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POLICY STATEMENT

The department will allow full-time (salaried) and eligible permanent, part-time employees to use accrued sick leave with pay when illness or injury in the immediate family requires the employee’s presence.

PROVISIONS/RESTRICTIONS

1.
Authorized absence from work resulting from an illness or injury in the immediate family that requires an employee’s presence may be charged to the employee's accumulated, unused sick leave.  If the absence exceeds five workdays, the employee will be required to provide medical certification from a health care provider stating why the absence requires his/her personal attention and care.  If the absence is of five or less workdays, the employee may also be required to provide a medical certification.  Depending on the length of absence requested, a certification may be requested on a recurring basis, such as weekly or monthly.  Refer to Personnel Policy 3512, “Family and Medical Leave Act” for complete department guidelines on family medical leave.

An employee should communicate with his/her supervisor about the illness or injury and should also have explored other alternatives, such as availability of other family members who could help share in the care and attention of that family member, etc.  The district engineer or division leader/state engineer will determine whether or not to grant leave under this policy. 

2.
If the employee has no sick leave, annual leave, or compensatory time credits, and family and medical leave is not applicable, the district engineer or division leader/state engineer may grant time off without pay not to exceed ten working days without affecting the employee's retirement service record date.  If additional time is needed, the district engineer or division leader/state engineer may grant a special leave without pay (reference Personnel Policy 3509, “Special Leave Without Pay”).

3.
Immediate family for this policy is defined as the employee's mother, father, son, daughter, sister, brother, spouse, and spouse's parents.  Also another relative who is a member of the employee's immediate household will be considered as immediate family for this policy.  Adoption is the same as a blood relationship; a "half" relationship is the same as a "whole" relationship; and “step" relationships apply to stepfather, stepmother, stepson, and stepdaughter.

Also included in the definition of immediate family is any other relative or person who, by unique relationship, maintained a family role similar to a relative stated above.  It is the responsibility of the employee to provide documentation to explain why paid time off should be granted for these special circumstances.  The Human Resources Division should be consulted for these unusual circumstances so the department can track for quality assurance review reasons.

CROSS REFERENCES

Personnel Policy 3500, “Sickness or Injury Leave”
Personnel Policy 3509, “Special Leave Without Pay”
Personnel Policy 3512, “Family and Medical Leave Act”
