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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.

Sick Leave

The Company provides all employees with protected unpaid sick leave.  This time off is provided to all employees in compliance with Oregon’s statewide sick leave law.  

You will accrue unpaid sick leave at a rate of .0333 per hour worked with an annual limit of 40 hours. Part-time employees’ annual accrual limit will be prorated based on actual hours worked.  However, all employees are eligible to earn up to 40 hours per year.

Employees may carryover up to 40 hours of accrued but unused sick leave at the end of each calendar year.  You will receive a statement of your accrued sick leave balance on each paystub.  

Sick leave absences are excused and will not count toward the Company’s attendance policy.

You begin to accrue unpaid sick leave when you begin working for the Company, but you are not eligible to use sick leave until you have worked for the Company for at least 90 days.  You may only use sick leave in increments of at least one hour.  

Sick leave is available for the following purposes:

· Your own illness, injury, or health condition, including time off for medical diagnosis, care, treatment, and preventive care;
· Care for your family member with an illness, injury, or health condition, including time off for medical diagnosis, care, treatment, and preventive care;
· [bookmark: _Hlk168331720]For qualifying reasons under the Oregon Family Leave Act (OFLA) or Paid Leave Oregon (PLO) regardless of whether the employee is eligible for PLO or OFLA leave and regardless of whether the company is a “covered employer” under OFLA;
· For any purpose allowed under Oregon’s domestic violence, harassment, sexual assault, bias crime or incident, or stalking law; or
· In the event of a public health emergency, including but not limited to:
· Closure of your place of business, or the school or place of care of your child, by order of a public official due to a public health emergency
· A determination by a lawful public health authority or a health care provider that your presence or your family member in the community would jeopardize the health of others
· Your exclusion from the workplace under any law or rule that requires your employer to exclude you from the workplace for health reasons.
· Such as if work location is subject to a Level 2 or 3 evacuation order; and/or
· A public official has determined that the air quality or heat indexes at either your work location or home are at a level where continued exposure to such levels would jeopardize your health of the employee.
· Effective January 1, 2026: For blood donation by you made in connection with a voluntary program approved or accredited by the American Association of Blood Banks or the American Red Cross.

[bookmark: _Hlk168331735][bookmark: _Hlk150440433]For the purposes of Oregon Sick Leave, family member means the following: An employee’s spouse or domestic partner, the child of an employee or the child’s spouse or domestic partner, the parent of an employee or the parent’s spouse or domestic partner, the sibling or stepsibling of an employee or the sibling’s or stepsibling’s spouse or domestic partner, the grandparent of an employee or the grandparent’s spouse or domestic partner, the grandchild of an employee or the grandchild’s spouse or domestic partner, or any individual related by blood or affinity whose close association with an employee is equivalent of a family relationship.

If the need for sick leave is foreseen, you should request the time off as soon as possible, preferably at least 10 days prior to the absence.  A failure to provide adequate notice for use of foreseen leave may result in corrective action. If the need for sick leave is unforeseen, you are required to call your supervisor prior to the start of your scheduled shift to report the absence.  If you are unable to do so, you are required to call your supervisor as soon as you are able to report the absence and provide a reason that you were unable to call prior to the start of your scheduled shift.  A failure to follow this reporting procedure may result in corrective action. 
 
Depending on the circumstances, you may be required to provide a certification of your need for sick leave from your medical provider or another appropriate person.  If you fail to provide a requested certification, you may be denied the use of sick leave and/or subject to corrective action.

If you are absent for any reason, you must use all accrued sick leave before being allowed to take unpaid leave.
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