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While the City has a very generous sick leave program, it is expected that employees will use accrued sick leave for reasons that are appropriate.  Should an employee face catastrophic illness, a significant sick leave accrual balance, built up over years by avoiding casual sick leave use, can prevent significant financial hardship.  All employees are encouraged to remember that sick leave is only to be used under circumstances when the employee is unable to come to work, as more fully described below.

Reasons for Use

Sick leave is to be used for the following reasons only: 

· Personal illness or non-job related injury which leaves you unable to perform your work duties

· To supplement workers' compensation payments up to the level of full regular salary

· Attendance upon members of the employee’s immediate family (child, parent, spouse or parent of spouse) or members of the employee’s household whose illness requires the care of such employee, provided that no more than nine working days with pay will be granted to such employee in any one calendar year, not to exceed earned sick time available.  A doctor's note may be required.

· Enforced quarantine.

· To address effects of domestic violence, pursuant to the City’s Domestic Violence Leave policy.

· Medical and dental appointments which cannot be scheduled during off duty hours.  A doctor’s note may be required.

Accrual Rules 

A.) Nonunion benefit eligible employees in a regular position budgeted twenty (20) hours or more per week 

Accrual of sick leave begins on the employee’s first date of actual work, but employees may not use earned sick leave until they have completed three months of service. At the completion of three months employees will be credited with 1 ¼ sick days for the each of previous three months, totaling 3.75 days.   Employees will then earn 1¼ sick days per month until they reach the following January 1.  After that point employees will be credited with fifteen (15) sick days per calendar year, pro-rated for unpaid leave of absence, no pay status, or time on workers' compensation.




B.)  Nonunion non benefitted employees in positions budgeted less than twenty (20) hours per week, intermittent employees, temporary employees who will work at least three months

Accrual of sick leave begins on 7/1/2015 or the employee’s first date of actual work whichever is later, but employees may not use earned sick leave until they have completed three months of service. At the completion of three months employees will have been credited with 1 hour of sick leave for every thirty hours worked in the previous three months. Going forward, employees will continue to accrue one hour of sick leave for every thirty hours worked.

Exceptions to this policy include youth employed in a city, state or federally funded program during the summer or as part of a school to work seasonal/part time program; work-study programs; trainees who are given a stipend or wage as part of a job training program, individual employee whose employment is intended to provide a benefit or subsidy, and retirees of the City who work under GL Chap 32, Sec. 91.

Sick leave will carry over from year to year. For purposes of this policy, a benefit year is a calendar year. If an employee separates from service, accrued time will remain on the books though December 31 of the following calendar year. If the employee returns to city service prior to December 31 of the following calendar year, the previously earned time will be available for use. Sick leave will be available for use in increments of one (1) hour.

Documentation 

If the absence is greater than five (5) successive days, or if there are repeated absences of shorter duration, a statement from the employee's physician may be required.  Subsequent physicians' statements may be required at the discretion of the Department Head, and may be necessary before returning to work.  If the employee fails to submit a physician's statement when requested, he/she will not receive sick pay for the days in question, whether or not the employee has accumulated sick leave to his/her credit, and may be subject to disciplinary action.

Employees are also required to provide similar documentation when using sick leave to provide care for an ill family member.  Employees are allowed to use sick time for up to nine working days per calendar year for the care of a family member.  If an employee requires more than this allotted time, they may use vacation time or other accrued time, apply for a flexible work schedule, or take a personal leave to attend to a long-term care situation, in compliance with the Family and Medical Leave Act.


