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SICK LEAVE 
I.
PURPOSE:

To establish policies and procedures for earning and using sick leave.  Sick leave is intended to provide paid leave to employees who may become ill or need to seek medical treatment, or to care for family members in such situation.

II.
SCOPE:

Department-wide.

III.
EARNING SICK LEAVE:

a. Eligibility to Accrue Sick Leave

Employees employed in positions of a continuing nature are eligible to accrue sick leave.  Employees employed through a limited duration appointment (e.g., hourly or emergency) normally do not accrue leave unless:

· The duration of their employment reaches six months of full-time employment; or

· The employee works 1,040 hours in a year; or
· The employee’s limited duration appointment is followed without a break in service by an appointment that entitles the employee to accrue leave.  In this case, the employee will be credited with leave for the time they were in the limited duration appointment.

Employees who are ineligible to accrue leave will be identified at the time of appointment or assignment and the Office of Human Resources will so notify the employee and the supervisor or unit chief.

B.
Schedule for Earning Sick Leave:

The number of hours earned/accrued per pay period is based on the number of hours the employee is in pay status, not necessarily the number of days worked. Pay status includes hours worked, hours on paid leave and paid holidays. 
Sick leave is earned at the maximum rate of five (5) hours per pay period regardless of length of service. An employee in pay status 80 hours or more will receive full accrual. An employee in pay status between forty (40) and eighty (80) hours during a pay period will receive a pro-rated accrual. If the employee is in pay status less than forty (40) hours in the pay period, no accrual will be given. The payroll system calculates an employee to be in pay status for fewer than 40 hours if the employee has more than 46 hours and 40 minutes of leave without pay during the pay period.  

Sick leave will not be credited to any employee while the employee is on an official leave of absence.  There is no maximum amount of sick leave which may be accrued.

IV.
USING SICK LEAVE:
NOTE: 
For absences due to the following reasons, also refer to the Family and Medical Leave Policy (8.12) to determine the correct leave category and other pertinent information:

· the birth and care of a child or the placement of a child with an employee for adoption or foster care;

· to care for a spouse, child or parent if such spouse, child or parent has a serious health condition; or

· because of an employee’s serious health condition.

If the absence is not covered under FMLA, provisions of this policy apply to the absence.  (FYI – Parents of the employee’s spouse are not covered under FMLA.)

Sick leave may be used when the employee is incapacitated for the performance of assigned duties by sickness; injury; pregnancy, childbirth or recovery thereof; periods of time required for medical, surgical, dental or optical examination or treatment; where, through exposure to contagious disease, the presence of the employee on duty would jeopardize the health of others; upon adopting a child of minor age for purposes of arranging for the child’s placement or caring for the child after placement. 
In the event an employee arrives to work and is presenting symptoms of a contagious disease or illness, management has the right to send the employee home in order to minimize the spread of the illness to other employees and/or general public.  

Employees may utilize sick leave for loss of time due to an illness of the following persons in order to provide personal care and attention in situations where such care is medically necessary: 
· Employee’s spouse; 
· Children (employee’s or spouse’s) regardless of age; 
· Parents (employee’s or spouse’s); and/or 
· Other persons who maintain permanent residence in the employee’s household. 
(Also see Section 8.5 Pregnancy, Childbirth, and Adoption.)  The rules provide that the final decision concerning granting of leave for personal care for these individuals shall rest with the appointing authority and shall be based upon the degree to which the employee is responsible for providing personal care and attention.  The supervisor may require a statement from the employee describing the degree to which the employee is responsible for the personal care and attention of the relative or member of the household.  If the supervisor believes that the leave should be denied, the request shall be referred up the chain of command.

Sick leave shall be taken upon a workday basis.  Holidays falling within a period of sick leave shall not be counted as workdays.  Part-time employees will be given credit for holidays only to the extent provided in Administrative Manual Policy 7.7, holidays. 

Sick leave shall be used in multiples of not less than fifteen (15) minutes.  Less than fifteen (15) minute increments will be allowed when the employee is exhausting his/her entire sick leave balance. The remainder of the fifteen (15) minutes should be coded as leave without pay (LNP) or another leave category, if exhausting all leave balances.
Leave will be accrued after close of business on the last day of the pay period. Therefore, it may not be used prior to the first work day of the next pay period. Sick leave may not be used prior to the balances being credited.
V.
EMPLOYEE RESPONSIBILITIES:

If an employee is unable to report for duty because of illness, the employee shall notify the supervisor as soon as possible, but no later than one-half hour within the beginning of the employee’s work shift. The employee should speak directly to the supervisor or his/her designee to report an absence so that leave coding, workload, and expected return date can be discussed.  The employee shall notify the supervisor in the same manner on each successive day the employee is unable to report for duty unless the supervisor has previously obtained approval due to a continuing need to be off duty for reasons such as hospitalization, childbirth, etc.  The employee shall enter leave time into the Department Electronic Leave and Time Accounting (DELTA) system upon return to duty for supervisory approval.

An employee shall communicate with his/her supervisor the need for sick leave usage and enter a request in DELTA for such usage prior to using sick leave for scheduled medical or dental appointments or for any other scheduled sick leave (i.e., scheduled non-emergency surgery).  Requests for sick leave supersede other employees’ requests for annual leave when scheduling conflicts arise.

Employees are required to notify and obtain approval from their immediate supervisor before leaving their work premises during work hours for any reason.  For more information, refer to DHSS Policy 7.1 (Official Hours of Work).

Request for time off due to illness or disability in excess of five (5) workdays, or forty (40) consecutive work hours, must be accompanied by a written verification completed by a health care provider, unless the employee has a medical condition for which he/she has been approved for FMLA in the current calendar year and the leave is consistent with the FMLA certification.  The statement must verify that the employee is/was unable to work or that his/her personal care is/was needed due to illness of the relative or member of the employee’s household for the period of the absence.  The Health Care Certification Form (Policy 8.12 Attachment A – Employee form or Attachment B – Family Member form) should be used for this purpose in order to determine if the leave is FMLA-qualifying (See Policy 8.12/Family and Medical Leave Act).  A provider’s statement may be required for absences of five (5) days, or forty (40) consecutive work hours, or less.  
VI.
SUPERVISOR RESPONSIBILITIES:

When an employee requests sick leave, whether by scheduling time off in DELTA or by notifying the supervisor of an unscheduled absence, the supervisor should inquire about how the leave should be coded.  Once the supervisor determines if the absence relates to a FMLA qualifying condition of the employee or qualifying family member, and which condition the absence relates to (if more than one certified condition), the supervisor shall not ask further questions regarding the reasons for medically related absences or directly contact health care providers for information.  The supervisor may inquire about work to be done during the employee’s absence and when the employee expects to return to work.

Supervisors and managers have an important role in controlling employee work attendance problems.  To help control these problems, supervisor should discuss with employees the importance of regular attendance as well as possible disciplinary actions for attendance problems, and the effect the attendance record will have on performance evaluations, transfers, and promotions.  Supervisors should keep accurate records of each employee’s attendance, including planned and unplanned absences and the reasons for unplanned absences.

If a supervisor suspects leave abuse or requires clarification of an employee’s absence(s), the supervisor may require a provider’s statement at his/her discretion.  If the absence appears to be FMLA-qualifying, the Healthcare Certification form (Policy 8.12 Attachment A – Employee Form or Attachment B – Family Member form) must be used, or the provider’s statement must provide all the same information.
If an employee has been on an extended medical leave and the Health Care Certification form or physician’s/provider’s statement does not have a specific “return to work” date, a physician’s/provider’s statement with a specific “return to work” date will be needed at least three (3) working days, or as soon as practicable, prior to the employee’s return to work.  If an employee wishes to return to work prior to the “return to work” date indicated on the physician’s statement, or if the employee requests an extension, a new physician’s/provider’s statement/medical release will be required.  If the health care provider places restrictions on the employee, the employee must provide such documentation to the supervisor at least three (3) working days, or as soon as practicable, prior to the employee’s scheduled date of return to work and complete an accommodation request in accordance with DHSS Policy 3.3.

Employees should be aware that a supervisor may require a health care provider’s statement verifying the employee can perform the essential functions of the job if the supervisor has reason to believe an employee cannot safely perform his/her duties.  Supervisors should first discuss these situations with the Office of Human Resources.  

VII.
LEAVE FOR PERSONAL WELLNESS ACTIVITIES:

Employees will be permitted to use up to one (1) hour of accrued sick leave per month to participate in Personal Wellness activities. 

Leave for Personal Wellness activities shall only be used for a program or activity directly related to health promotion or disease prevention for the individual employee.  Qualifying activities include, but are not limited to:

· Attending a gym or a fitness class;

· Taking a walk, jogging, bicycling; 

· Attending a class, seminar or webinar on diet, exercise, or wellness-related topics;

· Participating in an event or activity facilitated by a Department Wellness Team;

· Attending yoga, aerobics, kickboxing, or other health related course;

· Participating in a tobacco cessation, weight management, stress management, or other related disease management session.

Examples of inappropriate use of Personal Wellness Leave include, but are not limited to:

· Shopping;

· Doing errands;

· Visiting family members and friends;

· Taking extended lunch periods wherein health and wellness is not the focus of the lunch.

Supervisors have the right to inquire about activities performed when using sick leave for Personal Wellness, in order to ensure that leave is being used in accordance with policy. The final granting of leave under this section shall rest with the appointing authority and can be denied if operational needs of the employer would be hindered by granting said leave or if the leave is not properly requested or used for permissible purposes.  Leave code SLPW (Sick leave use Personal Wellness) is to be used.
VIII.
USE OF OTHER LEAVE FOR SICK LEAVE PURPOSES:

Sick leave may not be used for absences due to reasons other than those described in this policy. However, annual leave or compensatory time may be used for sick leave purposes. Leave without pay may be used when all available leave balances have been exhausted.
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