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A.  Crediting of Sick Leave:  For full time employees, sick leave shall be earned at the rate of 4.0 
hours for each (70) hours of service in active pay status, including paid vacation, overtime, and 
sick leave, but not during a leave of absence or layoff, up to a maximum accrual of 15 days each 
year. Unused sick leave shall accumulate without limit. There is no provision for advanced or 
extended sick leave.    

 
Part time, temporary, intermittent, and seasonal employees will accrue sick leave on a basis 
proportionate to the hours paid each pay period. Student workers do not earn sick leave. This 
will not affect vacation accumulation since vacation is based on completed years of service, not 
hours worked.  

 
B.  Retention of Sick Leave:  An employee who transfers from another public agency to Athens 

County Children Services, or who has prior service with a public agency, as defined in Section 
124.38 of the Ohio Revised Code, shall retain credit for any sick leave earned in accordance with 
that section, so long as he or she is employed by ACCS, unless previously compensated by the 
other agency, in lieu of taking sick leave.  

 
The previously accumulated sick leave of an employee who has been separated from the public 
service shall be placed to his credit upon his reemployment with ACCS provided that such 
reemployment takes place within ten (10) years of the date on which the employee was last 
terminated from public service. The words “public agency” as used above means those entities 
required to provide sick leave under RC 124.38 and 124.382, including the state, counties, 
municipalities, all boards of education, civil service townships, etc. Notwithstanding the above 
or Section 6.07, Sick Leave Conversion, if any “person removed for conviction of a felony” 
within the meaning of RC 124.34 is “subsequently reemployed” by the Agency, such person is 
only qualified to accrue sick leave as if her or she were a new employee receiving no credit for 
prior service. 

 
C.  Expiration of Sick Leave:  If illness or disability continues beyond the time covered by earned 

sick leave, the employee may utilize other accumulated and authorized paid leave, or may be 
granted a Family and Medical Leave, or a personal leave, or request for a donation of sick leave 
in accordance with the appropriate policy covering such leaves.  It is the employee’s 
responsibility to request a leave of absence on the standard “Request for Leave Form.”  
However, when the employee’s sick leave expires, the employee must submit a written request 
since other leaves of absence are not granted automatically. See also Section 6.08 Sick Leave 
Donation, Section 6.09 Leave of Absence Without Pay, Section 6.10 Administrative Leave, and 
Section 6.11 Disability Leave for further information.) 
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D.  Charging of Sick Leave:  Sick leave will be granted to an employee only upon recommendation 
from the immediate supervisor and approved by the Executive Director or her designee for 
those reasons as outlined in Paragraph E below. Sick leave shall be charged in minimum units of 
one fourth (¼) hour. An employee shall be charged for sick leave only for days upon which he 
would have otherwise have been scheduled to work. Sick leave payment shall not exceed the 
normal scheduled workday or workweek earnings. 

 
E.  Uses of Sick Leave: Sick leave may be granted for the following reasons subject to the approval 

of the Executive Director: 
 

1. Illness, injury or a pregnancy-related condition of the employee or member of the 
immediate family. (For purposes of this policy, the definition of “immediate family” 
shall be: husband, wife, child, step-parents, step-children step-siblings, mother, 
mother-in-law, father, father-in-law, sister, sister-in-law, brother, brother-in-law, 
son-in-law, daughter-in-law, grandparent, grandchild, a legal guardian or other 
person who stands in place of a parent (in loco parentis).)  In the case of an 
immediate family member, the Executive Director may approve sick leave when it 
appears justified, after careful investigation, where the employee’s presence is 
reasonably necessary for the health and welfare of the employee or affected family 
member. OAC 123:1-32-05 

 
2. Pregnancy, childbirth and/or related medical conditions. Male employees may also 

utilize sick leave for pre-natal and post-natal care. A physician's statement shall be 
required for sick leave use beyond five (5) days for this purpose. 

 
3. Death of a member of the immediate family (Sick leave usage is limited to a 

maximum of five (5) working days.)  
 
4. Medical, dental or optical examination or treatment of employee or a member of the 

immediate family, where the presence of the employee is reasonably necessary and 
which cannot be scheduled during nonworking hours.  

 
5. If a member of the immediate family is afflicted with a contagious disease or 

requires the care of the employee; or when, through exposure to a contagious 
disease, the presence of the employee at his job would jeopardize the health of 
others; (See also Section 7.19 Communicable Disease Policy) 

 
6. An employee who adopts a child may utilize up to thirty (30) days sick leave at the 

time they have obtained legal rights to care for the child. The employee must furnish 
a written statement from a licensed physician or a representative from the placing 
Agency. This statement must reflect that the presence of the employee is necessary 
to care for and/or bond with the child during the sick leave time requested.  
SECTION 6.04.E 6 revised:  8/18/04 - ACCS Board 

 
7. Donation of leave to co-worker established pursuant to ORC 124.391  
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F. Evidence Required for Sick Leave Usage:  The employee will be required to complete, sign, and 

deliver, to his supervisor a standard Request of Leave Form explaining the nature of the illness 
to justify the use of sick leave. This form shall contain sufficient facts to explain the use of sick 
time. If medical attention is required, the Executive Director may require a certificate stating the 
nature of the illness signed by a licensed physician to justify the use of sick leave and to 
determine if the employee is medically capable to return to work.  

 
    Application for sick leave should be filed in advance for scheduled appointments, or 

immediately upon the employee’s return to work.  Employees shall not be entitled to sick leave 
payment unless and until they have submitted the above application, and it is approved by the 
Executive Director. Falsification of either a written, signed statement or a physician’s certificate 
shall be grounds for disciplinary action including dismissal.  

 
Failure to properly notify the designated person of the use of sick leave may result in denial of 
sick leave for the period of absence. Sick leave is only approved after the employee has 
submitted the required request for sick leave, and the Agency has agreed that the request is 
justified.  

 
G. Notification by Employee: Employees are required to notify the agency prior to the time he or 

she is scheduled to work on each day of absence.  Employees are required to follow the Call-In 
procedure for Sick Leave absences.  
  
Sick leave is not approved by the individual answering the telephone; this person only 
documents the fact that the employee did give proper notification.  When notifying his or her 
supervisor the employee shall indicate the nature of the illness, whether he or she plans to seek 
medical attention, and shall leave an address and telephone number where he or she may be 
contacted.  Sick leave is only approved after the employee has submitted the required request 
for sick leave and the Executive Director has agreed that the request is justified. 
 
Sick leave WILL NOT be granted to an employee who arrives for work after his required starting 
time, and did not call in according to the established call-in procedure, to indicate he would be 
late or absent for part of the day.  Employees failing to follow the above notification procedures 
will be considered absent without leave (A.W.O.L.), will be subject to disciplinary action, and will 
not be paid for such absence.  Exhaustion of sick leave benefits is no excuse for failure to notify. 

 
H.  Abuse of Sick Leave:  The Executive Director may initiate investigations of any employee's 

absence.  The employee may be required to submit to a medical examination, visit, or other 
inquiry which the Executive Director deems necessary to justify the use of sick leave.  Employees 
intentionally failing to comply with sick leave rules and regulations or falsifying documents shall 
be subject to appropriate disciplinary action including denial of sick leave payment and removal.  
Application for sick leave with intent to defraud may result in removal and refund of salary or 
wage paid. 
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I.  Physician Statement:  Employees with an illness or disability exceeding three (3) days may be 
required to furnish a statement from his or her physician, notifying the Executive Director that 
the employee was unable to perform his or her duties or when sick leave is requested for a 
member of the employee’s immediate family, stating that the presence of the employee is 
necessary to care for the ill person. 

 
J.  Physical Examination:  The Executive Director may require an employee to take an examination 

conducted by a licensed physician, to determine the employee's physical or mental capability to 
perform the duties of the employee's position.  If found not qualified, the employee may be 
placed on sick leave, disability leave, or other appropriate leave, or make application for 
disability retirement. The cost of such examination shall be paid by the Agency. 

 
The employer shall maintain records of sick leave earned, sick leave used, and the balance of sick 
leave for each employee. An employee fraudulently obtaining sick leave, or anyone found 
falsifying sick leave records shall be subject to disciplinary action in accordance with policies 
outlined in this manual. Altering a physician's certificate or falsification of a written, signed 
statement shall be grounds for immediate removal. 

 
K. On rare occasions it may become necessary to contact an employee utilizing sick leave. The 

employee may be asked to perform limited job duties, i.e. answering work-related phone calls and 
completing deadline oriented tasks. The supervisor will determine if reduction in sick leave time 
used will be made in these situations.    

 

GUIDELINES 

 
 
Definition: 
 
 
PROCEDURES 

 

A. Planned use of sick leave should be requested on the Request for Leave form.  

B. Sick Leave Call-In Procedure:   

When an employee is unable to report to work, he or she shall notify his or her immediate 
supervisor, or speak with another person prior to the time he or she is scheduled to report to 
work on each day of absence, unless emergency conditions make it impossible, or other 
arrangements are made with the employee's immediate supervisor. The employee needs to speak 
with their supervisor or a building clerical employee. A voice mail message alone does not 
constitute proper notification. Clerical staff must notify the employee’s co-workers of their 
absence.  

C. Notification of Appointments: 

1. An employee who has appointments scheduled for the day MUST talk directly with their 
supervisor within one-half (½) hour of their scheduled reporting time or, 
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2. Must talk with their supervisor earlier, i.e., the night before or earlier in the morning, so 
arrangements might be made to cover the workload 

3. If unable to talk with the supervisor, the employee must talk with a team member who can 
arrange for coverage of your responsibilities. 

D. When an employee returns to work following an unplanned absence, the employee must first report 
to their supervisor or other designated person.  

E. Each employee who has not already done so, must complete a request for leave form within twenty-
four (24) hours of their return, which includes an explanation of the reason for their absence. 
Employees who have received advance approval for an absence shall not be required to submit a 
second form unless the first submitted form is not factually correct.  

F. If the absence is for a period of three (3) or more consecutive calendar days, and is due to illness,  a 
physician's certification may be required. Any additional written documents which substantiate the 
employee's reason for absence should also be submitted at this time. This information will be 
reviewed by the appropriate supervisory personnel to determine if the absence will be approved.  

 

REFERENCES 

 

ORC 124.38, 124.382, 124.34, 124.391 
OAC 123:1-32-05 
 
Form: Request for Leave Form 
 

Procedure Approved:  
Procedure Revised: 6/1/2011    

  

http://codes.ohio.gov/orc/124.38
http://codes.ohio.gov/orc/124.382
http://codes.ohio.gov/orc/124.34
http://codes.ohio.gov/orc/124.391
http://codes.ohio.gov/oac/123:1-32-05

