
HUMAN RESOURCES 
Human Resources 
Martin Hall, Room 170, Phone: 482-6242  
http://personnel.louisiana.edu  
Human Resources is located in Martin Hall, Room 170. Human Resources can provide you with 
more detailed information about policies, procedures and rules concerning your employment with 
the university. Human Resources is responsible for representing this agency to the Department of 
Civil Service. 
 
Payroll Department
Martin Hall, Room 150 or 124C, Phone: 482-6255 
http://payroll.louisiana.edu    
The Payroll Department’s Website defines the following topics: Annual and sick leave 
information, annuity information, classified pay grids, classified pay dates, departmental 
personnel, health insurance rates, pay check codes and retirement rates. 
 
ULink/WebAid 
http://helpdesk.louisiana.edu/
ULink is an online service for students, faculty and staff.  ULink is accessed with your UCS 
username and password.  UCS accounts are activated at the Help Desk located in Stephens Hall, 
Room 201; a photo ID is required when activating an account.  Questions concerning the use of 
ULink should be directed to the Help Desk.  Additional information may be viewed at 
http://helpdesk.louisiana.edu . 
 
Classified employees are paid bi-weekly (26 checks per year). Hours are reported on WebAid 
through ULink each pay period.  You will need a UCS account and password to access ULink. 
 
Disclosure of Outside Employment
According to Louisiana Revised Statutes and policies of the Board of Supervisors for the 
University of Louisiana System, full-time employees of the University of Louisiana at Lafayette 
must report any outside employment for which a salary, retainer, fee, or other form of 
remuneration is paid. 
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CLASSIFIED EMPLOYEES 
 
All classified employees of the university are appointed in accordance with the State of Louisiana 
Civil Service Regulations. Each position has specific job requirements to determine proper 
classification or job title. The Department of Civil Service sets the minimum qualification 
requirements and the pay range to which the position is assigned. (Examples:  Administrative 
Assistants, Custodians, Accounting positions) 
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Department of Civil Service 
Phone: 225-342-8536; or 225-342-8274 
www.dscs.state.la.us     
See website for current Civil Service Rules and Regulations. 
 
Pay for Civil Service Employees 
Classified employees are paid according to the Civil Service Pay Grids. There are currently six 
(6) pay grids, including: Administrative (AS), Medical (MS), Protective Services (PS), 
Technician and Skilled Trades (WS), Social Services (SS) and Scientific and Technical (TS). 
 
Classified employees are paid bi-weekly (26 checks per year). Hours are reported on WebAid 
through ULink each pay period.  You will need a UCS account and password to access ULink. 
There are four (4) mandatory deductions from each paycheck: Federal Income Tax; State Income 
Tax; Medicare Tax; and Louisiana State Employees Retirement System (LASERS). 
 
Probationary Period
All classified employees incur a probationary period ranging from six (6) months to two (2) years 
from date of hire. 
 
Anniversary Date
The anniversary date for classified employees is six months after the date of hire. Employees are 
eligible for a four (4) percent merit increase upon recommendation of the supervisor at that time 
and annually thereafter. 
 
Performance Planning and Review 
All classified employees are evaluated annually by their supervisor using the State Employees 
Performance Planning and Review form.  The form provides a written evaluation of the prior 
year’s work based on a set of criteria established at the beginning of the year.  It also presents 
expectations regarding employee performance during the subsequent year.   The rating session 
must take place not more than 60 days prior to the employee’s anniversary date and no later than 
the anniversary date. 
 
Retirement 
www.lasers.state.la.us  
Phone: 800-256-3000 
As a condition of employment, employees become members of the Louisiana State Employees’ 
Retirement System on the effective date of employment. An employee deduction of eight percent 
is made each payday. The University also contributes a percentage toward employee retirement. 
 
Employee contributions to the Louisiana State Retirement System will be held for credit until 
retirement age.  Upon departure from state service, contributions may be refunded to the 
employee; however, refunds do not include interest. 
 
Employees are eligible for regular retirement when they meet any one of the following criteria: 
30 years at any age, 25 years at age 55 and 10 years at age 60. Employees are eligible for early 
retirement (ACT 570) with 20 years of service at any age.  
Any member hired on or after July 1, 2006 shall only be eligible for regular retirement if 
he/she has 10 years of service credit at age sixty or thereafter. 
The LASERS website is a source of retirement information in addition to the University’s Human 
Resources department. Additional information concerning enrollment in retirement options is 
available on LASERS website including purpose; summary plan description comparison of 
benefits; and an enrollment application. 
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Pre-retirement Education Program (PREP Seminars) 
LASERS offers retirement seminars PREP-TO-Start and PREP-TO-Go to help members learn 
more about their retirement system and how to plan their future. These one-day seminars are held 
throughout the state. Applications to attend are available through Human Resources or the 
LASERS website. 
 

Employees of the State of Louisiana are responsible for all decisions concerning their retirement. 
 

Payment for Annual Leave Upon Separation 
Each employee upon separation shall be paid up to 300 hours of annual leave. The payment of 
leave is computed at his/her hourly rate at the time of separation. 
 

Annual and Sick leave balances remain on record for up to five (5) years. 
 

Reemployment Rights 
Permanent employees who leave the University are eligible for reemployment rights for ten (10) 
years. 
 

Classified Separation/Clearance  
Employees separating from the University must complete a separation and clearance form and 
return it to Human Resources when all signatures have been obtained. 
 

The Separation/Clearance form certifies that the classified employee has no unpaid University 
bills, returned all University property, and removed campus parking permit from vehicle(s). 
 

Classified Separation/Clearance Form 
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Final paycheck may be held until the separation/clearance form is completed and returned to the 
home department. The department head will forward the completed form to University 
Administrative Services, Human Resources. 
 

UNCLASSIFIED EMPLOYEES 
 

Annual Performance Evaluation 
Unclassified employees are civil servants, but they are not covered by the civil service protection 
and prohibitions of the constitution or by the regulations of the civil service system. Instead they 
are subject to the authority of the employing agency. (Examples: Vice Presidents, Deans, 
Directors, Department Heads, Counselors, and other similar positions.) 
 

The performance of unclassified staff members not holding administrative leadership positions is 
evaluated annually in late spring or early summer based on the prior year’s activities and 
accomplishments.  The immediate supervisor of the unclassified staff member will conduct the 
evaluation, make a recommendation regarding the awarding of merit pay, and communicate 
results to the employee. The performance dimensions used to evaluate non-supervisory 
unclassified staff will be dictated by the specific requirements of the job, but in all cases will 
address: (a) performance domains in which the employee meets expectations or excels; (b) 
performance domains in which the staff member should strive to enhance performance; and (c) 
new skills, knowledge and/or abilities that the staff members should focus on developing. 
 

Unclassified professional staff who hold administrative leadership positions are evaluated 
annually in the University’s Evaluation of Administrators program, the results of which are given 
to both the administrator’s supervisor and the administrator.  
 
Unclassified Non-Faculty Prorated Merit Eligibility and Payment 
Merit pay for unclassified employees with less than 12 months employment will be 
eligible for payment on a prorated basis.  The employee must have a minimum of 90 days 
employment prior to the end of a fiscal year (June 30th) and have undergone standard 
evaluation procedures to be eligible for a prorated merit payment.  Dollar amounts 
awarded are subject to legislative appropriation and approval of the University’s 
operating budget by the Board of Supervisors.  Eligibility does not constitute a guarantee 
of merit payment. 
 
Application to Earn Compensatory Leave (Unclassified Personnel Only) 
Human Resources, Martin Hall, Room 170, Phone: 482-6242 
Hours for compensatory leave are reported on WebAid through ULink each pay period. 
Compensatory leave may be earned by an unclassified employee for hours worked outside the 
University’s normal operating hours. Compensatory leave must be approved in advance.    
 

A copy of the Compensatory Leave Policy is included in the Policy Documents section at the 
back of this Handbook. 
 

Retirement 
www.trsl.org
www.ingretirementplans.com/custom/laorp 
www.tiaa-cref.org 
www.valic.com 
Phone: 482-6242 
Unclassified employees, as a condition of employment, must join the Teachers Retirement 
System of Louisiana (TRSL) or the Optional Retirement Plan. This plan is offered by ING 
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Financial Advisors (Aetna), Teachers Insurance and Annuity Association-College Retirement 
Equity Fund (TIAA-CREF), and the Variable Annuity Life Insurance Company (AIG VALIC). 
 

A deduction of eight percent will be made from your salary each payday. The University also 
contributes a percentage toward your retirement. The money you contribute to the TRSL or the 
ORP plan belongs to you and will be held for your credit until you reach retirement age. If you 
leave state service, the money is refunded to you upon request; however, your refund is your 
contributions only; with no interest. 
 

Employees are eligible for regular retirement when you meet any one of the following criteria: 
 

       Years of Minimum Formula 
 Service Age Percentage 
   5      60    2% 
 20   any age    2% 
 20, excluding military      65 2.5% 
 25      55 2.5% 
 30   any age 2.5% 
 
TRSL provides a defined benefit retirement plan for its members, the benefit they receive is not 
determined by the amount of contributions they make to the system. The benefit is determined by 
age, years of service and final average compensation (average of your highest three consecutive 
years of salaries). Benefits also include provisions for your spouse and minor children in the 
event of your death while actively employed and for early retirement in case you are permanently 
disabled while actively employed. 
 
The Optional Retirement Plan (ORP) provides a defined contribution plan. The employer and the 
employee make contributions through TRSL to an approved carrier to be invested in a retirement 
annuity contract in the employee’s name. The amount of your monthly annuity income at 
retirement is based exclusively on these contributions, your investments, the age at which you 
begin receiving benefits, and the type of annuity you choose. Participants in the ORP will be 
allowed to change carriers once a year, in November to become effective on January 1. You are 
fully and immediately vested in the ORP which allows for portability to or from other institutions 
of higher education for the purchase of additional annuity contracts. 
 

www.trsl.org  
Employees of the State of Louisiana are responsible for all decisions concerning their retirement. 
Employees are responsible for resolving any questions about member accounts at TRSL.  TRSL 
staff is available for counseling at 225-925-6446. 
 

Human Resources, Martin Hall, Room 170 is available for further direction. 
 

Payment for Annual Leave Upon Separation 
Each employee upon separation shall be paid up to 37.5 days of annual leave. The payment of 
leave is computed at his/her hourly rate at the time of separation. 
 

Annual and Sick leave balances remain on record for up to five (5) years.  
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Unclassified Separation/Clearance Form 
 

 
 
 
 
 
 
 
 
 
 

 

VI-8 



PERSONNEL FORMS AND PROCEDURES FOR CLASSIFIED 
 AND UNCLASSIFIED EMPLOYEES 

 
Holidays 
There are ten (10) paid holidays. New Year’s Day, Martin Luther King Day, Mardi Gras, Good 
Friday, Memorial Day, Independence Day, Labor Day, Veteran’s Day, Thanksgiving and 
Christmas. Extended holidays for Mardi Gras, Easter and Christmas are provided at the cost of 
annual leave to the employee. 
 

Annual and Sick Leave Earnings Information 
(Classified and Unclassified) 

Annual and Sick Leave Accrual Rate for Classified Employees 
Years of Service Each Pay Period Total Per Year 

0- 3 years 3.6880 hours 12 days 
3- 5 years 4.6080 hours 15 days 
5-10 years 5.5360 hours 18 days 

10-15 years 6.4560 hours 21 days 
15 or more years 7.3840 hours 24 days 

Payment of annual leave up to 300 hours accrued upon separation, retirement or death. No payment of sick leave upon separation, 
retirement, or death. 
 

12-Month Unclassified Employees Annual and Sick Leave 
Years of Service Each Pay Period Total Per Year 

0- 3 years 3.6880 hours 12 days 
3- 5 years 4.6080 hours 15 days 
5-10 years 5.5360 hours 18 days 
5-10 years 5.5360 hours 18 days 

10-15 years 6.4560 hours 21 days 
15 or more years 7.3840 hours 24 days 

Payment of annual leave upon retirement or death up to 25 days accrued.  Payment of annual leave upon separation, retirement, or 
death up to 37.5 days accrued or 300 hours equivalent. 
 
FMLA (The Family and Medical Leave Act) 
The University’s policy regarding family and medical leave can be found in the Policy 
Documents section of this Handbook. The policy complies with the U.S. Family and Medical 
Leave Act of 1993. 
 
It is the employee’s responsibility to apply for this leave. This application may be picked up in 
Human Resources, Martin Hall, Room 170. 
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Request for Family or Medical Leave Form 

 

VI-10 



Overtime Policy for Classified Employees 
For all classified employees of the University of Louisiana at Lafayette, the standard workweek 
consisting of seven (7) days is established from 00.01 Saturday to 24.00 hours Friday.  The 
regular workweek shall consist of forty (40) hours of work within the workweek.  For insurance 
eligibility, 30 hours per week shall be considered full-time; a workday is a period from midnight 
to midnight.  Any exceptions to the standard University workweek must be approved in writing 
by the appointing authority. 
 
Civil Service Rule 21.1 states that an employee in the classified service may be required by 
his/her supervisor to work overtime as needed.  Supervisors of Classified Employees are 
encouraged to consider employee needs when assigning/ordering overtime duty, but the 
University’s primary responsibility is to ensure that its goals and mission are carried out without 
undue disruption; and the University has legal authority to order overtime, even when it may be 
disruptive for the employee.  Employees who refuse a direct order to work overtime may be 
subject to disciplinary action in accordance with Chapter 12 of the Civil Service Rules. 
 
Fair Labor Standards Act (FLSA) overtime is defined as hours actually worked in excess of forty 
(40) hours in a standard workweek.  State Overtime applies in lieu of FLSA overtime when an 
employee works in excess of his/her regular workweek, BUT has taken paid leave or a holiday is 
observed causing the employee to actually work fewer than forty (40) hours in that workweek.  
(A day off from work due to paid leave taken or a holiday observed is considered to be a day 
worked.)  Overtime for law enforcement officers, under Section 7(k) of FLSA, is defined as hours 
actually worked in excess of 80 hours in a work period (14 days). 
 
For overtime purposes, the University shall determine the exempt or non-exempt status of all 
positions, in accordance with the Fair Labor Standards Act (FLSA).  All non-exempt employees 
shall be compensated for overtime in accordance with the FLSA for overtime conditions that are 
covered by the FLSA, and shall be compensated in accordance with Civil Service rules, Chapter 
21—Overtime and Overtime Compensation.  All exempt employees shall be compensated in 
accordance with Civil Service rules for State Overtime. 
 
All non-exempt employees will be compensated for overtime at the following rate: 
 

1. All FLSA overtime shall be compensated at the time-and-one-half rate. 
2. State overtime will be computed at the straight (hour-for-hour) rate. 
3. When the University is closed due to emergency situations and the employee 

has worked fewer than forty (40) hours in that workweek, overtime will be 
computed at the straight rate.  If the employee has worked in excess of forty 
(40) hours, overtime will be computed at the time-and-one-half rate. 

4. Work performed on the following State Holidays—New Year’s Day, Mardi 
Gras Day, Good Friday, Easter, Independence Day, Labor Day, 
Thanksgiving Day or Christmas Day, will be computed at the time-and-one-
half rate. 

 
All exempt employees will be compensated for overtime at straight (hour-for-hour) rate. 
 
Advanced approval is required for overtime work.  Overtime work is not permitted on a voluntary 
basis; but must be authorized by the appropriate authority.  Any overtime shown on the time sheet 
will not be credited unless written approval has been received and is attached to the time sheet. 
 
Overtime compensation may be granted in the form of cash payment or compensatory leave 
earned.  Compensatory leave as compensation for overtime work is a condition of employment 
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with the University of Louisiana at Lafayette.  Cash shall be paid when required under the FLSA 
or by Civil Service Rules.  Employees employed on an intermittent schedule shall not earn 
compensatory leave, but shall be paid cash. 
 
Caps and Required Payment for Overtime Earned at the Time-and-One-half Rate: 

1. Employees who accrue compensatory leave at the time-and-one-half rate shall 
accumulate no more of such compensatory leave than allowed under the Fair 
Labor Standards Act.  The cap is 240 hours (equivalent to 160 hours of overtime 
worked) for regular employees and 480 hours (equivalent to 320 hours of 
overtime worked) for law enforcement. 

2. Once the maximum balance of compensatory leave earned at the time-and-one-
half rate is reached, any additional overtime in excess of the employee’s 
established FLSA work period must be paid to a non-exempt employee at the 
time-and-one-half rate (for the equivalent number of overtime hours worked). 

 
Caps and Required Payment for Overtime Earned at the Hour-for-hour Rate: 
 

1. Employees can accumulate up to 80 hours of compensatory leave earned hour-
for-hour for use during University closing. 

2. In the event there is an excess amount at the end of the designated period set by 
Civil Service, the University shall abide by the directives of the Civil Service 
Rules in this manner. 

 
An employee who has been credited with compensatory leave may be required to take all or part 
of compensatory leave at any time [Civil Service Rule 21.6 (b)].  An employee will be required to 
take compensatory leave in lieu of annual leave.  At the employee’s option, he/she may use 
compensatory leave in lieu of sick leave. 
 

Any compensatory leave earned hour-for-hour over the 80 hour cap shall be taken within sixty 
(60) days of the payroll period it was earned.  The Department Head/Supervisor shall be 
responsible to see that this type of compensatory leave is taken by the employee within this sixty 
(60) day time limit. 
Payment or Cancellation of Compensatory Leave Upon Separation or Transfer to Another State 
Agency: 
 

1. Time-and-One-Half Compensatory Leave 
• Upon separation or transfer from a department, all compensatory leave 

earned at the time-and-one-half rate and credited to an employee shall be 
paid in accordance with the FLSA. 

2. Hour-for-Hour Compensatory Leave 
• Upon separation or transfer, unused compensatory leave earned hour-for-

hour by non-exempt employees shall be paid at the final regular rate 
received by the employee. 

• All unused compensatory leave earned hour-for-hour by exempt 
employees shall be paid upon separation or transfer from the University 
at the final regular rate of pay received by the employee. 

 

This Policy shall apply to all Classified Personnel regardless of source of funding.          
 
                                                                                            Human Resources Revised 2010 
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