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Rules of Operation

Office Hours
LSPRS’ office is open from 8:00 a.m. through 4:30 p.m., Monday through Friday.  All employees are required to arrive for work no later than 8:00 a.m. and depart from work no earlier than 4:30 p.m. unless otherwise approved by the Director or Assistant Director (i.e., part time employees).

Lunch Periods
Employees are allowed a one hour lunch period to be taken between the hours of 11:00 a.m. and 1:30 p.m. unless otherwise approved by the Director or Assistant Director.  Lunch periods should be coordinated so that someone is in the office at all times.  Any extension of a lunch period will require the use of annual leave. Pursuant to Civil Service rules, employees are allowed a thirty minute lunch period and two fifteen minute breaks.  However, employees may choose to take a one hour lunch period with no breaks.

Personal Business
While it is recognized that occasions may require the use of the telephone for personal calls or that there may be occasions where personal business may be performed during regular work hours, these instances should be kept to a minimum.  Employees may be monitored and, in cases of abuse, the Assistant Director may choose to counsel the employee and/or report the misconduct to the Director.  This rule applies to all classified and unclassified personnel. Please see “Office Policies” on page 42 for specific policies regarding personal business, cell phone use, electronic device use, and internet and email use.
 
Absence and Tardiness
If an employee is absent from work, late for work, or requires an extension of the lunch period for which prior approval has not been received, he/she must contact the office and speak to his/her supervisor as soon as possible for approval of the leave.

Employees are required to be at their desks and prepared to work at the regularly scheduled time unless prior approval has been granted by the Director or Assistant Director.  Unapproved tardiness and absenteeism will not be tolerated.

Time Sheet
Each employee is responsible for completing a biweekly time sheet and submitting the time sheet to the Director for his approval.  The time sheets must be completed by the Wednesday prior to the Friday payday. If special circumstances have occurred during that payroll period which require the Director or Assistant Director’s approval (example: approval of extended lunch period), please obtain all appropriate approval signatures prior to submitting to the Director.  The Director shall submit a biweekly time sheet to the Assistant Director.


Building Access


Page 37 of 68
Staff members of the Louisiana State Police Retirement System are the only authorized individuals who may access the building using assigned keys and security codes.  Any employee who gives access to the building to individuals not employed by LSPRS will be subject to immediate disciplinary action and/or termination.  This includes personal unauthorized visitors.  Please see “Office Policies” on page 48 for specific policies regarding security and visitors. 

Overtime
There may be occasions when an employee is required to work overtime in order to complete projects or assignments given by the Director or Assistant Director.  The employee must complete an overtime authorization form and obtain prior approval of the overtime hours.  The approved overtime authorization form must be attached to the employee’s time sheet for that particular payroll period.  All overtime should strictly comply with Civil Service rules and regulations.

Employee Attire
All employees must dress neatly and present a businesslike appearance at all times.  Inappropriate attire is prohibited.  If an employee reports to work in inappropriate attire, the employee will be required to use annual leave to leave work and will not be allowed to return until properly attired.  Casual attire is permitted occasionally and in compliance with office policy.  Please see “Personnel Policies” pages 10-11 for specific policies regarding dress code

Confidentiality
All employees must maintain the appropriate degree of security with confidential information they may handle or to which they may have access.  Employees who fail to properly handle confidential information will be subject to disciplinary action.  If in doubt, employees are instructed to forward all request to the Director or Assistant Director for determination. Please see “Office Policies” on page 48 for specific policies regarding security and confidentiality.

Smoking
The Public Safety Retirement Systems’ building is a smoke free facility.  Smoking is permitted outside of the building in the back deck area. At no time is it allowed to smoke at public entrance locations.

Fire Drills
Fire drills are held periodically in order to make employees aware of evacuation procedures.  There are three exits in the LSPRS portion of the building.  Two are located in the front of the office and one is located in the rear of the office.  During a fire drill, employees should quickly proceed to the nearest exit depending on their location in the office (refer to office diagram located in the kitchen area).


First Aid
A first aid kit is located in the kitchen area of the office.  If an emergency of a serious nature should arise, employees are instructed to dial 911 immediately.

Political Activities
Political activities are prohibited under Civil Service Rules and Regulations.

Substance Abuse

The use of alcohol, illegal drugs, or controlled substances without a prescription is prohibited.  Employees found to be under the influence of any such substance will be subject to suspension and/or termination.  Please see “Personnel Policies” on pages 12-15 for specific information regarding LSPRS’ drug policy

Office Equipment
Each employee is assigned a desktop computer, printer, telephone, etc. as is necessary to carry out job responsibilities.  It is the employee’s responsibility to maintain all of the assigned items in good repair.  Damage or malfunction to any office equipment must be reported immediately.

The office is equipped with a facsimile machine, copier, shredder, paper folder, etc., necessary items to carry out the functions of an office.  Each employee will be instructed on how to properly use said equipment.  Any malfunction or damage must be reported immediately.

Equipment and supplies are not to be taken from the LSPRS office location without prior approval of the Director or Assistant Director.  If it is necessary to remove equipment for a short period of time, prior approval must be obtained.  Removal of equipment without approval may result in disciplinary action.

Parking
Parking at the Public Employees Retirement Systems Building is limited.  Employees are asked to park in the spaces facing Jefferson Highway in order to leave open spaces closest to the building for retirees and members.  If an employee requires closer parking due to a medical issue or disability, please notify the Director or Assistant Director immediately.


Employee Benefits

Health/Life Insurance
Employees of the LSPRS are eligible for the state sponsored health and life insurance.  Employees may obtain a package from the Assistant Director on what is currently offered by the state.  The choices will include various HMOs and the State Employees Group Benefits Program.  LSPRS currently pays one-half of the premium cost, and the employee pays the remainder.  

Credit Union
Employees may elect to participate in the LA Capitol Federal Credit Union.  Payroll deductions to the credit union are offered.

Louisiana Deferred Compensation Plan
The Louisiana Deferred Compensation Plan is an IRS Section 457 deferred compensation plan that allows public employees to participate in a tax-sheltered program.  This plan is offered as a benefit to LSPRS employees, and participation is optional.

Holidays
Official holidays are as follows:
New Year’s Day
Martin Luther King’s Birthday (alternating years/Governor’s approval)
Mardi Gras
Good Friday
Independence Day
Labor Day
Veterans Day
Thanksgiving Day
Christmas Day
General Election Day (every two years)
Inauguration Day (every four years for Baton Rouge employees)

Other holidays may be proclaimed by the Governor (example: Memorial Day and Acadiana Day)

Sick/Annual Leave
All full and part time employees (except those on restricted appointments) will earn annual and sick leave.  Leave is earned based on the number of years of state service and the number of hours worked during a pay period.  The Director’s leave is negotiated and made a part of his/her contract.




Leave earning rates based on an 80 hour pay period are:


Less Than 3 Years of Service		3.6880 per biweekly pay period
3 But Less Than 5 Years		4.6080 per biweekly pay period
5 But Less Than 10 Years		5.5360 per biweekly pay period
10 But Less Than 15 Years		6.4560 per biweekly pay period
More Than 15 Years		7.3840 per biweekly pay period

Leave is not earned for hours of leave without pay, hours of travel outside regular duty hours, or hours in an “on-call” status.  Accumulated unused leave is carried forward to the succeeding calendar year.  Upon termination from state service, an employee will be paid for up to 300 hours of annual leave at the employee’s hourly rate of pay.

All leave requests for annual leave must be approved in advance on the standard Application for Leave (SF6).  Civil Service Rule 11.7 states that a supervisor is not obligated to approve an employee’s annual leave request.  Annual leave is to be used for vacation, illness of a family member, and for personal business. Leave is not officially approved until the leave slip has been signed by the Director or Assistant Director.

An employee is instructed to notify the Director or Assistant Director immediately if unable to work due to illness.  Sick leave may only be taken for the employee’s illness or doctor’s appointments.  An employee may not use sick leave when a child or family member is ill.  If abuse of sick leave is suspected, the Director or Assistant Director has the authority to request a doctor’s excuse for each absence due to illness.

Civil, Emergency, And Special Leave
Civil, Emergency, and Special Leave may be granted in the following circumstances:

1. Summons for jury duty;
2. Summons to appear as a witness before a court, grand jury, or other public body or commission;
3. Performance of emergency civilian duty in relation to national defense; and
4. Prevention from performing duty by an “Act of God” (to be determined by the Director).

Funeral Leave
Employees may be granted time off without loss of pay, annual or sick leave when attending the funeral or burial rites of a parent, stepparent, child, stepchild, son or daughter-in-law, brother, stepbrother, sister, stepsister, spouse, mother or father-in-law, grandparent or grandchild.  The time off may not exceed two days unless otherwise approved by the Director.

Leave Without Pay
An employee may be placed on leave without pay if the employee exhausts all of his/her perspective leave balances.  Annual leave may not be used to replenish exhausted sick leave.  Leave without pay is serious in that it affects earnings, retirement credit, and earning of leave.  Employees should make every attempt to avoid leave without pay.


Compensatory Leave
Eligible employees may be credited with compensatory (K-time) when required to work overtime.  K-time must be exhausted before use of annual leave is granted.

Unemployment Insurance
Unemployment insurance is a program which provides temporary weekly benefits for employees who have lost their jobs through no fault of their own.  The employee must be able to work, be available for work, and have earned sufficient base period wages from their employment to qualify for benefits.  The local Office of Employment Security can provide additional information.

Worker’s Compensation
Each LSPRS employee is covered for Worker’s Compensation benefits.  Notice of injury incurred while on duty must be made to the Director or Assistant Director as soon as possible.  See the Safety Policy for specific details for reporting the injury.









Personnel Policies

Americans With Disabilities Act

Louisiana State Police Retirement System (LSPRS) does not discriminate with respect to applicants and employees with disabilities.  This policy extends to recruiting, hiring, upgrading, promotion, demotion, transfer, layoff, termination and rehiring.  LSPRS will not limit, segregate, or classify applicants or employees on the basis of any disability.

LSPRS will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in undue financial hardship.  Determination as to reasonableness of accommodation and undue hardship will be made by the Director.

LSPRS will not engage in business relations with any entity which LSPRS knows to be in violation of the requirements of the Americans with Disabilities Act and regulations promulgated thereunder.

Persons who believe they have been discriminated against under this policy may file a grievance with the Assistant Director within forty-five (45) days of the incident.


Annual Leave Preceding Retirement or Resignation

LSPRS’s Director may grant up to 160 hours (20 eight-hour days) of annual leave preceding retirement or resignation of an employee provided:

A. The Director must assure that the requested absence from duty will not seriously hamper the efficient operation of the employee’s work unit;

B. The employee shall not engage in employment during the period of leave which would be prohibited by the Commission on Governmental Ethics, by rules and regulations of the Civil Service Commission, or by regulations of his own office; and

C. The employee granted leave may be recalled to duty based on LSPRS’ business requirements, canceling the period of leave.

The employee will be required to make application for such annual leave, in advance, along with a completed and signed Application for Retirement or Letter of Resignation.  Such retirement or resignation is irrevocable upon the acceptance of the terminal leave.

Employee Attire

Positive employee conduct and appearance help LSPRS maintain a favorable public image.  Employees should be aware of appearances that may be misleading to fellow employees, retirees, and the public.  LSPRS’ Employee Attire Policy helps to promote a work environment that promotes professionalism and pride.

Guidelines for Office Environment
Employees should comply with the following guidelines for the office environment.  The general rule of thumb is “business casual”.  Effective September 1, 2011, casual attire can only be worn on “Casual Fridays”.  However, if there are special meetings or appointments occurring on Friday, regular business attire will stand.  The following are guidelines:

Guidelines for male employees:
business suit
sport coat and slacks
clean/neatly pressed slacks, dress shirt and tie or collared shirt
polo shirts without logos are permitted
LSPRS approved uniforms
no shorts, logo T-shirts, tennis shoes, or shoes resembling tennis shoes
no torn, tattered, frayed, or bleach spotted clothing

Guidelines for female employees:
business suit
blazer and skirt
dresses
pant suit
clean and neatly pressed skirt or slacks and blouse or shirt
LSPRS approved uniforms
no torn, tattered, frayed, or bleach spotted clothing
no shorts, miniskirts, logo T-shirts, tennis shoes, or shoes resembling     
  tennis shoes
no revealing or provocative clothing

	Guidelines for “Casual Fridays”::
Casual clothing (including jeans) may be worn.  Jeans must be dress jeans and worn with dress shoes or heels.  Jeans cannot be worn more than twice weekly.  Jeans must be worn with approved tops (see Guidelines for male and female employees above).  Jeans cannot be torn, bleached, tattered, frayed; or worn with boots, tennis shoes, etc.  Jeans cannot be worn on days that LSPRS is expecting visitors (board or committee meetings, investment personnel visiting, etc.)  Appropriate attire for casual days does not include sweat suits, warm-up suits, t-shirts, sweatshirts, boots, tennis shoes, logo caps or hats, capri pants or wind suits.

		The “Casual Clothing” policy may be revoked upon written notification.

Exceptions may be made on a case by case basis by the Director or Assistant Director.

Persons with temporary or permanent medical problems will be allowed to dress in a manner that will accommodate their temporary or permanent medical problem as long as the attire is neat, clean, modest, and in good taste.  Employees should notify their supervisor (1) when he/she has a medical problem that prohibits dressing in accordance with the attire policy and (2) the expected duration of the problem, if known.  Supervisors may request a doctor’s evaluation if the employee’s medical problem continues or becomes permanent.

Exceptions to this policy will be made only for approved informal events.  Inappropriate attire will require employees to return home using annual leave and change before returning to work.

Employee Substance Abuse and Drug-Free Workplace

I. Introduction and Purpose
The employees of the Louisiana State Police Retirement System (LSPRS) are valuable resources and the physical and mental well-being of these employees is necessary for them to properly carry out their responsibilities.  Substance abuse carries serious adverse consequences to users, impacting on their productivity, health and safety, dependents, and co-workers, as well as the general public.

In order to curb the use of illegal drugs the Louisiana legislature enacted laws which provide for the creation and implementation of drug testing programs for state employees, and the Governor of the state of Louisiana issued Executive Order MJF98-38 requiring the promulgation by executive agencies of written policies mandating drug testing of employees, appointees, prospective employees and prospective appointees, pursuant to Louisiana Revised Statute 49:1001, et seq.

II. Applicability
This policy shall apply to all employees of LSPRS including appointees and all other persons having an employment relationship with this agency.

III. Definitions
A. “Controlled Substance” means a drug, chemical substance or immediate precursor in Schedules I through V of R.S. 40:964 or Section 202 of the Controlled Substances Act (21 U.S.C. 812).

B. “Designer (Synthetic) Drugs” means those chemical substances that are made in clandestine laboratories where the molecular structure of both legal and illegal drugs is altered to create a drug that is not explicitly banned by federal law.

C. “Employee” means unclassified, classified, and student employees, student interns, and any other person having an employment relationship with LSPRS, regardless of the appointment.

D. “Illegal Drug” means any drug which is not legally obtainable or which has not been legally obtained, to include prescribed drugs not legally obtained and prescribed drugs not being used for prescribed purposes or being used by one other than the person for whom prescribed.

E. “Reasonable Suspicion” means a belief based on reliable, objective and articulable facts derived from direct observation of a specific physical, behavioral, odorous presence, or performance indicators and being of sufficient import and quantity to lead a prudent person to suspect that an employee is in violation of this policy.


F. “Safety-sensitive or Security-sensitive position” means a position determined by the Director of LSPRS to contain duties of such a nature that the compelling state interest to keep the incumbent drug-free outweighs the employee’s privacy interests.

G. “Under the Influence” means a drug, chemical substance or the combination of a drug and chemical substance that affects an employee in any detectable manner.  The symptoms of influence are not combined to that consistent with misbehavior, nor to obvious impairment of physical or mental ability, such as slurred speech or difficulty in maintaining balance.  A determination of influence can be established by a professional opinion or scientifically valid test.

H. “Workplace” means any location including all property, offices and facilities (including all vehicles and equipment) whether owned, leased or otherwise used by the agency or by an employee on behalf of the agency in the conduct of its business in addition to any location from which an individual conducts agency business while such business is being conducted.

IV. Drug Free Workplace
It is the policy of LSPRS to maintain a drug-free workplace and a workforce free of substance abuse.  Employees are prohibited from reporting for work or performing work for LSPRS with the presence in their bodies of illegal drugs, controlled substances, or designer (synthetic) drugs at or above the initial testing levels and confirmatory testing levels as established in the contract between the state of Louisiana and the official provider of the drug testing services.  Employees are further prohibited from the illegal use, possession, dispensation, distribution, manufacture, or sale of controlled substances, designer (synthetic) drugs, and illegal drugs at the work site and while on official state business, on duty or on call for duty.

V. Condition Requiring Drug Test
LSPRS may require drug testing under the following conditions:

I. Reasonable suspicion exists that an employee is using illegal drugs.

J. Each employee involved in an accident that occurs during the course and scope of employment may be required to submit to a drug test if the accident i) involves circumstances leading to a reasonable suspicion of the employee’s drug use, ii)results in a fatality, or iii)results in or causes the release of hazardous waste as defined in R.S. 30:2173(2) or hazardous materials as defined in R.S. 32:1502(5).

K. Any employee who is participating in a substance abuse after-treatment program or who has a rehabilitation agreement with the agency following an incident involving substance abuse may be required to submit to random drug testing.


L. Any employee who is hired after the effective date of this Policy may be required to submit to drug screening following a job offer contingent upon negative drug-testing result.  Pursuant to R.S. 49:1008, a prospective employee who tests positive for the presence of drugs in the initial screening shall be eliminated from consideration for employment.

M. Each employee who is offered a safety-sensitive or security-sensitive position may be required to pass a drug test before being placed in such position, whether through appointment or promotion.  Any one in such a position may be required to submit to drug testing as required by the Director, who may periodically call for a sample of such employees, selected at random by a random-selection process, and require them to report for testing.  All such testing shall, if practicable, occur during the selected employee’s work schedule.

V. Safety And Security Sensitive Positions
The following shall be considered safety- or security-sensitive positions at LSPRS:

N. Positions with duties that are required or are authorized to perform the safety inspection of a structure;

O. Positions with duties that require on-the-job instructing or on-the-job supervising of any person to operate or maintain any heavy equipment or machinery; and

P. Positions with duties that require or authorize the operation or maintenance of a public vehicle, or the supervision of such an employee.

VII. Procedure
A. 	Drug testing shall be conducted for the presence of cannabinoids (marijuana metabolites), cocaine metabolites, opiate metabolites, phencyclidine, and amphetamines in accordance with the provisions of R.S. 49:1001, et seq.  LSPRS reserves the right to test its employees for the presence of any other illegal drug or controlled substance when there is reasonable suspicion to do so.

B. 	The Director and/or Assistant Director shall be involved in any determination that one of the above-named conditions requiring drug testing exists.  Upon such determination the Assistant Director shall immediately notify the employee where and when to report to testing.  Testing services shall be performed by the provider chosen by the Office of State Purchasing, Division of Administration, pursuant to applicable bid laws.

C. 	All specimen collections will be performed in accordance with applicable federal and state regulations and guidelines.

VIII. Confidentiality

All information, interviews, reports, statements, memoranda, and/or test results received by LSPRS through its drug testing program are confidential communications pursuant to R.S. 49:1012 and may not be used or received in evidence, obtained in discovery, or disclosed in any public or private proceedings, except in an administrative or disciplinary proceeding or hearing, or civil litigation where drug use by the tested individual is relevant.

IX. Responsibility
The Assistant Director is responsible for the overall compliance with this policy and shall submit to the Office of the Governor, through the Commissioner of Administration, a report on this policy and drug testing program, describing progress, the number of employees affected, the categories of testing being conducted, the associated costs of testing, and the effectiveness of the program by November 1 of each year,

X. Violations Of The Policy
Violation of this policy, including refusal to submit to drug testing when properly ordered to do so, will result in disciplinary actions up to and including termination of employment.


Employment Reference Checks

Providing a poor employment reference for a former employee can subject LSPRS to liability.  Therefore, regarding reference checks on former employees:

A. All inquiries regarding the employment of former employees should be directed to the Director or Assistant Director.

B. The Director or Assistant Director will only confirm dates of employment, the employee’s title or position, and wage or salary earned.

C. No additional information will be provided.

This policy also applies when LSPRS is seeking to hire qualified individuals and is researching their credentials.

LA State Police Retirement System
Equal Employment Opportunity

LSPRS is an equal opportunity employer (EEO).  As such, LSPRS offers equal employment opportunities without regard to race, color, religion, creed, sex, national origin, ancestry, age, disability, veteran status, or other non-merit status.  These opportunities include all terms, conditions, and privileges of employment, including but not limited to hiring, job placement, training, compensation, benefits, discipline, advancement, and termination.  Any employee responsible for personnel actions such as recruiting, screening, appointing, training, or supervising will be evaluated on the basis of their EEO efforts.

If discrimination occurs
Any individual who believes that he or she is being or has been unlawfully discriminated against should immediately report the perceived discrimination to the Director or the Assistant Director.  LSPRS does not authorize or condone unlawful discrimination in any unemployment practice.  If any Trustee or employee is found to have unlawfully discriminated against any LSPRS employee, appropriate administrative disciplinary action up to and including terminating the employee or removing the Trustee from the board will be taken.

Employment of individuals with disabilities
LSPRS will provide reasonable accommodations to qualified individuals with a known disability unless such an accommodation would pose an undue financial hardship on the organization.  Such reasonable accommodation will be made to allow a qualified individual with a disability to participate in the application process, perform essential job functions, and enjoy equal employment benefits.  Any individual with a disability who needs an accommodation should advise the Director or Assistant Director accordingly.


As Appointing Authority for LSPRS, the undersigned takes full responsibility for our EEO program, including developing, maintaining, and monitoring activities.  My personal commitment to this policy is complete.  I intend that my actions and the actions of every employee in this agency will support the spirit of this policy.


Signed:___________________________ ___________, Executive Director
		Irwin L. Felps, Jr

Updated: December 21, 2010
Family and Medical Leave Act of 1993

Summary
The Family and Medical Leave Act (FMLA) entitles qualified employees up to 12 weeks of unpaid leave per 12-month period for the (1) birth of a child; (2) adoption of a child or placement of a foster child; (3) serious health condition of a spouse or an immediate family member; or (4) serious health condition of an employee.

Definitions
Child - A biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person standing “in loco parentis,” who is either under the age 18, or age 18 and older and incapable of self care because of a mental or physical disability.

Eligibility - Employees are eligible after having worked with the State for at least 12 months and for 1250 hours over the previous 12 months.

Equivalent Position - Will have the same pay, benefits and working conditions, including privileges, perquisites and status.  Equivalent positions involve the same or substantially similar duties and responsibilities, requiring substantially equivalent skill, effort, responsibility and authority.

Foster Care - A formal arrangement requiring state action (not an informal arrangement to take care of another person’s child).

Health Care Provider - A doctor of medicine or osteopathy authorized to practice medicine or surgery by the state in which the doctor practices, including podiatrists, dentists, clinical psychologists, nurse practitioners, and nurse midwives performing within the scope of their practice as defined under state law.  This list is for illustrative purposes only.

Intermittent Leave - Under certain circumstances, the employee may be entitled to use intermittently the 12 weeks of eligibility in increments (hours, days, weeks) which total 12 weeks.  Increments shall not be smaller than one hour.

Parent - A biological parent, or person who stands in loco parentis to an employee when the employee was a child.

Serious Health Condition - An illness, injury, impairment, or physical or mental condition that requires either inpatient care or continuing treatment by a health care provider, including a chronic health condition which, if left untreated, would likely result in absence from work of more than three consecutive days.

Spouse - Husband or wife as defined in accordance with Louisiana law.


Twelve-Month Period - The 12-month eligibility period is measured forward from the date an employee’s first FMLA leave begins.

Calculation of the Twelve-Week Period for Part-time Employees - For part-time employees, FMLA leave is calculated based on the proportionate number of hours worked by the employee in an average pay period.

Leave Categories - Employees are required to use all available paid leave (sick and/or annual) before Leave Without Pay will be approved.  Sick leave shall be used only for illness or injury of the employee.  The amount of paid leave used will proportionately reduce the 12 weeks of unpaid leave available.

Procedure
Notice From Employee of Need for FMLA Leave - When an employee requests leave under the FMLA, he/she should notify their immediate supervisor that the leave requested is potentially FMLA leave and complete a Request for Family or Medical Leave form.  Failure to notify an immediate supervisor will not make the employee ineligible for FMLA leave.

A. Foreseeable Need - The employee should provide 30 days advance written notice to their immediate supervisor when the leave is foreseeable.  If their immediate supervisor is not available, the notice should be provided to the Director.

B. Emergency Need - In cases where the employee cannot provide 30 days advance notice, the employee should give notice to the supervisor (or Director) within three work days.  When the notice is given verbally, written notice should follow within 15 calendar days.

When employees cannot give notice themselves, a spouse or other family member should give notice to the supervisor (or Director) within three work days.  When this notice is given verbally, written notice should follow within 15 calendar days.

Intermittent Leave Requests - Leave may be taken intermittently or on a reduced schedule if it does not interfere with the normal operation of the employee’s work group.  Approval of intermittent leave is at the discretion of the employee’s immediate supervisor and is based on work requirements.  Intermittent leave may be taken:

A. To provide care or psychological comfort for the serious health condition of a child, spouse, or parent, or

B. Because of the employee’s serious health condition or recovery from a serious health condition.

Employees requesting intermittent leave or a reduced work schedule:


C. Must submit for approval to their immediate supervisor a specific description of the treatment regimen to be provided.


D. May be temporarily transferred to an alternative position with equivalent pay and benefits that better accommodates recurring periods of leave.

Limitations Regarding Leave Schedules  - Intermittent or reduced leave schedules are not allowed for the birth of a child, adoption, or foster care.

Medical certifications from a health-care provider are required when:

A. The employee is unable to perform the functions of the employee’s position.

B. The employee requests leave to care for a seriously ill spouse, son, daughter, or parent.

C. The employee is ready to return to work from a serious medical condition which has caused an absence for which Family and Medical Leave applies.  A medical certification must be submitted to attest to the employee’s fitness for return to duty.  Employees will not return to LSPRS offices until they are certified by their attending health care provider.

D. Periodically as requested by the immediate supervisor in order to determine the employee’s status and availability to return to work.

The medical certification should be supplied in writing to their immediate supervisor or the Assistant Director at the time employees give notice of the need for FMLA leave.  If the employee fails to provide medical certification within 15 calendar days, they will be subject to disciplinary procedures.

Second and/or Third Medical Opinions - May be required at LSPRS expense.

Health Insurance:

A.	Maintaining Coverage - During unpaid Family and Medical Leave, the employee has the option to maintain their preexisting health coverage under the State’s group health plans at the same levels and under the same conditions.  If an employee chooses not to continue health coverage, LSPRS at its option may continue to pay the employee’s share of the insurance premium.  LSPRS has no obligation to pay employee’s premiums on other insurance coverages (such as life or disability) while the employee is on unpaid leave.

When LSPRS pays an employee’s share of health coverage, LSPRS - at its option - shall pursue repayment of these premiums upon employee’s return to work.


B. LSPRS shall no longer pay the employer’s or employee’s portion of the premium when:

1. The employee informs LSPRS of his/her intent not to return to work from Family and Medical Leave, or

2. The employee fails to return to work, thereby terminating employment, or

3. The employee exhaust the FMLA entitlement.

If the employee fails to return to work, then LSPRS, at its option, shall pursue reimbursement for premiums paid on their behalf.  In some situations the employee may be entitled to continue health care coverage under COBRA.

Restoration After Leave:

Upon returning from Family and Medical Leave, employees will be restored to their original or an equivalent position if they are capable of performing the essential functions of their position.

Use of Family and Medical Leave will not result in the loss of any employment benefit that accrued prior to the start of an employee’s leave.

Employee will not receive service credit for retirement purposes for unpaid FMLA leave.  Such leave will not be considered a break in service.

Restoration after leave may be denied when:

· Employee fails to provide a fitness-for-duty medical certification when required; or

· Employees are unable to perform the essential functions of the position because of a physical or mental condition, including continuation of a serious health condition.

Responsibility
LSPRS is responsible for:

· Making each employee aware of this policy and its contents as well as any forthcoming revisions.

· When an employee requests leave of any kind:

· Asking the employee whether they intend to take leave under the Family and Medical Leave Act.

· Asking the employee to complete a Request for Family and Medical Leave form.
· Informing the employee whether the leave will be credited toward the 12 weeks of Family and Medical Leave eligibility.
· Documenting conversations with the employee and maintaining the confidentiality of this information.

· Determining if FMLA leave is appropriate and making a recommendation to the Director.

· Assuring the participation of all employees in all programs provided to educate employees regarding the Family and Medical Leave Act of 1993.

· 

· Reviewing the list of essential functions assigned to the position of the employee requesting Family and Medical Leave for accuracy.

· Informing employees of the requirement for producing medical certifications and to whom the certifications must be delivered.

The Assistant Director is responsible for:

· Maintaining copies of all notices given to employees as required under FMLA, and all documents regarding taking paid and unpaid leaves.

· Evaluating FMLA leave requests and making recommendations to the Director.

· Making records available for inspection by representatives of the U.S. Department of Labor.  Maintaining confidentiality of all FMLA records.  Access is available only to the Director and the Assistant Director.

The System’s Accountant/Payroll Officer is responsible for:

· Maintaining (for at least three years) basic payroll records and identifying: rate of pay and terms of compensation; additions to or deductions from wages; total compensation paid; and employee benefits premium payments for all employees while on Family and Medical Leave.

· Making records available for inspection by representatives of the U.S. Department of Labor.

· Assuring employee’s share of State sponsored health insurance premiums are paid to insurance carriers, during Family and Medical Leave including working with the employee to arrange receipt of his/her payments.


· When appropriate, recouping employee’s share of health care insurance premiums paid by LSPRS on behalf of the employee.

Employees are responsible for:

· Informing the Assistant Director when leave is requested under the terms of the Family and Medical Leave Act.

· Complying with all aspects of this policy.

· Making arrangements with the Accountant/Payroll Officer for payment of health insurance premiums in the event that leave without pay becomes necessary and payroll deduction of premiums is not possible.

· Reimbursing LSPRS (through the Accountant/Payroll Officer) for insurance premiums paid on the employee’s behalf.

· Submitting completed Medical Certifications within 15 calendar days to the Assistant Director

· Timely responding to supervisor’s inquiries concerning the employee’s intent and timing to return to work.

· Timely submitting medical certification by their attending health care provider clearing them to return to work.

Questions
Questions regarding this policy should be directed to the Assistant Director.

Employees’ Rights
It is unlawful for any LSPRS supervisor or staff member to:

A. Interfere with, restrain, or deny the exercise of any right provided under the Family and Medical Leave Act; or

B. Discharge or discriminate against any person for opposing any practice made unlawful by the Family and Medical Leave Act or for involvement in any proceeding under or relating to the Family and Medical Leave Act.

Policy Violation
LSPRS employees found to have violated this policy may be subject to disciplinary action, denial or delay of requested leave, or denial of reinstatement when the leave period is concluded.


Grievance Procedures

Purpose
This grievance procedure provides a method of determining the specific cause for a grievance and for finding the best way to remove it.  This will help us to maintain morale and efficiency at the highest level possible.

Applicability
This procedure is to be used when dissatisfaction arises in a day-to-day relationship between employees or between employee and employer.  It is not to be used for matters which are appealable to the Civil Service Commission.  Some examples of matters handled by the Civil Service Commission include:

A. Removal of an employee for cause;
B. Demotion as a disciplinary action;
C. Political, religious, or racial discrimination;
D. Suspension without pay as a disciplinary action;

These are not all of the appealable issues - if there is any question, contact the Assistant Director immediately, as delay or use of the wrong procedure can cause one to miss the time limit within which the correct procedure must be begun.

Rights
All LSPRS employees have specific rights under the grievance procedure.  Among these are the right to freedom from reprisal for using the grievance procedure, and the right to representation at certain stages of the process.

Summary of Procedure
This section outlines the basic steps to be pursued in processing a grievance.

A. 	First Step - All grievances must be presented in writing within 14 calendar days from the date the grievant first became aware of, or should have become aware of, the cause of the grievance.  The aggrieved employee should present the grievance on the appropriate form to the Assistant Director, and if possible, the matter should be settled at that level through discussion.  The Assistant Director should render a decision as soon as possible, but in no case later than 7 calendar days after the date of discussion,

B. 	Second Step - If no decision is rendered by the Assistant Director within 7 calendar days, or if the employee is not satisfied with the decision, the employee may within 7 calendar days present his or her grievance in writing to the Director.


C. 	Third Step - If the employee is not satisfied with the decision or action of the Director, he or she may present his or her grievance to the chairperson of the Board of Trustees, in writing, within 5 calendar days of receipt of notice of the decision or action of the Director.  The decision or action of the Board of Trustees shall constitute a final resolution of the matter.

Forms and Records
In order to maintain the integrity of the grievance procedure, a record of each grievance processed must be kept on prescribed forms.  A copy of the completed form is to be provided to the grievant as each decision is rendered.  When the process is completed, the original will be provided to the employee, with copies retained and distributed by the system pursuant to Civil Service requirements.



Hiring Employees

I. Superior Qualifications/Credentials
Civil Service rule 6.5(g) provides the means to hire persons with superior qualifications at a rate above the minimum.  The applicant must be available only if the rule is used.

LSPRS’s unique role combined with a small staff size creates special situations where LSPRS can benefit from highly qualified personnel.  Additionally, the pool of personnel with experience ideally suited to LSPRS mission is limited, especially within Civil Service.

While not intended to be all inclusive, the following are provided as examples of unique needs of LSPRS:

Q. Professional certifications or advanced degrees that relate to LSPRS mission.

R. Knowledge and experience in employee benefit plan administration and design.

S. Pension or trust related investment knowledge and experience.

T. Experience in audits of pensions, endowments of financial institutions which publish independent audit reports.

U. Experience with specific computer software or hardware used by LSPRS.

Hiring at a rate greater than the minimum salary requires written justification from the Director or Assistant Director outlining the rationale for such pay rates.  Sufficient funding must be available to cover the cost of implementing this policy for any given year and application of the policy shall be implemented upon approval by the Director.

II. Hiring Process to Fill Vacant Classified Positions
V. All hiring will be coordinated through the Director or Assistant Director.

W. Filling vacant positions is a priority, second only to projects with established deadlines.

X. Priority will be given to candidates who are overqualified for available positions.

Y. Searches may include Civil Service Candidates outside LSPRS and, if applicable, candidates from outside state service. However, internal candidates will be given special consideration during employee searches.

Z. No job offers will be extended until approved by the Director in writing.



II. Hiring Process to Fill Vacant Unclassified Positions
AA. The Director of the Louisiana State Police Retirement System has authority to conduct interviews for the position of Assistant Director.  The Director shall submit a list of finalists to the Executive Committee for review.  The Executive Committee shall approve or disapprove the candidate selected by the Director.

AB. The Board of Trustees has authority to conduct interviews for the position of Director.  The Board may elect to have the Executive Committee conduct the interviews and submit a list of finalists to them for review.  
AC. 
Overtime and Compensatory Time

Employees may earn overtime for hours actually worked with the approval of the Director, or his designee:
A. in excess of the regular duty hours in a pay period;
B. holiday; or
C. on a day that the system is closed by the Director because of a natural emergency

The Accountant/Payroll Officer shall have the responsibility of tracking usage within the constraints of the budget allocation.
The Director will sign the overtime forms as appointing authority.  The Director’s request for overtime shall be approved by the Executive Committee and/or Chairman of the Board of Trustees.

Hours taken for annual leave and/or sick leave during a pay period are not hours actually worked and cannot be counted for overtime eligibility.  All sick and annual leave used each pay period must be deducted to determine if an employee is eligible for overtime pay.

Employees who work on legal holidays or holidays declared by the Governor shall be entitled to overtime for hours worked during the holiday.  In this situation, sick and annual leave is not deducted in determining overtime eligibility.

Employees are divided into non-exempt and exempt categories in accordance with the Fair Labor Standards Act:

A. Non-exempt employees are eligible for time-and-one-half pay or time-and-one-half compensatory time when they actually have worked in excess of 80 hours in a regularly scheduled pay period.  Non-exempt employees must sign a Statement of Agreement or Understanding covering compensatory leave.

B. Exempt employee’s compensation for overtime is based on Civil Service Rules/Regulations and LSPRS Policies/Procedures.

Definitions:
A. Regular Duty Hours - The normal amount of time an employee is scheduled to work during an 80-hour pay period.

B. Time-and-one-half pay rate - One-and-one-half times the normal hourly rate of pay for the class of position a non-exempt employee occupies.

C. Time-and-one-half compensatory leave - This leave shall be credited at the rate of one-and-one-half hours of compensatory leave for each overtime hour actually worked by a non-exempt employee.
D. 

Compensation for Overtime Hours Actually Worked
A. 	Non-exempt employees
1. Compensatory leave earned at time-and-one-half rate, or
2.	Cash payment at time-and-one-half rate, or
3.	Cash payment at the regular rate, or
4. Compensatory leave earned hour for hour.

B. Exempt employees
1. 	Compensatory leave earned hour for hour

Employees (whether exempt or non-exempt) are not eligible for overtime hours spent traveling from home to work.  Employees are eligible for overtime hours when they are engaged in work activities away from the office and outside regular work hours.  Examples are PREP seminars, benefit fairs, etc.

Exempt employees are not eligible for overtime hours spent traveling before or after normal work hours to attend conventions, workshops, seminars, training courses, or study groups.

Non-exempt employees may be eligible for overtime hours to attend conventions, workshops, seminars, training courses, study groups or in special situations.  Each situation will be reviewed individually to determine the proper treatment in accordance with the Fair Labor Standards Act.

It should be noted that LSPRS will strictly adhere to overtime rules as established by Civil Service and the Fair Labors Standard Act (FLSA).  Should any questions arise as to the status of an employee (exempt or non-exempt), the Assistant Director will research the matter to insure that LSPRS follows guidelines established by Civil Service and the Department of Labor (FLSA).

Usage of Compensatory Leave
Compensatory leave may not be used during the same pay period in which it was earned.  All requests for use of compensatory leave must approved in advance by the Director or Assistant Director.

Probationary Period

All probationary employees hired into LSPRS will serve from 6 months to 2 years on a probationary period before being eligible for permanent status.  All requirements listed under Chapter 9 of the Civil Service Rules are applicable to this policy.

This policy does not apply to internal promotions or lateral moves within LSPRS.

Promotions

To assure that all LSPRS employees are aware of vacancies in positions for which they qualify, LSPRS posts all vacancies as they occur.  Vacancy notices are posted on the bulletin board in the kitchen.

A promotion means a change of a permanent employee from one class to another class which has a higher maximum rate of pay/higher GS level as listed in the Civil Service Pay Plan.  In order to be eligible for a promotion, an employee:

A. must have permanent status
B. must possess the minimum qualification requirements for a higher position, and
C. depending on the position for which he/she is applying for promotion, may be required to be on the Civil Service register for that position if the class involves an examination.

When promoted, the employee retains permanent status in the higher class.  He/she does not begin a new probationary period.

A promotion may be handled on either a competitive or noncompetitive basis, depending upon several factors consistent with Civil Service Rules and Regulations.

It is the employee’s responsibility to find out if he/she meets the minimum qualifications for the vacant position.  All qualified applicants will be interviewed.

It should be noted that it is LSPRS’s policy to offer its employees the best benefits (promotions, reallocations, job status, etc.) allowable under Civil Service rules.


Public Records Request

I. Purpose
To insure compliance with the Louisiana Public Records Law (L.A.-R.S. 44:1 et seq) all employees should follow these procedures.

II. Handling Request
Any public records request received by an LSPRS staff member will be immediately hand carried to the Director. The Director shall assign the responsibility of the production of those records to the LSPRS staff member who can best access the requested information.  If the staff member assigned the task of acquiring the records for production cannot comply with the deadline given, that person shall immediately give the Director an estimated time in which the information shall be available.

The Director shall notify the requesting party in writing if the requested information cannot be produced in the time frame provided for in the Public Records Law, and shall explain why it cannot be produced timely, and an estimated date when the information shall be ready.

III. Cost
The production of any record shall be at 25 cents per page for paper copies.  If the requested information is stored in a database, estimated retrieval costs shall be given to the Director to furnish to the requesting party.

IV. Failure to Comply with this Procedure
Failure by any LSPRS employee to timely comply with these procedures may result in disciplinary action.


School and Day Care 
Conference and Activities Leave

An employee who is a parent or legal guardian of a school-aged child (day care through high school) may be granted up to sixteen hours of unpaid leave per calendar year to attend, or observe, or participate in conferences or classroom activities conducted at that child’s school or day care center.  The leave time shall be at a mutually agreed upon time between the employee and the supervisor.  The time off:

· Should be requested in writing at least 24 hours prior to the desired leave time;

· Must be to participate in a conference or classroom activities at the child’s school or day care center;

· Must be such that it cannot reasonably be scheduled during nonworking hours;

· Should be scheduled so as to not unduly disrupt LSPRS operations;

· May be paid if employee elects to substitute annual leave time, and

· Is not allowed or included in calculating overtime.

Sexual Harassment

Sexual harassment of LSPRS’s employees in the work place by supervisory personnel, coworkers, or non-employees is a form of discrimination that violates the law.  It is prohibited and will not be tolerated.

Any employee who believes he or she is being or has been unlawfully harassed should immediately report the harassment to the Director and Assistant Director who should immediately launch an internal investigation into the incident.  All reports of unlawful harassment will be investigated.  If unlawful harassment is found to have occurred, the harassing party will receive appropriate disciplinary action including termination.

Retaliation against any employee who reports unlawful harassment, or who participates in any investigations as a witness or in any other capacity, likewise violates the law and this policy.  Such retaliation is prohibited and will not be tolerated.

Sexual Harassment Definition
The Equal Employment Opportunity Commission (EEOC) defines sexual harassment as:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when either:

· Submission to such conduct is made either explicitly or implicitly as a term or condition of employment

· Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual

· Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment

It is not possible to set forth an all-inclusive list of conduct that may be found to be sexual harassment.  If an employee feels that sexual harassment has occurred, he or she should immediately report the incident to the Director or Assistant Director.

Sick Leave

Sick leave is an employee benefit provided to full or part-time employees who perform regular duty and earn service credit.  Employees serving on restricted appointment cannot accrue sick leave.  Sick leave is granted to employees who have accumulated sufficient credit and are absent from work because of illness, injury, or disability and are medically unable to perform assigned job duties.  Sick leave is also available for medical or dental consultation and treatment.

Sick leave can only be used for employee’s own illness and not for illnesses of family members or others.  Any abuse of sick leave will result in disciplinary action.

Sick leave credit is based on years of full time state service and is credited at the end of each regular pay period.  Sick Leave earning rates based on a 80-hour pay period are:

Years of Service			Sick  Leave Hours Earned

3 years or less			3.688 per biweekly pay period
3 but less than 5 years		4.608 per biweekly pay period
5 but less than 10 years		5.536 per biweekly pay period
10 but less than 15 years	6.456 per biweekly pay period
15 years or more	7.384 per biweekly pay period

Exception: The Executive Director’s sick leave earning rate is negotiable and made a part of his/her contract.

Sick leave cannot be earned for: (1) leave without pay or (2) travel time outside regular duty hours.  Sick leave must be taken in increments of one-half hour or greater.  Unused sick leave can be accumulated and carried forward to the succeeding fiscal year.

Before an employee can return to work after any sick leave absence in excess of three business days, a written certification may be required from a physician or other health care provider.  Copies of the written certification will be provided to the Assistant Director who will forward a copy to the Accountant/Payroll Officer.  The certification will be the financial responsibility of the employee and should include information including course of treatment and prognosis of recovery.

A medical certification may be required more frequently when an employee experiences continuing, intermittent, or chronic problems with illnesses.  LSPRS supervisors may request an employee obtain a second medical certification at LSPRS expense through a physician of LSPRS choice.


Tuition Reimbursement Program

If an employee is required by the Director or Board of Trustees to attend a specific course related to the scope of his or her employment, LSPRS will pay full tuition, books, and supplies, but not parking.  Required courses may be scheduled during normal working hours.

Violence in the Workplace

The Louisiana State Police Retirement System (LSPRS) will not tolerate violence in the workplace.

Violence can range from the most severe form of physical assault and abuse to harassment, stalking, and other acts of a violent nature such as direct confrontations that include swearing and shouting.

All complaints regarding any form of violence by an employee or supervisor shall be immediately communicated to the Director and the Assistant Director.  Each employee has the duty and the obligation to report conduct which he or she believes may constitute possible violence.  LSPRS will not condone any form of retaliation against employees who make a good faith report of conduct which he or she believes may constitute behavior in violation of this policy.

LSPRS will thoroughly investigate all allegations made under this policy and maintain confidentiality of all information.  The Director and Assistant Director will interview all parties involved in the reported incident, including witnesses, and prepare written summaries on the appropriate form.

Any employee found to have violated this policy will be subject to immediate disciplinary action, including termination.









Office Policies


Bomb Threats and Search Procedures

All employees should read and follow these procedures.

I. When a bomb threat is received by phone
KEEP THE CALLER ON THE PHONE AS LONG AS POSSIBLE

Record the following information:

A. Time of call
B. Date of call
C. Exact words of call
D. Age, sex, adult, child
E. Speech pattern, accent
F. Background noises

II. If a bomb threat is received by mail, employees should:

A. Not handle the envelope, letter or package.
B. Immediately leave area where the suspicious item is found.
C. Notify the Director.
D. The Director will notify the proper persons, then preserve the evidence for law enforcement officials.

A. Occupant Search
The fastest method for handling a bomb threat is an OCCUPANT SEARCH immediately after receipt of a threat, to determine if there is a suspicious object in the area.  During a search, you are to search only your immediate work area and adjoining environment.  You are looking for something that should not be there.  If anything is found, IMMEDIATELY REPORT THE LOCATION OF THIS SUSPICIOUS OBJECT TO THE DIRECTOR OR ASSISTANT DIRECTOR.  DO NOT TOUCH, HANDLE OR DISTURB THE SUSPICIOUS OBJECT.

Once LSPRS personnel have searched their immediate work areas they will immediately report the results of their search to the Director. 

B. Joint team search
When LSPRS personnel have completed the search of immediate work areas, a team of building personnel and/or LSPRS administrative staff will then search all public areas.  The search will include lobbies, rest rooms, hallways, stairwells, closets, storage rooms, roof area and evacuation routes.

III. Suspicious objects
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When a suspicious object is located, it will not be touched, moved or disturbed in any manner.  The employee should:

A. NOT TOUCH, EXAMINE, OR REMOVE THE SUSPICIOUS OBJECT.
B. Evacuate the immediate area.
C. Notify the Director or Assistant Director.
D. Await further instructions.

IV. Evacuation Procedures
When notice is given, all employees will evacuate the building in an orderly manner.  Should employees with disabilities be unable to evacuate the building with other employees, a supervisor will remain with them.  After the main flow of traffic has cleared, the supervisor will quickly escort the disabled from the building.’

When evacuating the building, staff shall follow these procedures:

A. If your assigned exit area is blocked off for any reason, go to another exit.
B. Remain calm and obey fire captains/supervisors’ instructions.
C. Enter the exit area.
D. Walk as rapidly as possible, but do not run.
E. No smoking.
F. Exit building, stay in the parking lots, at least 300 feet distance.
G. Remain away from the building until a supervisor or other authorized person advises that it is safe to return.


Internet and Email

I. General Policy
LSPRS management encourages use of the Internet, telephone, cell phone, texting, and electronic mail (email) services for business related activities and to facilitate the efficient exchange of business related information.  LSPRS encourages responsible use of the Internet for the agency’s business mission and achievement of goals.  Employees will use these electronic communications systems in an ethical and responsible manner.

All Internet and electronic mail files generated through LSPRS are public information.  Employees will not access or store any information not directly related to LSPRS business purposes.  

Retrieval of information from any external network must be done in full compliance with all copyright requirements and must include only information related to LSPRS identified business needs.  When retrieving executable programs, users are responsible for ensuring that these programs do not contain viruses, that these programs will not negatively impact LSPRS network.  Employees may not download programs of any kind for personal use.

II. Due Diligence
Users will exercise due diligence when utilizing the Internet, email, or any other external network.  Information transferred over these networks may be intercepted and viewed by an unintended third party.  In addition, the truth and accuracy of the information derived from these networks should be considered suspect until confirmed by a reliable source.

As in the case of all work-related activities, employees are responsible for ensuring that they are performing only functions related to their defined job duties.  On a random basis, employees’ usage of the Internet and email systems will be audited.  Any unauthorized programs will be immediately removed and the employee subject to disciplinary action.

III. Examples of acceptable and unacceptable Internet/email uses
Acceptable use: All electronic exchanges originating from LSPRS or connected via LSPRS shall be in support of LSPRS business purposes.  Uses of the Internet and email which are acceptable include, but are not limited to:

· Communicating and exchanging information directly relating to LSPRS mission and business.
· Announcing LSPRS policies, services, or activities.
· Obtaining research material related to a user’s duties.
· Troubleshooting business or technical problems.
· Obtaining training related to a user’s duties.
· 
· Previewing new business products.
· Testing new software at a vendor’s web site.

Unacceptable use: Facilities shall not be used for purposes other than those in support of LSPRS business or for any illegal purpose.  Unacceptable uses include, but are not limited to:

· Violating federal or state laws.
· Transmitting threatening, harassing, or obscene materials.
· Transmitting confidential information without appropriate controls.
· Interfering with or disrupting network users, services or equipment (i.e. distributing “chain letters” which would cause congestion of the network(s) or otherwise interfere with the work of others.)
· Making unauthorized entry to other computational information, or communication devices or resources.
· Unauthorized intentional seeking of information on, or obtaining copies of password files or passwords belonging to others.
· Duplicating copyrighted and licensed software unless it is explicitly stated that it may be done.
· The use of unlicensed software is a violation of the Copyright Act of 1976 and can subject the organization to penalties of $100,000 per copy of the unlicensed software.
· Loading any software that has not received prior approval.
· Distributing unsolicited advertising.
· Propagating computer worms or viruses.
· Developing or executing programs intentionally designed to harass other users or infiltrate a computer or computing system and/or damage or alter the software components of a computer or computing system.
· Making statements that are personal opinions.
· Utilizing these resources for personal business, or business that has no relation to the user’s job duties.

IV. Cell Phone and Electronic Devices Use
Cell Phones should not be used for personal calls, personal texting, or other forms of personal communication in an excessive manner.  For purposes of this section, excessive is defined as continuous, ongoing use throughout the course of the day, during office hours.  While it is recognized that the occasional personal call is necessary, continuous use of a cell phone throughout the day is prohibited.

The use of earpiece devices is prohibited.  


IV. Accountability
Each user is responsible for his/her activity and for ensuring that he/she is familiar with this policy and agrees to abide by the requirements.  A user who violates any of the rules above may permanently lose his/her access, without notice, to the Internet or other network systems.  Depending on the violation that occurred, disciplinary action, termination, or legal prosecution may result.  In addition, violation of federal and/or state law can result in fines or imprisonment.

Media

In its ongoing relationship with the public media, LSPRS designated staff shall:

A. Prepare press releases on projects, investments, etc. when necessary.

B. The Director is LSPRS’s designated spokesperson, or if appropriate, the chairman of the appropriate committee.  Staff members should refer all inquiries by reporters to the Director or, in a case of the Director’s absence, the Assistant Director.

C. Implement an active public information plan.  Educate members, retirees, taxpayers, legislators, and media on the system.

Release of Benefit and Refund Checks

LSPRS mails all benefit and refund checks to the address authorized by the retiree or member.

Benefit checks are mailed on the last working day of each month.  

The pickup of checks at LSPRS offices is discouraged.  However, if an individual must pick up a check, approval must be received from the Director or Assistant Director.

Safety Statement, Building Security, Confidentiality

I. Safety Policy Statement
In accordance with the Office of Risk Management and Office of the Governor, LSPRS adopts this policy for General Safety, Driver Safety and Bonds Crime Control as follows:

· The safety of the employees and visitors is of paramount importance

· All actions should be taken in a manner to prevent or reduce the possibility of accidents.

· LSPRS complies with all safety laws and applicable standards.

· LSPRS will perform safety audits as required by the Office of Risk Management

· All employees shall be made aware of and adhere to this policy.

· Basic guidelines and methods of achieving the goal of safety will be set forth in these documents. Hereafter referred to as “Safety Plans.”

· LSPRS will periodically analyze its personnel actions to assure compliance with this policy.

II. Procedures
	LSPRS is located so that paramedics may respond to an emergency within a short period of time.  Employees should dial 911 in such emergencies.

	All staff members are required to attend all safety meetings. The Assistant Director plans and schedules these meetings. A permanent attendance record will document participants in each safety meeting.

	Staff members and visitors are required to use LSPRS front doors when entering the agency.  The back deck door and back door are for exiting only. In order to control access to staff offices and for the security of the building, staff, equipment and records, the back door is to be kept closed and locked during the work day.  Exceptions include the loading or unloading of materials or access for the cleaning crew. 

	All visitors should check in with the receptionist before proceeding into the building.

	Staff members are required to receive training in proper and safe use of any equipment (associated with his/her job) prior to operation.


	Prior to use, extension cords and other electrical equipment must be approved and inspected by the Assistant Director.  This includes proper use of electrical sockets to prevent electrical overloads or shorts.

	Due to requirements of the State Fire Marshal’s office, candles or other items with an open flame are prohibited.

	The Assistant Director must update records and provide basic safety information to all new staff members.

	The Public Retirement System’s Building is owned by the Firefighter’s Retirement System.  Firefighter’s will conduct all fire drills and other safety exercises in cooperation with the Director or Assistant Director.  All staff will participate.

	State Fire Marshal regulations require that all windows in office doors be free of obstructions which block the view from hallways.

III. Reporting Accidents
A. All accidents must be reported to the Director or Assistant Director.  Injured staff should be prepared to give accurate information on the accident, including:
1. Recall of event
2. Location
3. Time and date
4. Why and how it occurred
5. Names of all persons involved
6. Names of witnesses

B. The Assistant Director should complete an “Accident Report” even if there is no injury.

C. The Assistant Director will conduct an accident investigation. 

D. If a claim is made due to injury, form LC-5094 or DA1973, “Employer’s Report of Occupational Injury or Disease” may be required.

E. The Assistant Director will complete all necessary documentation.

F. The employee’s responsibilities are:
1. Work within the parameters of safety regulations and policies.
2. Develop safe work habits with advice, directions or counsel from the Director or Assistant Director.
3. Accept personal responsibility for participating in and support of a successful safety program.


G. Dial 911 in all serious injury situations. Once the emergency has been handled, report the emergency to the Director and the Assistant Director.

H. If the accident involves a LSPRS vehicle, see “Agency Owned Vehicle” for additional required documentation.

II. Building Security/Access

LSPRS staff members are the only authorized individuals who may access the building using assigned keys and security codes.  Employees who gives access to the building to individuals not employed by LSPRS through the use of assigned keys and security codes, will be subject to immediate disciplinary action and/or termination.  

LSPRS staff members are prohibited from having personal visitors for extended periods of time.  Personal visitors may access public areas only (lobby, board room, kitchen, bathrooms). Visitors are prohibited from using office equipment for any reason.  Including but not limited to copy or fax machines, computers, printers, and telephones.

Smoking

LSPRS offices are smoke-free, with specific areas designed for employees and visitors to smoke:

A. Weather permitting, the primary designated smoking area is the outside space located on the back deck of the building.  Smoking is not allowed at the front entrance to the building.

Management may allow smoke breaks only if they do not interfere with work productivity.  When job performance is affected by work time being taken for smoking, the supervisor shall counsel this employee.  Repeat offenses can result in disciplinary action.

Travel

LSPRS has adopted and shall strictly comply with the travel regulations set forth in PPM49.  All travel conducted by officials, employees, and other authorized persons of the Louisiana State Police Retirement System (LSPRS), and all reimbursements of expenses shall be governed by this policy. Travelers are expected to exercise the same care in incurring expenses that a prudent person would exercise if traveling on personal business and spending their own funds.

I. Definitions
For the purpose of this policy, the following terms have meanings indicated:

I. Officials - The Director and Assistant Director.

J. Employees - Employees of LSPRS below the level of official.

K. Authorized persons - Other persons performing official business for the system who have prior approval for travel from the Director.

L. Official domicile - 
The official domicile of an official or employee shall be the official location of LSPRS.

The official domicile of an authorized person shall be the city where the person resides, except when the Director has designated another location (such as the person’s workplace).

No travel or subsistence expenses shall be allowed at the place of official domicile unless granted under the provisions of section II or VI-H.

M. Travel period - A period of time between the time of departure and the time of return.

N. In-State Travel - All travel within the borders of Louisiana or travel through adjacent states between points within Louisiana when such is the most efficient route.

O. Out-of-State Travel - Travel to any of the other 47 contiguous states plus District of Columbia.

P. International Travel - All travel outside the 48 contiguous states plus District of Columbia.

Employees are directed to seek guidance from PPM49 and the Assistant Director with regard to travel regulations.

The Committee shall approve all requests for travel from system officials and staff.  Prior approval must be received for all travel.

The Executive Committee and/or Chairman of the Board of Trustees shall approve all requests for travel from the Director.  The Director must receive written approval prior to travel dates.






Internal Controls


TRANSFERS BETWEEN SYSTEM ACCOUNTS

The only persons authorized to direct the transfer of funds between accounts are the Director and Assistant Director.

Transfers are accomplished by faxing a signed request form to the custodial bank.  All executed request forms are retained and filed along with the fax confirmation indicating the transmission was complete.

On a monthly basis the accountant traces all transfers between the accounts to verify that credits have been timely and properly recorded by the custodian bank.  The transfers are then classified and recorded in the general ledger.  

Any discrepancies are reported to the Assistant Director immediately.  The Assistant Director makes contact with the custodial bank to correct any errors that may have occurred.

BOARD ELECTIONS

LSPRS’ Elected Trustees serve five year terms.  No two trustees’ terms shall end on the same date in order to prevent the seating of an entirely new board.  Staff at the retirement system will conduct the election well in advance of the term ending date.  Members and/or retirees are eligible to case votes according to statute.  Votes will be tabulated at a meeting open to the public.  Winners are announced at the next board meeting.



LA State Police Retirement System
Office Policy
Revised June 24, 2013

RECEIPTS (FUNDS RECEIVED AT THE OFFICE)

All checks received at the office are given directly to the Assistant Director who immediately records each receipt in a subsidiary journal.

The receipts are then timely deposited in the system’s bank clearing account by an employee other than the accountant.

Immediately upon deposit of each receipt the Assistant Director submits a request for transfer of those funds from the clearing account to the custodial account.

The Assistant Director monitors receipts for timeliness of payment and follows up on late payments.

On a monthly basis the accountant performs the following functions related to receipts:

A. Reconciles the bank clearing account.

B	Reviews the cash receipts journal and traces each entry in the journal to the bank statement.

C. Classifies and records each receipt in the general ledger.

D. Consults with the Assistant Director regarding any unusual transaction or discrepancy.




ADMINISTRATIVE EXPENSES OTHER THAN PAYROLL

The only persons authorized to sign checks and make electronic disbursements are the Director and Assistant Director.

All invoices and bills are given to the Director or Assistant Director for review and approval.  The Director or Assistant Director must stamp the invoice(s) approved for payment and initial said approval.  Upon approved for payment, the invoices and bills are then given to the accountant who performs the following functions:

A. Reviews each invoice and bill for accuracy of calculations.  In the case of money manager fees, the portfolio values per the invoice are also compared to monthly custodial statements to determine the reasonableness of the money managers’ valuations.

B. Reviews each invoice and bill to ensure that it is not a duplicate billing.

C. Classifies and records each disbursement in the general ledger.

D. Prepares checks drawn on the operating account and gives the checks with supporting documentation back to the Director for signature.

Once the checks are signed by the Director or Assistant Director the entire packets are then given to the secretary who makes copies for the disbursements file before mailing.

Refer to the Travel Policy for controls related to travel expenses.




CREDIT CARD PURCHASES AND CHARGES


A. The Director or custodian of the card should retain and safeguard all bills and charge slips which support charges to the card.

B. Upon receipt of the monthly credit card statement, the Director or custodian should review for propriety all charges appearing thereon, and all support documentation for those charges should be attached to the statement at that time.

C. When the accountant classifies and records payment of the credit card statement, for informational purposes, a line item entry in the general ledger can be made for each individual charge as opposed to a single entry for the lump sum payment.  The following example illustrates the general ledger detail for travel expenses that would appear under the present  procedures:

			Ck #525  cc-Holiday Inn (3nights)           	$300
Ck #525  cc-Delta Airlines				$250
Ck #525  cc-GotToKnow Conference Fee	$150

D. Original support documentation for credit card charges should be attached to the credit card bill.  A copy may be attached to the expense account (per diem) request forms.


 
OFFICE PAYROLL

The biweekly office payroll is verified by the accountant who also maintains the office payroll register.  Staff members notify the accountant of any changes in deductions, LWOP, or anything else that may affect payroll.  Upon verification from the accountant that the amounts are correct, the Assistant Director prepares and submits EFTs for office staff payroll.  Staff members should notify the Assistant Director of any changes in bank information (i.e., closing an account, switching banks, etc.).

The rate of employee pay is based on board authorization and/or civil service approval.

Prior to preparation of each payroll, all employees submit a time and attendance record (employee time sheet) which has been initialed by the employee and approved by the Director.  These records are maintained in the employee files.

Payroll deduction sheets are prepared for each payment and are reviewed by the Director before being distributed to the employees.

Separate general ledger accounts have been established for scheduled pay and overtime pay.

On a monthly basis the accountant records all office payroll detail in the general ledger.

The accountant also maintains accumulated leave records.  Annual and sick leave earned is based on board authorization and/or civil service policies.  The deduction for annual and sick leave taken is based on leave slips which have been approved by the Director and/or Assistant Director.

The payroll register is balanced on a regular basis.

All payroll tax forms and reports are prepared by the accountant and are reconciled to both the general ledger payable accounts and the payroll register prior to submission.  All tax payable (i.e., state, federal, medicare) is prepared and submitted by the Assistant Director via EFT upon verification from the accountant that the amounts are correct.






MONTHLY PENSIONS

Retiree and survivor pension distribution records are computerized and maintained by the Director and Assistant Director.  Monthly distributions are made by computer generated checks and electronic deposits drawn on the system’s pension (payroll) bank account.  The Assistant Director issues all electronic payments for retiree benefit checks, retiree FWT, and certain deductions.

Signature plates and unused checks are secured at all times.

The Assistant Director electronically submits monthly pension detail to the custodial bank for posting of the new issues to the pension (payroll) bank account records.

A detailed payroll register is printed for each monthly distribution.

The following steps are taken each month in order to insure accuracy of monthly pension amounts:

A. The Director and Assistant Director collectively determine when the payroll process will begin for the current month.
B. The Assistant Director enters new retirements, DROPs, Survivors, etc., as well as making any adjustments pending (i.e., first time check amount adjustments).
C. Upon conclusion of entering the current information, the Assistant Director prints a balance summary.
D. A copy of the balance summary is given to the accountant to verify year to date totals and FWT totals.
E. The balance summary total gross payroll amount is compared to a manual tabulation that the Director has prepared.  If the totals match, payroll has balanced.  If the totals do not match, the Director and Assistant Director will review a printout of system log changes in order to track the error.

A summary of each monthly distribution is given to the accountant for posting to the general ledger.

On a monthly basis the accountant performs the following functions related to pension distributions:

A. Reconciles year-to-date federal income tax withholdings.
B. Classifies and records the distributions and deductions in the general ledger.
C. Classifies and records related disbursements (remittance of tax withholdings, etc.) in the general ledger.
D. Reconciles the pension (payroll) bank account statement and insures the bank account balance matches the general ledger account balance.





DROP/IBO DISTRIBUTIONS

All requests for DROP/IBO distributions are authorized by the Director or Assistant Director.  The member’s account is reviewed prior to approval to verify that sufficient funds are available in the account.  Requests must be received no later than the 20th of the month to insure that the payment is made on the last working day of that month.

All DROP/IBO distributions are recorded in the pension (payroll) bank account register.

All DROP/IBO distributions are deducted from the member’s account (computerized record) by the Assistant Director.

Federal income tax withheld from DROP/IBO distributions are electronically remitted to the IRS by the Assistant Director at the time of the distribution.

Copies of the request and/or distribution checks or direct deposit receipts are distributed as follows:

A. One copy to be placed in the recipient’s file.
B. One copy is given to the accountant.
C. One copy is placed in the payment binder in the copy room

On a monthly basis the accountant classifies and records all DROP/IBO distributions in the general ledger.

The accountant also maintains a manual listing of all DROP/IBO distributions for reconciliation purposes.

At the end of each calendar quarter computer generated detailed statements are mailed to all DROP/IBO account holders.  The account balances per the statements are reconciled to balances per the general ledger before the statements are mailed.

See “Monthly Reconciliations” for description of further controls related to these disbursements.




REFUND OF CONTRIBUTIONS

All requests for a refund of contributions (annuity savings) are approved by the Director and/or Assistant Director.  The balance in the member’s account is confirmed prior to approval. Requests must be received no later than the 20th of the month to insure that the payment is made on the last working day of that month, provided that the member is eligible to receive the refund.


A member must be out of service for 30 days before becoming eligible for a refund.  However, the refund check will not be issued until all contributions are received, approximately 60 days after leaving state service.

Approved requests are then given to the accountant who prepares a check drawn on the operating account, classifies and records the disbursement in the general ledger, and gives the check and support documentation back to the Director for signature.

The accountant also maintains a subsidiary record of refunds for reconciliation purposes.

Copies of the request and checks are distributed as follows:

D. One copy to be placed in the recipient’s file.
E. One copy is placed in the payment binder in the copy room

The Assistant Director deducts the amount of the refund from the member’s annuity savings balance (computerized record).  A printout of the adjustment is given to the accountant for verification and recordation.

See “Monthly Reconciliations” for further controls related to a refund of contributions.



SYSTEM TRANSFERS

The dollar amounts and service credit for all system transfers are calculated by the Director and/or Assistant Director.  Such transfers include transfers into our system from other systems and transfers out of our system into other systems.  The cost of the transfer is broken down into employee portions (annuity savings) and employer/interest portions.

Transfers Into the System:

A. The member makes the request and pays the actuary fee of $125.
B. Staff requests a transcript and worksheet from the other system.
C. Upon receipt, the information is forwarded to the system Actuary for an evaluation and recommendation regarding the transfer.
D. The member is notified of his or her options and asked to respond in writing prior to the interest calculation deadline.  If the member responds after or so close to the deadline that the completed transfer will extend beyond, it is this system’s policy to charge an additional thirty (30) days of interest to allow sufficient time for completion.
E. Staff requests the transfer from the other system.
F. Upon receipt of the funds, the Assistant Director adjusts the member’s annuity savings balance (computerized record) to reflect the transaction and submits a copy of the adjustment sheet to the accountant for verification and reconciliation purposes.
G. The Assistant Director notifies the member that the transfer is complete.



Transfer From the System Into Another System:

A. The Assistant Director receives the request for a transcript and worksheet from the other system.
B. The former member’s records are audited for accuracy by the Assistant Director.
C. A worksheet and transcript is prepared (computerized worksheet) to determine the transfer amount.
D. Upon notification from the other system to proceed, the Assistant Director verifies the amount, prepares a check, and completes the transfer.
E. A copy of the adjustment sheet is given to the accountant for verification and reconciliation purposes.

Member purchases and transfers into our system are recorded in the general ledger by the accountant at the time of posting monthly receipts.  

Transfers out of our system are recorded in the general ledger by the accountant at the time of posting monthly disbursements.

See “Annuity Savings” and “Monthly Reconciliations” for description of further controls related to these transfers.

ADMINISTRATIVE ERRORS

LSPRS reserves the right to make corrections due to administrative error.  This may include receiving credit for which credit was previously denied, corrections on retirement estimates, correction of incorrectly paid benefits, and various other administrative errors.  The error and subsequent correction must be reviewed/approved by the Executive Director or the Assistant Director


RETIREMENT APPLICATIONS/CALCULATIONS 

All retirement applications are processed by the Director and/or Assistant Director who also determine retirement eligibility dates, compute benefits, determine applicable tax withholdings and other deductions, and set up computerized records for retirees.

Preparation of retirement estimates:

A. The Director prepares and calculates retirement estimates.
B. Upon preparation of the estimate, the Director may verify accuracy by using the “compute benefits” program.

On a monthly basis the accountant records new retirements in the general ledger by transferring their annuity savings to annuity reserves.

The accountant also maintains a separate listing of new retirees for reconciliation purposes.

All retirements are approved by the Board of Trustees at the next appropriate board meeting.  If a member, for any reason, is dissatisfied with the calculations, counsel received by the staff, or for any other reason he/she is dissatisfied with the retirement results, he/she has the right to appeal to the Board of Trustees within 30 days of the retirement date.  The letter of appeal must be in writing and should be addressed to the Board of Trustees.  At the next scheduled board meeting the trustees will hear the appeal and, if requested, hear testimony from the member.  Within 30 days the Board of Trustees will issue a written response to the member.  



DROP/IBO APPLICATIONS/CALCULATIONS

All DROP, Back DROP and IBO applications and calculations are processed by the Director and/or Assistant Director who also determine eligibility, compute benefits, and set up computerized accounts.

Preparation of DROP, Back DROP and IBO estimates:

C. The Director and/or Assistant Director prepare and calculate retirement estimates.
D. Each estimate is verified by a second individual (Director or Assistant Director)
E. Back DROP estimates may be prepared for one, two, or three years of Back DROP if the member requesting the estimate has obtained eligibility for the stipulated years.

Once a DROP account has been established, the computed monthly benefit is automatically credited to the member’s account during the participation period.

For Back DROP accounts, the member must roll the funds to an outside party, roll the funds to Great West, or take a distribution.  This request must be made at retirement.

A computer generated report is produced each month which lists all benefits credited to DROP accounts during the month. The accountant reconciles month-to-month changes in the monthly reports and uses the reports to record DROP account credits in the general ledger.

All applications are approved by the Board of Trustees.

See “Monthly Reconciliations” for description of further controls related to DROP account benefits.


ANNUITY SAVINGS

Annuity savings is the refundable portion of accumulated retirement contributions made by active, vested, and terminated members.  The annuity savings fund (the total amount of annuity savings) is a legally distinct reserve and is accounted for separately in the system’s general ledger.

Each month UPS provides the system with a listing of all contributions withheld from active members’ pay during the prior month.  The individual contribution amounts are electronically posted to the members’ computerized records and the total contribution amount is posted to the general ledger by the accountant.

When a member retires or enters the DROP program his previous contributions are no longer refundable.  The Assistant Director records an entry in the member’s computerized record to reflect that he no longer has an annuity savings balance.  On a monthly basis the accountant records an entry in the general ledger to transfer the amount of his contributions from annuity savings to annuity reserve.

When a member completes participation in the DROP program and continues active employment, the amount of his post-DROP contributions are classified as annuity savings.

When a member takes a vested retirement, his contributions are refundable (remain classified as annuity savings) until such time as actual retirement.

When a member terminates employment prior to vested or actual retirement, his contributions remain classified as annuity savings until such time that they are refunded.  When a member is refunded, the Assistant Director records an entry in the member’s computerized record to reflect that he no longer has an annuity savings balance, and the accountant on a monthly basis records the refund in the general ledger.

As a result of the above procedures, there are two independent balances maintained for annuity savings throughout the year: the automated balance maintained by the Assistant Director and the general ledger balance maintained by the accountant.  The accountant reconciles the balances on a monthly basis.

At the close of each calendar year statements are mailed to all members having an annuity savings balance.  The balance on these statements is reconciled by the accountant to the general ledger balance prior to mailing.




INVESTMENTS

The custodian bank is responsible for ensuring that all investments and proceeds derived therefrom are fully accounted-for and that all investment income is accurately calculated and timely received and deposited.  Each money manager hired by the system is required to send a quarterly report reflecting investment earnings to the system.

The custodian bank provides the system with detailed monthly statements.  Upon receipt of these statements the accountant performs the following functions:

Determines that opening balances per the statement (portfolio values, cash, accruals) are in agreement with prior month closing balances.
Reviews miscellaneous cash receipt items and verifies that all transfers to the custodial account have been timely and properly credited by the custodian.  Classifies and records the receipts in the general ledger.
Reviews miscellaneous cash disbursement items and traces transfers-out to the system’s demand deposit accounts.  Classifies and records the disbursements in the general ledger.
Reviews asset sales and maturities and verifies the computation of  gain or loss on disposition.  Classifies and records this activity in the general ledger.
Traces all swaps, mergers, etc. to determine that correct cost values have been assigned.
Reviews asset purchases.  Classifies and records this activity in the general ledger.
Classifies and records investment income accruals and investment income receipts for the month.
Prepares a proof of cash activity for the month and agrees the balance per that computation to the ending balance per the statement.
Reconciles all investment acquisitions and dispositions for the month.
Reconciles the beginning and ending income accrual.
Determines that general ledger account balances after posting of the above activity are in agreement with ending balances per the statement. 


PROPERTY CONTROL

The Assistant Director shall appoint a Property Control Manager to maintain all property control records and files applicable reports with the Division of Administration, Office of Property Control.

All equipment and furniture is tagged in accordance with state regulations.

The accountant records all fixed asset acquisitions and dispositions in the general ledger and maintains a subsidiary fixed asset/depreciation schedule.




DATA PROCESSING CONTROLS AND SAFEGUARDS

The system’s active and retiree records are maintained on a local area network (LAN).  The LAN administrator monitors the system and advises the Director and/or Assistant Director of any problems which need addressing.  LSPRS outsources for hardware and software issues that may require maintenance.

LSPRS outsources LAN backups with a company called Venyu, A Backup is performed nightly.  Each workstation should maintain computer records on their H: drives so that all files will be backed up nightly.  

The Director and Assistant Director are the only authorized personnel who may make monetary adjustments to payroll records.  The Assistant Director reviews a print log change report each month in order to track changes made to the records.  Additionally, the Director has authorization to print a change log report at any point in order to review changes to the records.

MONTHLY RECONCILIATIONS

On a monthly basis the accountant reconciles the DROP/IBO accounts and annuity savings.

The DROP, Back DROP, and IBO accounts are reconciled by comparing the general ledger (control) balance to a computer generated printout of individual account balances.

Annuity savings is also reconciled by comparing the general ledger (control) balance to a computer generated printout of individual account balances.

Any discrepancies between the control and subsidiary amounts are investigated and resolved.  The system is presently using Peachtree accounting software for maintenance of the general ledger and production of financial reports.  Access to the general ledger is limited to the accountant.


FINANCIAL REPORTING

The general ledger accounts are maintained on a cost basis during the year in order to facilitate reconciliations and to provide a cleaner audit trail.  At year end the accounts are adjusted to the accrual basis of accounting.

Transactions are classified and posted once a month.  The general ledger is balanced after each posting.

Standard format financial statements (Balance Sheet and Statement of Revenue and Expenses) are prepared at the close of each month.  These statements are intended for internal use only and are prepared primarily for reconciliation purposes and review by management.  Detailed registers and listings are also available for review by management upon request.  

At the close of each fiscal year the accountant makes appropriate adjustments to the accounts and prepares draft financial statements in accordance with GASB 25. A detailed year-to-date general ledger is also produced for use by the system’s independent auditors.


[bookmark: _GoBack]Military Leave Policy

Any person who leaves employment for active military duty in the uniformed services shall be treated as being on military leave of absence during the period of service.  If this should occur, the employee has several options available with regard to service credit for retirement purposes.

If On Paid Leave
· If the employee is on paid leave during the military duty absence, employee contributions shall be reported to LSPRS in the normal fashion.

If On Leave Without Pay
· If the employee is on LWOP (leave without pay), he/she has the option to pay the required employee contributions.  The employee shall make payments directly to DPS in an amount based on the salary that would have been received if working full-time.  DPS will forward the payment, along with the applicable employer portion, to the retirement system.  The employee must contact DPS to make payment arrangements.  Any pay increases during the time on LWOP will increase the amount due.

· If the employee is on LWOP and chooses not to pay the contributions on an on-going biweekly or monthly basis, he/she shall receive retirement credit for eligibility only.  If he/she chooses to purchase the credit toward benefit computation, the employee contributions plus interest must be paid within four years of re-employment after military service.  The employee must contact LSPRS to obtain the cost to purchase the credit.  No credit will be given until payment is received in full.  Please note that employees have a 60-day grace period upon return from active service in which to pay the full amount due with no interest.  If payment is not received in full, the employee shall receive the service toward eligibility only.

· For employees who have chosen to receive the military differential pay (differential pay = payment to the employee of an amount equal to the difference between the employees’ military base pay and his/her state base pay) option, retirement contributions will be deducted from the differential payment and reported to LSPRS.  Differential contribution payments will be deducted from the total amount due to gain the service for benefit computation purposes and the employee will be notified by letter of the amount due, if any.  If there is a balance due, the employee will have four years to pay the remaining balance plus interest.  No credit will be given until payment is received in full.  If payment is not received in full, the employee shall receive credit for the amount paid and credit toward eligibility only for the amount not paid.  In cases of overpayment, if any, the employee will be refunded. 


EMPLOYEE’S SWORN STATEMENT


I have read and understand the following policies of the LA State Police Retirement System (LSPRS):

· I have read, been advised and understand the employee benefits available to me as an employee of LSPRS.
· I have read, been advised and understand the rules of operation, personnel and office policies of LSPRS.
· I have read, been advised and understand the internal controls and confidential nature of information that I may be handling in the scope of my employment.
· I have reviewed and understand LSPRS’ drug policy.
· I have reviewed and understand LSPRS’ equal employment opportunity policy.


Name:___________________________________	Date:___________________
			Signature

Printed Name:_________________________________________________________
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