Cooperative Extension Supervision 101 - Summary of Questions from Spring 2010 Training
Breaks, Lunches & Worker’s Care

· Non Exempt staff may need to be told in writing to take their rest and/or lunch breaks.  

· Corrective action may be issued for continued violations.  

· Employees who work 7 ½ hour or 8 hour days are eligible for two 15 minute rest breaks and one 30 minute or 60 minute lunch break.   

· Breaks cannot be added together or used to shorten the work day.  

· Employees who are on facebook or making personal calls during their down time are still eligible for rest breaks.  It may be best to speak to the employees about limiting these activities to the time they are on their rest or lunch break.  

· Whether employees leave the office during rest breaks is at the discretion of the supervisor (rest breaks are during paid time).  Whether an employee leaves during the lunch break is at the discretion of the employee (lunch breaks are unpaid time).   

· Employees who leave the office (during rest, lunch breaks, or other) will only be eligible to be covered by Worker’s Care if they are conducting business for the office.  They are covered while driving as long as they are driving to conduct office business.

· If calling Worker’s Care (800-440-6285) to report an injury inform them if you are outside of Fayette County.

Corrective Action

· Performance Improvement Plans can be utilized at any stage of Corrective Action.

· The Corrective Action process may vary depending on the severity of the incident.

· The use of social networking outside of lunch or rest breaks may be considered “failure or neglect to perform assigned duties” and corrective action may be issued.

· Inappropriate behavior by the employee that is outside the normal work hours would have to be reviewed as to whether it affects their ability to be effective in their current position and would be reviewed on a case by case basis. 

FML
· FML is unpaid leave for up to 12 weeks per 12 month period for a qualifying event.  To get paid during FML the employee must use sick or vacation leave.

· When on FML for 12 weeks following the birth of a child, you can use 30 days TDL (sick leave) or up to 45 if needed due to complications.  The remainder would be vacation or unpaid leave.

· Employees are eligible for 12 weeks of FML in a 12 month rolling period regardless of how many FMLs they have taken.  The employee must have worked at least 1250 hours during the previous 12 month period to be eligible. 

· Employees on FML are guaranteed a similar or equivalent job when they return from leave. 

Funeral Leave

· Loco parents means the employee has the day-to-day responsibilities for the care and financial support of a child or persons who had such a responsibility for the employee when the employee was a child.  

· Time required to be an executor does not qualify for funeral leave. 

Harassment & Discrimination

· Harassment and discrimination policy applies to employees as well as leaders and volunteers. 

· University of Kentucky is a community whose members hold a variety of religious and philosophical views. As a public institution, we respect the separation of church and state as a constitutional principle and practice, and we hold as one of our core values, a commitment to “vigilantly protect free expression of thought.” Religious prayer at institutionally-sponsored events is not appropriate. We urge departments to be respectful of our diversity of beliefs and refrain from advocating/advancing or inhibiting in the workplace any religious symbols or prayers that may be taken as implying institutional support for a particular religious viewpoint. Our concern about the appearance of institutional support for a particular religious viewpoint must be balanced against our respect for the rights of individuals to express religious views in their personal dress in their personal workspaces.   

· Sensitivity should be shown to employees who wish to substitute their religious holiday for a UK observed holiday. 

· An employee can make a complaint to any of the following: Dean, Director, Faculty member, Department Head, Manager, Supervisor, or any other individual with supervisory or administrative responsibility. They may also contact the Office of Institutional Equity and Equal Opportunity to file a complaint. 
Record Retention

· Interview documents related to filling a position need to be kept for 3 years. 

Shared Leave Program

· Hours donated to the share leave pool do not expire.

· The maximum amount of days a person can receive from the shared leave pool is 45 days in a 12 month period.

· The committee meets every two weeks to review shared leave pool requests.  Requests are first reviewed by Employee Relations to make sure the employee has not abused TDL.  

· You do not have to contribute to the leave pool to receive it.  

· You can only contribute vacation leave to the shared leave pool during the specified time period and you can not specify who will receive it. 

TDL (sick leave)
· 30 TDL days in a 12 month period is the maximum that can be used to care for family members.

· Usually after 3 days off employees need to provide a physicians statement however if someone has been abusing the policy then a supervisor may require this after each sick day.   Physician’s statements may also be required when the sick leave involves caring for family members.  

· Physician’s statements are necessary when an employee gets sick or injured during vacation leave and wants to change the leave to reflect sick leave. 

· If you have 66 days of TDL, you can use any or all TDL time to buy forward a retirement date. For example if someone would normally become retirement eligible July 25th, if they had 66 or more TDL days, that would move their retirement eligibility forward. One day can be used to buy forward one working day (excluding weekends and holidays). 
· There is no limit to the number of TDL days that can be accumulated. 

General

· The Coast Guard is not included under the Uniformed Services Policy.

· Supervisors need to review and sign time sheets.  By so doing, they are documenting that they are completed correctly.  

· The 90 day orientation period is 90 calendar days. 

· Voting and funeral leave are additional paid leave time. There is no paid leave for donating blood.

More information from the Supervision 101 Sessions can be found on the District website at: http://ces.ca.uky.edu/cesdd-files/Final___Topic_Specific___2010_Cooperative_Extension_Questions_from_Sessions.pdf                        5-5-10 Thompson
