Sick Leave Policy

Purpose

The company recognizes that some employee absences are unavoidable due to illness or injury and can create a monetary hardship for the employee. Therefore, it is the company's intention to provide sick leave that will allow employees to be paid during periods of illness or injury, subject to the employee's sick leave balance. 

Policy

Full-time regular employees will receive 64 hours of paid sick leave per year,=, and part-time regular employees (working at least 20 hours per week) will receive 32 hours of paid sick leave per year, which is accrued monthly.

Sick leave can be used for the illness or injury of the employee or a member of the immediate family (parent, spouse, or child of the employee) requiring the presence of the employee. 

Full-time regular employees in exempt job classifications must use sick leave in full-day increments only. Part-time regular employees and employees in non-exempt job classifications can use sick leave in partial day increments.

Unused sick leave accrual will continue to accumulate each year up to a maximum of 128 hours for full-time employees and 64 hours for part-time employees.  Upon reaching the maximum, the employee’s accrual will stop until their balance drops below the maximum. 

Employees who have used all accrued sick leave may use vacation or time without pay with approval of their supervisor/manager. 

Employees who are absent due to illness, who do not have accrued sick leave, will take the leave without pay.

Employees who are on a medical disability leave may coordinate their sick leave with disability benefits.

Employees using sick leave for more than 80 consecutive work hours must be placed on medical leave of absence.

It is the responsibility of the supervisor/manager to monitor their employees' sick leave use, and to maintain acceptable attendance standards.

An employee may be requested to provide a physician's note.

Employees must notify their manager of their absence due to illness by calling the manager no later than 30 minutes after the start of their regularly scheduled shift.

Human Resources will determine if the sick leave is covered under the Family Leave Act.

