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 Sick Leave Accrual and Usage 
 Section 9.08  
 

Sick leave accruals shall be earned by regular and probationary employees based on the 

equivalent of full-time service from the date of appointment. 

 

A. Sick leave hours shall accrue to and be useable by the employee upon completion of the 

end of the day on the last day of the bi-weekly pay period in which it is earned. Sick 

leave requires the approval of the supervisor and may be denied as provided below. 

Unapproved sick leave is absence without leave and shall be unpaid. Unexcused sick 

leave is sick leave for a purpose not approved herein, or in a manner or amount which 

exceeds the standards defined below. 

 

            B. Sick leave is accrued as follows: 

 

1. 40-hour work week regular employees: sick leave hours accrue on the basis of 

four (4) hours, per bi-weekly pay period of service, or thirteen (13) days annually, 

and may be accumulated without limitation. 

 

2. Less than 40-hour work week regular employees: sick leave hours shall accrue in 

proportion to their regular work week hours compared with the forty (40) hour 

work week so that 4-hour employees earn two (2) hours per bi-weekly pay period 

or 6.5 days annually; 6-hour employees earn three (3) hours per bi-weekly pay 

period or 9.75 days annually; and 7-hour employees earn three and one-half (3½) 

hours per biweekly pay period or 11.375 days annually. 

  

C. A regular or probationary employee may utilize their accumulated sick leave when 

unable to perform their work duties by reason of: 

 

1. physical or mental illness 

2. on or off-the-job injury, including victims of domestic violence, stalking and sexual 

abuse as defined by the Kin Care Law 

3. necessary medical or dental care 

4. exposure to or active contagious disease such that the health of employees, or the 

public would be endangered by the employee being at work 

5. illness in the employee’s immediate family as defined by law           

6. pregnancy and childbirth  

7. attendance during a serious medical treatment or operation performed upon an 

immediate family member as defined by law 

 

D.        An employee may be required to present a certificate of the attending physician or 

medical practitioner to substantiate the need for and use of sick leave as allowed by law.  

The Agency may also require a fitness for duty examination for cause as determined by 

observation of the employee’s behavior or disclosure of their medical condition. The 
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Agency may require a fitness for duty examination upon release to return to work from 

absence for a serious illness, injury, or exposure to a contagious disease. 

 

E.        The Executive Director, designee or Appointing Authority may place an employee on 

involuntary sick leave when recommended by a competent medical authority and when 

the employee’s presence at work endangers the health or work performance of the 

employee, other employees, the Head Start children under their supervision, or Agency 

clients. 

 

F.         An employee who is using excessive sick leave shall be notified of the concern by his/her 

direct supervisor as soon as practical and counseled regarding the use and abuse of sick 

leave. After initial verbal counseling, upon another occurrence the employee shall be 

notified in writing of the attendance requirements and advised that discipline may follow 

if the behavior is not corrected. Failure to report to work regularly and to follow 

procedures for calling out sick may be grounds for disciplinary action. 

 

 Excessive sick leave is defined as using sick leave in excess of that protected by law as 

follows: 

   

            1.       The employee has a rate of utilization of sick leave in excess of that protected by 

law which is in excess of fifty percent (50%) of the yearly accrual. The employee 

will be notified of this utilization threshold when they reach forty percent (40%) 

usage, if possible. 

  

2 The employee has a pattern of sick leave use which causes concern as to its 

legitimacy, including time associated with weekends, holidays or other leave, 

and/or after refused time off for that period. 

 

Supervisors/managers shall monitor the sick leave use by all employees under their 

supervisor or direction, including the use of sick leave covered by FMLA, Kin Care and 

other legally protected sick leave.  

  

G. If an employee in a class designated as Management in the annual salary classification 

plan dies while employed by the Agency, whether or not the death is job-related, the beneficiary 

shall be paid the monetary value of all sick leave accrued by the employee at the time of death. 

 

H. Unused sick leave at the time of retirement shall be eligible for conversion to service 

credit as the retirement plan allows. 

 

I. Immediate family for purposes of this section shall be as defined by law and is found in 

section 9.03 A of these policies. 


