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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Catastrophic Leave Bank

Regular full-time employees accumulate four hours of Catastrophic Leave Bank (CLB) per month (6 days per year). CLB hours may only be used for qualifying Family and Medical Leave purposes after the fifth day of qualifying leave.  You may use available PTO for the first five days.  If you do not have any PTO available, the first five days will be unpaid.  The maximum CLB accumulation for all employees is 240 hours (30 days for full-time employees).  No additional time can be accrued until the balance drops below 240 hours.  

In order to use CLB hours, a completed request slip must be submitted to your supervisor.  You may also be required to provide certification of the need for leave. When the need for time off is anticipated, employees should request CLB in writing at least two weeks in advance.

CLB hours are not payable upon termination of employment
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