Section 14

Sick Leave


A. POLICY STATEMENT:  It is the policy of Hubbard County to provide employees with paid sick leave.

B. ELIGIBILITY:  An employee must be regularly scheduled to work and remain in pay status a minimum of twenty (20) hours per week.

C. ACCRUAL

1. Sick leave accrual starts on the employee's most recent hire date.

2. Accrual is at the rate of four hours (4) per pay period per 24 pay periods per year.  (No sick leave will be accrued in the third pay period of any given month.)  Eligible employees regularly scheduled to work less than forty (40) hours per week, but work a minimum of twenty (20) hours per week and remain in pay status, shall accrue sick leave on a prorated basis.

3. Sick leave accrued up to the maximum one hundred twenty-five (125) working days (1000 hours), per calendar year, shall be used to determine severance pay per Section 11, Page 1 of this policy.  

4. Additional hours will be allowed to accrue beyond one hundred twenty-five (125) working days (1000 hours) maximum during a calendar year but will be adjusted annually after the last pay date of the year to the 1000 hour maximum.

5. Sick leave shall not be accrued during a leave of absence without pay.

D. AVAILABILITY:  An employee shall be allowed to use accumulated sick leave according to the provisions of this policy upon hire, however if the employee does not complete his/her initial probationary period, any sick leave utilized shall be deducted from the employee’s final payroll.

E. AUTHORIZATION OF SICK LEAVE

1. The Department Manager may authorize sick leave for medical or dental appointments, illness, or accident of employees or Kindred to the Second Degree as defined in the "Degree of Kindred" chart located in Addendum I.  Such absence not to exceed two consecutive days for Kindred except for those kindred qualifying for an FMLA event whereby the Department Manager may grant more than two consecutive days.

2. In order for sick leave to be authorized, an employee must contact the Department Manager within thirty (30) minutes of the start of the employee's scheduled shift.  If the Department Manager determines that it was not possible for the employee to make contact in the allotted time, the department head may authorize the sick leave.

3. The employee must keep the Department Manager advised of the illness or disability.

4. At any time during the sick leave the Department Manager may request a physician's statement to update the employee's condition and projected date of return to work.

5. Prior to an employee's return to work from a sick leave, the Department Manager may request a physician's statement indicating the employee is able to return to work.

F. COMPENSATION AND CALCULATION

1. One hour of sick pay shall be equal to the employee's regular hourly straight time earnings.

2. Sick leave pay shall be shown on the pay stub issued for the pay period in which the sick leave is used to the nearest ¼ hour increment.

3. Provisions for specific situations:

a. While on a scheduled vacation, an employee shall claim sick leave only if the employee provides a physician's written statement that the employee was ill or disabled for more than two (2) consecutive days.

b. While utilizing accumulated compensation time, an employee shall not claim sick leave.

c. Sick leave shall count toward the calculation of overtime.

d. After all accrued sick leave is used, vacation leave may be used according to the provisions of the sick leave policy.

G. PROVISIONS FOR INELIGIBLE EMPLOYEES:  Employees ineligible for paid sick leave may request an unpaid medical leave of absence or an unpaid personal leave of absence.

H. MISUSE OF SICK LEAVE:  An employee making a false claim of sick leave shall be subject to disciplinary action up to and including dismissal.

I.  PROVISIONS FOR TERMINATIONS AND TRANSFERS

1. For terminal benefits see Section 11, page 1.

2. When an employee transfers from one department to another within the County, the accrued sick leave will be charged back to the department where the sick leave was accrued.

J. VACATION BENEFIT DAY INCENTIVE: Non-exempt, full time employees who do not use more than twenty-four (24) hours of sick leave in any annual payroll cycle, consisting of those accruals on the last pay date of December to December, shall be rewarded with one eight (8) hour vacation day that will be added to the employee’s vacation balance on the first pay date of the new year.  A prorated benefit will be determined for new, full time employees by use of the following chart, based on time served from their respective date of hire to the last pay date of the year:

	If employee does not use more than specified hours of sick leave:
	24 hours
	18 hours
	12 hours
	6 hours

	Date of Hire falls within:
	January – March
	April – June
	July – September
	October – December

	Full time Vacation Benefit Accrued:
	8 hours
	6 hours
	4 hours
	2 hours


A new part time, benefit eligible employee, will receive a pro rated Vacation Benefit Day based on the chart above and a prorated Vacation Benefit Day thereafter.
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