
Sec. 4.04 SICK LEAVE 
  
BENEFIT: 
  
Employees will be provided with 96 hours of sick leave at the start of each calendar year. Newly 
hired employees will be provided with a prorated amount based on hire date. Employees may 
accumulate up to 991 hours of sick leave. Employees shall not accrue any sick leave beyond 
991 hours. 
  
Regular part-time status employees working thirty (30) or more hours per week will accrue sick 
leave at a prorated amount based on the scheduled hours worked. Temporary/seasonal 
employees are not eligible for sick leave. 
  
Employees shall not be paid for any accrued sick leave upon termination of employment, unless 
otherwise specified in these policies. 
  
REPORTING OF ABSENCE FOR ILLNESS 
  
In the event that an employee is absent from work, for reasons that entitle the employee to use 
the sick time leave bank, the employee is responsible for notifying his/her supervisor at least 30 
minutes prior to duty time. If the employee fails to notify his/her supervisor or the person 
designated to receive such calls, no time bank leave will be approved, except in unusual 
circumstances to be determined by the Department Head. 
  
Upon return to work, the employee shall submit an Absence Report Request online as provided 
in these rules. 

 


