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     03.2232


- Classified Personnel -

Sick Leave

	Number of Days


All full time classified employees shall be entitled to ten (10) days of sick leave with pay per year.

Full-time classified staff employed on an eleven (11) or twelve (12) month basis shall be entitled to eleven (11) or twelve (12) days, respectively, each year.

Sick leave may be taken in whole day or half day increments.

Persons employed for less than a full year contract will receive a prorata part of the authorized sick leave days calculated to the nearest one-half (1/2) day.

Persons employed on a full year contract but scheduled for less than a full work day shall receive the authorized sick leave days equivalent to their normal working day provided the employee works enough hours in the position to be considered at least one-half time.

Employees on paid leave shall not be compensated for any duties, regular or extra service, during the paid leave period.

	
	

	Accumulation

Unused sick leave will accumulate with no limitation.

	
	

	Definition


Sickness shall mean personal illness, including illness or temporary disabilities arising from pregnancy, or exposure to contagious diseases.



	Family Illness/or Mourning

Sick leave can also be taken for illness in the immediate family   for the purpose of mourning a member of the employee’s immediate family.  Immediate family shall mean employee's 

spouse, children, (including stepchildren and foster children), grandchildren, daughters-in-law and sons-in-law, brothers and sisters, parents, spouse's parents, grandparents, and spouse's grandparents without reference to the location or residence of said relative and any other blood relative who resides in the employee's home.  
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03.2232 (Continued)

· Classified Personnel

	Sick Leave Donation Program

Under procedures developed by the Superintendent, classified employees who have accrued more than fifteen (15) days of sick leave may request to transfer sick leave days to another classified employee who is authorized to receive the donation.  The number of days donated shall not reduce the employee’s sick leave balance to less than fifteen (15) days.  Employees who are on a Leave of Absence are not eligible to donate sick leave days.
Classified employees shall meet all of the following conditions in order to be eligible to receive donated days.


	1.
	The receiving employee suffers from a catastrophic loss to his/her personal or real property, due to either a natural disaster or fire, that either has caused or will likely cause the employee to be absent for at least ten (10) consecutive working days; and /or 

	2.
	The employee or a member of his/her immediate family suffers from a medically certified illness, injury, impairment, or physical or mental condition that has caused or is likely to cause the employee to be absent for at least 10 (10) days. 

	3. 2.
	As appropriate, the need for the absence and use of leave is certified by a licensed physician. 

	4. 3.
	The employee has exhausted his/her accumulated sick leave, personal leave, and any other leave granted by the Board including Hardin County Sick Leave bank. 

	5. 4.
	The employee has complied with the District’s policies governing the use of sick leave. 

	6. 5.
	The employee has submitted, in writing permission to publicize details regarding the need for leave.


	An employee recipient shall not receive more than one contractual years number of donated days.

Any sick leave not used shall be returned on a proportionate/pro-rated basis to employees who donated days.

The donation of sick days is totally voluntary.  No employee shall be coerced, intimidated, or financially induced into donating days.

All names of people who donate days shall be considered confidential and shall not be shared with recipients or other people.


	Transfer of Sick Leave



Classified employees coming to the District from another Kentucky school district or from the Kentucky Department of Education shall transfer accumulated sick leave to the District.


	Unused Sick Leave

Unused sick leave will not be paid upon layoff, resignation, or termination of employment.
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- Classified Personnel -

	Reinstatement


Unused accumulated sick leave will be reinstated to an employee who has terminated and has subsequently been re-employed, if the break in service does not exceed forty-five (45) working days.

	
	

	Personal Day Transfer 

Classified employees shall have the option of transferring unused personal leave days to their accumulated sick leave at the end of each school year.

Affidavit

Upon return to work a classified employee claiming sick leave must file a personal affidavit or a certificate of a physician stating that the employee was ill or that the employee was absent for the purpose of attending to a member of the immediate family who was ill. For 10 or more consecutive days, an employee shall present a physician’s statement.


Reference:


KRS 161.155





OAG 79-148





OAG 93-39





Family & Medical Leave Act of 1993

Related Policy:

03.2231; 03.2322; 03.233; 03.22331; 03.224





03.275 (Retirement Compensation)

	Adopted/Amended:  06/16/05

	Order #:    9410
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