Clearwater COG

SICK LEAVE


I.
POLICY

It shall be the policy of the CLEARWATER COG to provide sick leave with pay for employees in accordance with applicable state and Clearwater COG rules and regulations. Employees may use sick leave, upon approval of the Executive Director, for absence due to personal illness, pregnancy, injury, exposure to contagious disease, which could be communicated to other employees and individuals and to illness, injury or death in the employees' immediate family.

II.
DEFINITIONS

A.
"Active Pay Status" means the conditions under which an employee is eligible to receive pay and includes but is not limited to sick leave, vacation leave, personal leave and compensatory time.

B.
"Pay Period" means the fourteen (14) day period of time during which the payroll is accumulated.

C.
"Immediate Family" as used in this directive includes mother, father, brother, sister, child, spouse, grandparents, grandchild, mother-in-law, father-in-law, daughter-in-law, son-in-law, sister-in-law, brother-in-law, legal guardian or other person who stands in place of a parent, step-parent, step sibling and step-child.

III.
PROCEDURE

     
A.
All employees shall accrue compensable sick leave at the rate of 4.60 hours for each 80 hours of service.  

B.
Sick leave shall be charged in minimum units of one half hour.  Employees shall be charged sick leave only for the days or hours for which they would otherwise have been scheduled to work.  Sick leave shall not exceed the amount of time an employee would have been regularly scheduled to work in any pay period.

C.
Each use of sick leave will be recorded for each employee.

D.
Employees are furnished an earnings statement at each staff meeting and as needed in between staff meetings.  This statement provides the employee with a record of the number of hours of sick leave used each pay period and the amount of accumulated sick leave balance.


E.
When an employee who is scheduled to work on a holiday reports off sick, he/she shall be charged with taking the holiday and not granted sick leave for the day.

F.
If any disabling illness or injury continues past the time for which an employee has accumulated sick leave, all other paid leave must be used before the Executive Director may authorize a leave of absence without pay.

IV.
SICK LEAVE CONVERSION


A. Employees who have accumulated ten (10) years of service with the 
CLEARWATER COG may, upon retirement or resignation, convert their earned but unused sick leave to cash according to the following:



1.
10 years of service - 1/4 of 960 hours (240 hours maximum)



2.
15 years of service - 1/4 of 1280 hours (320 hours maximum) 



3.
20 years of service - 1/4 of 1600 hours (400 hours maximum)



4.
25 years of service - 1/4 of 1920 hours (480 hours maximum)

5.
Employees who retire under a public retirement system (PERS or STRS) may upon retirement receive up to 1/4 of 2240 hours. 560 hours max.




B. 
Conversion will be paid at the rate of final salary level.


C. 
Staff members with less than ten (10) years of service or those discharged for just cause are not entitled to this benefit.


D.  
In case of the death of a staff member, his/her estate will receive the benefits as



stated above. 

V.
USE OF SICK LEAVE

A.
Sick leave shall be granted to employees only upon the recommendation of the appropriate Director/designee and approval by the Executive Director/designee for the following reasons:

1.
Illness, injury, or pregnancy related condition of the employee.  Upon 

request, a pregnant employee shall be permitted to use any or all of the 
employee's accumulated sick leave credit only for the period of time, as certified by a physician's certificate that the employee is unable to work as a result of pregnancy, childbirth, or related medical conditions.  An 


employee using sick leave credit shall not be prevented from receiving a 


leave of absence without pay for the remainder of the period.

2.
Exposure of an employee to a contagious disease which could be communicated to, and jeopardize the health of, other employees or individuals in the program



3.
Examination of the employee, including medical, psychological, dental, or optical examination, by an appropriate practitioner.

4.
Examination, including medical, psychological, dental or optical examination of a member of the employee's immediate family by an appropriate practitioner where the employee's presence is reasonably necessary.

5.
Death of a member of the employee's immediate family.  Such usage shall be limited to a reasonable necessary time, not to exceed four (4) days for the funeral process. In the event of the death of a relative other than a member of his/her immediate family, he/she may be granted sick leave for two (2) days to attend the funeral, provided one (1) of the days is the scheduled day of the funeral.

6.
Illness, injury, or pregnancy-related condition of a member of the employee's immediate family where the employee's presence is reasonably necessary for the health and welfare of the employee or affected family member.

B.
The Executive Director may require an employee to furnish a satisfactory written, signed statement by a physician, dentist, optometrist, etc., to justify the use of sick leave which extends more than seven (7) days (Ohio Administrative Code 123:1-32-04).  If professional, medical attention is required by the employee or member of the employee's immediate family, a certificate from a physician stating the nature of the condition may be required by the Executive Director to justify the use of sick leave.  Falsification of either the signed statement or a physician's certificate shall be grounds for disciplinary action, which may include dismissal.

C.
Medical, dental, psychological, or optical examination or treatment of employee or member of his/her immediate family.  A full day of sick leave will normally not be granted for sick leave use of this kind; only the actual number of sick leave hours necessary for travel and the exam will normally be allowed.  If the 


employee does not feel well enough to return to work upon the conclusion of his/her appointment and elects to use more sick leave, the employee is required to 


immediately notify his/her supervisor and the additional sick leave used shall be reflected on a request for leave form.

D.
There is no limit to the accumulation of sick leave.

E.
When an employee has used all of his/her sick leave and holidays, personal and/or vacation days and or compensatory time may be approved, but only under the following conditions: (1) the employee exhibits a chronic debilitating illness (2) verification of this chronic illness is submitted by the employee (signed medical certificate) to the department head prior to the time in which the personal and/or vacation is requested to be used in lieu of sick leave and (3) final approval is granted by the Executive Director.  

Leave of absence without pay cannot be approved in order to keep an employee in active pay status.  An approved leave of absence without pay must be applied for and obtained.  Also, any avoidance in the use of a formal leave of absence without pay will not be permitted for the purpose of placing an employee in a temporary no-pay status so the employee can return to pay status for a few hours of sick leave, personal leave or vacation in order to give the employee sufficient earnings to cover his/her share of health insurance and thus avoid the direct payment requirement. 

An employee absent from his/her place of employment in the excess of seven (7) days or more, other than for approved vacation, travel leave or disciplinary action, shall report to the Oak Harbor office immediately upon return and present a physician's statement indicating the reasons for the treatment and the date the employee may return to full duty with no restrictions.

F.
A sick leave bonus of $70 is available to any employee who completes 60 consecutive scheduled work days without the use of any sick leave.

VI.
NOTIFICATION OF ILLNESS BY EMPLOYEE

A.
When a specified period of sick leave has been applied for and approved in advance on a request for leave form it will not be necessary for the employee to notify the immediate supervisor daily unless additional time is required.  For example:

1.
When institutionalization or hospitalization is required, the employee shall only be responsible for notifying his/her immediate supervisor upon admission to and discharge from such institution or hospital, or

2.
When convalescence at home after surgery or a protracted illness is 


required, the employee shall only be responsible for notifying his/her immediate supervisor at the start and termination of such period of 

convalescence.  Otherwise, the employee is required to call his/her supervisor each day as indicated in paragraph B below.  All planned or scheduled sick leave shall be applied for on a request for leave form before any time off is taken.

B.
An employee who is unable to report for work and who is not on a previously approved day of vacation, sick leave, or leave of absence, shall be responsible for notifying his/her immediate supervisor that he/she will be unable to report to work.  All staff must call within 1/2 hour after the start of their scheduled workday. If appropriate notification is not made, the absence may be charged as leave without pay.  (It should be noted that in all instances it is the final and sole responsibility of the employees using sick leave to make sure appropriate and timely communication is made with his/her supervisor.)

C.
Employees using extended sick leave will not be issued their pay checks until all sick leave used during the applicable pay period has been approved and recorded by the timekeeper.  

Failure to follow these procedures will cause the absent employee to be carried in a "no pay" status for the hours absent from duty.  Reason(s) for disapproval should be noted in the "remarks” section of the leave form.  
VII.
CERTIFICATION OF ILLNESS FOR USE OF SICK LEAVE
For each use of sick leave, an employee must complete and sign a request for leave form. 
If the request for leave form is not submitted to the supervisor within five (5) days, the employee will be carried on the payroll as absent and in a no-pay status.

A.
Request for sick leave involving medical, dental, psychological, or optical examination or treatment may require the doctor's certification on the request for leave form.  If the physician or professional practitioner prefers to use his/her own form, this certification must be attached to the request for leave form.

B.
When sick leave is requested to care for members of the immediate family, the Executive Director may require a physician's certificate to the effect the presence of the employee is necessary to care for the ill member.

C.   
If an employee becomes ill on the job, or in any case where the illness of an employee may present a health hazard to himself/herself or to the clients, the supervisor may request the employee to return home.

D.
In no instances will the granting of emergency vacation and/or personal leave be approved without compliance of section IV (E) of this policy by the employee.  The Executive Director is the only individual who can authorize final approval of such leave.

VIII.
VERIFICATION OF ILLNESS OR SICK LEAVE
A. 
Whenever it is found an employee is misusing sick leave or is failing to comply with sick leave rules and regulations, sick leave will not be approved.  All available information will be turned over to the Executive Director for possible disciplinary action.  Application for sick leave with intent to defraud may result in dismissal of the employee with a total refund of salary or wages being paid back to the CLEARWATER COG by the employee.

B.
The Executive Director may require an employee to submit to a medical examination in order to determine the employee's capability to perform the material duties of the employee's position, or to perform the duties of a position for which the 
employee is reasonably suited to perform, based on the employee's education, training, or experience.  

The Executive Director must supply the examining physician with facts relating to the perceived disabling illness, injury, or condition.  Additional information may 

include physical and mental requirements of the employee's position, duty statements, job classification specifications, and position examinations.  The cost

of the medical examination shall be paid by the CLEARWATER COG.
C.
Other than leaves under the Family Medical Leave Act classification, in cases 
where an employee is found to be taking sick leave at regular intervals or in 
conjunction with weekends, holidays, pay days, or regular days off, or where the 
use of sick leave is becoming quite frequent or patterned, the employee shall be 
notified on his/her annual evaluation, if not before.  

Any employee in the classified service who absents himself / herself from duty habitually or for three or more successive duty days without leave and without notice to his superior officer of the reasons for such absence, may be subject to removal for neglect of duty under provisions of Section 124.34, Ohio Revised Code.
IX.
RESTORATION OF SICK LEAVE CREDIT UPON RE-EMPLOYMENT
A separated employee who had previously accumulated sick leave credit which was earned under any policies or provisions established by the employee’s employing agency or political subdivision shall upon re-employment in the public service, have restored to him/her all unused sick leave credit, provided such re-employment takes place within ten years of separation.

X.
RESTORATION OF SICK LEAVE FROM WORKERS' COMPENSATION PAYMENTS
Sick leave hours used for a worker's compensation illness or injury will be restored on a formula basis at the time the worker's compensation payment for missed work is submitted to the payroll office (which is mandatory).   

XI.
TRANSFER FROM ONE AGENCY OR DEPARTMENT TO ANOTHER
A.
An employee who transfers from one public agency to another (within a ten-year period) shall be credited with the unused balance of the accumulated sick leave credit.

B.
The term "public agency" as used above includes the State of Ohio, Ohio Counties, Ohio Municipalities, and Boards of Education in the State of Ohio.
C.  
Written verification of sick leave balances must be obtained from the transferring 

agency before the employee's account can be credited.

XII.
UNIFORM ADMINISTRATION OF DIRECTIVE
The policy and procedures outlined in this directive are to be formally administered to all employees.  Department Heads and Supervisors are charged with carrying out this directive in an equitable and fair manner and are to exercise due care and precaution to see that sick leave is properly used and that accurate records are maintained.

XIII.
IMPLEMENTATION
This directive rescinds all previous directives and memoranda on the subject and becomes effective on the board-approved date indicated below.

Board approved 
07         23      08   
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