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         Human Resources Office

TO:

New Employees
FROM:
Diana Oliver, Assistant Director for Human Resources
RE:

Sick Leave Bank Enrollment
All budgeted employees who receive sick leave benefits are eligible to participate in the College Sick Leave Bank.  Contributors may be eligible to use the Bank for prolonged, catastrophic, incapacitating personal illness or injury.  Only those employees who enroll in the Sick Leave Bank, and have the accrued hours to contribute, will be eligible to use days from the Bank.  A maximum of 60 days of sick leave will be granted to a member in any twelve-month period.  The full text of the policy can be found in the FCC Policy Manual on our intranet site.
Membership

You may become a member by donating one (1) day of sick leave.  For full-time employees, one day is defined as seven (7) hours.  For part-time employees, time assessed and granted under this plan will be prorated based on hours worked per week.

You must have sufficient hours of sick leave accrued in order to participate.  If not, you may enroll during open enrollment in October, if you have accrued enough hours to cover the donation.

New employees become eligible to participate after completing half of their first year of employment (i.e. six months for 12-month employees, five months for 10-month employees, etc.)
Administration

Sick leave provided by this Bank is leave which may be granted to an eligible employee when all accrued sick, annual, and special leave has been exhausted.  It will be considered medical leave under the Family Medical Leave Act.  Leave under this policy will not be approved for illness of members of an employee’s family or to care for, or assist, other persons who are ill or disabled.  Once a covered employee qualifies for long-term disability benefits (under FCC’s LTD plan or from disability retirement) no additional leave days will be granted from the Bank.
Enrollment

You may authorize your contribution to the Sick leave Bank by completing the attached form 
and returning it to the Human Resources Office by your eligible entry date, or you may 

return it now, and the deduction will be taken after your waiting period has been completed.

If the Sick Leave Bank develops a negative balance, the Employee Affinity Committee (EAC), 

may assess an additional contribution.  Members will be notified in advance if this occurs. 

In the event the Bank has an excess balance as determined by the EAC, the committee may elect to 
assess a contribution of less than one full day of sick leave.

Employees who elect not to enroll in the Sick Leave Bank by their eligible entry date may enroll 

during the next open enrollment opportunity.

For complete information on FCC’s Sick Leave Bank, please see the Policy Manual located on 
Communication Central or the Human Resources intranet site.
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EMPLOYEE SICK LEAVE BANK
ENROLLMENT FORM

Name  _____________________________    Department  _____________________________

Please check one:

	Full-time  FORMCHECKBOX 

	Part-time  FORMCHECKBOX 

If part-time, what is the part position?  ______  (i.e.  .50, .80, etc.)


As a member of the Employee Sick Leave Bank, I agree to donate one (1) day of sick 

leave per year to the Bank.  I understand that this donation will continue from year 
to year unless I notify Human Resources that I wish to cancel my participation 
during the open enrollment period.  I also understand the donation will be seven (7) 
hours per year (prorated for part-time employees) unless informed otherwise by the 
EAC.

           ________________________________________
          __________________

                           
     Signature


 
   
            Date

Payroll Office Use Only
Effective Date  ____________________________  Sick Bank Code  _____SKD_____
*HR018*
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