BAY COUNTY LIBRARY SYSTEM

Sick Leave Policy

It is the employee’s responsibility to inform the Library of any medical condition, including prescribed medication, that renders them unable to work satisfactorily or safely.

Full-time employees earn and use sick leave under the following conditions:

(a) Newly-Hired Employees - No sick leave payment will be made to a newly-hired employee during the probationary period.  Upon successful completion of the probationary period, the employee is awarded 8 hours of sick leave per month worked during the probationary period.  Newly-hired employees earn 8 hours of sick leave on the first day of the subsequent month after they are hired.

(b) After-Probation Employees – are awarded 8 hours of sick leave on the first day of each month worked.  All paid time off is considered time worked.

(c) Increments – Sick leave shall be taken in increments of not less than one half hour.

(d) Maximum Accrual of Sick Leave – In no case shall actual accumulated earned sick leave exceed 800 hours.
(e) Leave of Absence – No sick leave shall accrue during an unpaid leave of absence or suspension.
(f) Request for Sick Leave - All employees must contact their supervisor/person-in-charge to request taking time off for sick leave.

(g) Employee Sickness - Sick leave is allowed when an employee is too ill or disabled to work satisfactorily or safely.  Sick leave may be utilized for medical or dental appointments.

(h) Sick Leave Less than Six Days - The Library reserves the right to require an employee who is on sick leave for less than six consecutive work days to present appropriate medical certification documenting the employees’ condition before returning to work.  Falsification of a medical certificate or falsely setting forth reasons for the absence will result in disciplinary action, or even dismissal.

(i) Sick Leave Six or More Days – For sick leaves of six or more consecutive days an appropriate medical certification is required in order for the employee to return to work.  Falsification of a medical certificate will result in disciplinary action, or even dismissal.

All full-time employees who become aware that a medical condition will require them to be away from work for four or more days are required to contact the Library’s Human Resources Department in order to determine if the employee should be placed on FMLA.

(j) Sick Leave Exhausted - Any employee whose illness extends beyond his/her available sick leave must use any accrued vacation and/or personal leave before applying for time off with no pay (see Time Off with No Pay Policy).

(k) Vacation Conversion – In no case shall the accumulated earned sick leave exceed 800 hours.  Hours over 720 will be converted at year end or retirement at a rate of 16 sick hours for 8 vacation hours, up to a maximum of 32 vacation hours.

Part-Time, Substitute & Page employees do not earn and/or accrue sick leave.

(a) Requesting Time Off For Being Sick - All employees must contact their supervisor/person-in-charge to request time off for being sick (see Time Off with No Pay Policy).

(b) Sick Less than Four Days - The Library reserves the right to require an employee who is sick and off of work for less than four consecutive work days to present appropriate medical certification documenting the employees’ condition before returning to work.  Falsification of a medical certificate or falsely setting forth reasons for the absence will result in disciplinary action, or even dismissal.

(c) Sick Four or More Days – For sick and off of work for four or more consecutive days an appropriate medical certification must be filed with the Library’s Human Resources Department in order for the employee to return to work.  Falsification of a medical certificate will result in disciplinary action, or even dismissal.
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