May 24, 2017
TO: THE DISTRICT BOARD OF TRUSTEES
OF VALENCIA COLLEGE

FROM: SANFORD C. SHUGART
President

RE: POLICY ADOPTION - 6Hx28: 3D-14 — PAID TIME OFF FOR PART TIME
FACULTY TEACHING ACADEMIC CREDIT PROGRAMS

The following proposed new policy aligns with the college’s strategic plan relating to part time
faculty engagement as an initiative to further student success and conforms to applicable laws and
regulations:

o 6Hx28: 3D-14, Paid Time Off for Part Time Faculty Teaching Academic Credit Programs

RECOMMENDED ACTION:

The President recommends that the District Board of Trustees of Valencia College approve Policy
6Hx28: 3D-14, Paid Time Off for Part Time Faculty Teaching Academic Credit Programs, as presented.
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POLICY: 6Hx28:3D-14

Responsible Executive: Vice President,
Organizational Development & Human
Resources

Policy Contact: Director, HR Policy and

VALENCIA Compliance Programs

Specific Authority: 1001.64, F.S.
Law Implemented: 1001.64, F.S.

Effective Date: 05-24-2017

Date of Last Policy Review: 05-24-2017

Paid Time Off for Part Time Faculty Teaching Academic Credit
Programs

Policy
Statement:

In order to attract, motivate, and retain employees who contribute to student success, the
college will establish conditions of employment such as paid time off that recognizes
the primary need for a part-time faculty member teaching academic credit programs to
be away from the classroom during a scheduled term due to unforeseen circumstances
or emergency. The college adheres to all federal and state laws, rules and regulations
governing the administration of paid time off as it relates to part time faculty members.
The President or designee(s) may establish programs and procedures to implement this

policy.

Policy History: Adopted 5-24-17

Related Documents/Policies:

Procedures:

. General Provisions:

A. This policy and its implementing procedure are applicable to the following
circumstances:
1. Part Time faculty teaching academic credit bearing courses
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2. Full time faculty teaching part time credit bearing courses as
overloads

3. Full time exempt staff teaching part time credit bearing courses

In all cases, paid time off is only applicable to time away from the

classroom for those part time credit bearing courses.

B. On the first day of each scheduled term, a part time faculty member shall
be credited with one-half (1/2) hour of paid time off per each contact hour
scheduled by contract to be taught during that term. Paid time off is earned
immediately at the beginning of each scheduled, contracted term and is
available for use by the part time faculty member beginning on the first day
of the scheduled, contracted term for which the leave is earned.

C. Paid time off hours are non-cumulative, non-compensable, and non-
transferable. Any paid time off hours earned but unused by a part time
faculty member shall expire on the last day of the term for which the paid
time off hours were earned, or on the date of the part time faculty
member’s separation from employment if prior to the last day of such term.

D. Paid time off may be used and recorded in as little as one-quarter (1/4) hour
increments. For planned consecutive day absences, the timing and duration
IS subject to prior supervisor approval in order for work to be continued in
the part time faculty member’s absence.

E. Any part time faculty member who does not call in or otherwise notify the
supervisor regarding an absence may be denied paid time off and/or subject
to corrective/disciplinary action. If a part time faculty member is absent for
more than three consecutive scheduled workdays without supervisor
notification, the part time faculty member shall be considered to have
voluntarily resigned without giving notice and separated from employment,
in accordance with College Policy 6Hx28:3F-05.2 Abandonment of
Position.

F. The official record for the accumulation, use, and expiration of paid time off
earned by part time faculty members will be maintained by Valencia
College’s Organizational Development and Human Resources
(ODHR)/Payroll Department. Paid time off may only be used after it has
been issued and documented as earned by ODHR payroll systems.

Il. Guidelines:

A. If a part time faculty member finds it necessary to be absent due to
unforeseen circumstances or emergency, the part time faculty member shall
provide as much notice to the immediate supervisor before the beginning of
the day’s work on the day of the absence or as soon as possible when the
notice cannot be made in advance. The notice to the immediate supervisor
may include the part time faculty member’s ability to provide the supervisor
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of the anticipated duration of the absence.

B. A request for paid time off shall be initiated by the part time faculty member
on a Certificate of Absence (COA) form through the electronic leave system
and submitted for acknowledgement by the immediate supervisor prior to
the period of requested leave, or upon return to work if the request for leave
is not planned or otherwise cannot be made by the part time faculty member
in advance.

Procedure History: Adopted 5-24-17

Date of Last Procedure Review: 5-24-17
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Paid time off for Part-time faculty

e Current practice Is to dock the part-time faculty member’s pay for any class
time missed and to pay a substitute (if needed) to cover the class

* Proposed policy: Provide %2 hour of paid leave for each contact hour taught in a
given semester (for faculty teaching academic credit-bearing, contract-based
classes) for emergencies/unforeseen circumstances

e Example:

— Part-time faculty member teaches one (3) contact hour class in the fall term.
She earns 1.5 hours of paid time off to be used within the fall term.

e Leave Is non-cumulative, non-compensable, non-transferable


Presenter
Presentation Notes
Strategic impact plan = part-time faculty engagement

Listened to our part-time faculty in town halls in the fall 2017 term and heard clearly about the difficulty in being docked pay for missing a class due to illness or other unforeseen circumstance like the illness of a child, etc. 

Created policy to provide a bit of paid time off for those faculty who teach credit bearing classes (not for clock-hour employees as they have an opportunity to make up the time and money at a later date) – contracted employees have no opportunity to make up the time nor the money

Cost is limited to not recouping pay for substitutes by reducing part-time faculty pay. This year, we will spend about $42,000 on substitute payments. If we assume that 1/3 of those dollars would not be recouped through the dock process, the cost of the program would be less than $15,000

Goal is to continue our effort to be THE place where part-time faculty want to teach. Not aware of any other local college offering paid time off for part-time faculty – set us apart and launch a series of efforts outlined in the impact plan to better engage our part-time faculty 
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