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Sick Leave 

Sick leave provides time off with pay for periods of illness or incapacity resulting from injury.  

Sick leave may also be used by non-exempt employees for health-care appointments that cannot 

be scheduled at times other than during the workday.  Sick leave may be donated to co-workers 

in special situations and will be authorized and approved by the Executive Director. Appropriate 

forms will need to be completed included donation request. 

 

Administration of sick leave 

A full-time year-round regular employee working 40 hours per week will accrue sick leave at the 

rate of one day per month of service, for a total of 12 days per year.  Sick leave may be carried 

from one year to the next, but the accrual total will never exceed 60 days (12 weeks). 

 

Part-time year-round employees will accrue sick leave prorated to reflect the percentage of the 

average full week hours worked.  All employees hired for seasonal work at the Park and Historic 

Sites are eligible for two days of sick leave. 

 

Sick leave is accrued from the date of employment, but may not be used prior to the completion 

of one months’ continuous service. 

 

Banked sick leave is meant to provide income replacement benefits during unexpected or 

extended leaves of absence (pregnancy, surgery, etc.) allowing for continued pay for a period of 

up to 12 weeks, or as accrued.  Accrued sick leave will not be paid out upon separation of 

employment. 

 

As of the effective date of this policy, any employees in excess of 12 weeks of accrued sick leave 

will lose that excess time. 

 

Sick leave use 

Where the need for leave is known in advance, the employee is expected to provide as much 

advance notice as possible. Where advance notice is not possible, notice should be provided as 

soon as possible.  Each employee is responsible for directly notifying his or her supervisor at the 

beginning of each work day when illness prevents his or her attendance at work.  When an 

extended length of absence due to illness is required, supervisors must be kept advised if the 

absence is expected to continue for a period longer than originally anticipated.  Sick leave may 

be used in increments of __ hour(s). 

 

A doctor’s statement is required for more than five consecutive day’s absence due to illness or, at 

the discretion of the supervisor, when an accumulation of scattered absences appears to be a 

pattern of illness.  The [COMPANY] may request and obtain verification of the circumstances 

surrounding any use of sick leave.  Falsification of reasons for using sick leave is ground for 

discipline. 

 



Employees, with the approval of the Executive Director, may use sick leave to care for illness of 

members of the immediate family. 
 


