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The purpose of this policy is to establish guidelines for the use of sick leave by departmental staff (DYS and Individually contracted 03 employees).

The goal of this policy is to ensure that departmental staff utilize sick leave in accordance with the rules and regulations administered by the Human Resources Division formerly known as Department of Personnel Administration (DPA) and contractual provisions.

Policy

Sick leave shall be accumulated at a rate of one and one-quarter days for each full calendar month of employment.

Employees shall be authorized to use sick leave when specific conditions are met.

Employees wishing to use accumulated sick leave shall contact their immediate supervisor or the supervisor in charge at the work location and advise them of their desire to use sick leave.

Employees wishing to use sick leave shall call the work location themselves. Calls received from others shall be accepted only in emergency situations.
Employees suspected of misusing sick leave shall be required to produce written medical verification of illness.

Employees, while in the normal performance of their duties, shall receive compensation as governed by applicable worker’s compensation law for injuries resulting from acts of violence by clients.

Employees shall be removed from the work location if the location manager or designee has sufficient reason to believe that the employee is incapacitated.

Employees who fail to comply with sick leave directives shall be subject to progressive disciplinary action.

Location Managers shall be trained in the Department’s sick leave policy.

Procedures

A.     Sick Leave Accrual (Individually contracted 03 employees are not eligible)

1. Sick leave is accumulated at a rate of one and one-quarter (1 1/4) days for each full calendar month of employment.  Individually contracted 03 employees are not eligible to accumulate sick leave.

2. An employee shall not accrue sick leave credits for any month in which he/she was on leave without pay or absent without pay for a total of more than one (1) day.  

3. If an employee is absent from work due to an approved illness and he/she does not have any sick leave credits, the employee shall be placed on leave without pay unless the employee requests use of other available leave time (i.e. personal, vacation, holiday), and that leave time is subsequently approved.

4. Sick leave for part-time employees shall be pro-rated.

B.     Granting Sick Leave

         1.     Sick leave shall be granted, at the discretion of the Appointing Authority, to an employee only under the following conditions:

a. when an employee cannot perform his/her duties because he or she is incapacitated by personal illness or injury

b. an employee may use up to a maximum of ten days per calendar year for the purpose of:

i.   
caring for the spouse, child or parent of either the employee or his/her spouse or a relative living in the immediate household who is seriously ill
ii.
arranging for the care of him/herself or his/her child(ren) or for attending to legal proceedings or activities in instances where the employee or his/her child(ren) is a victim of domestic abuse and where the employee is not the predator;

iii. 
attending to the necessary preparations and legal requirements related to the employee’s adoption of a child;

c. 
When an employee, because of exposure to a contagious disease, jeopardized the health of others in the work location

d. 
When appointments with licensed medical personnel or dental professionals cannot reasonably be scheduled outside of normal working hours for purposes of medical treatment or diagnosis of an existing medical or dental condition. (i.e. pregnancy, dialysis, hypertension or radiation therapy). 

         2.     Sick leave shall not be authorized for regular, preventive care appointments  with health care professionals.   

C.     Notification  

1.
Employees in direct care positions (such as groupworkers, custodial, security, food service, and education) requesting to use sick leave shall notify the Location Manager or designee at least one (1) hour before the start of his/her work shift on each day of absence.  It is strongly suggested that employees notify the work location at least four (4) hours prior to assigned reporting time.

2. Employees requesting to use sick leave from Central Office, Area Offices and other non-direct care offices, shall notify his/her immediate supervisor or designee within one half-hour after their scheduled reporting time on each day of absence.

3. Employees must call the work location him/herself.  Calls that are received from spouses, relations etc. will not be accepted unless it is an emergency situation.

4. Such notice shall include the general nature of the disability and the estimated time period for which the employee will be absent.

5. Failure of an employee to provide such notification may result in the denial of sick leave even if the employee is genuinely ill.  

6. The Location Manager/designee shall reasonably excuse the employee from such daily notification when circumstances warrant.

D.     Misuse/Abuse of Sick Leave
2. Whenever the Location Manager/designee has reason to believe that sick leave is being misused and/or abused, the location manager shall require satisfactory medical verification of illness from the employee.

3. Requests for medical verification of illness shall be made during, or immediately following, the absence in question.

4. Requests shall be made verbally or in writing and shall cite specific reasons for the request.

5. To the extent practicable, the employee shall receive prior notice that the Location Manager/designee believes he/she is abusing sick leave and that he/she may be required to produce medical evidence for future use of sick leave.

6. Any number of facts may lead a manager to suspect abuse.  Some of the most common are:

a.  
patterns of sick leave use, such as Mondays and Fridays, or in conjunction with their days off

b. 
continued utilization of sick leave in increments of one day or less

c. 
an employee who tells his/her supervisor in advance that he/she will be out sick on a particular day

d.
an employee who calls in sick yet comes in to the office on personal business (e.g. to pick up a paycheck or visit friends)

e. 
excessive utilization by employees who are terminating their employment;

f.
absences immediately following a dispute between a supervisor and the employee over a work-related matter; or,

g.
an employee who calls in sick during inclement weather or on a holiday.

E.     Medical Verification
1. 
Medical verification of illness shall be satisfactory in the judgment of the Department.  

2. Satisfactory medical evidence shall minimally consist of and shall contain the following:

a. 
a signed statement by a licensed Physician, Physician’s Assistant, Nurse Practitioner, Chiropractor or Dentist that he/she has personally examined the employee;

b.  
the nature of the illness or injury, unless identified as being of a confidential nature;

c.  
a statement that the employee was unable to perform his or her duties due to the specific illness or injury on the days in question; and

d. 
the prognosis for employee’s return to work.

3. In cases where the employee is absent due to a family or household illness or injury, satisfactory medical documentation mentioned above indicating that the person in question has been determined to be seriously ill and needing care on the days in question.

2. A medical statement shall be provided on the letterhead of the attending physician or medical provider, and shall list an address and telephone number.

3. Failure to produce such evidence within seven (7) days of its request may result in denial of sick leave for the relevant period and be considered an absence without leave.

4. Progressive disciplinary action shall be initiated if an employee has been placed more than once on absence without leave status.

5. Employees who have been absent without authorized leave for more than fourteen (14) consecutive days may, consistent with the provisions of Chapter 31, Section 38 of the General Laws, be terminated from service for abandonment of position.

6. An employee, upon return to work following a sick leave in excess of five (5) consecutive work days or having a contagious disease, may be required to undergo a medical examination to determine his/her fitness for work.  

F.     Removal of Employee
1. In extraordinary circumstances, where the location manager/designee has sufficient reason to believe that an employee has a mental or physical incapacity rendering him/her unfit to perform his/her job or which jeopardizes the workplace safety or stability, the location manager/designee may authorize the removal of such employee from the workplace.

2. The employee shall be required to undergo a medical examination to determine his/her fitness for work.

3. The Department shall reserve the right to obtain a second opinion from the Commonwealth designated physician to determine fitness for work.  Such cost shall be borne by the Department.

G.     Discipline

1.
Failure to comply with any and all directives issued in accordance with the  above procedures (or if an employee is found to be over utilizing sick leave or is suspected of abuse of sick leave) may result in progressive disciplinary action up to and including termination from the Department.
H.     Training
1
The Human Resource Department shall provide training regarding this policy.

OUTCOME MEASURE/PERFORMANCE INDICATOR


· The Human Resource Department maintains accurate records for sick leave accrual and utilization on all employees.

· All authorized use of sick leave meets specified conditions.

· All employees comply with the notification requirements.
· Medical documentation is requested on all employees suspected of sick leave abuse.

· Employees receive compensation for injuries resulting from acts of violence by clients.

· Incapacitated employees are removed from the work location.

· Progressive disciplinary action is pursued on all employees who fail to comply with the sick leave directives.

· All managers receive training on the sick leave policy.
