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P6HX23-2.31
PROCEDURE:  SICK LEAVE AND LEAVE FOR ILLNESS IN THE LINE OF DUTY
I.
Sick Leave

A. Each full-time employee in a budgeted position, eligible to receive Sick Leave, shall earn one day of sick leave for each calendar month or major fraction of a calendar month of service not to exceed 12 days for each fiscal year.  Such leave shall be taken only when necessary because of sickness as herein prescribed.  
B.
Sick leave credit will be cumulative from year to year.  

C.
Each full-time employee in a budgeted position, eligible to receive Sick Leave, who finds it necessary to be absent from duty because of illness as defined in I.D. below shall notify their immediate supervisor or other designated official not later than, or as close as possible to, the opening of the day's work on the day of the absence.  Any employee, before claiming and receiving compensation for time absent on sick leave, shall complete a leave of absence request.

D.
Full-time employees in budgeted positions, eligible to receive Sick Leave, who are unable to perform their duties at the College on account of personal illness or injury, or because of illness or injury of father, mother, brother, sister, husband, wife, child, grandparents, or other close relative or member of the employee’s own household and who has to be absent from work shall, upon request, be eligible to receive sick leave, subject to the provisions herein.  In the event of the death of a family member, an employee may request up to 5 days of sick leave to attend the funeral or to attend to related matters.

E.
Part-time employees in budgeted positions, eligible to receive Sick Leave, are eligible to receive all benefits as described herein on a pro rata basis.

F.
Faculty or budgeted employees, eligible to receive Sick Leave, who teach supplemental courses cannot use sick or personal leave for time missed in their assigned supplemental course.  Time missed for assigned supplemental course will be deducted from the supplemental pay.
G.
Any employee who requests leave because of illness or injury may be required to submit a medical statement from an authorized physician validating the reason for leave.

II.
Sick Leave Pool

A.
Participation in the St. Petersburg College sick leave pool is voluntary and any budgeted employee, eligible to receive Sick Leave, is eligible for participation in the pool during the September 1-15th annual enrollment period after 1 year of employment with the College, provided that such employee has earned at least 9 days of accumulated sick leave.

B.
Any sick leave contributed to the pool shall be removed from the accumulated sick leave balance of the employee donating sick leave.

C.
Each participating employee shall make an initial contribution of 5 days to the pool after which no further contributions will be required, except as may be necessary to replenish the pool.  Any such further contribution shall be equally required of all members.  The sick leave pool balance will be reviewed periodically by Human Resources and Payroll and when the balance needs elevation, each participating employee will be requested to contribute up to 5 days, equally, to replenish the pool or if eligibility contributions change.  If at the time the pool needs replenishing a member does not have a sufficient number of days to make the required contribution, the member shall be automatically dropped from the pool until enough sick leave is accumulated by the employee to be immediately reinstated.

D.
Any sick leave time drawn from the pool by a member must be used for the member's own personal illness, accident, or injury; i.e., may not be used for illness of dependents nor for extenuating or personal circumstances.  The sick leave pool may not be used for maternity/paternity leave.  It may be used for leave caused by pregnancy complications.

E.
A member shall not be eligible to use sick leave from the pool until one's personal sick leave and vacation leave have been depleted.  When sick leave is used from the pool, a physician's statement verifying the period an employee is unable to work is required.  The maximum number of days for which an employee may draw sick leave from the pool shall be limited to 9 times the total number of days the employee contributed to the pool from the time of initial contribution.  No member may draw more than 55 days from the pool within a fiscal year.  If the employee consumes all of his/her sick pool leave and then returns to work and accrues (actually earns) 9 days of sick leave, the employee will then be eligible to participate in the sick leave pool by complying with Paragraph C. above.

F.
A member who uses sick leave from the pool shall not be required to recontribute such sick leave, except for the purposes of replenishment.

G.
A member who chooses to no longer participate in the sick leave pool shall not be eligible to withdraw any sick leave already contributed to the pool.

H.
All contributions to the sick leave pool will be documented by a signed donation form from each participating employee.  Any member who chooses to withdraw shall also execute an appropriate form.  (To withdraw, a member must make his/her request in writing.)

I.
Use of sick leave from the pool shall at all times be contingent upon the availability of days in the pool.

J.
Excessive use of the sick leave pool shall be investigated to determine alternative courses of action and to address the leave issue.

K.
Employees shall earn applicable vacation and sick leave while utilizing the sick leave pool.  Each month, as vacation leave is earned, the earned leave shall be utilized during the first working days of the ensuing month.

III.
Illness in Line of Duty

A.
Any employee in a budgeted position, eligible to receive Sick Leave, shall be entitled to leave for illness in line of duty leave when absent from duties because of a personal injury received in the discharge of duty or because of illness from an occupational disease and which is a compensable injury or disease under the Florida Workers' Compensation law received or contracted in the discharge of duty, as referenced in Workers’ Compensation Rule 6Hx23-2.902, Section II.A. The following conditions shall be observed:

1.
Illness in line of duty is not sick leave and as such will not be charged to sick leave.

2.
A maximum of 7 total days in a calendar year may be authorized for employees who qualify for illness in line of duty regardless of the number of separate and distinct compensable injuries or illnesses sustained by such employee.

3.
Unused illness in line of duty leave is not cumulative, and therefore cannot be credited from year to year.

4.
A claim for such leave shall be filed by the employee by the end of each pay period during which such absence has occurred.

5.
The same reporting requirements outlined in I.C. above shall also govern illness in line of duty.

6.
When medical treatment for a compensable injury or illness carries over from one year to the next, the 7-day maximum for use of leave for illness in line of duty does not start over for that injury or illness.

7.
Leave for illness in the line of duty may be used for doctor appointments, therapy appointments when administered by a therapist at the facility, medical testing and time off work as dictated by the authorized workers’ compensation medical provider. 

IV.
Sick leave is earned on the basis of one day for each calendar month or major fraction of a calendar month of service.  College Procedure P6Hx23-2.14 defines the workweek for all college employees.  Each workweek is described as averaging a certain number of hours each workday.

V.
Because of the varied work schedules of the college's employees, it will be assumed that each employee works five days each week.  During the summer four-day workweek period, each day will be considered a day and a quarter for administrative and professional and career services personnel.  Instructional Faculty teaching outside of the Base Contract will meet the requirements of section I.A.2. of College Procedure P6Hx23-2.14.
VI.
For each day missed, the employee will be charged either one or one and one-quarter days.  Fractions of days will be prorated.

History:
Adopted 7/1/86.  Effective 7/8/86; 10/21/14.  Filed – 10/21/14.  Effective – 10/21/14; 6/8/20.  Filed – 6/8/20.  Effective – 6/8/20.
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