Sick Leave Policy 

Sample Policy #1
Sick Leave
Sick Leave is intended to provide continuity of income to the employee in the event of health related issues that prevent the employee from working his or her regularly paid hours.

Uses

Sick Leave may be used for the following reasons:


· Temporary illness or disability.

· Pregnancy or childbirth.

· Medical or dental appointments.

· Attendance to temporary illnesses, temporary disabilities, medical appointments or dental appointments of the employee’s immediate family members where the employee’s assistance is required.  (Immediate family is defined as a spouse, child, parent, sibling, grandparent, grandchild or immediate in-laws.  Other relationships may be approved on a case-by-case basis by the Director without setting precedent.)

Accumulation

Sick Leave begins to accrue with the first full pay period that an employee works.  Sick Leave may be used after it is earned.

Full time staff accumulates 8 hours of Sick Leave per month (3.69 hours per pay period).  Semi-full time staff accumulates 4 hours of Sick Leave per month (1.84 hours per pay period).

Employees may accumulate up to 960 hours (120 days) of Sick Leave.  All employees are encouraged to accumulate enough Sick Leave to cover extended illness, temporary disabilities, or hospitalization.

Sick Leave may not be taken in excess of the hours accumulated.  Employees who have exhausted their Sick Leave accumulations but who require additional leave time may be granted use of other types of leave with their supervisor’s approval.

Reporting process

Anticipated absences should be reported to the employee’s supervisor (or designated representative) by the start of the work period if not earlier.  Employees with unreported absences may be denied pay for work hours missed and be subject to disciplinary action.  Employees who take Sick Leave should also notify their supervisor of their ability to work their next scheduled workday.

Abuse

Suspected abuse of Sick Leave may lead to disciplinary action.  The Library also reserves the right to require documentation from the employee to support the use of Sick Leave.  Such supporting documentation, however, will not negate the Library’s right to discipline any suspected abuses of Sick Leave.

Conversion

Employees who have accumulated more than 240 hours (30 days) of Sick Leave may convert unused Sick Leave in excess of the 240 hours into vacation days at any time under the following guidelines:

· Such conversions will be accomplished at a rate of four sick days to one vacation day.

· Such conversions may not cause the employee to exceed the 240 hour (30 day) limitation on accumulation of Vacation Leave.  

· Conversions of Sick Leave will not be automatic at the time of separation.  Conversions must be must made prior to the employee’s last day of employment.

· Under no circumstances will an employee, at the time of separation from service, receive cash payment for unused Vacation Leave in excess of 240 hours (30 days).

· Conversions are final and may not be reconverted back into Sick Leave.

All conversions must be approved by the Director prior to the use of converted time.

Compensation for unused Sick Leave

Employees will not be compensated for unused Sick Leave under any conditions.

Suspension of Sick Leave

The use of Sick Leave will be suspended without proper authorization by a doctor when an employee has given the Library notice of intent to resign or retire.  The use of Sick Leave will also be suspended without proper authorization by a doctor when an employee has been notified of separation or termination.

Sick Leave and worker’s compensation

Worker’s compensation insurance provides salary compensation to employees who are injured while performing their work duties after the employee has missed seven consecutive, calendar days of work.  The employee will use Sick Leave until worker’s compensation benefits begin.
Sample Policy #2
Sick Leave
Sick leave is earned at the following rate:



40 hr. / week worked earns 8 hr. / month



20-39 hr. /week worked earns 4 hr. /month

Sick leave may be accumulated for total of not more than 36 days.

Sick leave is granted only when an employee is incapacitated by illness or injury; when hospitalized or confined for observation following illness or injury; when absent for medical, dental, or optical examination or treatment; or when quarantined following exposure to a contagious disease. In the event of critical or server illness in the immediate family (father, mother, sister, brother, spouse, child residing with the employee, immediate in-laws, or other person residing in the same household.) sick leave may be taken.

No terminal pay will be authorized for accumulated sick leave.

Employees who are absent more than three days for unconfirmed illness may be required by the department head to submit a physician’s statement.

When taking a day of sick leave the immediate supervisor or library director must be notified within a reasonable time period (not to exceed one hour.) of the scheduled time to work.

If the sick leave privilege is abused, a doctor’s certificate may be required for any sick leave is taken.

Misuse of sick leave shall constitute grounds for dismissal or other appropriate disciplinary action.

Sample Policy #3
Sick leave  

All full-time employees shall earn sick leave at the rate of seven (7) hours for each completed calendar month of service, exclusive of leave of absence without pay.
Unused sick leave may be accumulated to a maximum of 630 hours (90 days).

Sick leave may be used in half-hour units.  Periods less than that will be counted as one-half (1/2) hour.

Absences must be reported to the Director as early as possible on the day(s) of occurrence.  Employees are automatically docked for work missed if they do not call to report within two (2) hours after the time they were scheduled to report for duty.  Reporting illness upon return to work is not acceptable.

The library reserves the right to require medical statements to support the use of sick leave.  Failure to provide requested documentation may result in no pay for the period in question.  When an employee misses three days in any three months, she will be required to submit a doctor’s excuse to return to work.

Sick days may not be used immediately prior to or following annual leave or holidays unless a doctor's excuse is provided.

Part-time employees are not entitled to paid sick leave.

Upon retirement from the library, unused sick leave will roll over into the employee’s account.

Sick leave may be utilized by employees when they are unable to perform their duties because of:

     a)  Sickness or injury, or when the individual is quarantined;

     b)  Medical, dental or optical examinations and/or treatment;

     c)  Pregnancy or adoption;

     d)  Required care of a sick or injured member of their immediate        

          family for reasonable period of time; or  

     e) Death in an employee's immediate family.
[sample policy posted 3/17/2011]
