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BACKGROUND 
 
The LSU Student Health Center (SHC) provides the LSU community with a Primary 
Care Clinic, Specialty Clinics, a Women’s Clinic and other medical services.  The 
Primary Care Clinic is staffed with four doctors and two Nurse Practitioners; while the 
Women’s Clinic is staffed with two doctors.    The doctors or nurse practitioners (both 
hereafter referred to as practitioners) in the Primary Care and Women’s Clinics are 
(non-classified) professional employees. The SHC employs 14 classified nurses and 
two classified certified nursing assistants.   
 
Most of the SHC’s funding comes from required student fees.  In Fiscal Years (FY) 2009 
and 2010 approximately $6.4 million and $7.1 million were collected in SHC fees, 
respectively.  The SHC generated approximately $1.8 million and $1.7 million in 
revenue from sales and services in FY 2009 and FY 2010, respectively. 
 
In January 2011, the (former) Director of the SHC (Director), who also held the title of 
Assistant Vice Chancellor for Student Affairs for LSU, retired.  He held the director 
position for more than 30 years.   
 
This audit was initiated at the request of campus management.  The Legislative 
Auditor’s Office also made us aware of allegations related to the SHC.   

SCOPE AND OBJECTIVES 
 
The scope of work included a review of time and attendance practices from FY 2006-
2011.  The documentation that was reviewed as part of this scope of work included time 
cards from calendar years 2009,  2010, and through May of 2011, work schedules from 
FY2010 and FY2011, and leave data from May 2005 to present.   
   
The objectives of this audit were to: 
 

 Identify leave and time & attendance practices at the SHC and determine 
compliance with applicable policy; 

 Determine the effectiveness of internal controls regarding leave and time & 
attendance administration at the SHC. 

METHODOLOGY  
 
Appropriate members of the staff and management at the SHC were interviewed to gain 
an understanding of leave and time & attendance management practices.  In addition, 
documents, such as leave request, time cards, and schedules, as available, were 
reviewed to gain documentation regarding practitioner’s schedules and leave requests.   
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FINDINGS  
 
Leave management practices and time & attendance practices implemented and 
administered by management at the SHC were not in compliance with Permanent 
Memoranda 20, Policy Statements 12 and 61 and Civil Service Rule 15.2.   

 
Practitioner Leave 
 
With regard to the practitioners, leave administration practices did not comply with PM-
20: Leave Policies for Academic and Unclassified Employees and Classified 
Personnel.  It states that “annual leave…..may be used for any personal purpose at 
any time after it is credited contingent upon departmental or other designated approval.”  
“Advancing of sick leave or annual leave credits is not permitted. “  According to PS-12: 
Leave Guidelines for Academic, Professional and Classified Employees: 

 It is the responsibility of the department head or his/her designee to receive and 
review requests for all leaves of absence and approve or disapprove such 
requests in accordance with University policy.   

 Under no circumstances may an employee be advanced leave.   

 If paid leave is neither available nor appropriate, leave without pay shall be 
charged. 

 
A review of work schedules and  leave records and interviews with practitioners 
indicated that SHC management utilized procedures that would ensure practitioners 
would be given paid time off of work (leave) during the semester and during semester 
breaks, regardless of respective accrued leave balances. The Director confirmed that 
this practice was, in fact, in place during his tenure and originated prior to his 
employment with the SHC in 1973.  He indicated that this was done with the knowledge 
of various campus administrators throughout the 37 years he managed the Center.  He 
stated, however, that no written authorization exists.     
 
The following specific findings were noted: 
 
1) The chief of staff established work schedules for each semester1 and between 

semesters (breaks) during the academic year.  For example, patients were not seen 
from approximately on or after the day of commencement ceremonies until 
approximately a week prior to the start of the next semester in the Fall and Spring.  
The Primary Care Clinic remained open for direct patient care, but a rotating 
schedule was established where practitioners would essentially work half of the 
semester breaks.  As days-off-work were taken, if accrued leave balances were less 
than what was requested on the leave request form(s), the leave system would not 
be updated.  During subsequent months, attempts would be made to enter the hours 
to the degree possible as additional leave accrued.  This resulted in leave being 

                                                
1
 The term semester refers to the summer, fall and spring academic sessions. 
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advanced to employees and, in some situations, not being accounted for in the 
University’s leave and payroll systems at all.   
 

2) Examples of non-compliance were revealed after reviewing work schedules, leave 
slips, historical (system) leave data and discussions with employees.  These 
included, but were not limited to:    
 
a) Historical leave data revealed that in FY 2011 all practitioners except the Chief of 

Staff were advanced leave on at least one occasion. For example: 
 

 Four practitioners began having leave advanced in July. 

 Two practitioners began having leave advanced in August. 

 One had leave advanced in January, the first month of employment, before 
any accrual took place. 
 

b) According to the employee responsible for the entry of leave, she was directed 
by the Director not to place the practitioners in LWOP status.  Presumably to 
comply with this directive, she held leave requests which, had they been posted, 
would have place the practitioners in LWOP status.  Once the practitioners had 
subsequently accrued sufficient leave, she then posted the leave using an 
arbitrary date.  This occurred on 23 occasions in FY 2009, 14 in FY 2010, and 33 
in FY 11. 
 

c) As of July 21, 2011, at least 16 leave slips totaling 456 hours (the equivalent of 
approximately 57 days) for 7 different practitioners were not entered into the 
leave system.  

 
d) One practitioner (effective appointment date of January 3, 2011) requested, 

received approval for, and took 32 hours annual leave from January 4-7, 2011.  
In an interview, this practitioner indicated that she was not at work on these 
dates.  It was noted that this leave was entered as “other leave” in the leave 
tracking system in June 2011 after fieldwork had started.  “Other leave” is not 
charged against the employee’s leave balance; rather it is considered an 
administrative leave and is limited to specific types of absences defined in PM-
20. 
 
According to PM-20 leave that falls into an “other “category includes:  

 

 Civil Leave,  Compensatory Leave, 

 Holiday Leave,   Sabbatical Leave, 

 Leave of Absence Without Pay,   Military Leave, 

 Educational Leave (Educational leave provisions are covered in PM-12),   

 Special Leave, and Personal Leave – Academic and Unclassified Employees on 
Academic Year Employment. 
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e) The work schedule for a practitioner for May 24-27, 2010, indicates that she was 
not scheduled to work.   She requested and had leave approved for these dates, 
but the leave was not entered into the system.  In fact, no leave was entered into 
the LSU’s leave system for this practitioner for all of FY 2010.  

 
f) On April 18-22, 2011, (LSU’s Spring Break) two practitioners were scheduled to 

work.  Of the other four: 
 

 One had a leave slip on file and had leave properly entered into the system.  

 One did not have a leave slip on file and had no leave entered into the 
system. 

 One had a leave slip on file but the leave was not entered into the system (as 
of July 12, 2011).  

 One had a leave slip on file but had the leave entered incorrectly (the wrong 
dates were entered).   

 
g) On May 23-27, 2011, two practitioners that were not scheduled to work, 

requested, received approval for, and took 40 hours of annual leave, 
respectively.  This leave was not reflected in the system as of fiscal year end 
(June 30, 2011). 

 
3) According to the chief of staff, he “inherited” his role in the administration of leave in 

1993, suggesting that he continued to follow existing practices established by the 
Director.  The chief of staff acknowledged creating and controlling a set of 
documents to track practitioners leave activity in the Primary Care Clinic.  These 
documents differed from the leave activity actually reported in University systems 
which are used for calculation of employee compensation and benefits.  For most 
practitioners, these documents reflect negative leave balances indicating leave 
taken exceeding accrued leave balances.    The chief of staff indicated that he uses 
this information to demonstrate to practitioners that their jobs at the SHC are “damn 
good jobs”, additionally agreeing that this practice enables practitioners to receive 
benefits beyond those provide to other University employees.  In fact, it was 
suggested by some practitioners that they should be treated differently from other 
employees.   

 
These practices do not comply with the previously mentioned provisions of PM-20 and 
PS-12.   
 
“Shopping Day” Off   

 
In addition to the cited PM-20 and PS-12 provisions, for classified staff (non-
practitioners), Civil Service Rule 15.2 states “appointing authorities are required to 
document their certification of correct recording of time and attendance for each pay 
period.  Each employee is also required to certify their time and attendance for each 
pay period either in writing or via secure electronic means such as an email from a 
password protected account.  Agencies should have established systems for 
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recording time worked, leave taken, and the fact that actual service was rendered 
during work times as well as the review and certification of this information by the 
appointing authority or his designee.”    
 
Annually, SHC management “granted” a paid day off to all employees at the SHC 
without requiring the use of leave.  SHC management and staff referred to these as 
“Shopping Days” or “SD”.  (Based on an account given by one administrator, who has 
been employed at the SHC for 20 years, the practice was in place when he was hired.)  
It was not possible to determine when this practice started as it was not documented.  
Based on accounts given by all members of administrative management (excluding the 
current director), they were notified by Director in department head meetings to give 
their respective staffers a day off to conduct personal business during the months of 
November, December or January.  A review of meeting agendas from the December 
2006, 2007 and 2008 meetings further verified the existence of “shopping days” as all 
included a discussion item of “SD.”   
 
According to the supervisors and staff members interviewed, non-classified employees 
would notify their respective manager of the day they would be taking off but did not 
submit a leave slip.  Thus, no documentation was available to demonstrate the extent to 
which non-classified employees used this “shopping day.”  With regard to non-classified 
staff, these practices did not comply with the previously cited provisions of PM-20 and 
PS-12.  According to the supervisors interviewed, classified employees would turn in 
leave slips that indicated “other” as the type of leave.  “Other” leave is recorded in the 
leave system but it is not deducted from accrued leave balances.     
 
An analysis of leave data for all classified staff for the period of FY2009-FY2011 was 
completed.  In FY2009, 33 classified employees took a day of leave that was classified 
as “other” during the time of the year that “shopping days” were granted.  This occurred 
on 34 occasions in FY2010 and 33 in FY2011.  No documentation was provided to 
demonstrate that these days were something other than a “shopping day.” 
 
Nurse Lunch Breaks  
 
According to SHC management (including the nurse manager), nurse’s daily schedules 
during semester breaks included a two hour lunch break.  It was common practice for 
nurses to not clock out if the extended lunch was taken.  Thus, it could not be 
determined by reviewing time cards to what extent nurses took these extended lunches.  
The nurse manager indicated that her role in managing this type of schedule was 
authorized by Director and that all practices regarding nurse’s schedules were in place 
when she was hired in 2005.   According to the nurse manager, she would create 
internal schedules that would generally allow half of the nursing staff to take lunch from 
10:30 AM to 12:30 PM and the other half from 12:30 PM to 2:30 PM.  With regard to 
nurse lunch breaks, these practices do not comply with the previously cited provisions 
of Civil Service Rule 15.2, PM-20, and PS-12. Nurses at the SHC are classified 
employees and according to policy are allowed a 30 minute lunch and two 15 minute 
breaks.    
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Overtime Administration 

 
PS 61: Overtime Policy states “…Departments which frequently require classified 
employees to work overtime (paid and/or compensatory time) must develop written 
procedures for administering overtime.  The department must make the procedures 
known to their employees.  The procedures should contain the method of authorizing 
overtime, advance notification, and selection for overtime work and criteria for 
determining mode of payment (i. e., compensatory time or payment).” SHC does not 
have a written policy in place to govern overtime for its classified employees.   
 
According to PS-61, the Compensation Section of Human Resources should be 
contacted if an employee earns an amount of overtime more than $5000 or 30% of 
his/her base salary.   
 
A review of personnel expenses revealed an annual average of $17,000 in overtime in 
total at the SHC for the four year period ended June 30, 2011.  Approximately 34% or 
an annual average of $5,900 of this overtime expense is attributable to the overtime 
reported by the Radiologic Technician Supervisor, a classified employee.  In this case, 
there is no evidence of SHC having contacted Human Resources.  A review of his time 
cards from January 2009 to June 2011 revealed the time cards submitted for payroll 
processing were not signed by any manager/supervisor to indicate approval.   
 
These non-compliant management practices at the SHC have resulted in the following:   
 

1. Giving practitioners an added benefit of paid time off, regardless of practitioners’ 
leave accrual balances, while ensuring that each practitioner in the SHC would 
not be placed on LWOP status.   

 
2. Employees being given, and in most cases, taking days off that were not 

deducted from any annual accruals that may or may not have been present. 
 

3. University records not accurately reflecting the leave activity and correct leave 
balances. 

RECOMMENDATIONS  
 
Management should ensure that practitioners’ work schedules and leave practices 
comply with University policy and state laws and regulations.   Any changes to policy 
deemed necessary and which are consistent with state law should be presented 
through normal channels to the Chancellor and, if applicable, Board of Supervisors.  
Likewise, management should establish work schedules and leave practices for 
classified employees (non-practitioners) which comply with applicable policy and Civil 
Service Regulations. Management should reinforce with managers and supervisors 
their responsibilities related to employee compliance with relevant University policies 
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and Civil Service Regulations.  Management should also evaluate whether key SHC 
administrative functions are properly managed and staffed. 
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APPENDIX A—MANAGEMENT’S RESPONSE TO THE FINDINGS AND 
RECOMMENDATIONS 
 
In a letter dated September 9, 2010 the university concurred with all the findings in the 
report and presented corrective plans of action. The response is included in its entirety 
as Appendix A to this report. 
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