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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.

Sample Sick Leave Policy

Sick leave is available to full-time employees for the following purposes:

· Employee’s own illness;
· Employee’s own medical appointments; 
· To provide compensation during the first three days of an absence due to an on the job injury or illness; or,
· Funeral leave upon the death of an immediate family member (see Funeral Leave policy).
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On September 1st of each year, each full-time employee will be given 80 hours of sick leave for the following 12-month period.  Full-time employees hired during the year will be granted sick leave on a pro rata basis.  Part-time employees are not eligible for sick leave.

Regular employees are eligible for paid sick leave; introductory employees may be eligible to take unpaid sick leave.

Unused sick leave cannot be carried over beyond August 31 of each year.  However, you may choose to either:

1. Be paid for half of your unused, accrued sick leave; or,
2. Add half of your unused, accrued sick leave to your vacation bank.  

Sick leave may be used in increments of one hour.  Unused sick leave is not paid out upon termination of employment.

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 disciplinary action.




1/2022
© CASCADE EMPLOYERS ASSOCIATION
image1.png
Cascade Employers Association

Building better workplaces through
compliance, culture, connection




