
 

 

  

 

SOUTHEAST ARKANSAS COLLEGE POLICY                                    

4.02   Leave 

 

SEARK’s leave policy applies to all full-time faculty.  

 

1.0 Only full-time 12-month faculty members accrue annual leave.  See current Faculty 

Calendar for specified contract days and recesses.  

• Employees must have annual leave approved verbally by their supervisor before 

submitting in Paycom 

• If unauthorized leave is taken, leave without pay is in effect 

• Failure to properly schedule annual leave may result in the request being denied 

• Annual leave is cumulative; however, no more than 240 hours annual leave shall be 

carried forward to any new calendar year. 

• Annual leave must be scheduled at least five working days before the vacation is to 

begin. 

• Accrual Schedule 

o Years of Employment  Monthly Accrual Annual Accrual 

Through 3 years    8 hours  12 days 

4 through 5 years    10 hours  15 days 

6 through 12 years   12 hours  18 days 

13 through 20 years   14 hours  21 days 

Over 20 years    15 hours  22.5 days 

• There may be blackout times that annual leave may not be taken.  

• Unused accumulated annual leave of a deceased employee will be payable to either the 

estate of the deceased or an individual authorized to receive the payment. 

• Annual leave (vacation) periods must be scheduled at the convenience of SEARK. 

• When a full-time faculty member leaves the institution the unused annual leave, subject 

to approval, may be liquidated by a lump-sum payment not to exceed 30 working days.  

 

2.0 Full-time faculty accrue sick leave at the rate of eight (8) hours for each complete month 

of service. 

• Employees may not borrow from anticipated future accruals. 

• If unauthorized leave is taken, leave without pay will be in effect. 

• Notification of absence due to illness shall be given as soon as possible on the first day 

of absence to the employee’s supervisor. 

• Failure to properly notify the immediate supervisor or to report absence due to illness 

or injury may result in leave without pay, disciplinary action, and/or 

suspension/termination.  

 



 

 

• Failure to communicate an absence could be construed as job abandonment. 

• If an employee fails to make proper notification for use of sick leave or attempts to use 

sick leave for reasons other than stated below, such absences may result in leave-

without-pay and/or disciplinary action, up to and including suspension/termination. 

Such determination shall be made by the appropriate supervisor and/or Human 

Resources. 

• Sick leave cannot be used until the first working day of the month after it has been 

earned. 

• The maximum sick leave accrual is 960 hours at calendar year-end. Any hours accrued 

above 960 will be forfeited at calendar year-end and no compensation will be made to 

the employee. 

• Employees continue to earn sick leave at the normal accrual rate when they are on sick 

leave or annual leave unless 80 hours or more of Leave Without Pay are taken in a 

calendar month, with the exception of approved FMLA. 

• Sick leave is granted based on workdays, not calendar days. Non-work days, such as 

holidays and weekends, are not charged as sick leave. 

• Sick leave may be used for only the following purposes: 

o When the employee is unable to work because of sickness, injury; medical, 

dental, or optical treatment. 

o Death or serious illness of a member of the employee’s immediate family. 

Immediate family is defined as the father, mother, sister, brother, spouse, child, 

grandparents, grandchild, in-laws, or any individual acting as a parent or guardian 

of an employee. 

o Employees who are on sick leave for five (5) or more consecutive days must 

furnish a certificate of illness and release to return to work from an attending 

physician or nurse practitioner.  

o If the supervisor notes a pattern of sick leave usage or suspects abuse of sick 

leave, a doctor’s written verification may be requested of the employee at any 

time.  

o A certificate from a Christian Science practitioner listed in the Christian Science 

Journal may be submitted in lieu of a physician’s certificate. 

o Requests to use sick leave for purposes of medical, dental, or optical 

examinations, hospital stays, funerals, etc., shall be made in advance whenever 

possible.  

• Application for sick leave is to be filed on the first working day upon return, if not 

requested in advance. 

• Accrued sick leave will be restored to any employee’s credit if he/she returns to State 

employment within six (6) months of termination. 

• When an employee transfers between State agencies and/or State supported 

institutions, they are possibly entitled to a transfer of the unused portion of his/her sick 

leave. 

• The amount of leave to be transferred shall not exceed the accrual limits established in 

the Uniform Attendance and Leave Policy Act (ACA §21-4-201 et. Seq.).  

• The receiving agency will be responsible for verifying the employee’s accrued leave 

with the relinquishing agency.  

• The newly hired employee is responsible for providing SEARK Human Resources 

with contact information for the relinquishing agencies Human Resources. 

 



 

 

• Full-time faculty who are of retirement age per state definition and formally indicate 

they are retiring are entitled to payment of unused sick leave based upon a schedule 

outlined by the AR Department of Higher Education. 

 

3.0 All full-time state employees shall be entitled to eight (8) total hours of Children’s 

Educational Activities Leave, (CEAL), regardless of the number of children, during  one 

(1) calendar year for the purpose of attending or assisting with the educational activities of 

a child.  

• CEAL that is unused may not be carried over to the next year.  

• CEAL is not compensable to the state employee at the time of retirement.  

• Proof of attending an educational activity is required at the time the leave is requested. 

• Definitions as used in this section: 

o Child:  person enrolled in pre-kindergarten through grade 12 or is over the age of 

18 and declared mentally disabled and/or declared legally incompetent who has the 

following relation to a state employee: 

 Natural Child 

 Adopted Child 

 Stepchild 

 Foster Child 

 Grandchild 

 Ward of the state employee 

 Any other legal capacity where the state employee is acting as a parent for 

the child. 

o Educational Activity:  any school-sponsored activity including without 

limitations: 

 A Parent-Teacher Conference 

 Participation in school sponsored tutoring 

 Participation in school sponsored volunteer program 

 A field trip 

 A classroom program 

 A school committee meeting 

 An academic competition 

 Assisting with athletic, music or theater programs 

 

4.0 Employees may not take leave without pay until all other leave has been exhausted, except 

in the cases of maternity leave and agency disciplinary leave without pay.  

• In the case of maternity leave, such employee may elect to take leave without pay, 

without exhausting accumulated sick leave 

• In the case of disciplinary leave without pay, the agency may place an employee on a 

leave without pay status in accordance with the agency’s written and publicized 

personnel policies 

• Repeated instances of leave without pay could be subject to disciplinary action. 

 

5.0 Maternity leave is to be treated as any other leave for sickness or disability; however, the 

employee may elect to take a leave of absence without pay without exhausting 

accumulated sick leave. 

6.0 SEARK follows the federally mandated Family and Medical Leave Act (FMLA).  

 



 

 

• Policies and procedures for FMLA are available through the Office of Human 

Resources.  

• Employees on medical leave are not permitted to work outside the office without making 

arrangements through HR and with approval of the department Vice President. 
 

7.0 Catastrophic leave may be used for maternity leave, and establishes procedures governing 

the program’s administration. The program and policy are administered by the Southeast 

Arkansas College Human Resources Department for all full-time (100% appointed) 

benefits-eligible appointed employees of Southeast Arkansas College (SEARK). 

8.0 No deduction shall be made from the salary of an employee for compensation the 

employee receives for appearing at jury duty in any court in this state when the reasons 

for such appearances are not personal to the employee. 

• Leave requests for jury duty must be submitted along with the appropriate court 

documentation to the employee’s supervisor prior to the absence for jury duty or court 

appearance. 

 

9.0 Military leaves of absence will be granted in accordance with applicable federal law.  

• A copy of the employee’s military orders must be presented to the immediate supervisor 

and the Office of Human Resources. 

• Employee’s may use accrued annual leave in lieu of military leave.  

• Full-time employees who are members of the National Guard or any of the reserve 

branches of the US Armed Forces are granted paid leave at the rate of fifteen (15) 

working days per calendar year, plus necessary travel time for annual training purposes. 

• Full-time employees who are members of the National Guard or any of the reserve 

branches of the US Armed Forces are granted paid leave at the rate of thirty (30) working 

days per calendar year when deployed full-time. 

 

 

 

 

 

 

Approved:  June 30, 2021 


