Sick Time Policy 

COMPANY NAME 
PURPOSE: To provide paid time off for rest and recuperation from an illness or injury.

APPLICATION: This policy applies to all regular full and part time employees of COMPANY NAME  (COMPANY NAME abbreviated) upon date of hire. This policy does not apply to temporary employees of COMPANY NAME.

POLICY: COMPANY NAME provides paid sick days to eligible employees who are unable to work due to illness, or injury. For purposes of this policy, eligible employees are all regular full and part-time employees. Temporary employees are ineligible for paid sick leave. Eligible employees may use sick leave for an illness of a dependent child, parent, spouse, or significant other. 

Eligible employees are given sick time from the date of hire to a maximum of 8 sick days. The amounts of sick time is pro-rated for part-time employees, newly hired employees, and employees who work less than 12 months in any calendar year.

Employees must report their sick leave to their manager no later than 1 hour prior to the start of their work-shift unless prevented from doing so by an emergency. In the case of an emergency, the employee's manager must be notified as soon as possible thereafter. If an employee needs to leave the workplace, during working hours due to illness, he/she must request approval to do so from his/her manager.

COMPANY NAME requires satisfactory medical documentation of an employee's sick leave that extends for five (5) consecutive business days, or for repeated sick leave of lesser duration. Medical documentation may also be required of employees whose sick leave/attendance reflects a trend, for example, an employee calls in sick 2 Mondays every month.

1. Eligible employees who require sick leave in excess of the maximum earned, may supplement their leave with accumulated sick hours from prior year(s), and/or may use accrued vacation time. 

At year end, if you have less than one year of service, any unused sick time is placed in a "disability account" and is available to supplement short-term wages during the STD leave and until you become eligible for long term disability (after 90 days).

