SICK LEAVE BANK

OPERATIONAL GUIDELINES

Effective July 1, 2016
Committee

The Sick Bank Committee shall consist of six (6) members; all named by their individual representative employee committees.  The committee shall consist of two (2) classified, two (2) professional, and two (2) administrative staff members.  

Each committee member shall serve a two year term with three (3) members, one from each classification, being named in the odd years and the other three (3) being named in the even years. 

Governance

The Sick Bank Committee will govern the guidelines; reviewing current statistics and the need for changes to the guidelines.  Any usage or eligibility changes must be approved by CPAC, PAC and the Administrative staff (who will be polled because there is no representative group) and must be presented to the membership at open enrollment.  
The Sick Bank Committee can request a report from the Human Resources Office that will include time used and time donated to date.  This report will include no names and dates due to privacy laws.  The sick bank committee must provide the Human Resources Office with 72 hours notice when requesting this information.  

The Human Resources Office will administer the guidelines of the sick bank.  This will include all applications, approvals and/or denials, time used, and time donated due to open enrollment, new employees, and/or terminations.

Membership

To become a member of the Sick Leave Bank, an employee must contribute one day of his or her sick time.  This is equivalent to one work day per individual.  Ex: If you work a 40 hour work week, you will donate 8 hours.

Every July, an open enrollment will be held.  All employees choosing to join the sick bank will have the opportunity to do so at this time.  To join or remain a member, you will have to donate one day of your sick time.  

In addition, new employees will have the opportunity to join the sick bank at the time they are hired.  They will have to donate one day of their sick time and will have 30 days from their initial employment date to make a decision.  

A maximum cap will be placed on the number of days accumulated by the sick bank.  If the bank has reached a maximum of 1,000 days at open enrollment, the yearly required contribution will be waived for that year for current members only, creating a “free year”.  If an employee who is not a current member wishes to join the sick bank during a “free year”, they will be required to donate one day of their sick time. The required contribution will be reviewed on an annual basis.   

The sick bank will accept donations from retirees, voluntary terminations and members (only during open enrollment).  Retirees and voluntary terminations will be allowed to donate up to five (5) days of their sick time upon their last day.  During open enrollment, members will be allowed to donate up to an additional two (2) days.  

Once a member has contributed to the sick bank, the time will not be returned to the employee for any reason.  The employee has the right to drop his or her membership at any time but will not be returned any required or donated days.

Sick Bank Qualifications

Any member who has been or will be out of work for three (3) weeks or more and has been deemed temporarily or permanently unable to work due to illness or injury by a physician qualifies for sick bank usage.  The member must be continuously under a doctor’s care and provide proper certification from his or her physician to the Human Resources Office along with a completed sick bank application.  

Members must exhaust all comp time and all but five (5) days (combination of your choice) of your personally accumulated sick, vacation and personal time.  *Administrator exception:  Due to the accrual difference with the administration staff, administrators will be allowed to keep 5 days (combination of their choice) of their personally accumulated sick, vacation and personal time along with any vacation time that has been advanced but not yet earned.  

Members can receive up to a maximum of thirty (30) days of paid leave from the sick leave bank per fiscal year and will be awarded in the amount equal to the employee’s normally scheduled hours.  The fiscal year is defined as July 1 through June 30.  The number of incidents is unlimited.  

A written application must be completed and submitted to the Human Resources Office prior to the leave start date.  If the leave is unforeseen, then the application will be accepted after the leave begins.  A family member does have the right to make application for any employee who may be unable to due to their medical condition.  

Sick leave bank days can be used for immediate family members, as defined in the Lincoln Land Community College Board Policy 4.3.11.1, under sub-title Sick Leave.

Any member eligible for worker’s compensation benefits is eligible for benefits from the Sick Bank only if an extension of such benefits does not exceed the member’s regular pay when combined with Worker’s Compensation.   

Return to work
A return to work certification will be required from each member who has utilized the sick bank.  This return to work certification is required the day the employee returns to work.  All benefits from the sick bank will cease once the physician has released the employee back to work in any capacity.  Sick bank hours cannot be used for follow-up visits beyond the return to work date.     

The member should return to work at Lincoln Land Community College, unless placed on permanent disability at the end of their leave.

Approval of application

The Human Resources Office shall approve applications using the guidelines above.   

The Human Resources Office will consult the committee if there are any questions regarding the guidelines.  No names, dates or medical information will be discussed during this consultation.
