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1.1

Introduction to
 LOUISIANA STATE  UNIVERSITY in SHREVEPORT

Louisiana State University in Shreveport originated with Act 41 of the 1964 Louisiana Legislature, which
authorized the establishment of a two-year commuter college in Shreveport.  On February 6, 1967, the LSU
Board of Supervisors formally established Louisiana State University in Shreveport as an integral division of the
Louisiana State University Agricultural and Mechanical College System. 

The objective of Louisiana State University is to offer both an opportunity to all who seek advanced
education and a challenge to its students to serve society through the acquisition of mental discipline and
intellectual leadership.  The responsibilities of this public university to the local community, to its agencies, and
to its organizations are keenly felt.  Though primarily concerned with baccalaureate and master degree

programs, LSU in Shreveport is aware of the need to provide a full range of educational offerings, such as short
courses, special institutes, and other programs to meet the educational and cultural needs of the community.

The chief executive officer for LSU Shreveport is the Chancellor to whom the major divisions report,
specifically:  Chancellor's Division, Academic Affairs Division, Student Affairs Division, University Relations, and
the Business Affairs Division.  The campus has approximately 440 employees (excluding 200 student
employees).  Faculty, administrators and professional employees are governed by employment guidelines found
in the Bylaws and Regulations of the Board of Supervisors of Louisiana State University and Agricultural
Mechanical College, but all other employees are called "classified" and are governed by the rules and
regulations of the Louisiana Department of Civil Service.  



2.1

Accidental Death and Dismemberment Insurance Program

Louisiana State University in Shreveport offers this additional plan at a nominal cost for employees who
work at least 25% of time for the employee and their family members.  The employee is eligible for this principal
amount with dependent children being eligible for 10% and spouse 40% — 50% for spouse if no dependent
children are insured.  

SCHEDULE OF INSURANCE AND MONTHLY COST

Principal Sum Emp & Family Employee Only

$27,500 $1.50 $1.00

$55,000 $3.00 $2.00

$82,500 $4.50 $3.00

$110,000 $6.00 $4.00

$165,000 $9.00 $6.00

$220,000 $12.00 $8.00

$275,000 $15.00 $10.00

$300,000 $16.36 $10.90

This plan affords protection supplemental to the benefits provided by LSU in Shreveport or under
individual private insurance programs.  Additionally the plan eliminates the need to purchase periodic trip
insurance and is sufficiently flexible to be purchased in varying amounts.  It provides protection against any
covered accidents occurring at home, at work, on vacation, 24 hours a day, worldwide, and applies to travel in
automobiles, aircraft, and other conveyances.  See brochure for policy exclusions.  

The plan will pay for los ses  occurring from a covered accident and resulting from that accident while
this policy is in force, for loss of

  Life . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Principal Sum
  Both hands, feet, eyes or any combination thereof . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Principal Sum
  One Hand, Foot or Sight of one eye . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . One Half of the Principal Sum

Loss shall mean with regard to hands, feet, severance through or above wrist or ankle joints; with regard
to eyes, entire and irrecoverable loss of sight.  Benefits will be provided for only one loss, the greatest, if two
or more covered losses are sustained as the result of any one accident.  

Coverage under this plan will become effective the first of the month following enrollment.  You will be

asked to designate a beneficiary (or beneficiaries).  This designation may be changed during the life of the plan
by completing the appropriate change forms in Human Resource Management.  This coverage is not eligible
for inclusion in the Cafeteria Plan.  

Retirees may continue coverage.  At age 70 benefit reductions begin per the following schedule:
     Age at Date of Loss      Coverage Level

70-74 82.5%
75-79 57.5%
80-84 37.5%
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85+ 20.0%



2.3

Health Insurance State Employees Group Benefits Program

All state employees working thirty (30) or more hours per week are eligible for participation in the State
Employees Group Health Plan.  This is a comprehensive medical coverage plan provided under a self insurance
concept and administered by an elected Board of Trustees.  The program is self funded in that it relies on
employee-employer contributions.  Louisiana State University in Shreveport pays part of the employee premium.
The employee has thirty (30) days to enroll in the plan with the effective date of coverage being the first of the
month following one full calendar month of employment.  Current group health rates are available in Human
Resource Management.

PPO — Currently this plan has a lifetime maximum benefit of $1 million/person with an annual deductible of

$500 per person per calendar year with a family unit maximum of three (3) individual deductibles.  There is also
an in-patient deductible of $50 per day (maximum five (5) days  per admission-waived at PPO hospitals  when
SEGPB is primary).  Should you need to use the emergency room there is a facility fee per visit of up to $150.
After appropriate deductibles the plan will pay 90% of PPO eligible expenses up to $10,000 per calendar year.
The excess of $10,000 in expenses is subject to 100% coverage for all eligible expenses for the calendar year
in which they occur.  When employees use a NON PPO  reimbursements, after deductibles, are made at either
80%(out of state when PPO not available) of eligible expenses.  If preferred providers are available and not used
(in state) reimbursements are made at 50% of eligible expenses.  

EPO —Currently this plan has a lifetime maximum benefit of $2 million/person with no annual deductible.
Employees pay co-pays  at participating providers.  Employees can use providers outside the Exclusive Provider
network but are subject to the deductible of $500 per person per calendar year with a family unit maximum of
three (3) individual deductibles. Then payment is at 80% if PPO/EPO provider is not available or you are out-of-

state, 70% at a PPO provider and 50% if in state and not using a PPO/EPO provider.  Examples of co-pays
are:

$100 per day – max $300 per hospital confinement
$15 for primary physicians visit
$25 for specialist visit
$90 for maternity to include delivery, pre-natal and one postpartum visit.  $100 for newborn and mother

for hospital.
$100 for out-patient surgery

Prescription (both plans)—There is a 50/50 co-payment plan for prescription drugs. (NO DEDUCTIBLE) The
maximum payment for plan members per prescription is $50.  There is a maximum 34-day supply.  

If an employee chooses not to enroll in this plan during the first thirty (30) days of employment they
can apply later and receive coverage on the date specified by the plan for the employee and dependents with
one year/two year pre-existing condition limitation.  This includes any illness or condition for which a person
received treatment within one year prior to his/her effective date of coverage will have no benefits for those
conditions for two years immediately following the effective date.  All other illnesses and conditions will have
their normal coverage.  If the employee complies with federal portability regulations then the pre-existing
condition limitation will be waived.

Changes in employee circumstances considered "life altering" should be reported promptly to Human
Resource Management to avoid unnecessary premium charges or lapses in coverage.  Some examples of
changes include:  employee or spouse becomes eligible for Medicare, a new family member is added either
by marriage, birth or adoption, change in family status including divorce, death and children reaching majority,
etc.  This coverage is subject to inclusion in the LSU in Shreveport Cafeteria Plan.



2.4

RETIREES: This insurance is eligible to be carried into retirement.  The University will continue to pay part of
the monthly premium.  All employees covered as of December 1, 2001 will be “grand fathered” and the
university’s portion of the premium will be at a full 75% subsidy.  Employees enrolled after that date will be
subject to the following schedule of state matching premium subsidy:

5-9 years of SEGBP participation will receive17.5% 
10-14 years will receive 35% 
15-19 years will receive 52.5% 
20 or more years will receive the full 75%.

Each year during our OPEN ENROLLMENT PERIOD (normally April) employees can make changes between
the PPO and EPO programs.

Rates and additional information are available in Human Resource Management.  The employee must enroll
during their first thirty (30) days of employment or provide evidence of insurability prior to coverage being
permitted by the plan.  

http://www.groupbenefits.org/
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Life Insurance Program State Employees Group Benefits Program

This is a term life insurance plan underwritten by Prudential Life Insurance Company, with the state
paying one-half (½) of the life premium for the employee and/or the retiree.  The two plans of life insurance,
along with corresponding amounts of dependent life insurance offered under each plan are listed below:

(a) BASIC PLAN:
  Employee: $5,000 Face Amount
  *Spouse: $1,000 Face Amount or $2,000 Face Amount.
  Each Child: $  500 Face Amount or $1,000 Face Amount.

(b) BASIC PLUS SUPPLEMENTAL PLAN
  Employee: Schedule to Maximum of $50,000 Face Amount. (Based on 1½ X

Employee's annual salary)
  *Spouse: $2,000 Face Amount or $4,000 Face Amount.
  Each Child: $1,000 Face Amount or $2,000 Face Amount.
  * Optional Dependent Life - Employee pays 90¢ per $1,000 of coverage.

TABLE OF LOSSES

For the Loss of: The Benefit will be:

Life Principal Sum

Both Hands or Feet Principal Sum

One Hand/One Foot Principal Sum

Sight of Both Eyes Principal Sum

One Hand/Sight One Eye Principal Sum

One Foot/Sight One Eye Principal Sum

One Hand One-half of Principal Sum

One Foot One-half of Principal Sum

Sight One Eye One-half of Principal Sum

This coverage is eligible for inclusion in the Cafeteria Plan.  Coverage under the group plan continues
until the last day of the month in which the employee leaves LSU-S.  This coverage may be continued into
retirement.  

http://www.groupbenefits.org/
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Life Insurance  UNUM Life

This is a term life insurance program.  The coverage amounts begin at $10,000 with a maximum
available of $500,000.  Accidental death and dismemberment coverage is also available.  Dependent coverage
is also available.  

A guarantee issue amount of $50,000 for the employee is available  if you enroll within thirty (30) days
of employment.  An employee insured for less than the $50,000 guaranteed issue amount will be eligible to
increase his/her coverage to that guaranteed issue amount during November of each year — to become effective
the insured must be an active employee.

This coverage is not eligible for inclusion in the Cafeteria Plan.  A complete rate structure and additional
information on this plan is available in Human Resource Management.  This coverage may be converted to a
private plan when you leave employment at LSU-S.

General Information:  http://www.unumprovident.com/companies/
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Long Term Disability Insurance

Full and part-time employees working thirty (30) hours per week or more are eligible to participate in
this long term income continuation plan.  The plan begins to pay after you have been totally disabled for 90
consecutive days  or after you have exhausted your sick leave, whichever is later.  Sun Life Assurance Company
of Canada currently provides this coverage.  The plan will provide coverage at  60% of your total monthly
earnings not to exceed the maximum monthly benefit, less other income benefits.  This plan offers coordination
of benefits with other programs and Social Security.  

New employees may apply without restriction during the first thirty (30) days  of employment with
coverage beginning the first of the following month.  Other employees wishing this coverage may furnish

evidence of insurability before becoming eligible for the coverage.  

The rate of calculation is .553% times your annual level and will be deducted 24 times per year for bi-
weekly, 9 times a year for academic and 12 times a year for fiscal employees.  This coverage is not eligible
for inclusion in the Cafeteria Plan. 
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Vision Care Plan

Vision Service Plan is an optional program which has an extensive nationwide network of doctors who
provide the finest ophthalmic care and materials  to persons covered under the plan.  The plan is designed to
encourage you to maintain your vision through regular eye examinations and to help with vision care expenses
for required glasses or contact lenses.  You are encouraged to use member doctors for treatment.  However,
you may obtain covered services or materials from any other licensed optometrist, ophthalmologist or optician
of your choice.  You must pay the provider in full and submit an itemized receipt along with your benefit form
to Vision Service Plan.  You will be reimbursed up to the amounts allowed under our plan's non-member provider
schedule.  The reimbursement schedule does not guarantee full payment nor can Vision Services guarantee
patient satisfaction when services are received from a non-member provider. 

 Benefits include:
  EYE EXAMINATIONS: ONCE EACH 12 MONTHS*
  SPECTACLE LENSES: ONCE EACH 12 MONTHS*
  FRAMES: ONCE EACH 12 MONTHS*

*from your last date of service

This is a brief overview of the plan.  Human Resource Management has current premium information,
options available at additional charges, information on choosing contact lenses rather than spectacles, and
items and services which are not covered.  This program is eligible for inclusion in the Cafeteria Plan at LSU
in Shreveport.

http://vsp.com/

NOTE: Your id is your social security number.
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Voluntary Dental Insurance Paid Dental

This is a voluntary program providing immediate coverage (no benefit waiting periods).  Paid Dental
offers freedom of choice dental plans which allows the employee to use any licensed dentist.  Paid Dental
services are divided with payment percentages based on years of coverage and types of services rendered. 

Additional information and current rates are available in Human Resource Management.  This coverage
is eligible for inclusion in the Cafeteria Plan.   

http://www.boonchapman.com/

NOTE: To sign on at the web site you will need your social security number 

and use as your Group Number D12 (no spaces).
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Long-Term Care Insurance  -  UNUM

Full and part-time employees working thirty (30) hours per week or more are eligible to participate in
this program. Long Term Care protection is designed to provide the resources you need to pay for long term
care, so you can maintain greater independence and a higher quality of life should you ever be faced with the
need for long term care.  What’s more, it offers you valuable flexibility.  Your premium payment will always be
based on the insurance age at which you purchased the plan.  Your coverage is guaranteed renewable.  The
insurance is “disability-based,” which means that your benefits are based on an individual’s inability to function
— rather than by specific medical conditions or expenses.  Employees are guaranteed issue if they sign up
for coverage within the first thirty days  of employment.  Employees can apply for coverage for their spouse and
parents subject to insurability.

This coverage can be continued into retirement by setting up a payment plan with UNUM.

General Information:  http://www.unumprovident.com/companies/
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Annual Leave Academic and Unclassified Staff

All academic and unclassified employees appointed at more than 50% time on a regular basis under
a fiscal year appointment are entitled to accumulated annual leave based on years of service. Note: Employees
continuously employed at less than 50% time on November 6, 1998 will continue earning leave until there is
a break in service of more than three working days for fiscal employees. Employees at beginning of employment
are given the opportunity to choose between LSU Accrual or Civil Service Accrual.  Civil Service Accrual has
a lower monthly accrual rate, but has no limit on the maximum balance.  LSU Accrual allows a higher accrual
rate, but has a limit of 176 maximum hours.  

ANNUAL LEAVE ACCRUAL RATES
UNCLASSIFIED & ACADEMIC STAFF-FY APPOINTMENT

LSU SCHEDULE CS SCHEDULE

Years
Service 

Accrue
Rate

Maximum 
Balance

Accrue
Rate

Maximum
Balance

< 3 Yrs 14 hours 176 hours  8 hours no limit

3 < 5 Yrs 14 hours 176 hours 10 hours no limit

5 < 10 Yrs 14 hours 176 hours 12 hours no limit

10<15 Yrs 14 hours no limit 14 hours no limit

15 Yrs > 16 hours no limit 16 hours no limit

Accumulation is based on full-time employment, regular employees appointed for less than full-time shall
accumulate leave in proportion to percent of full-time worked.  No employee shall accrue annual leave while on
sabbatical or leave without pay.  

For leave accrual purposes, years of service is defined as total State of Louisiana service in pay status.

No advance of annual leave is permitted, and the minimum charge to leave accounts is one-half (½)
hour.  

Annual leave must be requested giving as much advance notice as possible.  Although two (2) weeks

notice is the generally accepted practice, emergency situations will be given every consideration.  

Payment of leave not taken at the time of separation may not exceed a maximum of 300 hours.  

PM-20
http://appl003.ocs.lsu.edu/ups.nsf
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LSU in Shreveport

Leave Request/Report Form
Academic/Unclassified

Name                                                                             Soc. Sec. No.                                     

This is my request for             hours* of:

          Sick Leave**

         Annual Leave (Unclassified Fiscal Employees)

         Other: Type of Leave                                                        

Justification                                                           

Leave Dates
From:                ,                                 Through               ,                          
             (Hour)       (Date)      (Hour)  (Date)

From:                 ,                                  Through                 ,                          
   (Hour) (Date)         (Hour)       (Date)

Signed:                                                               Date:                                    

Approved:                                                           Date:                                    

Approval Denied:                                                  Date:                                    

      *Leave to be reported in One-Half hour increments.  Annual Leave to be requested in advance.  (Faculty on
academic year appointments do not earn annual leave.)

     **Sick leave of ten or more days requires a physician’s statement.  Supervisor/Department Head may require a
physician’s certification for a shorter period of time.

Forward original to Human Resources and maintain departmental copy for a minimum of three years.



3.3

Use this form as a master and copy as necessary for your department.
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Annual Leave Classified Staff

All classified full or part-time employees appointed on a regular basis  are entitled to accumulated
annual leave based on years of service.  Employees on restricted (emergency) appointments are exempt from
earning any form of annual leave.  Annual leave is earned for each regular duty hour worked at the following rate.

YEARS OF SERVICE ACCRUAL PER HOUR

0-3 Years .0461

3-5 Years .0576

5-10 Years .0692

10-15 Years .0807

15 or more Years .0923

No classified employee shall be credited with annual leave for overtime hours, hours on leave without
pay or on hours of a holiday which occurs while the employee is on leave without pay.  

No advance of annual leave is permitted, and the minimum charge to the annual leave account is one
half (½) hour.  

Annual leave must be requested in writing, giving as much advance notice as possible.  Written leave
request form should be retained for at least one fiscal year in your department office — they are subject to
legislative audit.   

Pay for annual leave not taken at the time of separation must not exceed 300 hours.  

CS Rules, Chapter 11
http://www.dscs.state.la.us/
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LOUISIANA STATE UNIVERSITY IN SHREVEPORT

Civil Service Employee’s Application for Leave

This is a request for leave:    
 

Type of Leave Beginning Date & Time Ending Date & Time With/Without Pay

Types of leave available for Civil Service use include:

Paid Sick Leave
Paid Annual Leave
Paid Compensatory Leave
Leave Without Pay
Funeral Leave (As specified by Civil Service)
Military Leave (Attach copy of military service notification)

This is to certify that my absence using paid sick leave was for the reason that I was unable to perform my
work or be present on my post during the period covered by this leave request because of my personal
illness or injury; medical, dental or optical consultation or treatment; or exposure to contagious disease.

                                                                                                               
Employee                                                            Date                            

                                                                                                             
Department Head/Chair                                      Date                            
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Sick Leave  Academic and Unclassified Staff

All academic and unclassified employees appointed at greater than 50% time on a regular basis, both fiscal and
academic, are entitled to accumulated sick leave based on years of service.  Note: Employees continuously employed
at less than 50% time on November 6, 1998 will continue earning leave until there is a break in service of more than three
working days for fiscal employees and either the fall or spring semester for academic employees.

Sick leave with pay is granted to  employees suffering with a disability which prevents them from performing their
usual duties and responsibilities or for medical , dental or optical consultation and/or treatment.  It is expected that sick
leave will only be used as appropriate.  

Each regular paid academic and unclassified employee (over 50% time) will earn sick leave based on the percent
of time worked.    Members of the academic and unclassified staff accrue sick leave according to the following schedule:

YEARS OF SERVICE ACCRUAL PER MONTH

0 -3 Years  8 hours

3-5 Years 10 hours

5-10 Years 12 hours

10-15 Years 14 hours

15 or more Years 16 hours

Members of the academic staff do not accrue sick leave while on sabbatical.  All staff shall not earn sick leave
for any hours of leave without pay, or any hour of a holiday which occurs while the employee is on leave without pay. 

When a former employee is re-employed in state service within five (5) years from the date of termination, all
unused, unpaid sick leave will be reinstated.  If a paid holiday occurs while an employee is on sick leave, the day will

be charged as a holiday and will not reduce the employee's accrued sick leave.  The minimum charge to the sick leave
account is one-half (½) hour and no advance of sick leave may be granted.  

No payment for accrued sick leave will be granted to a terminating employee.  Except that upon retirement or
death twenty-five (25) days  of sick leave will be paid.    There is no maximum accrual.  An employee may accrue sick
leave indefinitely.  Unused sick leave may be used to extend years of service for the purpose of state and teacher's
retirement; however, leave cannot be used to qualify for retirement. 

PM-20
http://appl003.ocs.lsu.edu/ups.nsf
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LSU in Shreveport

Leave Request/Report Form
Academic/Unclassified

Name                                                                             Soc. Sec. No.                                     

This is my request for             hours* of:

          Sick Leave**

         Annual Leave (Unclassified Fiscal Employees)

         Other: Type of Leave                                                        

Justification                                                           

Leave Dates
From:                ,                                 Through               ,                        

                        (Hour) (Date)     (Hour)   (Date)

From:                 ,                                  Through                 ,                          
   (Hour) (Date)        (Hour) (Date)

Signed:                                                               Date:                                    

Approved:                                                           Date:                                    

Approval Denied:                                                  Date:                                    

      *Leave to be reported in One-Half hour increments.  Annual Leave to be requested in advance.  (Faculty on academic year
appointments do not earn annual leave.)

     **Sick leave of ten or more days requires a physician’s statement.  Supervisor/Department Head may require a physician’s
certification for a shorter period of time.

Forward original to Human Resources and maintain departmental copy for a minimum of three years.
Use this form as a master and copy as necessary for your department.
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Sick Leave Classified Staff

Sick leave with pay is granted to employees suffering with a disability which prevents them from performing their
usual duties and responsibilities  or for medical, dental or optical consultation and/or treatment.  It is expected that sick
leave will only be used as appropriate.  

Each regular paid classified employee (part-time and full-time) will earn sick leave based on the percent of time
worked.  Employees on emergency or restricted appointments are exempt from earning any form of sick leave.  Sick
leave is earned for each regular duty hour by the following schedule:  

YEARS OF SERVICE ACCRUAL PER HOUR

0-3 Years .0461

3-5 Years .0576

5-10 Years .0692

10-15 Years .0807

15 or more years .0923

Employees shall not earn sick leave for any overtime hour, any hour of leave without pay, or an hour of a holiday
which occurs while the employee is on leave without pay.  

The minimum charge to a sick leave account is one-half (½) hour and no advance of sick leave can be granted.

No payment for accrued sick leave will be granted to a terminating employee.  There is no maximum accrual.
An employee may accrue sick leave indefinitely.  Unused sick leave may be used to extend years of service for the

purpose of state retirement; however, leave cannot be used to qualify for retirement.  When a former employee is re-
employed in state service within five (5) years from the date of termination, all unused sick leave will be reinstated.  If a
paid holiday occurs while an employee is on sick leave, the day will be charged as a holiday and will not reduce the
employee's accrued sick leave.  

In order to qualify for paid sick leave, an employee must follow the call-in procedures established by his/her
department.  Should the employee fail to call in or notify the supervisor, all hours absent can be charged as leave without
pay.  Further, unjustified absence can be cause for disciplinary action.  LSUS may require an employee to submit a
physician's certificate.
  CS Rules, Chapter 11

http://www.dscs.state.la.us/
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LOUISIANA STATE UNIVERSITY IN SHREVEPORT

Civil Service Employee’s Application for Leave

This is a request for leave:    
 

Type of Leave Beginning Date & Time Ending Date & Time With/Without Pay

Types of leave available for Civil Service use include:

Paid Sick Leave
Paid Annual Leave
Paid Compensatory Leave
Leave Without Pay
Funeral Leave (As specified by Civil Service)
Military Leave (Attach copy of military service notification)

 
This is to certify that my absence using paid sick leave was for the reason that I was unable to perform my work or
be present on my post during the period covered by this leave request because of my personal illness or injury;
medical, dental or optical consultation or treatment; or exposure to contagious disease.

                                                                                                             
Employee                                                          Date                            

                                                                                                             
Department Head/Chair                                     Date                            
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Civil, Emergency or Special Leave

Employee shall be given time off without loss of pay, annual leave or sick leave for the following reasons:  
- To perform jury duty
- Summons to appear as a witness before a court, grand jury, or other public body or

commission.  (In the event the employee's court appearance is as a plaintiff or defendant,
annual leave must be taken.  Court appearances by an employee as a witness as a result of
employment other than state employment likewise must be charged to annual leave.)

- Performing emergency civilian duty for national defense
- Determination by the appointing authority that a local disaster, inclement weather, or other act

of God, prevented employees from reporting to work*

- Time to vote under unusual and difficult circumstances: maximum two(2) hours in the parish,
maximum one (1) day out side the parish

- Civil Service examinations, or taking a required examination pertinent to the employee's state
employment before a state licensing bureau

- Pre-induction physical exam for Military Service
- Order to National Guard duty

* Unless announced on local radio and television stations to the contrary, Louisiana State University in Shreveport
will be open as usual and classes will be held on schedule.  

PM-20
http://appl003.ocs.lsu.edu/ups.nsf

CS Rules, Chapter 11
http://www.dscs.state.la.us/
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Educational Leave and Programs — Nonacademic Employees

With the approval of the department chair full-time classified and non-academic unclassified employees may
enroll in classes  not involving more than three (3) hours of absence from his/her work during the week and such
educational leave will not involve a reduction in pay, a charge to annual or compensatory leave credits, or loss of full-time
status.  It is expected that such educational leave will be granted only for enrollment in courses pertinent to the work of
the employee.  An employee registering for courses which will require absence from work for more than three (3) hours
during the week will be required to charge such excess over three (3) hours to compensatory time or annual leave credits
where available, or to leave without pay.  

With the approval of the department chair, full-time classified and non-academic unclassified employees with

one year of consecutive service may apply for and receive tuition exemption for six (6) hours of credit courses per
semester which are job beneficial.  You will be responsible for any supplemental fees, books and supplies.  The tuition
exemption form should be executed in advance of registration and presented to the cashier as payment for a maximum
of six (6) hours of credit courses.  Continued participation in this tuition exemption program will be based on making
satisfactory progress as determined by the employee's supervisor.  Satisfactory progress shall generally be interpreted
to include completion of the course with a passing grade.  

The opportunity shall be provided for full-time non-academic unclassified administrative and professional
employees with three (3) or more consecutive years of service to take administrative leave (special leave) to obtain an
advanced degree.  Such leave must not be for more than one(1) year and culminate in the receipt of an advanced degree.
The amount of pay while on such leave is to be determined in each individual case, but in no event shal l  i t  exceed one
third (1/3) of the employee's regular salary and the employee will be required to return to University employment for three
(3) years before accepting employment elsewhere.  

The privilege of educational leave will not apply to part-time employees.  

All employees with a baccalaureate degree who are taking courses will be subject to income tax on the amount
of tuition waiver provided by LSUS.  

PM-20 / PM-12
http://appl003.ocs.lsu.edu/ups.nsf

CS Rules, Chapter 11
http://www.dscs.state.la.us/
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Louisiana State University in Shreveport
REQUEST FOR TUITION EXEMPTION / EDUCATIONAL LEAVE

 During the Fall   Spring   Summer    Semester, 20       , I,                                                                                 am
requesting your approval for tuition Exemption    and / or Educational Leave    to attend the following classes.

TUITION EXEMPTION APPLIES TO LSU CAMPUSES ONLY

Campus                                                                                                                                                             

                                                                                                                                                             
Course/No. Credit Hours             Days           Time

                                                                                                                                                             
Course/No. Credit Hours             Days           Time

My regular work schedule is:                                                                                                                          
Number of Days Per Week        Number of Hours Per Week

Last semester attended:                                                                                                                                        

I have obtained a Bachelor’s Degree  Yes  No

My signature is attesting to the fact that I am in compliance with all eligibility requirements. If it is determined that I have not complied with
these requirements, I will be required to drop the course(s) or pay the required tuition.  I hereby give permission to release my final exam
grade and/or grade for the course(s) listed above to my supervisor and attach a copy of the last relevant semester grades to this form as
required in the criteria for eligibility.  Also, it is my understanding that the Payroll Section of Accounting Services will report to the IRS,
as income, educational assistance for any graduate level course(s) as outlined in IRS Notice 89-33.

Requested By:

                                                                                                                                                               
              Employee Signature Social Security No.               Date

Approved By:                                                                                                                                   
Department Applicant’s Job Title

                                                                                                                                  
Department Head/Supervisor Signature Date

                                                                                                                                  
Human Resource Management Date
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Family and Medical Leave Act

Employees who have been employed for twelve (12) consecutive months with LSU-Shreveport and who
have worked for at least 1250 hours during that twelve (12) month period are eligible under the FMLA.  Hours
worked do not have to be consecutive.  

Eligibility applies to part-time, intermittent, W.A.E. and transient employees if they meet the criteria
stated above.  

Eligible employees shall be granted up to twelve (12) work weeks of leave during any twelve (12) month
period for any one or more of the following circumstances:

A. Birth of a son or daughter and to care for the child.
B. Placement of a son or daughter by adoption or foster care.
C. To care for a spouse, son, daughter, or parent if the family member has a serious health

condition.
D. An employee who is unable to perform the functions of their position because of their own

serious health condition.
 
 The FMLA only mandates unpaid leave be granted, however, the law states that if an employer provides
paid leave for which an employee is eligible "an employee may elect or an employer may require an employee
to substitute their accrued paid leave."  LSU-S will grant paid leave when the following condition apply:

A. An employee may use accumulated sick leave for personal illness, disability (such as

childbirth) or injury,
B. An employee may use accumulated annual leave for:

1. care-giving for a spouse, parent or child,
2. to establish a relationship with a child during the first year after birth or during the first

year after placement for adoption or foster care.

The University will continue to pay the employer's portion of the health care premium while the
employee is on leave without pay under an authorized FMLA leave.  LSU-S will not contribute to other benefit
plans during periods of unpaid leave.  

Forms to apply for FMLA and additional information on FMLA are available in Human Resource
Management.  The University requires a thirty (30) days advance notice whenever reasonable.  When thirty (30)

days  is not possible, the employee is required to give as much notice as is reasonably possible so as not to
unduly disrupt the department's operation.

http://www.dol.gov/dol/esa/fmla.htm
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LOUISIANA STATE UNIVERSITY 
CERTIFICATION OF PHYSICIAN OR PRACTITIONER

FAMILY & MEDICAL LEAVE ACT OF 1993

1. Employee’s Name:

2. Patient’s Name (If other than employee):

3. Diagnosis:

4. Date condition commenced:

5. Probable duration of condition

6. Regimen of treatment to be prescribed (Indicate number of visits, general nature and duration of treatment, including
referral to other provider of health services.  Include schedule of visits or treatment if it is medically necessary for the
employee to be off work on an intermittent basis or to work less than the employee’s normal schedule of hours per day
or days per week.):

a.  By Physician or Practitioner:

b.  By another provider of health services, if referred by Physician or Practitioner:

IF THIS CERTIFICATION RELATES TO CARE FOR THE EMPLOYEE’S SERIOUSLY ILL FAMILY MEMBER, SKIP ITEMS 7,
8 AND 9 AND PROCEED TO ITEMS 10 THRU 14 ON REVERSE SIDE.  OTHERWISE, CONTINUE BELOW.

Check Yes or No in the boxes below, as appropriate.
    Yes  No

7.      Is inpatient hospitalization of the employee required?

8.      Is employee able to perform work of any kind?  (If “No”, skip Item 9.)

9.      Is employee able to perform the functions of employee’s position?  (Answer after reviewing
statement from employer of essential functions of employee’s position, or, if non provided, after
discussing with employee.)

FOR CERTIFICATION RELATING TO CARE FOR THE EMPLOYEE’S SERIOUSLY ILL FAMILY MEMBER, COMPLETE ITEMS
10 THRU 14 AS THEY APPLY TO THE FAMILY MEMBER AND PROCEED TO ITEM 15.     Yes       Yes  No

10.     Is inpatient hospitalization of the family member (patient) required?

11.     Does (or will) the patient require assistance for basic medical, hygiene, nutritional needs,
safety or transportation?

12.     After review of the employee’s signed statement (SEE Item 14 on next page), is the
employee’s presence necessary or would it be beneficial for the care of the patient?  (This
may include psychological comfort.)

13. Estimate the period of time care is needed or the employee’s presence would be beneficial:
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ITEM 14 IS TO BE COMPLETED BY THE EMPLOYEE NEEDING FAMILY LEAVE.

14. When Family Leave is needed to care for a seriously ill family member, the employee shall state the
care he or she will provide and an estimate of the time period during which this care will be provided,
including a schedule if leave is to be taken intermittently or a reduced leave schedule:

Employee Signature:

Date:

15. Signature of Physician or Practitioner:

16. Date:

17. Type of Practice (Field of Specialization, if any):
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Funeral Leave

Funeral leave may be given to an employee without loss of pay or required use of annual leave or sick
leave to attend the funeral services of a member of the immediate family.  Immediate family is defined as:
Father, Mother, Step-Father, Step-Mother, Sister, Brother, Husband, Wife, Child, Mother-in-Law, Father-in-Law,
Grandchild, Sister-in-Law, Brother-in-Law and Grandparents.  

Maximum funeral leave granted cannot exceed two (2) days.  Funeral leave must be requested.
Departments heads may request available proof of time and place of funeral before approving funeral leave.  

PM-20

http://appl003.ocs.lsu.edu/ups.nsf

CS Rules, Chapter 11
http://www.dscs.state.la.us/
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Military Leave

Employees who are members  of a Reserve Component of the Armed Forces of the United States shall
be entitled to military leave with pay when placed on "military active duty for training" by order of an authority
of the Armed Forces of the United States and when given constructive credit for such training.  

Maximum military leave with pay for "military active duty for training" is fifteen (15) working days per
calendar year.  Each employee who requests military leave shall do so in writing as soon as the dates are set,
and must furnish a copy of his/her military orders to his/her supervisor or department head for inclusion in the
departmental file.  

Employees ordered to "military active duty" or "military active duty for training" with the Armed Forces
of the United States for periods in excess of 180 consecutive calendar days may be separated from State
service and restored to duty upon application within 90 days  after the effective date of his/her release from active
duty.  The right of re-employment shall conform to all state rules and regulations. 

 PM-20
Bylaws and Regulations, Chapter III

http://appl003.ocs.lsu.edu/ups.nsf

CS Rules, Chapter 11
http://www.dscs.state.la.us/
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Sabbatical Leave

Full-time academic employees at the rank of Instructor (or equivalent) or above, who have completed
six years of service at Louisiana State University in Shreveport without having received leave with pay, may
petition for sabbatical leave for study and research, the object of which is to enable them to increase their
professional efficiency and usefulness to the University.  Adequate justification setting forth the plans for each
sabbatical leave shall be stated, and report of the accomplishment under each leave granted shall be made
promptly upon return from sabbatical leave.   Sabbatical leave shall normally be approved for the purpose of
seeking a higher degree only under unusual circumstances.  Persons employed can apply for a one-half (½)
year leave with full pay for a full year with one-half (½) pay.  Persons in a position supported by grant or non-
recurring funds may qualify for sabbatical leave only if the guaranteed period of support for the position is

sufficient to cover the period of leave and the required service subsequent to the leave.  Persons paid from grant
or non-recurring funds will usually need documentation that the cost of the leave is supportable by the funding
source.  The Chancellor shall, after receiving requests from the appropriate academic dean or other
administrative head, make recommendations for sabbatical leave through the President to the Board.  A
member of the academic staff who is granted sabbatical leave shall be required to return to University duties
for at least a year before accepting employment elsewhere.  

Under unusual circumstances, persons may accept employment during sabbatical leave if such
employment is approved in advance by the Chancellor and the President as supportive of the purposes of the
leave. 

 PM-20
Bylaws and Regulations, Chapter III

http://appl003.ocs.lsu.edu/ups.nsf



4.1

Retirement Programs

Regular unclassified employees at Louisiana State University in Shreveport, who are eligible for
membership, are required to participate in a retirement program.  New unclassified employees have sixty (60)
days to exercise an irrevocable choice between Teacher's Retirement System of Louisiana and an Optional
Retirement Plan.  If no choice is made by an eligible employee the default choice will be Teacher's Retirement
System of Louisiana. 

Regular classified employees at Louisiana State University in Shreveport are eligible for membership
in Louisiana State Employees' Retirement System.  A brief description of each program follows.



4.2

Teachers' Retirement System of Louisiana 

Regular unclassified employees at Louisiana State University in Shreveport are eligible for membership
in Teachers' Retirement..  Features of this plan are twenty (20) year retirement eligibility, tax-sheltering of
contributions, survivors benefits, disability benefits, vesting rights, and a deferred retirement option program.
Employees make regular contributions (no social security tax is deducted with the exception of Medicare tax)
with the University making matching contributions.    

The Deferred Retirement Option Program (DROP) is an alternative method of retiring.  The decision to
enter DROP is a personal one that you must make after carefully considering your situation.  You can obtain
a booklet from Human Resources which explains the program in detail.  You are eligible for Drop when

whichever of the following options occurs first:  

1.  You have at least 25 years of service at age 55.
2.  You have at least 30 years of service at any age.
3. You have at least 20 years of service at age 65 (excluding military service.)

 4.  You have at least 5 years of service at age 60.  

Employees receive a statement of service credit annually, and it is the employee's responsibility to initiate
enrollment in DROP at their earliest eligible date.  The employee can enter DROP on the day they first beco m e
eligible.  If you enter within 60 days after first eligibility, you can participate for the 3 full years.  Employees who
were eligible for DROP on January 1, 1994 have other options available and should contact Human Resources
or TRS for details.

Retirement is optional at age sixty with five (5) years of service or with twenty (20) years of service
regardless of age.  Faculty members who have forty (40) years credit in TRS no longer contribute to the system.

The formula for annual maximum retirement benefit is 2% times the years of creditable service
(including unused accumulated sick leave and/or unused accumulated annual leave) times the average salary
of the thirty-six (36) highest successive months. The choice of any option plan reduces the retirement benefit.
Legislation of 1975 provides any member who retires on or after June 1, 1975 and who has attained the age of
fifty-five years and has 25 years of service credit or has credit for at least thirty (30) years of creditable service
at any age exclusive of unused sick leave and/or annual leave or who at attained the age of sixty-five years and
has credit for at least twenty (20) years of creditable service, exclusive of military service, and unused
accumulated sick leave and/or unused accumulated annual leave will be computed on a 2½% formula times

the years of credit including properly certified sick leave credit plus $300.  Unused sick leave and annual leave
shall not be used to qualify any member for retirement.  No retirement benefit shall exceed one hundred percent
of the member's  average salary for the best thirty-six (36) successive months.  Ten (10) years of service is
required for vesting of interest in the retirement program.  

New members  after July 1, 1999, are eligible for retirement based on 2½% times the number of years
times the highest thirty-six (36) successive months salary.  However, the twenty-years-at-any-age retirement
benefit is actuarially reduced depending on your age and years of service at the time of retirement.  

Should you not stay until retirement you are eligible for refund, after ninety (90) days refund of all
employee contributions to TRS will be made.  You will not receive interest or University contributions.  

http://www.trsl.state.la.us/



4.3

Optional Retirement Plan

Regular unclassified (faculty and non-academic) may choose to participate in an Optional Retirement
Plan rather than TRS or LASER.

The ORP is a "defined contribution" plan to which you and LSU in Shreveport make contributions
through TRS to an approved carrier to be invested in a retirement annuity contract in your name.  The amount
of your monthly annuity income at retirement is based exclusively on these contributions (less a TRS
administrative fee), their investment earnings, the age at which you begin receiving benefits, and the type of
annuity you choose.  With the ORP all contributions including University contributions are fully and immediately
vested in your retirement annuity contract.  This allows for portability to or from other institutions of higher

education for the purchase of additional annuity contracts.  You are ineligible for a "lump sum" withdrawal from
the annuity contract.  

The ORP currently provides for three carriers, AETNA, VALIC and TIAA-CREF.  After you have chosen
to participate in ORP, you may change from one ORP carrier to another during the month of November with a
January 1 effective date.  Otherwise, no change in your ORP carrier is allowed.

Companies:
AETNA 1-800-873-2161       http://www.aetnafinancial.com/index.shtml
TIAA-CREF 1-800-842-2006 http://www.tiaa-cref.org
VALIC 1-800-892-5558 Ext 88743 http://www.valic.com/valic2000/valicweb.nsf



4.4

Louisiana State Employees' Retirement System

All regular classified employees at Louisiana State University in Shreveport are eligible for membership
in Louisiana State Employees' Retirement System.  Features of this plan are tax-sheltering of contributions,
survivors benefits, disability benefits, vesting rights, and a deferred retirement option program.  Employees make
regular contributions (no social security tax is deducted with the exception of Medicare tax) with the University
making matching contributions.  

The Deferred Retirement Option Plan (DROP) is an alternative method of reti ring from LASERS.  The
decision to enter DROP is a personal one that you must make after carefully considering your situation.  You
can obtain a booklet from Human Resources which explains the program in detail.  You are eligible for DROP

when any of the following situations occur:

1.  You have 30 years of service at any age.
2.  You have 25 years of service and are at least age 55.
3.  You have 10 years of service and are at least age 60.

Employees receive a statement of service credit annually, and it is the employee's responsibility to initiate
enrollment in DROP.  Participation can last 3 years.  

All Civil Service employees (excluding emergency and restricted appointments) are automatically
members of LASER and are eligible for regular retirement as follows:  

1. 30 years or more service credit at any age.

2. 25 years or more service credit at age 55 or thereafter, or
3. 10 years or more service credit at age 60 or thereafter.  

The benefit formula is designed so that a retiree shall receive a maximum retirement benefit equal to
2.5% of the final average compensation for every year of creditable service.  An additional $300 is applied to
this amount if the member joined LASERS prior to July 1, 1986.  Benefits may not exceed 100% of the retiree's
final average compensation, which is the highest thirty-six (36) months of successive employment.  

Should a member of LASERS not stay until retirement all employee contributions are refundable after
thirty (30) days waiting period.  No interest and no University contributions will be refunded. 

LSU employees with service under the LSU Retirement System (employment prior to January 1, 1979)
will have a different formula used for a portion of their retirement benefit.

http://www.lasers.state.la.us/



4.5

 Social Security

Employees on temporary appointment, including Civil Service restricted, of less than two (2) years
duration will be covered by Social Security rather than a retirement system or optional retirement plan.  

http://www.ssa.gov



4.6

Medicare Tax

All new employees or "rehires" since April 1, 1986 are subject to Medicare tax (01.45%) on all earnings
at LSU in Shreveport.  

http://www.ssa.gov



5.1

Cafeteria Plan

Section 125 of the Internal Revenue Code established the ability for employees to pay for their life,
health, dependent life, catastrophic illness, vision plan, and dental insurance premiums on a pre-tax basis.
What this means to the employees is that they can pay less federal and state taxes and less FICA Medicare
tax to net a saving in income tax owed.  

Employees who choose to become a member of the Cafeteria Plan are obligated to maintain coverage
except for "life altering" changes which includes adding or deleting a dependent or spouse due to birth, death,
marriage and/or divorce.  This election can be changed once each year during the April open enrollment period.

Employees are not charged a fee for participation in the premiums only cafeteria plan.  



5.2

Expanded Cafeteria Plan

The Expanded Cafeteria Plan (Tax Saver Flexible Benefits Plan) allows participants to use spending
accounts to pay for certain health care expenses [those for which reimbursement is not received from an
insurance  carrier] and dependent care expenses with tax-free dollars.  There is an administration fee for  the
Health Care Account of $3.50 each per month.  A booklet which details all options under this program is
available from Human Resources and each year during April, the open enrollment month, you can begin the
program, end the program, and make changes in your savings amount.  If you experience a change in family
status during the plan year (July through June), you will be permitted to change your benefit election, including
an election you made not to participate in the plan.  Any change must be consistent with the qualifying change
in your family status and must be made within 30 days of the qualifying change.   At the end of each plan year,

as required by the IRS for plans of this type, the employee forfeits any before-tax dollars left in either account.
Careful planning can help prevent forfeitures. 

You pay for your uninsured health care expenses and/or dependent care expenses as usual.  You then
submit a claim form and are reimbursed from your account, you have effectively paid your expenses with
nontaxable dollars.  

Health Care Spending Account  —   You must designate and save a minimum of $300 per year and are limited
to a maximum of $4,000 per year.  The $3.50 administrative cost can be included in the savings amount, but
you may not exceed the annual maximum.  Only  health care expenses which are allowable as Federal Income
Tax  deductions may be used.  

Dependent Care Spending Account —  You must designate and save a minimum of $300 per year and are

limited to a maximum of $5,000 (or $2,500 if married and filing separately).  There is no administrative fee for
dependent care.

Eligible expenses for dependent care include: 
Day care cost for children 12 and younger;
Schooling costs for children not yet in the first grade;
Babysitting and licensed day-care center costs;
Housekeeping services in your home which include day care.  

Costs of transportation, overnight camping, nursing care facilities, and the schooling costs of children in the
first grade or above are not eligible.  

Please Note: You must re-enroll each year to continue in these programs.  The open enrollment period is April
each year.  Deductions begin in June for the fiscal July-June..



5.3

Medical   Dental   Vision
Flex Claim Form

                                                                                          Louisiana State University in Shreveport           

Employee Name (as it appears on payroll)    Employer Name

                                                                                                                                                2001-2002Fiscal Year 

Social Security Number Daytime Telephone Number      Year

COMPLETE FOR QUALIFIED EXPENSES NOT PAID BY MEDICAL PLAN — ATTACH RECEIPT

Service From Service To Patient’s Full Name Company or
Provider

Description of
Service

Charges

  

                                              

   

 

 

Canceled check is not sufficient information

I certify that the expenses submitted under this claim:
18. Are medical care for me, my spouse, or my dependents.
19. Have not been previously submitted, or otherwise reimbursed.

                                                                                                                                                                     

Employee Signature Date



5.4

Savings Bonds

LSU in Shreveport participates in a payroll savings plan for the purchase of United States Savings Bonds.  Set
amounts may be deducted from your pay check each pay period.  These amounts accumulate and are used to purchase
the bond specified by the employee.  You may sign up for bonds by contacting Human Resource Management. 

http://www.publicdebt.treas.gov/sav/sav.htm



5.5

Tax Sheltered Annuities

The federal government allows employees of educational institutions to contribute amounts to a supplemental
retirement plan.  These contributions are exempt from federal and Louisiana taxes in the year made and taxable in the years
in which they are paid back to the employee.  The amount an employee can contribute is based on a formula that takes into
consideration the amount of gross earnings and previous contributions to retirement plans.  A list of companies currently
used by LSU in Shreveport is currently available in Human Resource Management.  An agent with one of these companies
will work with you to determine the amount of your maximum deduction.  You may contribute any amount up to the
maximum.  Only one change is allowed in the amount of deduction within a calendar year, however, you may discontinue
your TSA by putting your request in writing to Human Resource Management.



6.1

Additional Compensation

Academic and non-classified employees are restricted to earning 30% over their adjusted fiscal year salary from all
LSU pay sources.  Specific details on calculating the adjusted fiscal year salary for 9-month employees is contained in PM-
3.

It is the responsibility of the initiating officer to insure payment does not violate PM-3 limitation prior to allowing the
individual to begin work. 

It should be further noted that any fiscal employee performing additional duties for compensation during regular
working hours must apply for and receive permission to use their accrued annual leave for the period, prior to beginning

work.  If the work falls outside regular working hours for a fiscal employee it should be so stated on the additional
compensation form which is executed to request payment.

Permanent Memorandum 3 
http://appl003.ocs.lsu.edu/ups.nsf 



6.2

I certify that all assignments required of me by this additional compensation form have been (or will be)
completed.  Work was (or will be) completed by the end date and prior to my receiving final payment.
  

______________________ ________________ 
Employee Signature Date

LOUISIANA STATE UNIVERSITY IN SHREVEPORT
ADDITIONAL COMPENSATION (PER-3)

SOC. SEC. NO.:

NAME:

ACTION EFFECTIVE DATE:                       THRU: 

PROPOSED ACTION:  ADDITIONAL COMPENSATION

TOTAL AMOUNT:     $ 

JUSTIFICATION:  COMPLIES WITH PM-3.

(Description of work to be performed)

Employee will submit annual leave request if employment is on a fiscal year basis and work is performed during regular work
hours.

 (If employed full-time at another LSU Campus B include the following: Incumbent is a full-time employee at [name
of campus].  Payment will be made by [name of campus] with reimbursement by LSUS upon receipt of invoice.)

SALARY DISTRIBUTION
ACCOUNT ADDITIONAL
NUMBER   AMOUNT

(Acct # here) $

   TOTALS $

      SIGNED               APPROVED 

                                                                                                                                    
Initiating Officer                     Date               Dean or Director               Date

                                                                                                                                   
Initials        Date     Initials       Date          Vice Chancellor                  Date

                                                                                                                                   
Initials        Date        Initials       Date         Chancellor                          Date



6.3

Affirmative Action / Equal Opportunity Statement

Louisiana State University in Shreveport supports equal opportunity for all qualified persons without
regard  to race, color, religion, sex, national origin, age, physical or mental handicap, marital status or
 disabled veteran's status or veteran of the Vietnam Era in the admission to, participation in, or employment
in the programs and activities which the University operates.  LSU Shreveport policy also prohibits sexual
harassment in accordance with state and federal law and regulation.  Additionally LSU Shreveport allows for
sick leave use for maternity reasons and treats such requests in a manner similar to leave requests for any
other temporary disability.  Louisiana State University in Shreveport firmly supports equal employment as set
forth in federal and state regulations and in the University Affirmative Action/Equal Employment Opportunity
plan.  LSU Shreveport policy embraces equality of opportunity for all employees by affirming that LSU

Shreveport will take affirmative action to ensure that all applicants receive fair consideration for employment and
the employees are treated fairly during employment and in upgrading, demotion, transfer, promotion,
recruitment, advertisement, layoffs, terminations, rates of pay or other forms of compensation, tenure, selection
for training, and other employment practices.  Full cooperation and assistance is expected.  Questions
regarding the Affirmative Action/EEO Policy or its implementation should be directed to Human Resource
Management.  



6.4

Certification of Hours Worked

Each department head is responsible for keeping time on employees within his/her department.  Time
sheets for all hourly employee are conveniently provided to each department to accomplish this.  Time sheets
are completed at the end of each two week pay period and are returned to Accounting Services for calculation
of individual employee earnings.  Time sheets need to be in Accounting Services no later than 10 a.m. on the
Monday following the end of the pay period.  

Civil service rules require both the supervisor and employee to certify the correctness of the time
reported.  Employees who fail to sign their time sheet will not receive their pay check until the time sheet is
signed.  Employees who fail to sign their time sheet may sign the time sheet in Accounting Services and pick

up their pay check.

Unclassified fiscal employees are required to certify each month that they have completed all their work
hours.  These are maintained in the department for review by the legislative auditors.  



6.5

Confidentiality of Personnel Records

Employees of Human Resource Management are all confidential employees and as such have been
carefully informed relative to the regard for basic dignity and rights of the employees of Louisiana State
University in Shreveport. 

Employee information is carefully maintained and will be released only to authorized individuals or
agencies.  

All information is maintained in locked file cabinets or secured computer files.  Any employee, by
appointment, may review his or her file.  Authorized persons such as department heads, or immediate
supervisors will be permitted access to one of their employee's files.  Likewise, if an employee is being

considered for a transfer the prospective supervisor or department head will be permitted access to the
employee's file.  

Verification of employment on present or past employees should be provided only by Human Resource
Management.  



6.6

Continuing Education Programs

The LSU-S Division of Continuing Education and Public Service will provide quality learning experiences
with professional instructors offering a flexible course schedule on campus and at other locations throughout
the global community for a multi-faceted and diverse population based on their educational needs. The Division
will coordinate, develop, and deliver training in the areas of workforce and professional development, personal

growth opportunities, public service, and youth enrichment through credit and non-credit programs.

All full-time employees of LSU-Shreveport will receive the following discounts for all non-credit program
fees on a space available basis. 

1. 50% discount on all non-credit courses.
2. Computer classes  at no charge.  The participant must provide their own material/textbook.

3. 10% discount to spouses on all non-credit courses.
4. 10% discount to children for all children's programs

Retirees will receive a 10% discount for all non-credit programs.



6.7

Credit Union

The Campus Federal Credit Union is considered a part of the fringe-benefit package for all permanent
Louisiana State University employees, as well as all members  of their family.  Operating under the Federal
Credit Union Law, the credit union provides a safe and convenient method of saving through payroll deduction.
Personal, secured, unsecured, real estate, automobile and other types of loans are available to members.
Depending upon the type loan, members can borrow at a variety of rates.  

Savings are insured by the National Credit Union Association, up to $100,000.00.  

Services provided by the credit union are savings accounts, checking accounts, cashier's  checks,

automated teller machine cards, net check deposit, payroll deduction, certificates of deposit, IRA's, club
accounts, VISA cards and telephone banking system.  An ATM is located in the University Center.

The Campus Federal Credit Union is located at the corner of University Drive at East 70th Street with
extended hours for your convenience.

http://www.campusfederal.org



6.8

Drug Free Campus

LSUS is committed to maintaining a campus free of illegal drug use and alcohol abuse.  Employees
should be aware that the university prohibits the unauthorized manufacture, sale, possession, use or distribution
of illicit drugs and alcohol on campus.  Violation of the policy is grounds for disciplinary action up to and
including termination from employment.  Federal and State laws provide additional penalties for such unlawful
activities, including fines and imprisonment.  Local ordinances also provide similar penalties for drug and
alcohol-related offenses.  The university is bound to take all appropriate actions against violators, including
referral for legal prosecution and/or requiring an employee to participate satisfactorily in an approved
drug/alcohol abuse assistance of rehabilitation program.  The university provides assistance to employees with
drug related problems through its counseling center (campus telephone 797-5365.)  Those employees who

voluntarily seek assistance from the center are assured that professional standards of confidentiality will be
maintained.  Referral to appropriate community agencies is also available through the counseling center.
University support services and programs are designed to encourage employees to adopt and maintain a
healthy lifestyle.  

Chemical dependency is a primary and progressive disease which adversely affects all areas of an
individuals life.  The use of illicit drugs and/or the abuse of alcohol is harmful to a person’s  health and well-being
and has been proven to be damaging to vital organs such as the heart, liver and brain.  Pregnant women who
use drugs run the risk of bearing addicted, malformed or stillborn children.  Illicit drug use and alcohol abuse
is often a factor in accidents and is a leading cause of death.



6.9

Electronic Deposit of Pay Checks

The university offers you the option to have your paycheck electronically transferred directly into your
bank account.  Accounting Services will forward a hard copy "stub" so you will be able to track your deductions
and net pay each payday.  

If you want to take advantage of electronic transfer, forms to authorize the deposit are available in
Human Resource Management.  It will take approximately two (2) weeks to complete your application for
electronic transfer. 



6.10

AUTHORIZATION AGREEMENT FOR DIRECT DEPOSIT

Company:  LOUISIANA STATE UNIVERSITY IN SHREVEPORT, ID # _____

I/We hereby authorize LOUISIANA STATE UNIVERSITY IN SHREVEPORT, hereinafter called COMPANY,
to initiate credit entries and to initiate, if necessary, debit entries and adjustments for any credit entries in error
to my/our Checking/Savings (select one) account indicated below and the depository named below, hereinafter
called DEPOSITORY, to credit and/or debit the same to such account.

DEPOSITORY NAME                                                                                                                            

CITY                                                                  STATE                               ZIP                                    

TRANSIT/ROUTING NO.                                                ACCOUNT NO.                                                

This authority is to remain in full force and effect until COMPANY has received written notification from me (or
either of us) of its termination in such time and in such manner as to afford COMPANY and DEPOSITORY a
reasonable opportunity to act on it.  

NAME (please print)                                                                                                                              
 

SOCIAL SECURITY NUMBER                                                                 

Signature:                                                                                             Date:                                        
 

A CHECK MARKED VOID MUST ACCOMPANY THIS FORM

NOTE: Approximately two (2) weeks should be
allowed to process your application for direct deposit.



6.11

Emergency Evacuation Procedure

When the alarm (a horn) is activated.  The following procedures should be implemented:

1. Begin the orderly evacuation of the building.  
2. Elevators will not be used for evacuation.  
3. All persons will exit to the parking lot and remain there until it is safe to return.  
4. Faculty/Staff members  will be responsible for supervising the evacuation of the building using the

nearest exit.  
5. Handicapped persons will be given first priority.  Faculty and staff should pre-designate three people

to assist disabled individuals.  

NIGHT CLASSES:
If the emergency alarm is sounded during this period, the faculty members should implement
the evacuation plan; then notify University Police (455-5497) and the power plant operator
(5007), and assist in checking for a fire.  

TORNADO INSTRUCTIONS See Page 6.48 .



6.12

Employment of Relatives

It shall be contrary to general university policy for pers ons related to each other in the first degree by
blood or marriage to be placed in a supervisor-employee relationship.  This includes parent(s), children, step-
children, brother, step-brother, sister, step-sister, spouse and parent(s) or spouse.  This restriction will apply
to all forms of employment:  regular full-time employment, regular part-time employment, temporary full-time
employment, temporary part-time employment,  etc., and will apply to all employees including student workers.
This restriction shall also apply when the supervisor-employee relationship develops after employment.  

Bylaws and Regulations, Chapter 2, Section 2
http://appl003.ocs.lsu.edu/ups.nsf

PS 3 01.01



6.13

Employment of Retired Personnel

Acts of the 2001 Regular Legislative session allows both LASER and TRS retirees (excluding disability
retirees) who have been retired at least 12 months to return to work in Louisiana public education and earn up
to  full salary.  TRS employees will be deducted retirement contributions on a non-tax sheltered basis and can
be refunded all contributions after employment ends.  LASERS are deducted and eligible for additional
retirement benefits based on service. The 12-month waiting period begins at the date of retirement.  Re-
employment during the 12-month waiting period will result in a suspension of benefits for the duration of
employment or the lapse of the waiting period, whichever occurs first.  Unsheltered contributions must be taken
from the retiree’s pay and can be refunded when employment ends.

Please check with Human Resources for assistance prior to hiring a retiree.  All actions for retired
individuals are subject to applicable personnel and equal employment practices, including the normal review
and authorization procedures for academic and unclassified employees.  



6.14

Faculty Council

The Faculty Council includes all full-time members  of the academic staff having the rank of Instructor
or higher (or equivalent) and members  of the Administrative Council.  As a class, part-time members of the
academic staff having the rank of Instructor or higher (or equivalent rank) may be enfranchised by a two-thirds
vote to the degree deemed appropriate by the LSU-S Faculty Council.  The purpose of this organization is:

1. To provide the LSU-S faculty with a forum for expressing view on matters relating to their well-
being.  

2. To provide the LSU-S faculty with an effective means to participate in academic due process
and to promote cooperation between faculty and administrative officers. 

3. To collect and disseminate information so that policies and procedures will be known and
uniformly interpreted and implemented.  

4. To evaluate institutional programs and practices and to initiate action for improvements thereby
protecting the academic integrity of LSU-S and its faculty.  

5. To maintain liaison with all segments of the University community and with other interested
groups and individuals. 

Faculty Senate

The Faculty Senate shall consist of members  of the Faculty Council duly elected to exercise such
powers in a manner consistent with the stated expressions of the policy of the Faculty Council.  Such powers
shall be exercised by the Senate at any and all times when the Faculty Council is not in session.  The Senate
shall represent the Faculty Council in all matters and shall be deemed to voice the policies, opinions and

sentiments of the Faculty Council on any matter within its jurisdiction.  

Additional information regarding the functioning of these two bodies is available from Academic Affairs.

Faculty Handbook



6.15

Garnishments and Salary Liens

State and federal law requires LSU in Shreveport to collect court garnishments, state and federal tax
levies and Chapter 13 bankruptcy agreements.  LSU in Shreveport will also collect DHHR child support
agreements.  

Accounting Services will notify the employee upon receipt of the documents from the issuing court or
agency.  Deductions will begin on the next payroll after receiving notification from the court or agency.
Deductions will continue until the amount of the levy or garnishment is paid, or until a notice is received from
the court of agency to discontinue the deductions.  



6.16

Grievance Procedure

LSU in Shreveport has established a grievance procedure to be used by all classified and unclassified
employees.  Faculty members should refer to the current faculty handbook or call Academic Affairs for
instructions when they wish to file a grievance.  The purpose of the grievance procedures is to provide a fair
process and means for employees to seek resolution of problems related to inequitable treatment at the
University during performance of their responsibilities.  

A grievance shall be defined as an expression of alleged unfair or inequitable treatment with respect
to the application of policy, procedure or regulation.  Grievances may include, but are not limited to decisions
affecting appointment, tenure, promotion, salary, assignment of duties, space or other facilities, and general

matters including academic freedom.  A grievance shall be brought in a timely manner.  Retaliation against
any person involved in a grievance is forbidden.  It is the University's basic philosophy that employee grievances
should be settled at the lowest possible administrative level.  The policies are intended to ensure that:

1. all sides of the grievance are heard,
2. all interested persons desiring to be heard or to respond have the opportunity,
3. even handedness, fairness, and common sense are exercised,
4. the process focuses on resolving the grievance,
5. minority views are reported as part of the process,
6. hearings are conducted at normal times and places with sufficient notice.  

The regular administrative procedures of the university are in no way suspended by the filing of a
grievance.  Furthermore, an employee shall not be penalized for filing a grievance, whether that grievance is

upheld or denied.  
Any employee interested in informally discussing a potential complaint may do so by contacting

Human Resource Management.  



6.17

Health and Physical Education Building

The Health and Physical Education Building contains an indoor pool, track, weight room,
handball/racquetball courts and a gymnasium.  All facilities are available for university employees' use.
Requests for family use should be made to office of the Chairman of Kinesiology and Health Science.
Schedules are subject to change each semester.  For the most current schedule, staff should check the hours
posted on each floor of the Health & Physical Education Building.  



6.18

Holiday Policy

The holiday schedule is set each year by the LSU Board of Supervisors and distributed as Permanent
Memorandum 5.   Each department should have a copy of the current holiday schedule.  

Employees must work on a holiday provided the need has been determined by the department
chair/supervisor.  

An employee must be in pay status on the last scheduled work day before the holiday and the first
scheduled work day after the holiday.  Should a holiday fall while an employee is on vacation or sick leave, that
day will be charged as a holiday and will not be charged against the employee's vacation or sick accruals.  

Employees required to work on Civil Service holidays, or a holiday designated in lieu of these holidays,
shall be entitled to compensatory leave or overtime pay benefits, provided the holiday falls on a day within the
employee's work week.  

Employees required to work on a Louisiana State University holiday shall be entitled to compensatory
leave benefits, provided the holiday falls on a day within the employee's work week.  

PM-5
http://appl003.ocs.lsu.edu/ups.nsf
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Hours of Work and Rest Periods

Work schedules are determined by operational needs of specific departments.  The standard University
hours are  8:00 a.m. - 4:30 p.m. Monday through Friday.  Your supervisor will inform you of your work schedule
and lunch periods.  From time to time, the need to change this schedule arises out of need to modify or
increase service.  Should that be necessary your supervisor will make arrangements with you providing for as
much lead time as possible.  

Two fifteen minute rest periods or breaks are allowed each day provided your supervisor finds that the
work schedule for the day will accommodate your absence from the job for one or both of these periods.  In
certain instances because of the work activity of the day, rest or a break may not be possible, and it will be

expected that a rest or break not be taken.  Rest periods or breaks cannot be used to make up for time absent,
time late to work, to extend lunch periods, or to shorten the scheduled work day by leaving early.  The time off
for your rest period or break will be determined by your supervisor or department chair.    
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Identification Cards

Faculty and staff identification cards are issued to LSU-S employees through Student Activities.  You
will need an identification card to use the Noel Memorial Library, the Health and Physical Education Building,
and for admission to other LSU-S activities.  Arrangements and times to have your identification card made can
be arranged by calling Student Activities at 797-5393. 
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Library Services and Privileges

The Noel Memorial Library is concerned with the intellectual and cultural growth and development of
the University community.  The mission of the library is to actively participate in the educational program of
LSU-Shreveport by collecting, organizing, making readily available, and assisting in the use of materials by
students, faculty and staff.  

The Noel Memorial Library is available to all employees.  Employee identification cards are used to
check out books and other materials.  Material not available at the library may be borrowed from other libraries
through the Interlibrary Loan department.  The library also provides photo copies and FAX services.  

Library hours of operations are posted at the door.
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Lost and/or Found

Any items which are found on the campus in any location are to be immediately turned into the
University Police for safekeeping.  Persons who have lost items on the campus can contact the University
Police for assistance at 797-5082 during regular campus hours or 455-5497 for after hours.  Their campus office
is located in the Administration Building, Room 
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On the Job Accident Procedure

The faculty or staff member should assess the person's condition; send someone for help, if needed;
and contact the University Police.   Help is available in the following locations, use the one closest to you.

BUILDING CONTACT
PERSON

LSU-S EXTENSION

Admin-Rm 124 LSU-S Police 5082,455-5497 (aft 5)

Admin - Lobby Switchboard 0

Health & PE Kinesiology Staff 5042,5041,5101,5032

Library-Circ Desk Person on Duty 5225

Power Plant Oper Engineer 5007

Science-Rm 224 Dept Secretary 5244

Science-Rm 312 Dr. Frank Collins 5224

Univ Ctr-Rm 232 Director-Stud Act 5393

Bookstore Mgr of Bookstore 5212

Use the following list to care for the injured person:

Check to see if the person is breathing.  Stop all bleeding, if possible, and keep the person
warm.  University Police are trained in CPR, contact them at 5082( or 455-5497 after 5
p.m.).  Do not administer any medication.  

If the person is unconscious or bleeding severely , have someone contact 911 and the
University Police (5082).  

If the person is conscious and able to communicate, contact the University police (5082)
and they will make arrangements to take appropriate care of the injured individual.

In the event of any accident, the supervisor of the area in which the accident occurred must complete
a "Supervisor's Accident Investigation Report" and submit it to Human Resource Management.
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Outside Employment

LSU recognizes that certain outside employment activities are of benefit to the University, to the State
of Louisiana and to the private sector as well as to individual employees.  Although the University recognizes
a right of the employees to engage in outside employment, it has established policies and procedures requiring
that such outside employment be disclosed and submitted for administrative review and approval.  

A. All full-time employees of the University including faculty, other academic,
unclassified and classified, are required to abide by this presidential memorandum at
all times, including during regular  and summer term and while on paid or unpaid
leave.  

B. Outside employment is defined as any non-University activity for which economic
benefit is received, including but not limited to:    
  1. Employment with any non-University Employer;  
  2. Contracts to provide consulting, personal or 

professional services to non-University individuals or entities, including
publishing agreements or arrangements; 

  3. Self-employment or operation of a business.  
C. Economic benefits include cash payments or such other non-cash economic benefit,

e.g., share of profits, shares of stock equity participation, etc. as the employee and
outside employer may agree; provided that such non-cash economic benefit shall not
have a present value significantly in excess of fair compensation for the services
rendered.  Compensation rates for outside employment need not be related to
University salary rates but should be negotiated fairly based on normal private sector

levels for similar services.  
D. Outside employment shall be performed only outside of assigned working hours or

responsibilities  or during a period of paid or unpaid leave.  During paid sabbatical,
special or educational leave, outside activities may be permitted only in exceptional
circumstances.

E. Outside employment shall not conflict, delay or in any manner interfere with instructional,
scholarly and/or other services which the employee is obligated to render to the University. 

 Forms to request approval prior to accepting outside employment are available in Human Resources.
PM-11 is available in Human Resources and other administrative offices on the campus for employee review.
It is the responsibility of each full-time employee of LSU in Shreveport to be aware and in compliance with PM-
11.

PM-11
http://appl003.ocs.lsu.edu/ups.nsf 
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PM-11 FORM A
Disclosure of Outside Employment

Louisiana State University in Shreveport

Louisiana State University Presidential Memorandum Number 11 requires that all full-time employees of the LSU System comply with its
provisions and disclose all outside employment as defined within it.  Completion of Form A is required for each outside employment event;
blanket approvals will not be granted.  If the approval of the Chancellor or President is required, Form B must also be attached — form must be
typed.  Employees are required to become familiar with PM-11 before completing this form.  

EMPLOYEE DISCLOSURE

1. Employee Name: 3. Name of outside employer or business:

2. Department: 4. Time commitment required:

5. Describe proposed activity below:  If no outside employment is contemplated or currently engaged write NONE  in this section, then complete lines 7 through 11
and forward this form to your next supervisory level.  If  the answer is YES to any of the questions (6A-F or 13A-D)further detailed information will be

required.  For a YES response the Chancellor and/or the LSU President may be required to signify final action.

6A. My outside employment would be with an entity currently doing or
actively seeking to do business with my unit at the University.

[  ] Yes  [  ] No

6D. I am collaborating with or on special assignment to a unit within the
University with which the company is doing or is seeking to do
business.

[  ] Yes  [  ] No

6B. My outside employment would involve teaching, which results in
university level credit, will be conducted on University time or will
utilize University property or services.

[  ] Yes  [  ] No

6E. My outside employment would yield results which advance a theory
or practice in my field.  

[  ] Yes  [  ] No

6C. My outside employment would involve my providing professional,
personal, consulting and social services to a department,
commission, council, board, office, bureau, committee, institution,
agency, government, corporation, or any other establishment of the
Executive Branch of the State of Louisiana.  

(President's Approval Required) [  ] Yes  [  ] No

6F. My outside employment would result in my receiving compensation
to assist in the passage or defeat of state legislation during the fiscal
year in which the legislation was pending in the legislature.

[  ] Yes  [  ] No

I will explain to the proposed outside employer that: (1) I do not represent said outside employer as an employee of the University in any manner, (2) any
views I express on behalf of an outside employer do not necessarily reflect the view of the University, and (3) in no way may the name of the University
nor my official University capacity be used in support of any position I may take on behalf of said outside employer.  Furthermore, I certify that
University personnel, laboratories and equipment will not be used in connection with outside employment other than as provide in PM-11.

My signature attests to my understanding of and compliance with P.M.-11.

7. Name: 8. Title:
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9. Signature: 10. Department:

11. Date:

06/17/99
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PM-11 FORM A Page 2

ADMINISTRATIVE REVIEW

Circle the number corresponding to any employee responses with which you disagree.

Department Chair 6. [A] [B] [C] [D] [E] [F]

Dean 6: [A] [B] [C] [D] [E] [F]

Vice Chancellor 6. [A] [B] [C] [D] [E] [F]

Indicate your agreement or disagreement with the following statements.

13A. The proposed duties ordinarily would be performed as
part of the public service portion of the employees duties
and responsibilities.

Department Chair [   ] Yes   [   ] No
Dean [   ] Yes   [   ] No
Vice Chancellor [   ] Yes   [   ] No

13B. The proposed activity more appropriately would be
accomplished by a contract through the university.

Department Chair [   ] Yes   [   ] No
Dean [   ] Yes   [   ] No
Vice Chancellor [   ] Yes   [   ] No

13C. The legal entity for which the outside employment is
proposed has substantial economic interest which may be
materially affected by the way in which the employee
performs his or her duties and responsibilities as a
University employee.

Department Chair [   ] Yes   [   ] No
Dean [   ] Yes   [   ] No
Vice Chancellor [   ] Yes   [   ] No

13D. The outside employment involves public policy.

(President’s Approval Required)

Department Chair [   ] Yes   [   ] No
Dean [   ] Yes   [   ] No
Vice Chancellor [   ] Yes   [   ] No

ADMINISTRATIVE APPROVALS

If the answer is YES to either question (6C) or 13(D), the President’s approval is required.  If the answer is YES to any other question, the
Chancellor’s approval is required.  If all responses are NO, the outside employment may be approved by the Provost.

[     ] RECOMMENDED

[     ] NOT RECOMMENDED

Signature:

                                                                                                                                                            Department
Chair Date

[     ] RECOMMENDED

[     ] NOT RECOMMENDED

Signature:
                                                                                                                                                           
Dean          Date

ACTION BY PROVOST AND VICE CHANCELLORS

[     ] APPROVED
[     ] DISAPPROVED 
[     ] Forwarded thru Chancellor for action by President

[     ] Returned to employee for compliance with P.M.-
11 requirement requiring approval of Chancellor

Signature:

                                                                                                                                 Provost /
Vice Chancellor    Date

All reviewing administrators hereby certify that they have read and are familiar with the Louisiana Code of Governmental Ethics and the
approval of this outside employment does not knowingly violate the Code of Ethics, PM-11 or any other rule or regulation of the University.

06/17/99
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Overtime and Compensatory Time — Exempt/Non-Exempt Staff

The Fair Labor Standards Act identifies employees into classes:
  

Exempt   Executive, Administrative and Professional Staff for which the payment of overtime
or compensatory leave is not a requirement.  

Non-Exempt  All others who may be paid overtime at 1½ times current hourly rate.  The official
work week is forty (40) hours and the official work period is eighty (80) hours.  The
official work week begins on Monday at 12:01 a.m. and ends on Sunday at 12:00
midnight.  

LSU in Shreveport follows the civil service rules which address overtime policy for civil service employees as
follows:  

Rule 6.20 Options for full-time employees for overtime hours actually worked in excess of forty hours
per week.  

a. GS-11 and Below
(1) Cash payment at time and one-half rate
(2) Compensatory leave earned at time and one-half rate
(3) Cash payment at regular rate
(4) Compensatory leave earned hour for hour

b. GS-12 and Above
(1) Cash payment at regular rate

(2) Compensatory leave earned hour for hour
(3) No overtime compensation

Only options 1 or 2 under Rule 6.20(a) shall be used for overtime work by employees in nonexempt status.  

Rule 6.21 Overtime options for full-time employees for overtime hours not actually worked in excess
of forty hours per week due to holidays observed or leave taken.  

a. GS-11 and Below
(1) Cash payment at regular rate
(2) Compensatory leave earned hour for hour

b. GS-12 and Above
(1) Cash payment at regular rate
(2) Compensatory leave earned hour for hour
(3) No overtime compensation

It is university policy to grant overtime compensatory leave for overtime performed.  However,
departments wishing to pay overtime must request budget approval from the Vice Chancellor for Business
Affairs and receive approval in advance.  

CS Rules 6.20, 6.21
http://www.dscs.state.la.us/
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Parking, Fines and Violations

Operating a vehicle on the campus is a privilege granted by the institution.  Serious or excessive
violations can result in the loss of this privilege as well as disciplinary action.  

Louisiana State University in Shreveport assumes no responsibility for the care or protection of any
vehicle or its contents at any time.  

Faculty/Staff and students must register for a parking permit each academic year.  Parking decals
are not transferable and should be removed from vehicles when validity expires or immediately upon change
of ownership or disassociation from LSU in Shreveport.  

Parking decals must be displayed on the right side of the vehicle rear window or bumper. 
Motorcycles should affix the decal to the front right fork.  Damaged decals should be reported; a duplicate
will be issued at no charge.  

Parking permits are as follows:
Full Year $20.00
Spring Semester only $15.00
Summer Session only $ 5.00
Continuing Education

Non-credit Program $ 2.00
Short-term Courses $ 5.00

Faculty and staff have their parking fees payroll deducted.  Faculty and staff have reserved parking

areas which are marked clearly by a green curb.  Faculty and staff are subject to parking fines for the
following:  

1. Failure to register a vehicle
2. Parking in a reserved area.
3. Parking in a loading zone or blocking if dumpster.  
4. No display of decal/permit and/or improper display of decal/permit.
5. Making U-turn.
6. Parking facing flow of traffic.
7. Parking in a no-parking zone.
8. Vehicle not parked within confines of a designated parking space.  
9. Backed into parking space.

10. Speeding 

Parking fines are $15.00 with a late fee if received after five calendar days.  The fine for parking in
any of the following zone is $50.00:

1.  Handicap
2.  Fire Lane
3.  Loading Zone
4.  Streets
5.  Sidewalk
6.  Lawn/Grass 

Parking fines may be paid in the Administration Building, Room 109, Monday through Friday from 8

a.m. until 4:30 p.m.
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Louisiana State University in Shreveport
MOTOR VEHICLE/SAFETY FEE

Registration for on-campus parking will be limited to a maximum of three vehicles per individual employee.
The Motor Vehicle/Safety fee will be payroll deducted from each regular payroll check.  Cost of fee follows:

Annual Registration $20
Spring Semester ONLY $15
Summer Session ONLY $ 5

                                                                                                                                                                   
Employee Name Soc. Sec. Number Department

Number of Vehicles  1  2  3 
      Please check appropriate number of vehicles.

                                                                                                                                              
Employee Signature Date



6.31

Pay Checks

Louisiana State University in Shreveport currently has bi-weekly, monthly and faculty payrolls.  A short
description of the payrolls follows:

BI-WEEKLY  All civil service employees receive their pay every two weeks on Friday morning.
Checks are distributed in the departments.  Should the employee not sign the time
sheets verifying hours worked, the check will be held until signatures are obtained.

MONTHLY  Fiscal unclassified, and fiscal faculty appointments receive their checks on the last
banking day of the month.  

FACULTY  Employees appointed for either the semester or the academic year receive their

checks thirty days from the official beginning of the academic year.  The date is
normally thirty days after the official beginning of the semester.  Schedules are
available in each academic department at the beginning of the fiscal year to inform
employees of their specific pay dates.  
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Performance Planning and Review (PPR)

All civil service employees at LSU in Shreveport are to receive both a planning session and a performance
review as follows:  

New employees are to have a planning session within 30 days  of their employment date outlining departmental
expectations.   The Performance Rating is given  to the employee no later than 6 months from their employment
(anniversary date).  This becomes the “anniversary date” for all future merit increases.  

All employees are to receive within 30 days  of each employee’s anniversary date a PPR planning session
outlining departmental expectations.  The Performance Rating is completed and given to the employee no later

than their  anniversary date and cannot be done earlier than 60 days prior to the anniversary date.  An employee
cannot prevent a planning session, rating or re-rating from becoming official by refusing to sign the performance
planning and review form. If an employee refuses to sign any part of the form, the rating supervisor shall note
on the form that the employee refused to sign, and the date of the Planning or Performance Rating session.

An employee whose official OVERALL rating is "Needs Improvement" or "Poor" shall be re-rated. The re-rating
shall be due on the date that is 6 months after the employee's anniversary date. The re-rating may be given up
to 60 calendar days  prior to or on the re-rating due date. Employees who are rated or are re-rated as "Meets
Requirements" or better may be considered for a merit increase, promotion, upward detail, or permanent status
as of the date of the official re-rating. 

NOTE:  EMPLOYEES WITH POOR OR NEED IMPROVEMENT RATINGS ARE INELIGIBLE FOR MERIT
INCREASES, PROMOTIONS, UPWARD DETAILS AND PERMANENT STATUS.

If the rating is not done in a timely manner then it will be returned to the department for initialing by both the
rating supervisor and employee.  

Rating which can be given are: Outstanding, Exceeds Requirements, Meets Requirements, Need
Improvement or Poor.

Appeals to Reviewing Officers.  On LSUS campus that is the vice chancellor for your area unless directly
supervised by a vice chancellor in which case the reviewing officer is the appointing authority.

Chapter 10 CS Rules
http://www.dscs.state.la.us/



                                                                                         Employee Name__________________________________________ 
SF15 (R-11/00) 
 

State Employees PERFORMANCE PLANNING AND REVIEW (PPR) Form 
 
INSTRUCTIONS FOR DOCUMENTATION OF THE PLANNING AND RATING SESSIONS ARE PROVIDED FOR USE AS A CHECKLIST BY RATING 
SUPERVISORS.  THIS INSTRUCTION SHEET SHOULD BE SEPARATED FROM THE REST OF THE DOCUMENT AFTER COMPLETION.  

 

PLANNING SESSION 
ALL CLASSIFIED EMPLOYEES (RESTRICTED, JOB APPOINTMENT, PROVISIONAL, PROBATIONAL, OR PERMANENT) MUST HAVE A PLANNING 
SESSION AND A RATING SESSION ANNUALLY. 
 
SUPERVISOR’S CHECKLIST-PLANNING SESSION: 

 
_____ PLANNING SESSION COMPLETED (DEADLINE -- 30 DAYS AFTER A NEW HIRE OR POSITION CHANGE (PROMOTIONS, TRANSFER, 
DETAILS, ETC.) OR 30 DAYS AFTER ANNIVERSARY DATE OF CURRENT EMPLOYEE.) USE SHADED AREAS ENTITLED “PERFORMANCE 
EXPECTATIONS” UNDER EACH FACTOR TO LIST THIS YEAR’S EXPECTATIONS FOR THE EMPLOYEE’S PERFORMANCE.  TELL EMPLOYEE WHICH 
FACTORS S/HE WILL BE RATED ON; EACH OF THOSE FACTORS MUST HAVE AN X IN THE “APPLIES TO JOB” BOX. 
 
_____SIGN THE “PERFORMANCE PLANNING SESSION” BOX AND HAVE THE EMPLOYEE SIGN IT.  THE EMPLOYEE MUST BE GIVEN A COPY OF 
THE COMPLETED AND SIGNED PLANNING FORM.   IF EMPLOYEE REFUSES TO SIGN, MAKE A NOTE OF THAT ON THE FORM AND PROCEED AS 
USUAL. 
 
_____PLANNING DOCUMENT UPDATE—IF THE PLANNING DOCUMENT IS UPDATED DURING THE CURRENT RATING PERIOD, BOTH THE 
SUPERVISOR AND THE EMPLOYEE MUST INITIAL AND DATE THE CHANGES.  THE EMPLOYEE MUST BE GIVEN A COPY OF THE CHANGES TO THE 
DOCUMENT.   

RATING SESSION 
 
ALL CLASSIFIED EMPLOYEES MUST HAVE AN ANNUAL RATING AND REVIEW SESSION DURING WHICH THEY WILL BE INFORMED OF THE RATING 
THEY HAVE EARNED FOR EACH FACTOR. THE RATING AND REVIEW SESSION MUST TAKE PLACE NOT MORE THAN 60 DAYS PRIOR TO THE 
EMPLOYEE’S ANNIVERSARY DATE AND NO LATER THAN THE ANNIVERSARY DATE.  THERE ARE NO EXCEPTIONS OR EXTENSIONS ALLOWED. 
 
SUPERVISOR’S CHECKLIST-RATING SESSION: 
 
_____USE THE NON-SHADED BOXES ENTITLED “PERFORMANCE COMMENTS” TO MAKE YOUR PERFORMANCE COMMENTS ABOUT THE 
EMPLOYEE.  
 
_____FOR EACH FACTOR MARKED WITH AN X, SELECT A RATING USING THE SCALE BELOW.   
 
_____AT THE BOTTOM OF EACH PAGE, TOTAL THE RATINGS ON THAT PAGE.  ADD ALL OF THE TOTALS TOGETHER AND ENTER THE GRAND 
TOTAL IN THE CALCULATION SECTION ON PAGE 8.  
 
_____TRANSFER THE FINAL, OVERALL SCORE TO PAGE ONE AND COMPLETE THAT SECTION.   
 
_____SIGN THE “FINAL SESSION-RATING & REVIEW” BOX AND HAVE THE EMPLOYEE SIGN IT.  BE SURE TO GIVE THE EMPLOYEE A COPY OF 
THE COMPLETED FORM.  THE EMPLOYEE MUST RECEIVE THE COPY AS SOON AFTER THE RATING AND REVIEW SESSION AS POSSIBLE, WITHIN 
THE 60-DAY TIME FRAME.  IF THE EMPLOYEE REFUSES TO SIGN, MAKE A NOTE OF THAT ON THE FORM AND PROCEED AS USUAL. 
 
_____SEND THE ORIGINAL DOCUMENT TO YOUR AGENCY HUMAN RESOURCES OFFICE. KEEP A COPY FOR YOUR FILES.  

 
RE-RATING SESSION 

 
ALL CLASSIFIED EMPLOYEES RECEIVING AN OVERALL “NEEDS IMPROVEMENT” OR “POOR” MUST BE RE-RATED.  THE RE-RATING IS DUE ON 
THE DAY THAT IS 6 MONTHS AFTER THE ANNIVERSARY DATE; THE DATE 60 DAYS PRIOR TO THAT DATE IS THE EARLIEST DATE THE EMPLOYEE 
CAN BE RE-RATED.  FOLLOW THE  INSTRUCTIONS/CHECKLIST PROVIDED FOR  RATINGS TO CONDUCT THE RE-RATING. 
 
 

DEFINITIONS OF RATINGS TO BE  USED IN EVALUATING INDIVIDUAL PERFORMANCE FACTORS 
5 -  OUTSTANDING EXCEEDS REQUIREMENTS CONSISTENTLY AND/OR BY A WIDE MARGIN; NEARLY IDEAL. 

4 -  EXCEEDS REQUIREMENTS CONSISTENTLY MEETS AND SOMETIMES EXCEEDS REQUIREMENTS; VERY WELL DONE. 

3 -  MEETS REQUIREMENTS NORMALLY MEETS REQUIREMENTS; GENERALLY WELL DONE, HAS PERFORMED AS EXPECTED. 

2 -  NEEDS IMPROVEMENT FAILS TO MEET REQUIREMENTS; HAS NOT PERFORMED AS EXPECTED, IMPROVEMENT IS NEEDED. 

1 – POOR FAILS TO MEET REQUIREMENTS CONSISTENTLY AND/OR BY A WIDE MARGIN. 



Employee Name____________________________________________ 
 

 
State Employees PERFORMANCE PLANNING AND REVIEW (PPR) Form 

 
 

Employee Name:  ________________________________________________________ Anniversary Date: _______ _______ 

Social Security No: _____  ____ _____ Dept: _____________________________ Section ____________________________ 

Job Title: _________________________________________________ Does this employee supervise others?   /  / yes   /  / no  
 
 
❒  

 
PLANNING SESSION ❒   ANNUAL  ON  ___________________        ❒   UPDATED ON _________________ 
(ALL LIGHTLY SHADED PORTIONS OF THE FORM ARE TO BE USED  FOR DOCUMENTATION OF PLANNING SESSION) 

 
 
 

 
RATING SESSION – REASON:  

PERFORMANCE 
RATING PERIOD : 

FROM DATE 

PERFORMANCE 
RATING PERIOD :  

TO DATE 

❒  FIRST RATING (AT 6 MONTHS) ____  ____  ____  ____  ____  ____  

❒  ANNUAL RATING – (WITHIN 60 DAYS BEFORE OR ON EMPLOYEE’S ANNIVERSARY DATE) ____  ____  ____  ____  ____  ____  
 

❒  RE RATING ____  ____  ____  ____  ____  ____  
 

❒  OTHER (UNOFFICIAL OR  INFORMAL REVIEW) ____  ____  ____ ____  ____  ____ 

❒  REVIEW BY AGENCY REVIEWER (IN RESPONSE TO EMPLOYEE REQUEST FOR 
REVIEW) 

____  ____  ____ ____  ____  ____ 

 
FINAL SESSION - RATING & REVIEW  

 
OVERALL RATING  ENTER THE FINAL NUMERIC SCORE FROM PAGE 8:   FINAL SCORE: _____. _____ _____  
    

MARK THE OVERALL RATING: 
 POOR             NEEDS IMPROVEMENT             MEETS REQUIREMENTS               EXCEEDS REQUIREMENTS            OUTSTANDING                                 

 UNRATED (IF THE RATING IS NOT TIMELY, CHANGE THE RATING HERE AND HAVE BOTH THE RATING SUPERVISOR AND THE EMPLOYEE 

INITIAL THE FORM.   ____ ____ ____   ______________                     __________   
   DATE CHANGED  RATING SUPERVISOR’S INITIALS   EMPLOYEE’S INITIALS 

REQUIRED SIGNATURES     

EMPLOYEE’S STATEMENT:  I have had this evaluation discussed with me and have a copy of it.   I understand that my signature 

does not imply agreement with the rating. I may note my disagreements below and/or seek a review of this rating from the 

officially designated Reviewer in accordance with Chapter 10 of the Civil Service rules.   I have until 15 days after my 

anniversary date to do this or if this is a re-rating, I have until 15 calendar days after the date that falls 6 months after my 

anniversary date to do this, in accordance with the provisions of Chapter 10.  

SIGNATURE ______________________________________  DATE:  _________________ COMMENTS: ___________________ 

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

RATING SUPERVISOR'S STATEMENT: I have personally prepared this rating and discussed the rating with the employee. I have 

provided documentation to support any factor rated “Needs Improvement” or “Poor” and have provided written comments for 

all other ratings.    

SIGNATURE: ______________________________________  DATE:  _____________  COMMENTS: _______________________ 

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

DATE EMPLOYEE GIVEN COPY OF RATING, OR DATE COPY OF RATING FORM WAS MAILED____________________ 
 
I RECOMMEND THIS EMPLOYEE FOR: 
 
 MERIT INCREASE:     YES      NO                                                                                   FOR PERMANENT STATUS:     YES     NO 

 1 



                                                                                         Employee Name__________________________________________ 

REQUIRED PERFORMANCE FACTORS 
Factors 1 through 6 must be completed for ALL employees 

(Refer to DEFINITIONS OF RATINGS provided on instructions cover sheet. 
 

1.  WORK PRODUCT – THE QUALITY AND QUANTITY OF WORK PRODUCED BY THE EMPLOYEE. 
PERFORMANCE EXPECTATIONS: 
 

Applies to job  X 

 
 
 
 
 
 
 
 

 

 
Examples of performance comments for different rating levels: 
Higher:   Uses experience and training to achieve exceptional results; produces work that is thorough; pays attention to 

detail; work is accurate and neat; demonstrates understanding of how his/her work contributes to overall 
success; completes full amount of work on time. 

Lower:  Fails to achieve desired results; has to redo work; works too slowly; wastes time while at work. 
 

 
 

PERFORMANCE COMMENTS:  Circle Rating  1   2   3   4   5 

 
 
 
 
 
 
 
 

 

 
 
 

2.  DEPENDABILITY – BEING WHERE S/HE SHOULD BE AND DOING WHAT S/HE IS SUPPOSED TO DO. 
PERFORMANCE EXPECTATIONS: Applies to job  X 
 
 
 
 
 
 
 
 

 

Examples of performance comments for different rating levels: 
Higher:  Can be counted on to take care of work-related commitments; gives extra effort when needed; can be 

counted on to do what is expected even when not being watched; reports on time, as scheduled; makes sure 
duties are covered when absent. 

Lower:  Misses deadlines; spends too much time on personal phone calls; forgets meetings or other responsibilities; 
creates a problem with tardiness; asks to take leave when he/she will be needed at work or with little or no 
advanced notice. 

PERFORMANCE COMMENTS:  Circle Rating  1   2   3   4   5 
 
 
 
 
 
 
 
 

 

 
 
ADD ALL RATINGS ON THIS PAGE AND ENTER TOTAL IN THE BOX AT RIGHT  

 

2 



                                                                                         Employee Name__________________________________________ 
3. COOPERATIVENESS – WORKING WITH PEOPLE. 
PERFORMANCE EXPECTATIONS: Applies to job  X 
 
 
 
 
 
 
 
 
 
Examples of performance comments for different rating levels: 
Higher:  Offers help to co-workers when needed or when his/her own work is done; works well as part of a team; 

follows instructions without unreasonable complaining or arguing; participates openly in investigations when 
required.  

Lower:  Gets involved in workplace gossip or unproductive conflict with others; fights with others; is abrupt or rude 
with co-workers or supervisors; ignores or puts down other people’s ideas and/or contributions. 

PERFORMANCE COMMENTS: Circle Rating  1   2   3   4   5 
 
 
 
 
 
 
 
 

 

 
 
 
 
 

4.   ADAPTABILITY – ADJUSTING TO CHANGE. 
PERFORMANCE EXPECTATIONS: Applies to job  X 
 
 
 
 
 
 
 
 
 
Examples of performance comments for different rating levels: 
Higher:  Accepts and applies constructive criticism; changes routines to meet new needs, changing conditions, or 

unexpected problems; looks for ways to learn new job skills. 
Lower: Complains excessively about or resists changes; does not demonstrate effort or ability to learn about changes 

in technology, job responsibilities, work priorities or work methods. 
 
PERFORMANCE COMMENTS:  Circle Rating  1   2   3   4   5 
 
 
 
 
 
 
 
 

 

 
 

 
ADD ALL RATINGS ON THIS PAGE AND ENTER TOTAL IN THE BOX AT RIGHT  
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                                                                                         Employee Name__________________________________________ 
 

5. COMMUNICATION – GIVING AND RECEIVING INFORMATION. 
PERFORMANCE EXPECTATIONS: Applies to job  X 
 
 
 
 
 
 
 
 
Examples of performance comments for different rating levels:    
Higher:  Listens carefully and asks questions when needed; shows that he/she understands important concepts and 

documents; communicates clearly when speaking or writing; delivers accurate messages in a timely fashion; 
makes excellent oral presentations; uses appropriate communication tools for the situation; calls meetings as 
needed. 

Lower:  Withholds information; gives incomplete information; uses incorrect grammar, punctuation or spelling when 
accuracy is important; does not listen; uses meeting time poorly. 

 
 

PERFORMANCE COMMENTS: 
 
 
 
 
 
 
 
 

Circle Rating  1   2   3   4   5  

 
6.  DAILY DECISION-MAKING/PROBLEM-SOLVING – THINKING ON THE JOB. 
PERFORMANCE EXPECTATIONS: Applies to job  X 
 
 
 
 
 
 
 
 
 

 

Examples of performance comments for different rating levels:    
Higher:  Uses good judgment about what should be done and when it should be done; solves problems independently 

but seeks help from the right sources when that is appropriate; acts promptly to resolve or report rule 
violations or threats to workplace safety and security; looks for better ways of doing things if appropriate; 
considers ideas from various sources and chooses the one best solution. 

Lower:   Needs help or direction from his/her supervisor for routine, basic tasks; fails to make decisions within the 
appropriate time frame; makes decisions without needed analysis. 

 
 

PERFORMANCE COMMENTS: 
 
 
 
 
 
 
 
 

Circle Rating  1   2   3   4   5  

 
 
ADD ALL RATINGS ON THIS PAGE AND ENTER TOTAL IN THE BOX AT RIGHT  
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                                                                                         Employee Name__________________________________________ 

ADDITIONAL PERFORMANCE FACTORS: MAY OR MAY NOT APPLY TO ALL JOBS 
Put an ‘X’ in the box on the far right if the performance factor applies to this employee’s job. 

(Refer to DEFINITIONS OF RATINGS provided on instructions cover sheet. 
 

7.   SERVICE TO CLIENTS/PUBLIC – PROVIDING EFFECTIVE AND COURTEOUS SERVICE. 
PERFORMANCE EXPECTATIONS: If factor applies to this job, mark an X here   
 
 
 
 
 
 
Examples of performance comments for different rating levels:    
Higher:   Shows courtesy to all; listens carefully to clients to understand their individual needs; identifies needs of clients correctly; gets 
 appropriate help for a client both within and outside his or her own work area; follows up to be sure client’s needs are met. 
Lower:  Must be prodded or contacted more than once by the client before he/she delivers services or products; provides inaccurate 
 information; does not give clients enough information. 
PERFORMANCE COMMENTS: Circle Rating  1   2   3   4   5 
 
 
 
 
 
 

 

 
8.  USE OF EQUIPMENT AND MATERIALS – CARING FOR AND USING THE STATE’S PROPERTY AND SUPPLIES. 
PERFORMANCE EXPECTATIONS: If factor applies to this job, mark an X here   
 
 
 
 
 
 
Examples of performance comments for different rating levels:    
Higher:  Uses equipment and materials safely and for their intended purpose; makes sure that equipment is kept in good repair and gets 

regular maintenance.    
Lower:   Wastes or misuses materials; handles hazardous materials without observing safety regulations; damages equipment; fails to 

return materials to appropriate place in good condition. 
PERFORMANCE COMMENTS: Circle Rating  1   2   3   4   5 
 
 
 
 
 

 
 

 
9.   PROJECT PLANNING AND IMPLEMENTATION – CREATING AND SUCCESSFULLY FOLLOWING THROUGH WITH  PROJECTS 
(SUCH AS SPECIAL GOALS, ACTIVITIES, OR LARGE ASSIGNMENTS.) 
PERFORMANCE EXPECTATIONS: If factor applies to this job, mark an X here   
 
 
 
 
 
 
Examples of performance comments for different rating levels:    
Higher:   Anticipates long-range challenges and opportunities; sets specific goals and priorities; designs realistic work methods and 

timetables for achieving project goals; keeps track of progress toward goals and adapts as needed. 
Lower:   Completes long-range projects late or over budget; fails to complete projects; creates crisis due to poor planning; procrastinates. 
 
PERFORMANCE COMMENTS: Circle Rating  1   2   3   4   5 
 
 
 
 
 
 

 

 
ADD ALL RATINGS ON THIS PAGE AND ENTER TOTAL IN THE BOX AT RIGHT  
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                                                                                         Employee Name__________________________________________ 
FACTORS MANDATORY FOR SUPERVISORS 

(Factors 10 and 11 may be used for non-supervisory employees) 
Put an ‘X’ in the box on the far right if the performance factor applies to this employee’s job. 

(Refer to DEFINITIONS OF RATINGS provided on instructions cover sheet.) 
 

10.   WORK GROUP MANAGEMENT AND LEADERSHIP – DIRECTING THE ACTIVITY OF SUBORDINATES. 
If this factor applies to job, mark an “X” in this box   PERFORMANCE EXPECTATIONS: 

 
 
 
 
 
 
 

  

Examples of performance comments for different rating levels:    
Higher: Plans and assigns work effectively and fairly; sets realistic but challenging work goals; gives subordinates 

the resources, guidance and training opportunities needed to perform at their best; achieves results through 
the high quality and quantity of work group’s efforts; leads a work group that contributes to the achievement 
of organizational goals; recommends corrective action and/or discipline when appropriate. 

Lower:  Shows favoritism; gives rewards and punishment inconsistently; delays or neglects corrective action 
especially in cases of discipline problems; leads a work group that gets a lot of complaints. 

 

 
PERFORMANCE COMMENTS: 
 
 
 
 
 
 
 
 

Circle Rating  1   2   3   4   5  

 
 
11.  PERFORMANCE PLANNING AND REVIEW – COUNSELING AND RATING. 

If this factor applies to job, mark an “X” in this box   PERFORMANCE EXPECTATIONS: 
 
 
 
 
 
 
 

  

Examples of performance comments for different rating levels: 
Higher: Communicates performance expectations clearly; conducts thorough and timely performance planning 

sessions with subordinates; documents subordinates’ job performance and provides helpful feedback 
throughout the performance period; avoids rating errors and biases. 

Lower:  Misses deadlines for performance planning session or submitting performance rating forms to the Human 
Resource office; sets easier expectations for people he/she likes; allows personal feelings toward employee 
to affect level of rating selected; neglects performance log throughout the year. 

 

PERFORMANCE COMMENTS: 
 
 
 
 
 
 
 
 

Circle Rating  1   2   3   4   5  

  
 

 
ADD ALL RATINGS ON THIS PAGE AND ENTER TOTAL IN THE BOX AT RIGHT  
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                                                                                         Employee Name__________________________________________ 

POSITION-SPECIFIC PERFORMANCE FACTORS 
Put an ‘X’ in the box on the far right if the performance factor applies to this employee’s job. 

(Refer to DEFINITIONS OF RATINGS provided on instructions cover sheet. 
 
 

12.  FACTOR 
 

 

 Performance Expectations:     If factor Applies to job, mark an “X” here  
 
 
 
 
 
 

 

Performance Comments  Circle Rating  1   2   3   4   5 
 
 
 
 
 
 

 

 

 
 
 

13.  FACTOR 
 

 

 Performance Expectations:     If factor Applies to job, mark an “X” here  
 
 
 
 
 
 

 

Performance Comments  Circle Rating   1   2   3   4   5 
 
 
 
 
 
 

 
 

 
PERFORMANCE PLANNING SESSION - SIGNATURES 

 
TO COMPLETE THE PLANNING SESSION, BOTH THE RATING SUPERVISOR AND EMPLOYEE MUST SIGN HERE 
AFTER DISCUSSING ALL FACTORS UPON WHICH THE EMPLOYEE WILL BE RATED.  All factors to be used in the  
employee’s rating must be marked with an “X”. 
 
 
My rating supervisor has discussed with me the factors upon which I will be rated and the performance expectations for the 
upcoming rating period. 
 
 ______________________________________________ ________________________ 
 Employee’s Signature      Date 

 
I have discussed with this employee the factors upon which he/she will be rated and the performance expectations for him/her 
during the upcoming rating period. 
 
 ______________________________________________ ________________________ 
 Rating Supervisor’s Signature     Date 

 

 
ADD ALL RATINGS ON THIS PAGE AND ENTER TOTAL IN THE BOX AT RIGHT  

 

7 
 

 
 



                                                                                         Employee Name__________________________________________ 
 
 
 
 
 
 
 
TO CALCULATE THE FINAL, OVERALL RATING: 
 
 
1.  COUNT THE TOTAL NUMBER OF BOXES MARKED WITH AN "X" 
      THIS IS THE TOTAL FACTORS 
 

TOTAL FACTORS = (A)      _______________________ 

2.  ADD THE RATING TOTALS FROM THE BOTTOM OF EACH PAGE 
     THIS IS THE TOTAL RATING 
 

TOTAL RATING = (B)         _______________________ 

3.  DIVIDE TOTAL RATING (B) BY TOTAL FACTORS (A) 
      (B) ÷ (A) 
 

TOTAL RATING (B) 
TOTAL FACTORS (A)   =     ___.___________________ 

4.  FINAL SCORE = ROUND UP LINE 3 TO TWO DECIMAL PLACES 
 

FINAL SCORE                          ___.___________________ 

5.  CIRCLE THE OVERALL RATING THAT CORRESPONDS TO THE  
      EMPLOYEE'S FINAL SCORE 

4.50 - 5.00 → OUTSTANDING 
3.50 - 4.49 → EXCEEDS REQUIREMENTS 
2.50 - 3.49 → MEETS REQUIREMENTS 
1.50 - 2.49 → NEEDS IMPROVEMENT 
1.00 - 1.49 → POOR 

 
 

RETURN TO PAGE ONE TO COMPLETE THE RATING & REVIEW SECTION 
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                                                                                         Employee Name__________________________________________ 
 
 

OFFICIAL REVIEW BY REVIEWER AT EMPLOYEE REQUEST 
 
THIS FORM SHOULD ALSO BE USED TO DOCUMENT A REVIEW BY THE DESIGNATED REVIEWER, AT THE EMPLOYEE’S REQUEST, AS OUTLINED IN 
C.S. RULE 10.13.   AFTER CONDUCTING THE REVIEW, COMPLETE THIS FORM AS FOLLOWS:  
 
REVIEWER’S CHECKLIST: 
 
_____ON ANY INDIVIDUAL CONTESTED FACTOR RATING(S) BEING CHANGED, CROSS OUT (X) THE ORIGINAL FACTOR RATING, CIRCLE THE NEW 
RATING, AND INITIAL AND DATE NEXT TO THE NEWLY CIRCLED RATING.  
 
_____ON ANY INDIVIDUAL CONTESTED FACTOR RATING(S) NOT BEING CHANGED, INITIAL AND DATE NEXT TO THE ORIGINAL FACTOR RATING 
(S.) 
 
_____ DOCUMENT THE DECISIONS BY EITHER (1) ADDING IN THE “PERFORMANCE COMMENTS” SECTION OF ALL CONTESTED FACTOR RATINGS 
STATEMENTS SUPPORTING THE CHANGE OR AFFIRMING THE ORIGINAL RATING OR (2) ATTACHING TO THE PPR FORM, A COPY OF THE INTERNAL 
AGENCY DOCUMENT USED TO RECORD/DOCUMENT THE REVIEWER’S DECISION.  
 
_____CALCULATE ANY CHANGES TO THE RATING(S) IN THE CALCULATION SECTION ON PAGE 8. CROSS OUT ORIGINAL RATING(S), ENTER NEW 
RATING ABOVE, INITIAL AND DATE.  
 
_____LINE OUT (---) THE ORIGINAL FINAL SCORE ON PAGE 8.   WRITE IN THE NEW SCORE ABOVE, INITIAL AND DATE. IF THE OVERALL RATING 
HAS CHANGED, CROSS OUT (X) THE ORIGINAL OVERALL RATING AND CIRCLE, INITIAL AND DATE THE NEW RATING. 
 
_____RETURN TO PAGE 1 OF THIS FORM.  CHECK “REVIEW BY AGENCY REVIEWER.” PROVIDE DATES, WHICH SHOULD BE THE SAME AS FOR 
THE RATING BEING REVIEWED.   IN “FINAL REVIEW SESSION-RATING REVIEW” BLOCK, MAKE ANY CHANGES TO FINAL SCORE AND OVERALL 
RATING BY CROSSING OUT (X) AND WRITING IN NEW SCORE AND CIRCLING NEW RATING, INITIALING AND DATING BY EACH. IF NO CHANGE, 
INITIAL AND DATE BY EACH.  
  
_____IN THE BLOCK “REVIEW BY DESIGNATED REVIEWER AT EMPLOYEE REQUEST” HAVE EMPLOYEE AND RATING SUPERVISOR SIGN AND DATE 
FORM, ALONG WITH YOUR (THE REVIEWER’S) SIGNATURE AFTER NOTIFICATION HAS BEEN MADE IN ACCORDANCE WITH C.S. RULES. 
 
 
 
 
 

REVIEW BY DESIGNATED REVIEWER AT EMPLOYEE REQUEST-SIGNATURES 
 
THIS SECTION SHOULD BE COMPLETED AFTER THE REVIEWER HAS CONDUCTED A REVIEW IN RESPONSE TO AN 
EMPLOYEE’S TIMELY REQUEST IN ACCORDANCE WITH CIVIL SERICE RULE 10.13. 
 
My Reviewer has discussed the contested rating(s) with me and I have been notified, in writing, of the results of the Review.  
I understand I have the right to have my PPR file reviewed by the Director of Civil Service, or the Director’s designee, in 
accordance with Civil Service Rule 10.14. 
 
_____________________________________________________          _______________________ 
 Employee’s Signature      Date 

 
My designated Reviewer has discussed the employee’s contested rating(s) with me and I have been notified, in writing, of the 
results of the Review. 
 
_____________________________________________________         ________________________ 
 Rating Supervisor’s Signature     Date 
 
I have discussed with the employee and the rating supervisor the contested rating(s) and have notified each of them, in writing, 
of the results of my Review. Any change to the employee’s final score and overall rating as a result of this Review has been 
indicated on page one of the PPR Form. The supporting documentation for my Review, and any changes to individual factor 
ratings, have been noted on the PPR Form or attached to the form.   
 
_____________________________________________________          _______________________ 
 Designated Reviewer’s Signature                                                                                                   Date   

 

 

 
 
 



                                                                                         Employee Name__________________________________________ 
9 

 
 
 



6.42

Personal Data Changes

Any changes in personal data such as name, address, telephone number, advanced education, etc.
should be reported immediately to your department.  These types of changes should be provided in writing, with
certified copy of transcripts for advanced education, so that the correct personal information is current and on
file in your appropriate records.  

Please note that all name changed must be accompanied by an updated social security card.   



6.43

Political Activity

  Classified Employees
NO employee in the classified service shall:

1. Participate or engage in political activity.  
2. Be a candidate for nomination or election to public office, except to seek election as

the classified state employee serving on the State Civil Service Commission.  
3. Be a member of any national, state or local committee of a political party or faction.

4. Take active part in the management of the affairs of a political party, faction,
candidate, or any political campaign, except to exercise his/her right as a citizen to

express his/her opinion private ly, to serve as a commissioner or official watcher at the
polls, and to case his/her vote as he/she desires.  

5. Take active part in an effort to recall from office an elected public official, or seek,
solicit or attempt to coerce any person including any employee in the classified
service and any member of the Commission into participating in any such effort or
signing a recall petition except that nothing contained herein shall prevent an
employee in the classified service or member of the Commission from signing a recall
petition.  

CS Rules, Chapter 14
Civil Service General Circular 1011

http://www.dscs.state.la.us/
Unclassified Staff

A full-time employee of the LSU System shall not accept any appointive political office nor seek or hold
any elective remunerative political office, without the consent of the President through regular administrative
channels beginning at the department head.  



6.44

Posting of Announcements on Walls, Doors, and in Elevators

If you have announcements that need to be communicated to any group of employees, notices of items
for sale, or announcements on programs, both educational and recreational, you may contact the office of the
Vice Chancellor for Student Affairs for permission and instructions for such a posting.  



6.45

Promotion and Transfer Policy

  Classified Employees

It is the policy of Louisiana State University in Shreveport to provide members  of the classified staff with
career ladder opportunities, opportunities for promotion, and promotional and technical advancement when
possible.  It is the sincere intention that staff members have ample opportunity for growth and development of
talent and abilities.  It is in the interest of all members of the university community that staff members be
retained within the university structure.  

In order to achieve this goal, Human Resource Management will post all vacancies on the bulletin board

outside their office, Room 109 of the Administration Building.  To further achieve this goal copies of the notice
will be forwarded to departments on campus for posting. Staff members must be permanent civil service
employees and have the minimum qualifications required by the civil service job specification to be eligible for
promotion.  If the job specification requires skills for which the employee's current position does not require,
the employee must have either passed the appropriate civil service test in the past, have held a civil service
position which required the skills, or have a current civil service test score on the appropriate civil service test.

Vacancy notices are posted for ten (10) days  and eligible staff members  are encouraged to call Human
Resource Management to schedule appointments for interviews.  

When a qualified candidate has been selected, and if it is a current employee at LSU in Shreveport,
the losing and gaining departments will negotiate a release date for the employee to be moved to the vacancy.

Salary will be assigned to all promotions in accordance with civil service regulations.  

  Unclassified Staff

Each appointment or promotion of a member of the unclassified staff shall be made upon the basis or
merit and the special fitness of the individual for the work demanded by the position.  All appointments,
reappointments, promotions, and dismissals of members of the unclassified staff shall be made upon the
authority of the President, subject to the approval of the LSU Board of Supervisors.  The terms of the
appointment shall be in writing, with a copy furnished to each of the contracting parties. 



6.46

Resignation and Separation Procedure

It is the goal of Louisiana State University in Shreveport to handle without undue hardships to the
employee all resignations and separations.   If advanced notice has been provided to Human Resource
Management and Accounting Services, the employee will receive his terminal annual leave and any pay due
on the last day he is at work.  Specific responsibilities of the employee and department follow:

   Classified Staff

Whenever the services of a permanent or probationary employee are terminated by voluntary
resignation, it is appropriate that an employee submit a letter of resignation.

  Academic and Unclassified Staff

Likewise, academic and unclassified employees are required to submit a letter of resignation to their
department preferably no later than one month prior to the date of separation.  

NOTE: All regular employees must complete an EXIT form prior to receiving their last payment from LSUS.



6.47

Louisiana State University in Shreveport
Exit Sheet for Terminating Employees

                                                                                                                                                                             
                Employee Name                          Date

Department Keys/Equipment Returned
Uniforms Returned
All Academic Records, etc. Returned
Other:                                                    
                                                              

The above named employee has returned all items
issued to him/her by the department.

                                                                              
           Signature                           Date

Dean This is to certify that the above named employee has completed all academic responsibilities to the
University.

                                                                                                                        
                    Signature Date

Library This is to certify that the above named employee is not charged with books or journals belonging to the Noel
Memorial Library.

                                                                                                                            
                    Signature Date

Computing
Services

This is to certify that the above named employee has notified Computing Services of their separation or
retirement.

                                                                                                                          
                    Signature Date

Human Resources Exit Interview
COBRA (Insurance) Benefits
Retirement Refund/Vesting
Reemployment Rights - Civil Service
ID Surrendered
American Express Card Surrendered
Employee Handbook Returned
Other:                                                  
                                                               

The above named employee has been informed of
benefits available and provided appropriate forms.

                                                                           
           Signature                            Date

Business Affairs Any Outstanding Fines, etc. Paid
Other:                                                   
                                                            

The above named employee has completed the exit
procedure and will be paid any outstanding payroll
funds due.

                                                                         
           Signature                          Date

 My signature on this document authorizes LSU-S to deduct from my final check any outstanding obligations to the University.  My
signature also acknowledges the receipt of my final salary check from LSU in Shreveport.  

                                                                                                                                                     
Employee Signature                                                                     Date

05/2000



6.48

Safety, Emergency and Disaster Plans

All LSU-S buildings are equipped with horns to give an alarm, and exit routes are posted in each building.  When the
horns sound, faculty members  will direct the class to the proper exit and proceed to the nearest parking lot.  A series of long
rings on the bell system indicates that persons may return to the buildings.  

There may be other emergencies which require the evacuation of the buildings.  A horn will be the signal to evacuate
the buildings.  Evacuation should proceed exactly as in the case of a fire alarm except that student, staff and faculty will proceed
to the parking lots and leave the campus.  Telephone notification will be made to buildings without a "bell system".  The
emergency signal will be given only when it is necessary to dismiss classes for the remainder of the day.  

In the event of a tornado emergency, a series of four short rings on the bell system will warn building occupants to
take immediate cover.  Telephone notification will be made to buildings without a "bell system".  People should not leave the
buildings, and they should stay away from windows.  Move to lower building floors and into interior rooms when at all possible.
Structures with wide free span roofs, like auditoriums and gymnasiums should be avoided.  Sit facing the wall with your head
between your knees and hands over the back of your head.  The all-clear signal will be a series of two short rings on the bell
system.  When the all clear signal sounds, school operations will resume.  

TORNADO SAFETY RULES

Tornado Warning: a tornado has been sighted or indicated by radar.

1. A series of four short rings signals a tornado warning is in effect.
2. During a tornado Warning, stay inside the building.

3. Move to a central area.  Lower floors are safer.
4. Interior hallways, restrooms, storerooms, and closets make good shelter.
5. Stay away from windows, doors, large open areas, and exterior walls.  
6. Stay in sheltered area until notified that all is clear.



6.49

Solicitation

Solicitation is defined as the act of urging or persuading of individuals by peaceful or other means to accept a product
or service for sale.  It is the policy of Louisiana State University in Shreveport to protect employees and students from undue
disturbance and to prevent time consuming interruptions in the work of employees by not allowing solicitation of any kind on the
premises.  

Organizations or individuals who request permission to sell various items at LSU in Shreveport are to be referred to our
Purchasing Department for disposition.  



6.50

Staff Senate

The Staff Senate is made up of duly elected representatives from the staff employees of the University.  To this end,
the Staff Senate shall:

1. Provide the LSU-S staff with a forum for expressing views on matters relating to their well-being.  
2. Promote and protect the welfare of the LSU-S staff to the extent that the Staff Senate policies are consonant

with State Civil Service regulations, University Board of Supervisors Bylaws and Regulations, University Policy
Statements, and System permanent memoranda (PM), and complements and supports the academic mission
of the University.  

3. Review policies proposed or previously adopted by others that may affect the welfare of the staff, and make

recommendations about them to the Chancellor.  
4. Promote the effective exchange of information between the LSU-S staff, administration and faculty.  
5. Propose and maintain programs to enhance the personal and professional well-being of the staff as well as

encourage their vocational and educational development.  

The Staff Senators are elected for three-year terms in accordance with EEO categories.



6.51

Telephone Directory

The campus telephone directory is published each fall by Human Resource Management.  You will have the opportunity
to delete whatever personal information you prefer prior to its release.



6.52

Unemployment Compensation Program

Louisiana State University in Shreveport employees are covered under the Louisiana Employment Security Act for
unemployment benefits.  No deduction is made from the employee's pay for this purpose.  Employees dismissed for justifiable
cause will be found to be not eligible for benefits under the Unemployment Compensation Program.  Individual claims and
benefits are administered by the Louisiana Department of Labor, Employment Security Office, Unemployment Insurance Division;
local offices are located at 2900 Dowdell and in Bossier City at 2331 Airline Drive. 



6.53

Union

The Board of Supervisors of Louisiana State University and Agricultural and Mechanical College and the American
Federation of State, County and Municipal Employees, AFL-CIO, and Local 3990 are seeking to establish an agreement for the
Shreveport Campus of Louisiana State University and Agricultural and Mechanical College.  LSU will recognize the union as the
designated bargaining representative of employees covered by the union agreement for the purposes of establishing salaries,
wages, hours and other conditions of employment, as far as the constitutional or statutory provision of the State will permit.
The purpose of this agreement is to promote the general efficiency of the operation of LSU-S and to promote the well-being,
morale and security of the employees.  

Employees eligible for coverage by this agreement include all classified, permanent employees who elect membership

except supervisors and confidential employees.  Union dues will be deducted from employees pay check as long as membership
continues.    

NO EMPLOYEE WILL BE DISCRIMINATED AGAINST BECAUSE OF UNION MEMBERSHIP OR NON-UNION
MEMBERSHIP.



6.54

United Way

LSU-Shreveport employees have the option of making contributions to the United Way of Northwest Louisiana.  Each
October, pledge cards are sent to all staff members.  Should they decide to participate, employees may return their pledge cards
with either an attached contribution (checks preferred) or an indication of the amount they wish deducted monthly by payroll
deduction. 



6.55

University Bookstore

The University Bookstore provides a convenient source for purchase of required and recommended books, school
supplies, equipment and materials and other services related to campus life.  

Employees are given a 10% discount on anything in the store (excluding class rings and sale items.)

The bookstore offers a special order service whereby books and software not normally in stock can be ordered.  A
printing and binding service is also provided with prices quoted on demand.  

Bookstore hours of operation are posted at the door. 



6.56

University Police

The University Police are located in Room 124 of the Administration Building.  This department provides police and
security services twenty-four hours a day, seven days a week.    Telephone numbers are:

797-5082 — During Regular Work Hours
455-5497 — After Hours Number
911          — Shreveport Police Department

All university police officers are sworn commissioned officers, and as such have full police authority in the State of
Louisiana.  The police officers are also trained in CPR to handle emergency situations on campus.

You can contribute to a safe environment by supporting the University Police in their efforts by utilizing preventative
measures to reduce the opportunity for criminal acts.  You can help in the prevention of illegal acts by reporting any suspicious
persons or actions to the university police at extension 5082 immediately.  

You can reduce the opportunities for crime at LSU in Shreveport by:
 Never leaving purses, bags, etc., unattended.  If you leave your office, take such items with you. 
 Not carrying or displaying large amounts of money.  
 Looking in your car before entering.
 Keeping car locked at all times, never leaving property visible in the car.  
 Turning in all found property to the university police.  
 Not losing or loaning university keys placed in your custody. 



6.57

Use of University Facilities

"University facilities and premises" are all buildings and property belonging to the University.  Permission for
organizations or groups to use facilities and premises  may be granted only when such use will not interfere with any aspect  of
the regular programs of the University.  No organization or group may reserve a facility on a permanent or recurring basis.  The
following shall have priority on the use of University facilities and premises:

1. Departments and Divisions of the University
2. Faculty, staff, student and affiliated organizations.  

The following may be granted permission to use University facilities:   

1. Civil, charitable and religious organizations
2. Non-University related professional and scholarly organizations or groups that serve an educational purpose

Requests for use of University facilities and premises  should be made on a facilities reservation request form and
submitted at least two weeks in advance. 

To Reserve Space in these
areas:

Direct requests to:

Classroom buildings, Science
Lecture Auditorium and
University Grounds

Continuing Education and    
Public Service Office
Bronson Hall

University Center Student Activities Office

Noel Memorial Library Librarian's Office

H&PE Building, Tennis Courts
&  Athletic Fields

H&PE Building Manager's Office

Administration Building Vice Chancellor for Business
Affairs

Pioneer Heritage Center Director of Pioneer Heritage
Center

Museum of Life Sciences Director of Museum of Life
Sciences

Rental charges may be assessed by the administrator responsible for space reservations.  The university reserves the
right to cancel or alter reservations if necessary.



6.58

Workers Compensation Program

Employees of Louisiana State University in Shreveport are covered under the Louisiana Worker Compensation Law as
amended July 1, 1983.  The employees are not required to make any contribution to this program and LSU in Shreveport makes
periodic payments based on our experience ratio and other factors.  

All employees should report to their supervisor any occupation injury or disease, even if it is deemed to be minor.
Human Resource Management should be notified of accidents and injuries and make arrangement for treatment for employees.

Some of the more important elements of this program include the establishment of a maximum time limit (30 days) for

reporting injuries with restrictions after the time limit has expired.  Provisions require benefits payments for injuries to begin 14
days after first reported to the employer.  
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