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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
(Washington Employees)

The Company provides non-exempt Washington employees with paid sick leave in compliance with applicable state sick leave laws[footnoteRef:1]. Employees accrue one hour of paid sick leave for every 40 hours worked.  [1:  EMPLOYER NOTE: This is Washington’s state-wide sick leave policy. Depending on Company location, jurisdiction specific sick leave policies might apply:
SEATAC: All hospitality and transportation employers within the City of SeaTac must provide SeaTac’s PSST to all nonmanagerial, nonsupervisory employees. 
TACOMA: All employers must provide Tacoma’s Paid Sick Leave to exempt and non-exempt employees (full-time, part-time, seasonal) who work within the geographical boundaries of the City of Tacoma for more than 80 hours in a calendar year. This is regardless of whether the employer is physically located within the City of Tacoma or not. 
SEATTLE: All private employers must provide Seattle’s Paid Sick and Safe Time to exempt and non-exempt employees (full-time, part-time, seasonal) who work within Seattle city limits.] 


Employees are not entitled to accrue paid sick leave for hours paid while not working (such as vacation, paid holidays, or while using paid sick leave). 

Paid 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;
· Your workplace or your child’s school or place of care has been closed for any health-related reason by order of a public official or after the declaration of an emergency by a local or state government or agency, or by the federal government.
· Your absence qualifying under the Domestic Violence Leave Act, such as when you or your family member need to: seek legal or law enforcement assistance; obtain medical care for resulting mental or physical injuries; access social service programs; participate in safety planning; or relocate.
· Your absence to prepare for, or participate in, any judicial or administrative immigration proceeding involving you or your family member.

[bookmark: _Hlk182956373][bookmark: _Hlk195101523]Family member includes: Child (biological, adopted, foster child, stepchild, child the employee is legally responsible for, spouse of the employee’s child); parent (employee’s biological, adoptive, or foster parent, stepparent, or someone who was the employee’s legal guardian, parent of the employee’s spouse or registered domestic partner, or a person who stood in loco parentis to the employee when the employee was a minor child); spouse; registered domestic partner; grandparent; grandchild; sibling; and any individual who regularly resides in the employee’s home, unless that individual only resides in the same home and there is no expectation of care by the employee; and an individual for whom the relationship creates an expectation that the employee will care for the person, and that individual depends on the employee for care.

To be eligible to be provided with and use sick leave, you must have worked for the Company for at least 90 days.  Sick leave must be used in increments of the smallest amount trackable on payroll and is paid at your regular rate of pay.  

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

If the need for sick leave is foreseen, you should request the time off as soon as possible, preferably at least 10 calendar 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 must call or text your supervisor prior to the start of your scheduled shift to report the absence.  If you are unable to do so, you must call or text 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. 

[bookmark: _GoBack]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. If you believe that providing the requested verification (such as a doctor's note) will result in an unreasonable burden or expense to you, you have the right to assert this to your supervisor, either orally or in writing.

You will receive a statement of your sick leave balance on your paystub.  Unused sick leave will not be paid out upon termination. The Company will reinstate an employee's previously accrued, unused paid sick leave if it rehires an employee within 12 months of separation. 

The Company will not require, as a condition of an employee taking paid sick leave, that you search for or find a replacement worker to cover the hours during which you are on paid sick leave.

The Company will not discriminate or retaliate against an employee for the lawful exercise of paid sick leave. If you feel like you are being discriminated or retaliated against for the exercise of your Minimum Wage Act rights, you may contact the Human Resources Department.

If you are not satisfied with the response, you may contact the Washington State Department of Labor & Industries. 

· Online: www.Lni.wa.gov/WorkplaceRights 
· Call: 1-866-219-7321, toll-free
· Visit: www.Lni.wa.gov/Offices 
· Email: ESgeneral@Lni.wa.gov  
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