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TRANSFER AND RESTORATION OF SICK LEAVE
I.
PURPOSE:
To provide for the transfer or restoration of sick leave.
II.
SCOPE:
Departmentwide.
III.
TRANSFER WITHIN THE DEPARTMENT:
An employee transferring between divisions or offices within the Department without a break in service shall transfer the accrued sick leave to the new division or office.
IV.
TRANSFER TO THE DEPARTMENT FROM ANOTHER STATE AGENCY:
The Department will accept the transfer of the accrued sick leave when an employee transfers from another state agency to the Department or is employed within five (5) years of leaving a state agency.
If the employee is coming from a state agency, which is not in the SAM II system, the employee shall request the former employer to notify the Office of Human Resources, in writing, of the number of hours to be transferred to the Department.
V.
TRANSFER FROM THE DEPARTMENT TO ANOTHER STATE AGENCY:
A.
If an employee terminates employment in the Department and is employed by another state agency within five (5) years of termination, the accrued sick leave will be transferred to the receiving agency via the SAM II payroll system if it is that agency's policy to accept sick leave.
VI.
RESTORATION OF SICK LEAVE TO FORMER DEPARTMENT EMPLOYEES:
When an employee terminates employment and is not retiring or transferring to another state agency without a break in service, the employee's accrued sick leave will remain on his/her records in the Department for five (5) years unless transferred to another state agency during the five (5) year period.
If the former employee is rehired by the Department within five (5) years, is eligible to earn and use sick leave (see Administrative Policy 8.3, Section III) and the leave has not been transferred to another state agency, the sick leave balance will be restored.
VII.
RETIREMENT:
If the employee retires while employed by the Department, the accrued sick leave balance will be transferred to the Missouri State Employees' Retirement System for conversion to state service at the ratio of one (1) month for every twenty-one (21) days of sick leave.
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