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GENERAL POLICY

The School recognizes that employees will from time to time be sick or injured, and that time off with pay should be provided to protect employees during those periods where the employee has accrued paid sick leave.  Paid sick leave is a privilege provided by the School so that employees will not be penalized for a temporary inability to perform the usual duties of the employee’s position due to illness or injury.  It is not to be considered as earned vacation leave and shall not be used for any purpose inconsistent with the use of sick leave as provided herein.

1.
ELIGIBILITY

1.1
Full-time NMSBVI employees who receive benefits earn sick leave on the basis of one day per month. Sick leave may be accrued up to 720 hours.  Part-time and substitute employees do not earn sick leave.  


1.2
Part-time employees who become full-time employees begin to accrue sick leave on the day they become a full-time employee.  Leave allotments accrue to an employee’s account on the end of the first pay period after becoming full-time.

1.3
Sick leave benefits are cancelled upon the termination of employment.  No payment for accrued sick leave shall be paid upon termination, discharge, resignation, or retirement of employment, unless in accordance with Section 10-7-10 NMSA 1978 or 4.1 B. below.

2.
USE OF SICK LEAVE

Sick leave should only be used for:


2.1
Personal illness or injury which renders the employee temporarily unable to perform the usual duties of the position, including disability due to pregnancy, childbirth and other related medical conditions.


2.2
Quarantine of employee's household.


2.3
Partial days not worked when an employee, who has been on sick leave returns to work on a part-time basis while recovering from the sickness or injury.


2.4
Conditions as established under the Family Medical Leave Act as approved in NMSBVI Policy No. 415.

3.
PRACTICES

3.1
If a temporary illness, injury, or disability prevents performance of the employee's regular duties, the supervisor should meet with the employee to discuss whether there is a reasonable accommodation that will permit the employee to perform the essential duties of the position.  The School may require medical information from the employee to assess any requested accommodation, and similarly, it reserves the right to require and independent medical examination.  Before returning to work, the School may require a physician’s clearance that the employee is capable of performing the job  without adverse affect on the temporary disability or the safety of others.  


3.2
Any illness or injury necessitating an absence should be reported to the immediate supervisor at least one (1) hour before the start of the employee's work shift, or as practical if prior notification is not possible.  Notification of absence is the responsibility of the employee, or in the case of critical illness or incapacitation, a family member may call the employee’s immediate supervisor, followed by the presentation of a statement from a physician regarding the critical illness or incapacitation.  In cases other than critical illness or incapacitation, notification from family members or friends will not be accepted.  
4.
SICK LEAVE ACCRUAL

4.1
Eligible employees accrue sick leave as follows:



A.
Full-time employees shall earn sick leave on the basis of one day per month worked. Sick leave may be accumulated up to 720 hours.   It is understood that sick leave is for the benefit and convenience of the employee while employed by NMSBVI and accumulated sick leave benefits are canceled upon the termination of employment. Sick leave may be taken in the case of illness in the immediate family.  Immediate family includes:  individuals living within the employee’s household and within the following relationships; spouse, children, grandchildren, parent, grandparent, brother or sister as well as parallel relationships established by marriage (ie. step-children, step-grandchildren, step-parent, step-brother or sister).

B. All full-time employees qualify for participation in the sick leave buy back program.  An employee who has accumulated 600 hours of unused sick leave may be paid for additional unused sick leave at a rate equal to 50% of their hourly wage multiplied by the number of hours of unused sick leave over 600 hours, not to exceed 120 hours of such sick leave.  Payment for this sick leave shall be made only on the payday immediately following the first full pay period in January and the first full pay period in July.

Immediately prior to retirement an employee who has accumulated 600 hours of unused sick leave may be paid for additional unused sick leave at the rate of 50% of their hourly wage multiplied by the number of hours of unused sick leave over 600 hours not to exceed over 120 hours.

5.
PHYSICIAN'S STATEMENT

When an employee is absent for more than three (3) consecutive work days due to illness or injury, he/she must submit to his/her supervisor a "Physician's Statement" certifying that he/she was under the doctor's care during the period of absence and was unable to work. Any such statement must be signed by a licensed medical doctor, holding a medical doctor degree from an accredited university program.  Letters from assistants, nurses, alternative medicine practioners, chiropractors, and psychologists will not be accepted.  At the supervisor's discretion a "Physician's Statement" may also be required as to any absence due to illness or injury where the supervisor has observed reoccurring absences, chronic illness, or a suspected pattern of sick leave abuses.  Such "Physician's Statement" may be on file for future reference if physician indicates such condition is ongoing.

5.1 When a holiday falls during the time an employee is on sick leave, the holiday will be charged as a holiday and not as sick leave.


5.2
The NMSBVI administration shall have the discretion to request a more detailed medical opinion or report as to the employee's condition from the employee’s physician if deemed warranted by the circumstances and, in the event the administration disagrees with the conclusions of the employee’s physician, to require the employee to submit to an independent medical evaluation at the school’s cost.

6.
TIME CHARGES

Time charged to sick leave may not exceed the employee’s accruals.

6.1 An eligible employee may elect to charge absence due to illness to his/her vacation leave accruals, however, sick leave may not be used in lieu of, or to supplement vacation or personal leave.

6.2
When sick leave, vacation leave and personal leave credits are exhausted, or when sick leave credits are exhausted and the employee does not want to charge vacation or personal leave, absence due to illness or injury will be without pay.  The employee is encouraged to consult the Family and Medical Leave Act policy to determine if he/she is eligible for benefits under that policy.

6.3
An illness which occurs during an employee’s vacation leave or personal leave may be charged to sick leave.  In either case a “Physician’s Statement” verifying the period of illness may be required.

6.4 All full time employees are expected to be at work during the days/times required by contract, or in the absence of contract terms, during NMSBVI regular business hours, Monday through Friday, 8 AM to 5 PM.  Employees who take partial days off for reasons for which sick leave may be used, must use available paid sick leave for whatever portion of the day that they are absent (e.g. an employee who leaves work two hours early due to illness, will have two hours deducted from accrued sick leave).  However, supervisors may approve alternate work week schedules, and they may also permit absence without deducted sick leave where an employee’s hours have already exceeded forty for the week.  Without advance written permission for such alternatives from a supervisor, all partial day absences for illness will be deducted from accrued sick leave. 

6.5 The NMSBVI administration shall have the discretion, on notice to the employee, that use of sick leave shall be counted against the employee’s allocation of family or medical leave available under the Family and Medical Leave Act.

7.
RECORD KEEPING

7.1
Any sick leave taken by an eligible employee is documented on a leave request form.  Records pertaining to sick leave accrual or use shall be maintained in the payroll office.


7.2
All sick leave taken must be approved by the employee's immediate supervisor in writing to assure that the employee has complied with this policy.
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