer of leave or deposits into a leave bank may be inter- 

institutional. The president or her/his designee shall notify in writing other 
institutional presidents requesting that the institution consider the transfer 
of leave by either the direct transfer method or from the institution's leave 
bank. Upon approval of the receiving president, transfer leave will be 
made through appropriate institutional procedures. 

 
8.8  Each institution and the higher education policy commission office shall 

be responsible for the administration of catastrophic leave and shall 
develop and disseminate procedures for the administration of this policy. 

 
SECTION 9.  PERSONAL LEAVE OF ABSENCE WITHOUT PAY 
 

9.1  An employee, upon application in writing and upon written approval by the 
institutional president or her/his designee, may be granted a continuous 
leave of absence without pay for a period of time not to exceed twelve 
(12) consecutive months provided all accrued annual leave has been 
exhausted. 

 
9.2  The president or the president's designee, at her/his discretion, may 

require the written approval of the supervisor before accepting the written 
application of an employee for a leave of absence without pay. 

 
9.3  The president or the president's designee, at her/his discretion, shall 

determine if the purpose for which such a leave is requested is proper 
and within sound administrative policy. 

 
9.4  At the expiration of leave of absence without pay, the employee shall be 

reinstated without loss of any rights, unless the position is no longer 
available due to a reduction in staff caused by curtailment of funds or a 
reduced workload. Failure of the employee to report promptly at the 
expiration of a leave of absence without pay, except for satisfactory 
reasons submitted in advance, shall be cause for termination of 
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employment by the institution. 
 

9.5  During a personal leave, the institution shall continue group health 
insurance coverage provided that the employee pays the employer the 
full premium costs of such group health plan. 

 

SECTION 10.  MILITARY LEAVE 

 
10.1  An employee who is a member of the National Guard or any reserve 

component of the armed forces of the United States shall be entitled to 
and shall receive a leave of absence without loss of pay, status, or 
efficiency rating, for all days in which engaged in drills or parades ordered 
by proper authority, or for field training or active service for a maximum 
period of thirty (30) working days ordered or authorized under provisions 
of state law in any one (1) calendar year. The term "without loss of pay" 
shall mean that the employee shall continue to receive normal salary or 
compensation, notwithstanding the fact that such employee may receive 
other compensation from federal sources during the same period. 
Furthermore, such leave of absence shall be considered as time worked 
in computing seniority, eligibility for salary increased, and experience with 
the institution. An employee shall be required to submit an order or 
statement in writing from the appropriate military officer in support of the 
request for such military leave.  

 
10.2  Benefits of this section shall accrue to individuals ordered or called to 

active duty by the President of the United States for thirty (30) working 
days after they report for active service. 

 
 
SECTION 11. SPECIAL EMERGENCY LEAVE WITH PAY 
 

11.1  Special emergency leave with pay may be granted by the president of the 
institution or her/his designee to full-time employees in the event of 
extreme misfortune to the employee or the immediate family. The leave 
should be the minimum necessary, and in no case may it exceed five (5) 
days within any twelve (12) consecutive month period. Typical events 
which may qualify an employee for such leave are fire, flood, or other 
events (other than personal illness or injury or serious illness or death in 
the immediate family) of a nature requiring emergency attention by the 
employee. 

SECTION 12.  WITNESS AND JURY LEAVE 

 
12.1  Upon application in writing, an employee of the a higher education 

institution or the Higher Education Policy Commission may be granted 
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leave as indicated hereinafter in this section provided the employee is not 
a party to the action. Annual leave will not be charged under the 
provisions of this section. 

 
12.2 When, in obedience to a subpoena or direction by proper authority, an 

employee appears as a witness for the Federal Government, the State of 
West Virginia, or a political subdivision thereof, the employee shall be 
entitled to leave with pay for such duty and for such period of required 
absence. 

 
12.3  When attendance in a court is in connection with an employee's usual 

official duties, time required in going and returning shall not be considered 
as absence from duty. 

 
12.4  When an employee serves upon a jury, or is subpoenaed in litigation, the 

employee shall be entitled to leave with pay for such duty and for such 
period of required absence. 

 
12.5  The employee shall report to work if he/she is excused by the court 

before the end of her/his regular work day. Provisions for employees who 
work a shift other than day shift shall be made according to institutional 
policy. 

 
 
SECTION 13. MANAGING WORK TIME IN AREAS AFFECTED BY 

INTERRUPTION TO UTILITY SERVICE OR SIMILAR 
SITUATIONS 

 
13.1  Utility Service Interruptions - When extended power and utility service 

interruptions occur, administrators should make arrangements for 
employees' usual work routine to be accomplished at alternate work 
locations, or make affected employees available to other administrators 
for work in other areas. Also, if an administrator deems it advisable and 
the employee agrees, time off during the utility service interruption may 
be granted and charged against an employee's accumulated annual 
leave. Combinations of the above alternatives may be necessary, but in 
all cases interruptions of work schedules must be dealt with in 
accordance with applicable laws, including West Virginia Code 12-3-13. 
This law is interpreted to mean that if pay is associated with the absence 
from work, the absence must be charged to accumulated annual leave. 

 
13.2  Emergency Situations - In the event that an emergency exists, the 

president, in conjunction with local or state public safety officials, has the 
authority to comply with the emergency situation and close the institution. 
Such a declaration will be transmitted to the chancellor of the Higher 
Education Policy Commission. The president, working with public safety 
officials, will determine when the emergency condition no longer exists. 
Should an employee be required to work by the president or her/his 
designee during a declared emergency, the time worked shall be 
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compensated according to the provisions of Series 8. Work time lost by 
any employee during a declared emergency will be considered regular 
work time for pay purposes and will not require that the time be charged 
to annual leave nor will there be a requirement that the time be made up. 

 
13.3  Absences from work due to weather conditions other than during a 

declared emergency must be charged against accumulated annual leave, 
accumulated compensatory time, or the employee must be removed from 
the payroll for the time in question. Where institutions employ the "floating 
holiday" concept, the holiday record may be charged. Sick leave may not 
be charged for absence due to weather. Time lost from work may be 
made up in the same work week at the discretion of the employee's 
supervisor. 
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Fairmont State University Board of Governors
POLICY NO. 38

TITLE: FACULTY SICK LEAVE

EFFECTIVE DATE: November 10, 2005

The purpose of this policy is to clarify faculty rights and responsibilities when a faculty member cannot meet with
classes or carry out other official duties because of personal illness; clarify the duties of Deans in such cases; and
provide guidelines for requesting short-term disability leave. Since faculty members on a contract of less than twelve
months do not earn or accrue sick or annual leave (per HEPC Series 38 and WVCCTC 135-38), this policy addresses
procedures for occasions when personal illness occurs.

This policy is not intended to address all issues surrounding the request for unpaid medical or Family Medical Leave
Act (FMLA) leave and is in no way intended to limit or prohibit faculty members from requesting and taking such leave.

State law (§12-3-13) prohibits the payment of wages when work is not performed. This policy is intended to provide a
procedure and plan that protects the faculty member and the institution in cases in which faculty members are unable
to work due to personal illness.

The Fairmont State University Board of Governors strongly encourages all benefits-eligible faculty members to enroll in
a short-term disability plan and directs the administration to make such a plan available.

GENERAL PROVISIONS

Each faculty member is employed to carry out duties which include but are not limited to meeting with each assigned
class during its scheduled time frame and performing other related faculty responsibilities.

A faculty member who must miss scheduled work time (class, office, committee, or other) because of personal illness
or injury is required to notify his or her immediate supervisor).

A work day is defined as a day on which the faculty member would regularly be scheduled to meet with a class, hold
office hours, or perform other duties such as advising or committee work.

A “health care professional” is defined as a person, other than the employee or a member of his or her family who (a) is
licensed to practice medicine under the laws of the state in which he or she practices; or (b) is legally qualified as a
medical practitioner and required to be recognized by the insurance laws of the state in which he or she practices.

DEAN RESPONSIBILITIES

In the event of the faculty member’s absence, it becomes the responsibility of the Dean (or his or her designee such as
department chair or program coordinator) to ensure that:

1. Another member of the faculty/staff will meet with the classes affected, or

2. He/she will meet with the classes when a faculty/staff member is unavailable, or

3. Notify the students in advance if it becomes necessary to cancel classes.

In addition, the Dean will develop and maintain a record-keeping system for documenting notification of faculty
absences due to illness or injury and notifying Human Resources when a faculty member has been absent five (5) or
more work days due to personal illness or injury. Documentation shall include verification of receipt of “Return to Work 
Authorization/Medical Release” form when absence exceeds six (6) work days.

FACULTY RESPONSIBILITIES

Faculty members have the following responsibilities:

1. A faculty member who must miss scheduled work time (class, office, committee, or other) because of personal
illness or injury is required to notify his or her immediate supervisor.
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2. If physically able, offer assistance or suggestions to the Dean or his or her designee in arranging for another
faculty or staff member to meet with affected classes.

3. Faculty members are strongly encouraged to enroll in short-term disability coverage.

4. Faculty members must notify the Benefits Office and request a claim form to file for disability income benefits
(short-term disability benefits currently available through the Benefits Office become effective on the eighth day
and provide a percentage of salary for up to six months. For purposes of the disability coverage, the eight day
period begins with documentation from the treating health care professional).

5. Before returning to work after a period of absence of six (6) or more work days, the faculty member must obtain a
“Return to Work Authorization/Medical Release” form from the treating health care professional.

Faculty members whose illness or injury prevent them from carrying out their assigned duties for fourteen (14)
consecutive calendar days will be placed on unpaid medical leave until able to return to work. The administration will
work with those faculty members enrolled in short-term disability to initiate the receipt of disability benefits as defined
by the plan.

While this policy addresses the procedures for short-term illness leave and encourages faculty members to enroll in a
short-term disability plan, the Board also encourages all faculty members to enroll in some form of long-term disability
coverage.

In order to provide a transition period, this policy will not apply to any faculty member who has enrolled in short-term
disability but is denied benefits based on a pre-existing condition between November 1, 2005 and October 31, 2006.
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MUBOG AA-43 Modified Duties for Nine-month Faculty 
 Page 1 of 1 

MARSHALL UNIVERSITY BOARD OF GOVERNORS 

Policy No. AA-43 

MODIFIED DUTIES FOR NINE-MONTH FACULTY 

1 General Information. 
1.1 Scope: This policy allows for the modification of job responsibilities in special circumstances for 

certain faculty at Marshall University. 

1.2 Authority: WV Code §18B-1-6. 

1.3 Passage Date:  ___________________. 

1.4 Effective Date: __________________. 

1.5 Controlling Over: Marshall University. 

1.6 History:  

1.6.1 This is the first formal policy implemented at Marshall University for modification of duties for 
faculty in the event of catastrophic or other unexpected situations. The policy on the following 
pages is from a faculty-senate resolution approved by the president. 

1.7 Purpose: 

1.7.1 Marshall University recognizes that personal-life situations may arise that could cause nine-
month faculty, who do not accrue sick leave or annual leave, to request short-term modification 
of assigned duties. Such situations would include parental responsibilities for a newborn or 
newly-adopted child, care for an elderly parent, illness of the faculty member or someone in the 
immediate family, or other identified catastrophic situations. To allow the faculty member the 
flexibility to attend to these situations, he or she may request a modification of assigned duties 
for one semester with no reduction in salary or benefits. Further, upon consultation with the 
department chair and college dean, and depending on individual circumstances, a nine-month 
tenure track faculty member may request an extension of the probationary period by one 
academic year.  

1.7.2 The exact nature of the modified duties would be agreed upon among the faculty member, 
his/her chair or division head and dean, and the Provost. If the department/division will need 
additional funds to cover some part of the faculty member's original duties, the chair or division 
head may request those funds through the dean and the Provost/Senior Vice President for 
Academic Affairs. 

1.7.3 This policy is not intended to cover all situations, including those involving disability, 
reassigned time for research or administrative duties, or change from full-time to part-time 
status. 
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MODIFIED DUTIES FOR NINE-MONTH FACULTY 

DESCRIPTION: 

Marshall University recognizes that personal-life situations may arise that could cause nine­
month faculty, who do not accrue sick leave or annual leave, to request short-tenn modification 
of assigned duties. Such situations would include parental responsibilities for a newborn or 
newly adopted child, care for an elderly parent, illness afthe faculty member or someone in the 
immediate family. or other identified catastrophic situations. To allow the faculty member the 
flexibility to attend to these situations, he or she may request a modification of assigned duties 
for one semester with no reduction in salary or benefits. Further. upon consultation with the 
department chair and college dean, and depending on individual circwnstances. a nine-month 
tenure track faculty member may request an extension of the probationary period by one 
academic year. 

The exact nature of the modified duties would be agreed upon among the faculty member, 
hislher chair or division head and dean, and the Provost. If the department/division will need 
additional funds to cover some part of the faculty member's original duties, the chair or division 
head may request those funds through the dean and the Provost/Senior Vice President for 
Academic Affairs. 

This policy is not intended to cover all situations, including those involving disability, reassigned 
time for research or administrative duties, or change from fulltime to part-time status. 

PROCESS: 

To initiate the modified duties process, a faculty member should consult with the department 
chair/division head and complete the Request for Modified Duties fonn (attached). 

A faculty member may request an extension of the modified duties status for one additional 
semester with the same process as the initial request. 

ELIGIBILITY: 

All nine-month tenured, tenure-track, clinical or library faculty are eligible to apply for Modified 
Duties. All such requests must include documentation to substantiate the necessity of the 
modified duties status. 

APPEALS: 

A faculty member whose request for Modified Duties is denied may appeal to the Provost/Senior 
Vice President for Academic Affairs. The decision of the Provost is final. 
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MARSHALL UNIVERSITY 

REQUEST FOR MODIFIED DUTIES 

Marshall University recognizes that personal-life situations may arise that could cause nine-month faculty, who 
do not accrue sick leave or annual leave, to request short-term modification of assigned duties. Such situations 
would include parental responsibilities for a newborn or newly adopted child, care for an elderly parent, illness 
afthe faculty member or someone in the immediate family. or other identified catastrophic situations. To allow 
the faculty member the flexibility to attend to these situations, he or she may request a modification of assigned 
duties for one semester with no reduction in salary or benefits. Further, upon consultation with the department 
chair and college dean, and depending on individual circumstances, a nine-month tenure track faculty member 
may request an extension of the probationary period by one academic year. 

Faculty Member: _ ___________________________ _ 

Department: _______ _______________________ _ 

Requested period of modified duties: _____________ _________ _ 

Please attach a plan of proposed activities, developed in consultation with the chair/division head and the dean. 

Reason{s) for modified duties: 

Funding requested by Department Head to support this request: Amount: $, _______ _ 

Proposed use of funds: 

Amount approved by Provost: $, _ _______ _ 

Faculty Member Date 
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_Approved ChairlDivision Head Date 
_ Not Approved· 

_ Approved Dean Date 
_ Not Approved· 

_ Approved Provost Date 
_Nol Approved 

·If the chair/division head does not support this request, the reasons for denial shall be provided in writing, and 
the request automatically forwarded to the dean for further review. If the dean does not support this request, the 
reasons for denial shall be provided in writing, and the request automatically fonvarded to the provost for 
further review. 
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Pierpont Community & Technical College Board of Governors
POLICY NO. 38

TITLE: FACULTY SICK LEAVE

EFFECTIVE DATE: November 10, 2005

The purpose of this policy is to clarify faculty rights and responsibilities when a faculty member cannot meet with
classes or carry out other official duties because of personal illness; clarify the duties of Deans in such cases; and
provide guidelines for requesting short-term disability leave. Since faculty members on a contract of less than twelve
months do not earn or accrue sick or annual leave (per HEPC Series 38 and WVCCTC 135-38), this policy addresses
procedures for occasions when personal illness occurs.

This policy is not intended to address all issues surrounding the request for unpaid medical or Family Medical Leave
Act (FMLA) leave and is in no way intended to limit or prohibit faculty members from requesting and taking such leave.

State law (§12-3-13) prohibits the payment of wages when work is not performed. This policy is intended to provide a
procedure and plan that protects the faculty member and the institution in cases in which faculty members are unable
to work due to personal illness.

The Pierpont Community & Technical College Board of Governors strongly encourages all benefits-eligible faculty
members to enroll in a short-term disability plan and directs the administration to make such a plan available.

GENERAL PROVISIONS

Each faculty member is employed to carry out duties which include but are not limited to meeting with each assigned
class during its scheduled time frame and performing other related faculty responsibilities.

A faculty member who must miss scheduled work time (class, office, committee, or other) because of personal illness
or injury is required to notify his or her immediate supervisor).

A work day is defined as a day on which the faculty member would regularly be scheduled to meet with a class, hold
office hours, or perform other duties such as advising or committee work.

A “health care professional” is defined as a person, other than the employee or a member of his or her family who (a) is
licensed to practice medicine under the laws of the state in which he or she practices; or (b) is legally qualified as a
medical practitioner and required to be recognized by the insurance laws of the state in which he or she practices.

DEAN RESPONSIBILITIES

In the event of the faculty member’s absence, it becomes the responsibility of the Dean (or his or her designee such as
department chair or program coordinator) to ensure that:

1. Another member of the faculty/staff will meet with the classes affected, or

2. He/she will meet with the classes when a faculty/staff member is unavailable, or

3. Notify the students in advance if it becomes necessary to cancel classes.

In addition, the Dean will develop and maintain a record-keeping system for documenting notification of faculty
absences due to illness or injury and notifying Human Resources when a faculty member has been absent five (5) or
more work days due to personal illness orinjury.  Documentation shall include verification of receipt of “Return to Work 
Authorization/Medical Release” form when absence exceeds six (6) work days.

FACULTY RESPONSIBILITIES

Faculty members have the following responsibilities:

1. A faculty member who must miss scheduled work time (class, office, committee, or other) because of personal
illness or injury is required to notify his or her immediate supervisor.
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2. If physically able, offer assistance or suggestions to the Dean or his or her designee in arranging for another
faculty or staff member to meet with affected classes.

3. Faculty members are strongly encouraged to enroll in short-term disability coverage.

4. Faculty members must notify the Benefits Office and request a claim form to file for disability income benefits
(short-term disability benefits currently available through the Benefits Office become effective on the eighth day
and provide a percentage of salary for up to six months. For purposes of the disability coverage, the eight day
period begins with documentation from the treating health care professional).

5. Before returning to work after a period of absence of six (6) or more work days, the faculty member must obtain a
“Return to Work Authorization/Medical Release” form from the treating health care professional.

Faculty members whose illness or injury prevent them from carrying out their assigned duties for fourteen (14)
consecutive calendar days will be placed on unpaid medical leave until able to return to work. The administration will
work with those faculty members enrolled in short-term disability to initiate the receipt of disability benefits as defined
by the plan.

While this policy addresses the procedures for short-term illness leave and encourages faculty members to enroll in a
short-term disability plan, the Board also encourages all faculty members to enroll in some form of long-term disability
coverage.

In order to provide a transition period, this policy will not apply to any faculty member who has enrolled in short-term
disability but is denied benefits based on a pre-existing condition between November 1, 2005 and October 31, 2006.
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SOUTHERN WEST VIRGINIA COMMUNITY
AND TECHNICAL COLLEGE

SUBJECT: Illness of Faculty Member, Responsibilities for Meeting Affected Classes, and
Requests for Leave Due to Illness

REFERENCE: SAA-2000 C#1-9900, 9/8/99 and Faculty Handbook

1. PURPOSE  

To clarify faculty responsibility regarding absences.

2. SCOPE AND APPLICABILITY

All faculty, full time and part time.

3. DEFINITIONS

4. POLICY

A. Each member of the faculty is employed to carry out the classroom teaching responsibilities normally
expected which includes meeting each assigned class during its scheduled time frame.

B. A faculty member who must miss scheduled work time (class, office, committee, or other) is required
to complete a faculty absence form.

C. A full-time faculty member may request a leave of absence because of illness pursuant to SCP 2484.

5. BACKGROUND OR EXCLUSIONS

6. GENERAL PROVISIONS

7. RESPONSIBILITIES AND PROCEDURES

A. It is recognized that situations may arise when the faculty member cannot meet his/her classes because
of the following reasons:

1. Illness or injury,

2. Serious illness of a family member,

Number:    SCP 2406
Effective:   January 1, 1985
Revised:     September 1, 2000
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3. Death in the immediate family,

4. Pregnancy and/or birth/adoption of a child.

5. Temporary disabilities, or

6. Other unusual circumstances.

B. Division Chair Responsibilities

1. In the event of the faculty member’s absence, it becomes the responsibility of the Division
Chair to ensure that:

a. Another member of the Division’s faculty/staff will meet the classes affected; or

b. He/she will meet the classes when a faculty/staff member is unavailable;

c. Students are notified in advance by the Division Chair if it becomes necessary to
cancel classes.

d. Faculty absence forms are completed appropriately, signed, and sent to the Human
Resources Department for filing.

C. Faculty Responsibilities

1. Faculty members who must miss scheduled work time (class, office, committee, or other) are
required to complete a faculty absence form.

2. Faculty members who miss more than ten (10) consecutive work days are required to have a
physician’s statement completed per SCP 2484.

3. Faculty members are strongly encouraged to enroll in TIAA disability coverage.  Faculty
employed after September 1999 are required to enroll.

4. Faculty who miss work for thirty (30) continuous calendar days will be removed from the
payroll.  At this time, benefits from disability coverage should begin.

5. Before returning to work after a period of absence for ten (10) or more days, the faculty
member must obtain a “Return to Work Authorization/Medical Release” form from the
treating physician.
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8. CANCELLATION

9. SIGNATURE

                                                                               
President Date

Attachments
Faculty Absence Request/Report Form SCP 2406.A

Distribution
All faculty members

Revision Date
September 1, 2000
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