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SICK LEAVE BANK GUIDELINE FOR CLASSIFIED STAFF 

The Board of School Trustees initiated a voluntary Sick Leave Bank upon receiving authorizations from a 
minimum of 150 members of the classified staff to deduct one (1) day of accumulated sick leave for the purpose 
of establishing a Sick Leave Bank.  Classified employees are defined as any non-certified Board appointed 
employee eligible for benefits.  The first enrollment period was from October 12, 1992 and ended November 1, 
1992.  The annual enrollment period shall be from the opening of school until Friday of the first full week in 
October for all members of the classified staff not previously enrolled.  Days will be contributed to the Bank 
according to the way days are distributed for each individual employee group classification.  Any days left in the 
Bank at the expiration for a particular work year shall be carried over for use during the following work year.  At 
such time as the Sick Leave Bank account falls below fifty (50) days, an obligatory assessment of one (1) sick 
leave day shall be made upon all current members of the Bank. 

The intent of the Sick Leave Bank is to assist an employee during the time they become disabled (for an 
extended period of time) until the time that disability pay becomes available to them. 

After all other sick days, personal business and vacation days have been exhausted; classified employees may 
borrow days from the Bank in lieu of days of which they would have been paid had they not been disabled.  Sick 
Leave Bank days are not available until a five (5) day unpaid waiting period has been served.  Sick Leave
Bank days may not be used for doctor’s appointments.  Sick Leave Bank days may be granted in ½ or whole 
day increments. 

The Bank is administered by a committee composed of seven (7) members of the administrative and classified 
staff appointed by the Superintendent.  The Superintendent shall appoint one representative each from the 
custodial staff, secretarial staff, transportation staff, food service staff and paraprofessional staff to review 
applications from membership in the Bank and shall grant, deny or suspend grants of leave from the Sick Leave 
Bank.  The decisions of the committee shall be final. 

The committee shall select one of its members to serve as chairperson for the duration of a particular work year.  
The committee shall meet during the work year as required.  Special meetings may be called by the chairperson 
at the request of committee members.  A majority of committee members shall be required for any official action 
of the committee. 

Application for use of Sick Leave Bank days shall be made in writing to the chairperson of the committee 
responsible for administering the Bank.  The application must state the nature of disability, treatment being 
rendered, mandatory or elective surgery and prognosis for a return to work.  Also a copy of the attending 
physician’s letterhead will need to accompany the application.  Each applicant may be required to meet with the 
Committee in person before the application will be considered.  Each applicant for Bank days shall consent to 
submit to medical examination, at the applicants’ expense and or review of her/his medical history if it is deemed 
necessary by the committee. 

The maximum days a member would be eligible to borrow from the bank would be based on that employee’s 
work year: 12 month employees, 20 days; 11 month employees, 18 days; 10.5 month employees, 17 days; 10 
month employees, 16 days; all other, 15 days.  Days owed to the bank at any time may not exceed the 
maximum days the employee is eligible to borrow. 

Upon return to work, the classified employee shall repay the Bank for days borrowed at the rate of four (4) days 
per year.  If a member retires, resigns or for other reasons leaves the Corporation before repaying the Bank, the 
debt shall be deducted prior to the computation of severance benefits.  Contributed days will remain in the Bank. 

Upon the accumulation of the maximum number of days for his/her employment group, a classified employee 
may contribute one (1) additional day each year to the Sick Leave Bank. 


