3. Sick Leave 

It is Orland Cemetery District's intention to provide a method of furthering the health and general welfare of its employees, while establishing standards to ensure maximum and reasonable job attendance. Therefore, sick leave should only be used for valid sick leave purposes. not be viewed as a right to be used at an employee's discretion, or as a permissive level of absence.  It is a privilege of paid time away from work when such an absence is necessary.

Sick leave will be earned by all employees, beginning on the first day of employment.  first calendar day of the pay period following the employee's first day of work, unless the employee's first day of work was the first day of a pay period, in which case employee shall start earning sick leave that day. Sick leave time will be accumulated during the first ninety (90) days; however, it cannot be used until the 90th day of employment. probation period is over.	Comment by Katie Mola: Per Labor Code section 246, sick leave must begin accruing on the first day of employment. 

Also, it must be available for use on the 90th day.

Sick Leave will be earned at the rate of (3.69) hours for each eighty (80) hours worked for full-time employees.  Part-time and temporary employees will earn (1) hour for every thirty (30) hours worked.
a) Maximum: No employee shall be permitted to accrue sick leave in excess of 200 hours. Upon reaching an accrual of 200 hours, the employee shall not accrue any further sick leave until the balance has been reduced through the legitimate use of accrued sick leave for authorized purposes.  

b) Use: Sick leave is authorized when an employee is unable to work due to a disabling injury, illness, or contagious condition, or to deal with critical illness/injury of the employee's child, parent, spouse, or domestic partner. Sick leave may be taken for the following reasons:	Comment by Katie Mola: The law allows the use of paid sick leave for broader purposes than your existing definition. Please see the new suggested language here about use and family members, including use for a “designated person.” 
· The diagnosis, care, or treatment of an existing health condition of, or preventative care for, an employee or an employee’s family member; 
· To attend legal proceedings, or to obtain medical treatment, counseling, or other victims’ services for domestic violence, sexual assault, or stalking; or
· Any other purpose required by law (e.g., bereavement leave, reproductive loss leave, qualifying acts of violence, etc.).
Any period of sick leave of more than three (3) consecutive days must be supported by a certificate from a physician. For purposes of this policy, a “family member” is a child (a biological, adopted, or foster child, stepchild, legal ward, or a child to whom the employee stand in loco parentis), a parent (a biological, adoptive or foster parent, stepparent, or legal guardian of an employee or the employee’s spouse or registered domestic partner, or a person who stood in loco parentis when the employee was minor child), a spouse or registered domestic partner, a grandparent, grandchild, and sibling. It also includes a “designated person,” which, for purposes of this policy, means a person related by blood or whose association with the employee is the equivalent of a family relationship. An employee can designate one person per 12-month period, measured from the time the employee first designates a person.
Sick leave approval will be based on accrued balances prior to the current pay period for absences during the current pay period. Sick leave may not be used in advance of being earned. The minimum amount of sick leave that may be used on any occasion is ____. 
c) Holidays occurring during sick leave: Paid holidays will not reduce sick leave balances. However, any sick leave taken in conjunction with any paid holiday must be supported by a certificate from a physician. 
Similarly, any request for sick leave in conjunction with paid vacation must be supported by a certificate from a physician. 
d) Reporting Sick Leave: Notice of sick leave use shall be given to the employee’s supervisor, orally or in writing. If the need for paid sick leave is foreseeable, the employee must provide reasonable advance notification. If the need for paid sick leave is unforeseeable, the employee must provide notice of the need for the leave as soon as practicable. Call (530) 865-3880 and/or your Supervisor directly on their District issued cell phone (530) 519-007 if you need to use a sick day. Every sick leave day must be reported. Please leave a message if there is no answer.	Comment by Katie Mola: Labor Code 246 says that the leave may be used upon the verbal or written request of the employee, so I changed this language to match.

e) Compensation: Compensation paid to the employee during the period of sick leave will be at the regular rate of pay. 

f) Certificate of Health Care Provider: An employee may use their paid sick leave for a valid purpose upon their verbal or written request. However, if the District has reason to believe that the request is not for a valid sick leave purpose, the District may request a certificate of health care provider to verify the need for leave.	Comment by Katie Mola: This language is supported by the Labor Commissioner’s interpretation of this common question. See FAQ 27, here: https://www.dir.ca.gov/dlse/paid_sick_leave.htm

g) 
h) 
i) If an employee is absent from work for three (3) consecutive days or more due to sickness, a note from a physician is required before extending the leave beyond three days.  Donated sick leave: In extreme cases of extended illness or injury, on a case-by-case basis, an employee may “gift” sick leave to another employee with the approval of the Board of Trustees.

j) Termination: Sick leave accrued but not used will NOT be paid upon termination of employment. However, if an employee is rehired within one year of separation, previously accrued but unused sick time will be reinstated.

