T TOWSON HR Policy and Faculty/Staff Relations Community Service
UNIVERSITY. Leave Procedures

Requesting, Approving, and Verifying Leave

= The employee completes the Community Service Leave Agreement to Participate in
Community Service and submits it to the supervisor for review and approval.

®=  The supervisor signs the agreement to approve the leave. The agreement is returned to the
employee prior to the community service day.

= The employee takes the signed agreement to the volunteer organization. Upon completion of
service, the volunteer organization completes the verification of volunteer service section of
the agreement.

Recordkeeping and Timesheet Coding
= Upon return to work the employee submits the verified agreement to the supervisor.
= The supervisor maintains the agreement in the department files.

= Using the chart below, the employee codes their timesheet as appropriate and records the
number of community service leave hours used. The supervisor verifies the code and hours
are correct before approving the timesheet.

Employee Classification Timesheet Code

Regular Faculty & Regular Exempt and COMSV
Non-Exempt Staff

Contingent Il Exempt Staff COMCE
Contingent Il Non-Exempt Staff COMCN
Lecturers Record D for duty day. Indicate Community

Service, and the corresponding hours, in
the remarks section.
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