Sick Leave - Administrative Employees
Effective July 1, 2009

The College provides sick leave benefits to protect the employee in time of illness.  This time may also be used to care for immediate family members.  Immediate family, for purposes of sick leave, is defined in accordance with the guidelines established by the Family and Medical Leave Act:  spouse, children and parents.  Sick leave cannot be used for extra vacation, holiday or any other paid time-off purpose.  You may not use sick leave if you are being compensated through worker’s compensation.

Sick time is based on the length of the employee’s yearly fiscal contract as listed below.

12 month contract employees – 12 days

11 month* contract employees – 11 days

10 month* contract employees – 10 days

  9 month* contract employees -    9 days

If eligible employment at the College begins on a date other than July 1, the sick leave allowance will be pro-rated from the date of hire through the end date of the contract for the first year of employment.

The maximum number of accrued sick days may not exceed 120 days.  

Administrative employees hired before July 1, 2009 will receive 50% of accrual for the number of years you have been employed at Adrian College based on the length of your 2009-2010 contract. Examples are listed below.

12 month contract, 5 years = 30 days accrued as of July 1, 2009 (12 x 5) x 50%

11 month contract, 5 years = 27.50 days accrued as of July 1, 2009 (11 x 5) x 50%

Employees must notify their supervisor of their illness as early as possible.  The employee is expected to give an anticipated date and/or time of return to work.  Supervisors or the Director of Human Resources may require a physician’s note if the employee is absent for three or more consecutive days.  The College requires the completion of the Family Medical Leave Act Form with certification by the health care provider for the employee who is sick in excess of five consecutive working days.  The sick leave must be reported on the sick leave form and sent to the Director of Human Resources who will then notify the Payroll Clerk.

Holidays occurring during paid sick leave will be paid as holiday pay, if you are using paid sick leave the day before and/or the day after the holiday.

With approval at the sole discretion of the President, sick leave may be donated between administrators if an administrator has exhausted their sick time due to an extended illness.  

At the time of separation, there will be no payout for unused sick leave.

*Sick time may only be used during contract period as determined by the College.
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