ADOPTED - FEBRUARY 23, 2016

AGENDA ITEM NO. 5

Introduced by the County Services Committee of the: 

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO ADOPT A SPECIAL PART-TIME, TEMPORARY 

OR SEASONAL EMPLOYEE SICK LEAVE POLICY

RESOLUTION # 16 – 052

WHEREAS, special part-time, temporary and seasonal employees are an important part of augmenting our workforce; and

WHEREAS, the Ingham County Board of Commissioners desires to be responsive to the evolution of workers in these categories and their families; and 

WHEREAS, the Board of Commissioners is committed to ensure the employees can address their own health needs and the health needs of their family; and

WHEREAS, this policy provides sick leave hours and enables employees in these categories to seek early and routine medical care for themselves and their families.

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners hereby adopts the attached Special Part-time, Temporary or Seasonal Employee Sick Leave Policy.

BE IT FURTHER RESOLVED, that the Ingham County Board of Commissioners directs that all departments and agencies under the jurisdiction of the Board of Commissioners shall be bound by this personnel policy.

BE IT FURTHER RESOLVED, that this resolution shall not apply to positions under the authority of County elected officials unless the elected official assents to application of this resolution to such positions.

COUNTY SERVICES:  Yeas:  Nolan, Celentino, Tsernoglou, Hope, Maiville

          Nays:  None     Absent:  Koenig, Bahar-Cook     Approved  2/16/2016

	Personnel Policy No. 
	
	 Special Part-Time, Temporary or Seasonal Employee 

Sick Leave Policy


	Approved:
	

	Resolution No.
	


A.
Purpose and Applicability

The purpose of this policy is to establish and administer paid sick leave to employees who meet the definition of “special part-time, temporary or seasonal worker”, and are not covered under a collective bargaining agreement. 

B.
Definitions

Temporary Employee - An employee who is hired for a period of less than 1,508 hours in a 12 month period and does not meet the definition of regular full-time or regular part-time employee as defined by a collective bargaining agreement. Temporary employees shall be scheduled to work an average of 29 hours or less per week. 

Seasonal Employee - An employee who is hired for a position for a period of six (6) months or less, and that time period begins each calendar year in approximately the same part of the year, such as summer or winter. A seasonal employee may be scheduled on a full-time or part-time basis, but must not work in excess of six (6) months per year.

Special Part-Time Employees - An employee regularly scheduled to work nineteen (19) hours or less per week.  These employees are not be covered by the provisions of a collective bargaining agreement or employee personnel manual.  

Excluded Employee – Employees in positions covered by a valid collective bargaining agreement; Intermittent Replacement, Casual Employees and Substitute Employees not regularly scheduled for work, but are called in to work on an as needed basis; Background Investigators working by assignment for 911; Interns; Student Workers; Temporary Status Work Study. In addition, temporary workers who perform work for Ingham County but are employed by an outside agency are not covered by this policy.

C.
Procedure

1.
Paid Sick Leave:
Effective on the first pay period following approval of this policy or upon hire, employees covered by this policy will be provided one (1) hour of sick leave up to a maximum accumulation of twenty-six (26) hours in a calendar year, under the following terms and conditions:

a.
Effective upon the date of hire, eligible employees, who have reportable 

hours in the pay period, will be provided one (1) hour of sick leave each pay period up to the maximum of twenty-six (26) hours in a calendar year.

b.
Balances of credited sick leave will be maintained for each calendar year. Unused balances will cleared out at year end.

c.
Any portion of the sick leave hours not taken with supervisory approval during the calendar year will be lost.

d.
Eligible employees under this policy that receive promotions into positions represented by a collective bargaining agreement or employee manual will not carry over sick leave balances under this program to the new position.

e.
Under no circumstances are eligible employees under this policy entitled to any payout for unused sick leave.

2.
Use of Paid Sick Leave:
a.
Eligible employees shall be entitled to the use of paid sick leave only after it is credited each pay period.

b.
Use of paid sick leave must be approved by the employee’s supervisor.

c.
Sick leave must be taken in no less than one (1) hour increments.

d.
A maximum of twenty-six (26) hours of sick leave may be used by the last reportable pay period in the calendar year.

e.
Sick leave may only be used in lieu of previously scheduled hours. 

f.
Temporary Employees may not use sick leave so their weekly compensation exceeds 29 hours; Special Part-Time Employees may not use sick leave so their weekly compensation exceeds 19 hours; and Seasonal Employees may not use sick leave so their employment extends beyond six (6) months in any year.

3.
Pay Rate for Sick Leave:
Sick leave will be paid at the employee’s normal hourly rate at the time the leave is taken and the hours used shall not be included in the computation of overtime.

4.
Reasons for Use of Paid Sick Leave:
Eligible Employees may only use paid sick leave for the following reasons:
a.
To treat the employee’s own illness, injury, physical or mental health condition; or for preventative medical care for the employee.

b.
For the treatment of the employee’s child’s or spouse’s illness, injury, physical or mental health condition; or preventative medical care for the employee’s child or spouse.

c.
For the employee’s treatment or services related to the employee’s status as a victim in a family violence or sexual assault incident, for the medical care or psychological or other counseling for physical or psychological injury or disability; to obtain services from a victim services organization; to relocate due to such family violence or sexual assault; to participate in any civil or criminal proceedings related to or resulting from such family violence or sexual assault.

5.
Notification:
The eligible employee or designee shall notify her/his supervisor either verbally or in writing as soon as s/he knows that sick leave is needed. This notification must be made no later than one (1) hour prior to the worker’s scheduled start time.  If the reason for the sick leave is foreseeable, the employee must provide at least seven (7) days advance notice to their supervisor, or if the leave is not foreseeable, the employee must provide as much notice as is practicable.

6.
Documentation:
Documentation signed by a health care provider indicating the need for more than two (2) days will be required by the employee’s supervisor.

7.
Enforcement:

Violations of this policy may result in appropriate disciplinary measures.

