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Purpose

(PSOR\HHV¶�FRQVLVWHQW�DGKHUHQFH�WR�HVWDEOLVKHG�ZRUN�VFKHGXOHV�LV�QHFHVVDU\�IRU�WKH
VXFFHVVIXO�RSHUDWLRQ�RI�WKH�&ROOHJH�DQG�DQ�HVVHQWLDO�IXQFWLRQ�IRU�DOO�SRVLWLRQV��2WKHU�WKDQ
LQ�FDVHV�RI�FHUWDLQ�TXDOLI\LQJ�DEVHQFHV��HPSOR\HHV�DUH�H[SHFWHG�WR�EH�ZRUNLQJ��ZKHWKHU
RQ�FDPSXV�RU�UHPRWHO\�ZKHQ�SHUPLWWHG�FRQVLVWHQW�ZLWK�RWKHU�DSSOLFDEOH�&ROOHJH�SROLFLHV�
ZKHQ�VFKHGXOHG�RU�DVVLJQHG�WR�ZRUN�

7R�SUHYHQW�LQFRPH�ORVV�LQ�FDVHV�RI�TXDOLI\LQJ�DEVHQFHV�DQG�LQ�FRPSOLDQFH�ZLWK
DSSOLFDEOH�ODZ��WKH�&ROOHJH�KDV�LQVWLWXWHG�D�VLFN�OHDYH�SROLF\�

1.0 Eligibility

$OO�HPSOR\HHV�DUH�HOLJLEOH�WR�UHFHLYH�DQG�XVH�SDLG�VLFN�OHDYH�

)XOO�WLPH�VWDII�DQG�DGPLQLVWUDWLYH�HPSOR\HHV��L�H���WKRVH�ZKR�DUH�UHJXODUO\�VFKHGXOHG�WR
ZRUN�DW�OHDVW������KRXUV�SHU�ZHHN�IRU�DW�OHDVW����ZHHNV�SHU�\HDU��DUH�HOLJLEOH�IRU�VLFN
OHDYH�EHQHILWV�DV�VHW�IRUWK�LQ�VHFWLRQ������EHORZ�

3DUW�WLPH�VWDII�DQG�DGPLQLVWUDWLYH�HPSOR\HHV��L�H���WKRVH�ZKR�DUH�UHJXODUO\�VFKHGXOHG�WR
ZRUN�DW�OHDVW����KRXUV�SHU�ZHHN��EXW�OHVV�WKDQ������KRXUV�SHU�ZHHN��IRU�DW�OHDVW���
ZHHNV�SHU�\HDU��DUH�HOLJLEOH�IRU�VLFN�OHDYH�EHQHILWV�DV�VHW�IRUWK�LQ�VHFWLRQ�����EHORZ�

$OO�RWKHU�VWDII�DQG�DGPLQLVWUDWLYH�HPSOR\HHV�DUH�HOLJLEOH�IRU�VLFN�OHDYH�EHQHILWV�DV�VHW�IRUWK
LQ�VHFWLRQ�����EHORZ�

2.0 Use of Sick Leave



2.1 Reasons for Using Sick Leave

([FHSW�WR�WKH�H[WHQW�DQRWKHU�&ROOHJH�SROLF\�RU�SXEOLVKHG�GLUHFWLYH�SURYLGHV�IRU�DGGLWLRQDO
SHUPLVVLEOH�XVHV��HPSOR\HHV�PD\�XVH�SDLG�VLFN�OHDYH�RQO\�IRU�WKH�IROORZLQJ�UHDVRQV�

D� WR�FDUH�IRU�WKH�HPSOR\HH¶V�RZQ�SK\VLFDO�RU�PHQWDO�LOOQHVV��LQMXU\��RU�RWKHU�PHGLFDO
FRQGLWLRQ�WKDW�UHTXLUHV�KRPH��SUHYHQWDWLYH��RU�SURIHVVLRQDO�FDUH�

E� WR�FDUH�IRU�D�FKLOG��SDUHQW��VSRXVH��RU�SDUHQW�RI�D�VSRXVH�ZKR�LV�VXIIHULQJ�IURP�D
SK\VLFDO�RU�PHQWDO�LOOQHVV��LQMXU\��RU�RWKHU�PHGLFDO�FRQGLWLRQ�WKDW�UHTXLUHV�KRPH�
SUHYHQWDWLYH�RU�SURIHVVLRQDO�FDUH�

F� WR�DWWHQG�URXWLQH�PHGLFDO�DQG�GHQWDO�DSSRLQWPHQWV�IRU�WKHPVHOYHV�RU�IRU�WKHLU�FKLOG�
SDUHQW��VSRXVH��RU�SDUHQW�RI�D�VSRXVH�

G� WR�DGG� U�





(PSOR\HHV�PD\�FKRRVH��DQG�WKH�&ROOHJH�PD\�DOVR�UHTXLUH�HPSOR\HHV��WR�XVH�HDUQHG�VLFN
WLPH�WR�UHFHLYH�SD\�IRU�HOLJLEOH�DEVHQFHV�XQGHU�RWKHU�OHDYH�SROLFLHV�LI�WKRVH�DEVHQFHV�ZRXOG
RWKHUZLVH�EH�XQSDLG�

5.0 Accrued and Unused Sick Leave at Termination.

5.1 Sick Leave at Termination

8QXVHG�VLFN�OHDYH�LV�QRW�SDLG�RXW�XSRQ�VHSDUDWLRQ�IURP�HPSOR\PHQW���+RZHYHU��EHFDXVH
VRPH�KRXUO\�HPSOR\HHV�KDYH�DFFUXHG�DQG�UHWDLQHG�D�VLJQLILFDQW�DPRXQW�RI�VLFN�WLPH
XQGHU�&ROOHJH�SROLFLHV�SUHYLRXVO\�LQ�HIIHFW��WKH�&ROOHJH�KDV�SUHVHUYHG�WKH�IROORZLQJ�VLFN
WLPH�SD\RXW�SROLF\�DV�DQ�H[FHSWLRQ�WR�WKLV�UXOH�

+RXUO\�SDLG�HPSOR\HHV�ZKR�DUH�DJHG����RU�ROGHU�DQG�KDYH�WHQ������RU�PRUH�\HDUV�RI
FXUUHQW�FRQVHFXWLYH�IXOO�WLPH�VHUYLFH�DW�WHUPLQDWLRQ��ZLOO�EH�SDLG�RXW�WKHLU�DFFUXHG�DQG
XQXVHG�VLFN�OHDYH�RQ�WKH�IROORZLQJ�VFKHGXOH�

Consecutive Years of Service Prior
to Retirement Eligible Termination

Sick Leave Payout Up To & Including

�������\HDUV ���GD\V
������\HDUV ���GD\V
������\HDUV ���GD\V
����\HDUV ���GD\V

6.0 Procedures for Requesting Sick Leave

6.1 How to Request Sick Leave; Employee and Supervisor Responsibilities

,Q�WKH�FDVH�RI�D�VFKHGXOHG�DEVHQFH��WKH�HPSOR\HH�VKRXOG�QRWLI\�WKHLU�VXSHUYLVRU�RU
GHSDUWPHQW�KHDG�DV�IDU�LQ�DGYDQFH�DV�SRVVLEOH�DQG��LI�WKH�HPSOR\HH�ZLOO�EH�DEVHQW�IURP
ZRUN�IRU�PXOWLSOH�GD\V��WKH�HPSOR\HH�PXVW�DOVR�JLYH�WKH�H[SHFWHG�GDWH�RI�UHWXUQ�WR�ZRUN�
+RZHYHU��D�VXSHUYLVRU�PD\�QRW�UHTXLUH�PRUH�WKDQ�VHYHQ�����GD\V¶�QRWLFH�IRU�D�VFKHGXOHG
DEVHQFH�

,Q�WKH�FDVH�RI�DQ�XQVFKHGXOHG�DEVHQFH��DQ�HPSOR\HH�ZKR�LV�DEVHQW�RU�ODWH�EHFDXVH�RI
LOOQHVV��RU�DQ\�RWKHU�UHDVRQ��PXVW�FDOO�WKHLU�LPPHGLDWH�VXSHUYLVRU�RU�GHSDUWPHQW�KHDG�DV
HDUO\�DV�SRVVLEOH�SULRU�WR�WKH�UHJXODU�VFKHGXOHG�VWDUWLQJ�WLPH�WR�UHSRUW�WKH�DEVHQFH��WKH
UHDVRQ�IRU�WKH�DEVHQFH�DQG�WKH�H[SHFWHG�GDWH�RI�UHWXUQ�WR�ZRUN��,I��EHFDXVH�RI�DQ
HPHUJHQF\��WKH�HPSOR\HH�FDQQRW�FDOO�LQ�DGYDQFH��WKH\�PXVW�FDOO�WKHLU�LPPHGLDWH
VXSHUYLVRU�RU�GHSDUWPHQW�KHDG�DV�VRRQ�DV�SRVVLEOH��ZLWK�WKH�VDPH�LQIRUPDWLRQ�DQG�WKH
UHDVRQ�V��ZK\�KH�RU�VKH�ZDV�QRW�DEOH�WR�JLYH�DGYDQFH�QRWLFH�IRU�WKH�DEVHQFH���$
UHVSRQVLEOH�WKLUG�SDUW\��VXFK�DV�D�VSRXVH�RU�UHODWLYH��PD\�DOVR�SURYLGH�VXFK�QRWLFH�LI�WKH
HPSOR\HH�LV�LQFDSDFLWDWHG�RU�RWKHUZLVH�XQDEOH�WR�GR�VR�SHUVRQDOO\���6LFN�OHDYH�PD\�QRW
EH�LQYRNHG�DV�DQ�H[FXVH�WR�EH�ODWH�IRU�ZRUN�RU�WR�OHDYH�HDUO\�IURP�ZRUN�XQOHVV�RQH�RI�WKH
UHDVRQV�LQ�6HFWLRQ�����DSSOLHV�

,Q�JHQHUDO��WKH�HPSOR\HH�PXVW�NHHS�WKHLU�LPPHGLDWH�VXSHUYLVRU�RU�GHSDUWPHQW�KHDG
LQIRUPHG�DERXW�WKHLU�VWDWXV�DQG�H[SHFWHG�GDWH�RI�UHWXUQ�WR�ZRUN��,I�DQ�HPSOR\HH�FDQQRW
UHWXUQ�WR�ZRUN�RQ�WKHLU�H[SHFWHG�GDWH�RI�UHWXUQ��WKH\�PXVW�QRWLI\�WKH�VXSHUYLVRU�RU
GHSDUWPHQW�KHDG�DV�PXFK�LQ�DGYDQFH�DV�SRVVLEOH��DQG�LQFOXGH�D�QHZ�H[SHFWHG�GDWH�RI
UHWXUQ��(PSOR\HHV�VKRXOG�H[SODLQ�WKH�UHDVRQ�IRU�WKH�DEVHQFH��H�J���D�PHGLFDO
DSSRLQWPHQW�IRU�WKH�HPSOR\HH��D�PHGLFDO�DSSRLQWPHQW�IRU�WKH�HPSOR\HH¶V�FKLOG��EXW�DUH
QRW�UHTXLUHG�WR�H[SODLQ�WKH�QDWXUH�RI�WKH�FRQGLWLRQ��H�J���WKH�PHGLFDO�FRQGLWLRQ�RU



GLDJQRVLV�QHFHVVLWDWLQJ�WKH�OHDYH��

,Q�JHQHUDO��LPPHGLDWH�VXSHUYLVRUV��GHVLJQDWHG�GHSDUWPHQW�WLPHNHHSHUV��RU�GHSDUWPHQW
KHDGV�PXVW�PDQDJH�WKH�DEVHQFHV�RI�WKH�HPSOR\HHV�ZKR�UHSRUW�WR�WKHP���7KLV�LQFOXGHV
HQVXULQJ�VXFK�DEVHQFHV�DUH�UHFRUGHG�IRU�SD\UROO�SXUSRVHV�DQG�QRWLI\LQJ�+XPDQ
5HVRXUFHV�LI�WKH�HPSOR\HH�ZLOO�EH�RXW�IRU�WKUHH�����RU�PRUH�FRQVHFXWLYH�GD\V�RU�LI�WKH
HPSOR\HH�GRHV�QRW�UHWXUQ�WR�ZRUN�RQ�WKHLU�H[SHFWHG�GDWH�RI�UHWXUQ�RU�UHTXHVWV�D�GLÌ �ZLHRQ�U�O �HV  HG� U � W�H[SHFWH


