Interpretation of the Administrative Rule
60K-5.032 ADMINISTRATIVE LEAVE
(1) Administrative leave counts as hours of pay, but does not count as hours of work for overtime purposes.
(2) Approval of administrative leave is limited to an amount necessary to bring the employee to full pay, 40 hours of work in the workweek, the number of approved hours in the extended work period or the number of hours in the work period. In no case can the approval of administrative leave cause the employee to exceed 40 hours during the workweek, hours in an approved extended work period, or hours in the regular work period for excluded employees.
60L-23.007 FAMILY OR ADMINISTRATIVE LEAVE FOR FAMILY RESPONSIBILITIES
(1) Each employee is authorized to use one hour of administrative leave per month to participate in the following family activities:
· Involvement in local school activities including preschools and kindergarten through high school. 

· Involvement with or visitation of children in child care centers. 

· Involvement in local school activities, such as tutoring assignments, guest speaking, assisting in career day activities and helping in the after school homework center program, or the Partners for Excellence Program.
QUESTION 1:
What is meant by the "Governor's Mentoring Initiative?"
Interpretation:
Pursuant to Executive Order Number 99-212, the "Governor's Mentoring Initiative" is an effort to improve the quality of life and the quality of education for the children of Florida. It is the intent of this program to introduce caring adults into the lives of children determined to be in need within the community. (The use of administrative leave to benefit an employee's own child is addressed in Section 60L-23.007, F.A.C.)
QUESTION 2:
What is meant by "the aggregated use of up to 4 hours" and how does that compare to the monthly maximum?
Interpretation:
The intent of the Mentoring Program is that, ideally, a participating employee will use one hour of administrative leave per week to consistently participate in a child's life. Because some calendar months have five weeks, a maximum of five hours is allowed. However, when special events warrant, an employee may instead aggregate the use of up to four hours at one time to participate in a specific volunteer activity, if the agency head designee deems such usage appropriate. The agency's policy should be written to specify the criteria that would allow for the use of administrative leave in the aggregate. In general, the use of administrative leave for mentoring or other volunteer activities should be balanced with the needs of the workplace such that no one individual or time of the month is disproportionately impacted.
This rule was implemented to encourage and provide a flexible means by which state employees can volunteer in the local school systems and communities. However, the provisions of this rule were not intended to cover every possible hour of participation by an employee. If the employee were to aggregate as much as four hours in one month (which then precludes him/her from using any more hours for the next three weeks) the opportunity to use a fifth hour in the same calendar month (if needed) would have had to occur prior to the use of aggregated hours or after a sufficient number of weeks had elapsed as per Section 60K-5.032(2), F.A.C. See example below.
Example 

	February
	March

	1st week
	4 hr(s) used
	1 hr(s) used

	2nd week
	0
	4

	3rd week
	0
	0

	4th week
	0
	0

	5th week
	1
	0


When an employee aggregates hours at the end of one month, he/she must then wait a specific number of weeks to be eligible for more administrative leave under this rule. See example below.
	November
	December

	1st week
	0 hr(s) used
	0 hr(s) used

	2nd week
	0
	0

	3rd week
	0
	0

	4th week
	0
	0

	5th week
	4
	4


When considering the specific need of the school for assistance with school assemblies, holiday programs and other activities requiring a block of time, bear in mind that an individual employee's use of aggregated hours should be relatively spaced out month to month as a control measure. Therefore, to ensure the needs of the school or community are met, emphasis should be given to alternating volunteers (other program participants) whenever possible or using alternative approaches to administrative leave (e.g., use of personal leave, flextime, shorter lunch periods).
QUESTION 3:
What is the difference between a mentor and a tutor?
Interpretation:
A mentor is someone willing to devote time to the success of a child through friendship, encouragement and praise. A tutor is someone that is willing to provide one-on-one assistance using structured tutorial materials to increase a child's mastery of reading and/or math concepts.
QUESTION 4:
Can you use administrative leave to volunteer at a school or community organization other than the programs with which the agency has partnered and may an employee's child benefit from the employee's participation?
Interpretation:
Yes. The agency may allow mentor-type volunteering outside the partnered school. These rules allow for the use of administrative leave for mentoring, tutoring, or otherwise engaging in chaperone or teacher's aide duties, and other related school sponsored activities where the employee is an active volunteer rather than a spectator. In cases where the employee may have a child in that particular class, school or community organization (such as Girl Scouts), participation is permissible where, clearly, the class as a whole, the school or the community organization benefit from the employee's participation. Therefore, an employee who is performing a service under the auspices of the Mentoring Program that also involves his/her own child is not precluded from having his/her participation fall under this Mentoring Rule. This should not be confused with the personal benefit that is derived when using administrative leave under Section 60L-23.007, F.A.C., for one-on-one activities that are solely for the benefit of the employee's own child.
QUESTION 5:
Is there any employment policy ramification if a background check was not previously a condition of employment, but is now requested by the school district in order to participate in the Mentoring Program?
Interpretation:
No. The Mentoring Program is a volunteer program and is not a job requirement. Therefore, any background checks are not a term and condition of employment and will not impact employment.
QUESTION 6:
Can I use four hours administrative leave in the aggregate for volunteer activities based on the fact that I did not use any of this type of leave in the previous three weeks?
Interpretation:
No. Administrative leave may not be accrued for later use. When used in the aggregate, the employee may be "advanced" up to three additional hours. Additional administrative leave may not be used until one week has elapsed for every hour taken in the aggregate.
QUESTION 7:
May an employee use administrative leave under Section 60K-5.032(3)(m), F.A.C., and also use family administrative leave during the same month?
Interpretation:
Yes. An employee who volunteers and uses administrative leave in accordance with Section 60K-5.023(3)(m), F.A.C., may also request one hour of administrative leave under Section 60L-23.007(1), F.A.C., for the exclusive benefit of his or her child at the child's school. These administrative leave hours may be used on the same day.
QUESTION 8:
What community service programs may administrative leave be used for under this rule?
Interpretation:
Administrative leave may be used for any community-based activities that serve child, elder or human needs. For example, elder care services; preparation or delivery of meals; feeding the hungry; adult literacy programs; public health and welfare programs; programs that provide relief of human suffering and poverty; education, job training or other services for disabled persons; coaching for local school or community youth recreational programs; programs designed to build and strengthen the character and competence of our youth; and civic organizations involved in community service.
QUESTION 9:
If an employee uses one hour administrative leave participating in a volunteer program and is required to work overtime during the same work period, does the overtime hour get offset?
Interpretation:
Yes. Administrative leave does not count as hours of work for overtime purposes. In accordance with Section 60K-5.032(1) and (2), F.A.C., regardless of the amount of leave originally approved, the employee will only be charged with the amount of administrative leave necessary to bring the employee to a 40-hour workweek, or work period for excluded employees.
QUESTION 10:
What is the supervisor's obligation in considering the needs of the work unit?
Interpretation:
Before granting administrative leave as contemplated by this rule, the needs of the workplace must be given first consideration. On occasion it may be necessary for a supervisor to deny a request for leave when the employee's absence would impact the ability of the work unit to accomplish its mission. Employees are expected to comply with all current requirements of agency policy relative to reasonable notice when making leave requests and documentation of leave used.
QUESTION 11:
Can an employee use administrative leave to volunteer in an activity within his/her church?
Interpretation:
Yes. If the church's role is that of sponsor or facilitator for a community-based project (such as SHARE), an employee may use administrative leave. However, if the activities were primarily for the benefit of the church organization itself (or its religious activities), an employee would need to use his or her annual or compensatory leave.
QUESTION 12:
Can an agency be more restrictive or liberal in the granting of administrative leave under this rule?
Interpretation:
No. Agencies may not restrict or limit administrative leave usage to only those schools and programs in which the agency has chosen to adopt or sponsor. It is the intent of this program to allow employees the use of administrative leave to volunteer through any established school or community-based service program.
QUESTION 13:
Will the agencies be expected to keep track of the number of administrative leave hours used for the Mentoring Program?
Interpretation:
Yes. The COPES System will be programmed to track the actual administrative leave hours paid. However, the COPES System will not reflect any offset of hours. Because of the need to track the actual number of administrative leave hours used for the Mentoring Program, Human Resource Management (HRM) in conjunction with the Office of the Governor's Mentoring Initiative will develop a form for agency's use in monitoring and tracking an employee's usage of hours.
