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(@) Employees who must be absent because of sck leave shdl notify their administrator as soon as

)

3

(4)

©)

(6)

possible a least within one hour of reporting time. Employees shdl file with their administrator
acompleted form HROO4 within three working days following the period of sick |eave absence.
The adminigrator shall Sgn the form, return one copy to the employee, retain one copy, and
forward the origina to the Human Resources Department. Disciplinary action may be taken if
an employeefailsto file or fasfies areport as provided in this section.

Immediate family, for the purpose of this section, includes. parent, sbling, grandparent, child,
spouse, parents-in-law, children-in-law, sbling-in-law, grandchild, stepparents, stepchildren, a
legal guardian or other person who stands in the place of a parent, other persons residing in the
home of the employee, or adomestic partner. To use sick leave for the degth, illness, or injury
of adomestic partner, a completed and notarized Affidavit of Domestic Partnership form must
be on file with the Human Resources Department.

If medicd attention is required, the employee must present a hedlth care provider’ s satement
confirming the nature of theillness. An adminigtrator may request information from an
employee requesting sick leave to determine whether the Sick leave request should be
gpproved. A hedlth care provider’ s satement, if available, will be attached to form HROO4.

If an employee's Sck leave meets the conditions of the college's Family and Medicd Leave
Policy No. 3-36, the absence will aso be counted as Family and Medical Leave.

If an employeeistaking Family and Medica Leave for areason that meetsthe criteriafor
taking sick leave [see Sick Leave Policy No. 3-10 (A)], the employee shdl, while on FML,
utilize his or her accumulated sick leave balance [see FML Procedure No. 3-36 (D), paragraph
(5)]. If an employee’ s absence due to areason covered by FML policy exceedsthe

employee’ s earned Sick leave, vacation, and persona |eave, the employee will continue to be
eligible for leave pursuant to the FML policy and procedure but will not be paid for the balance
of the FML absence.

There may be times when an employee has utilized FML available to him or her in agiven year
but needs additiond leave because of a serious medica condition. Aslong asthe employee has
asufficient accumulated leave baance to cover the additional leave needed, the employee will
be entitled to reinstatement at the end of said leave, under the same conditions reinstatement is
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available under the FML policy. [See Procedure No. 3-36 (D), paragraph (7).]

(7 Sick leave may not be taken in increments of less than one hour. If an employeeis aosent from
work and on sick leave, that employee continuesto earn Sick leave credit asif he/she were at
work.

(8)  TheHuman Resources Department shall maintain arecord of the balance of sick leave available
to each employee and provide that information on the employee's semi-monthly paycheck stub.
It is the respongbility of an employee who was previoudy employed by another public agency
to obtain documentation as to the amount of sick leave that can be transferred to the college.
The Human Resources Department will provide assstance in arranging for the trandfer.



