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Purpose

Employeesô consistent adherence to established work schedules is necessary for the
successful operation of the College and an essential function for all positions. Other than
in cases of certain qualifying absences, employees are expected to be working (whether
on campus or remotely when permitted consistent with other applicable College policies)
when scheduled or assigned to work.

To prevent income loss in cases of qualifying absences and in compliance with
applicable law, the College has instituted a sick leave policy.

1.0 Eligibility

All employees are eligible to receive and use paid sick leave.

Full-time staff and administrative employees (i.e., those who are regularly scheduled to
work at least 27.5 hours per week for at least 40 weeks per year) are eligible for sick
leave benefits as set forth in section 3.1, below.

Part-time staff and administrative employees (i.e., those who are regularly scheduled to
work at least 20 hours per week, but less than 27.5 hours per week, for at least 40
weeks per year) are eligible for sick leave benefits as set forth in section 3.2 below.

All other staff and administrative employees are eligible for sick leave benefits as set forth
in section 3.3 below.

2.0 Use of Sick Leave



2.1 Reasons for Using Sick Leave

Except to the extent another College policy or published directive provides for additional
permissible uses, employees may use paid sick leave only for the following reasons:
a. to care for the employeeôs own physical or mental illness, injury, or other medical

condition that requires home, preventative, or professional care;

b. to care for a child, parent, spouse, or parent of a spouse who is suffering from a
physical or mental illness, injury, or other medical condition that requires home,
preventative or professional care;

c. to attend routine medical and dental appointments for themselves or for their child,
parent, spouse, 



Employees who use sick leave for reasons other than those listed in Section 2.1, fail to
follow the call-in procedures, have patterned absenteeism, or absenteeism unsupported
by medical documentation where documentation has been requested, may be subject
to discipline, up to and including discharge.  For example, if an employee is exhibiting a
clear pattern of taking leave on days just before or after a weekend, vacation, or holiday,
the College may discipline the employee for misuse of earned sick time, unless the
employee provides verification of authorized use. Supervisors must consult with Human
Resources before disciplining employees for violations of this policy or other sick leave
abuse.

3.0 Sick Leave Allotments and Accruals

3.1 Full-Time Employees

Full-time



Employees may choose, and the College may also require employees, to use earned sick
time to receive pay for eligible absences under other leave policies if those absences would
otherwise be unpaid.

5.0 Accrued and Unused Sick Leave at Termination.

5.1 Sick Leave at Termination

Unused sick leave is not paid out upon separation from employment.  However, because
some hourly employees have accrued and retained a significant amount of sick time
under College policies previously in effect, the College has preserved the following sick
time payout policy as an exception to this rule.

Hourly paid employees who are aged 55 or older and have ten (10) or more years of
current consecutive full-time service at termination, will be paid out their accrued and
unused sick leave on the following schedule:

Consecutive Years of Service Prior
to Retirement Eligible Termination

Sick Leave Payout Up To & Including

10 -14 years 20 days
15-19 years 30 days
20-24 years 40 days
25+ years 60 days

6.0 Procedures for Requesting Sick Leave

6.1 How to Request Sick Leave; Employee and Supervisor Responsibilities

In the case of a scheduled absence, the employee should notify their supervisor or
department head as far in advance as possible and, if the employee will be absent from
work for multiple days, the employee must also give the expected date of return to work.
However, a supervisor may not require more than seven (7) daysô notice for a scheduled
absence.

In the case of an unscheduled absence, an employee who is absent or late because of
illness (or any other reason) must call their immediate supervisor or department head as
early as possible prior to the regular scheduled starting time to report the absence, the
reason for the absence and the expected date of return to work. If, because of an
emergency, the employee cannot call in advance, they must call their immediate
supervisor or department head as soon as possible, with the same information and the
reason(s) why he or she was not able to give advance notice for the absence.  A
responsible third party (such as a spouse or relative) may also provide such notice if the
employee is incapacitated or otherwise unable to do so personally.  Sick leave may not
be invoked as an excuse to be late for work or to leave early from work unless one of the
reasons in Section 2.1 applies.

In general, the employee must keep their immediate supervisor or department head
informed about their status and expected date of return to work. If an employee cannot
return to work on their expected date of return, they must notify the supervisor or
department head as much in advance as possible, and include a new expected date of
return. Employees should explain the reason for the absence (e.g., a medical
appointment for the employee, a medical appointment for the employeeôs child) but are
not required to explain the nature of the condition (e.g., the medical condition or




