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            03.1232 AP. 1
Sick Leave Bank/Exchange Procedures

PURPOSE

To provide eligible, voluntarily participating employees who have exhausted all of their accumulated sick leave and other available paid leaves the means of obtaining additional sick leave days. 

PROCEDURES- SICK LEAVE BANK

1. Eligible Employees- Any certified employee may voluntarily participate in the Sick Leave Bank provided that the Superintendent has received a signed statement of intent to join and day(s) have been donated. 

2. Operating Procedures
     a. All eligible employees will be afforded the opportunity to enroll in the Sick Leave Bank by voluntarily contributing to the Bank one (1) day from their sick leave accumulation. The contribution or use of a day will not be measured in hours, but rather in full-day increments. The Bank will be open for enrollment each school year prior to October 1. 

     b. An employee’s membership in the Bank will remain active for the remainder of the employee’s tenure with the school system or until additional days are required by the Bank. Participation is restricted to those eligible employees who have joined the Sick Leave Bank. 
       (1) The Bank may be opened for re-enrollment of participating members at any time the balance of available days falls below fifty (50) days.

       (2) If a member does not give an additional day when re-enrollment is required, s/he will remain in the Sick Leave Bank for the remainder of that school year. After that school year is completed, the employee will be dropped from membership in the Sick Leave Bank. 

       (3) Any time a member accesses the Sick Leave Bank, s/he will be required to donate an additional day at the start of the next school year. If the employee does not make the donation of one (1.0) day, s/he will be dropped from the Sick Leave Bank. 

   c. The maximum number of days an employee may draw from the Bank is twenty (20) days in one school year. These days may be requested/granted through one (1) request or a series of requests not to exceed twenty (20) days in one school year.  Any days not used from the initial grant will revert back to the Bank pool.

  d. The Sick Leave Bank may be accessed only for the employee, the employee’s spouse, or the dependent children of the employee. The Sick Leave Exchange Program (see  
below) may be accessed by any employee for immediate family members as described in Policy 03. 1232  

    e. Days from the Sick Leave Bank may be taken in whole days only.

Procedures – Sick Leave Bank (continued)

3. Sick Leave Bank Usage Approval Committee
  a. The Committee shall be comprised of three (3) members who are members of the Sick Leave Bank. The President of the local education association shall appoint the Committee. The local education association’s representative council shall approve the appointments. 

  b. One of the Committee members shall be a school administrator who is not only a member of the Bank but also is chosen by the local education association.

  c. The terms of office shall be limited to three (3) years. The terms will be staggered. Each year one member of the Committee shall leave and a new member shall be appointed.

  d. No Committee member shall rule on his/her own usage application or that of a relative as defined in Policy 03. 1232.

   e. The Committee may request the following information from a member of the Bank who applies for days.

(1) The number of years the member has worked for the school system

(2) The number of sick days the member should have earned during that time

(3) A history of the past utilization of sick days and why the member currently has not remaining sick days.

   f. The Committee will submit a report to the executive committee of the local education association and the Board of Education each year regarding the status of the Sick Leave Bank. The report will include the number of Bank members, the number of days in the Bank, the number of grants authorized and declined, and the number of Bank days utilized. The Superintendent will forward letters to Bank recipients of the previous year reminding them that they must donate a day back to the Back at the start of the next year.

   4. Pregnancy/ maternity leaves will not qualify for days from the Sick Leave Bank. Sick Leave Exchange days may be requested (see below). If a complication arises after the birth of the child, the regulation listed under #2-d will apply.

   5. A member must exhaust all Sick Leave Bank requests, grants, and appeals before applying for Sick Leave Exchange. Once Sick Leave Exchange has been accessed, the employee may not return to the Sick Leave Bank. This regulation begins anew for each new illness situation and each new school year.
   6. In order to request days from the Sick Leave Bank Committee, the member must submit the following two forms to the Superintendent: a “Doctor’s Statement” and an “Employee Form for Leave.” A doctor’s note is also required in order for the employee to return to work. 
   7. In the event the Board of Education discontinues the Bank, all employees who are member at the time of the discontinuation shall remain members without additional contributions until all of the Bank days are exhausted. 

