Policy 4030


Sick Leave Bank Policy

I.   PURPOSE 

Westwood Baptist Church is concerned for the welfare of all its employees.  The purpose of the Sick Leave Bank is to provide emergency sick leave to members of the program who have suffered non elective personal fitness, injury, disability or quarantine and who have exhausted their personal sick leave.  This is a voluntary program for employees who wish to participate. 

II.  ADMINISTRATION 

1.
The Sick Leave Bank shall be administered by the Administration Committee. 

2.
The role of the Administration Committee is to allow or disallow the request of the employee based upon the published rules and regulations.

III.   ADMINISTRATIVE GUIDELINES 

1.
All persons employed at Westwood Baptist who are entitled to sick leave shall be eligible to participate in the Sick Leave Bank. 

Those electing to participate in the Bank shall initially have the equivalent of two (2) days or 16 hours of sick leave deducted from their personal accumulated sick leave and transferred to the Bank. Donations of sick leave days to the Bank are nonrefundable. 

Those who wish to join the bank must do so by February 15 of each New Year.  Membership continues from year to year unless the employee gives written notice by February 15 of their desire to discontinue membership. . Membership withdrawal shall result in forfeiture of all days contributed.

2.
The contributing employee will forfeit donated sick leave days. The donated days will not revert back to the employee, should the employee choose to discontinue membership, or be denied continued membership because of failure to contribute additional days in the Sick Leave Bank. The days in the Sick Leave Bank will be cumulative from year to year.

3.
The bank is for use by the employee because of their own catastrophe only. (Catastrophe: A sudden calamity; a great misfortune). Only members of the Sick Leave Bank may apply to use days from the bank.

4
Members are only eligible to apply for Sick Leave Bank days (8-hour equivalent) equal to the number of days she/he had available to her/him when the catastrophe occurred.

5.
Sick Leave days recommended by the Administration Committee would not require repayment to the Sick Leave Bank. 

6.
Approved leave grants from the Bank shall not be more than twenty (20) consecutive days for which the individual applicant would have otherwise lost pay. Applicants may submit requests for extensions of such leave grants before or after their prior grants expire. The maximum number of days any participant may receive in any fiscal year is sixty (60). The maximum number of days any participant may receive as a result of any one illness, or recurring diagnosed illness, or accident is ninety (90) days.

7.
Any member of the bank need not necessarily contribute two days each year. After initial one-day contribution, additional days will be withdrawn from bank members' accumulated days only when the total number of days in the bank falls below 100. This will be done annually in May.

8.
Sick Leave Bank benefits are applicable for the duration of the employee's continuous employment.

9.
Sick Leave Bank days may not be drawn until the employee has utilized all days available to the employee; i.e. sick leave, convenience leave, vacation leave, comp time, etc.

10.
All records for the bank will be kept by the Church Administrator. Applications to use days from the bank should be made to that office.

11.
For the purpose of this regulation the term day or days shall refer to eight (8) hours of employment.

IV.  PROCEDURES 

1.
All requests to draw upon the Bank must be made on a Sick Leave Bank Request Form and submitted to the Administrative Committee. An employee's request must include the number of days desired from the bank. The number of days asked for cannot extend past the current physical year.

2.
A physician's statement, verifying the nature of the illness or injury, and the inability of the employee to work, must accompany the application form. In extreme and unusual cases exceptions may be approved

3.
All requests must be submitted in written form at the earliest possible time. In an emergency, requests may be made verbally, but must be followed by a written request at the earliest possible time.

4.
In the event a member is physically or mentally unable to make a request to the Sick Leave Bank for use of sick leave days, a family member or agent may file the request.

5.
Grants of sick leave from the Sick Leave Bank shall not be made to any member on account of any elective surgery, or illness of any member of the participant's family, or during any period the member is receiving disability benefits from social security or a retirement plan.

6.
A member must first have his or her supervisor's approval for sick leave before the request for bank leave can be submitted to the Administrative Committee.  A physician's statement should accompany any initial request and must include the following information: 

a.
Nature and cause of the disability.

b.
The expected duration.

c.
Prognosis as to the ability to return to work.

d.
When first treated; is this a recurring disability?
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