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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

SICK LEAVE

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
All full-time employees are included in the sick leave policy.

1.02
Sick leave is a benefit granted by the college and is not a benefit considered to be earned by the employee.

2.00
SPECIFIC STATEMENTS

2.01
Sick leave is granted on the basis of continuous service from date of employment.

2.02
Staff working 12 months per year are granted 12 days at the beginning of the contract year.  Those working 9, 10, or 11 months, per year are granted 9, 10, or 11 days at the beginning of their contract year determined by the number of months in their contract.

2.03
Professional employees are covered by the sick leave policy in the Master Agreement.

2.04
Unused sick leave may accumulate to a total of 90 days at the end of the contract period.

2.05
Sick leave with pay will be granted for the following reasons:


a.
Illness of the employee;


b.
Quarantining of the employee;

c.
Illness of the immediate family (parents, brothers, sisters, children, grandchildren, grandparents, or any person who is wholly dependent upon the employee);

d.
Illness of others in close relationship (individual upon whom the employee was dependent) - with the permission of the president.

2.06
Any unused sick leave is lost upon termination of employment, except at regular retirement or forced retirement due to illness, or elimination of a position when the employee is in good standing.  The employee will receive $10 for each unused sick leave day.











IV-A-3.2

2.07
Certification of illness by a licensed physician may be required.








2.08
Abuse of this benefit may be grounds for disciplinary action or termination.

3.00
PROCEDURE

3.01
When it is necessary for an employee to utilize sick leave, the immediate supervisor must be notified at the earliest opportunity.

3.02
The individual is responsible for notification of the absence to the personnel officer.
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