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Employee Sick Leave Bank Request – MAHE

MAHE Contract Provision:

Article XXIII – Section 3. MAHE Sick Leave Bank

3. MAHE Sick Leave Bank
a. The College shall annually establish a MAHE Sick Leave Bank of 3,400 hours of Sick Leave.
b. Upon voluntary resignation, allow members to donate up to half of their accrued, unused sick time to the MAHE sick leave bank.

4. Draw from Accumulated Sick Leave or MAHE Sick Leave Bank

Bargaining unit members will draw sick leave for approved purposes in one-hour increments from their accumulation of sick leave as follows, subject to applicable limits:

a. A teaching assignment will draw 2.0 hours sick leave for each full or partial contact hour missed and 1.0 hours for all time missed from other scheduled obligations (e.g., office hours, program or department meetings, appointments, etc.) rounded to the nearest full hour. For example, missing a 90-minute class will result in a draw of 3 hours, missing a 45-minute appointment will result in a draw of one hour, missing a 20-minute meeting will result in no draw, but missing two 20-minute meetings will result in a draw of 1.0 hour. Missing the class, the appointment, and the two meetings on the same day would result in a draw of four hours.
b. A clock hour assignment will draw 1.0-hour sick leave for each full or partial clock hour missed.
c. A member shall not draw accumulated sick leave in excess of the member’s credited and accrued benefit and shall not draw sick leave bank benefits if there is not a positive balance remaining in the sick leave bank at the time.

5. Approved purposes and limits for use of Accumulated Sick Leave or MAHE Sick Leave Bank

a. All bargaining unit members:

1) Shall use accumulated sick leave when, after taking into account all reasonable accommodations the College is willing to make, the member is disabled by illness, injury, or medical condition from safely performing the essential functions of the member’s regular job and any other bargaining unit work within the member’s qualifications offered by the College, or is on approved FMLA absence due to a serious health condition of the member.
2) Shall use accumulated sick leave on up to ten days in an academic year if the member is on approved leave of absence due to a serious health condition (as defined under the FMLA) of the member’s spouse, parent (including step-parent or other person in loco parentis) or child (including step-child, foster child, adopted child, etc.).
3)  May use accumulated sick leave on up to five calendar days to make arrangements for and/or attend the funeral or memorial service(s) in the event of the death of a member of the bargaining unit member’s immediate family or household, provided the sick time shall be used on days consecutive with the date of death and/or such services.
4) May use up to eight hours of accumulated sick leave per academic year when routine dental or medical attention for the member, the member’s current spouse, or a dependent of the member residing in the member’s household cannot be scheduled outside of College time or where the member is needed to provide care to such an incapacitated individual residing in the member’s household.
5) If the member has no sick leave available when items 1-4 of this Article (immediately above) arise, they may request payment through the MAHE Sick Leave Bank. The Bank will be administered by Human Resources, and MAHE will be provided periodic reports of use.

b. In addition, full-time all bargaining unit members may use accumulated sick leave for the following purposes, subject to the stated limit for each such use during any academic year:
1) Court subpoena or summons not resulting from employment at the College (as required by the court).
2) Income tax investigation (eight hours).
3) To attend the graduation of the bargaining unit member, spouse, child from high school or college, one day if in Michigan or up to three consecutive days outside of Michigan.
4) To attend the marriage of the bargaining unit member, two consecutive days; child, one day.
5) Personal Leave for reasons other than those listed above (16 hours).
6) Court subpoena or summons resulting from employment at the College when the Board and the bargaining unit member(s) are on opposite sides of the lawsuit (as required by the court).
7) If the member has no sick leave available when items 1-6 of this Article (immediately above) arise, they may request payment through the MAHE Sick Leave Bank. The Bank will be administered by Human Resources, and MAHE will be provided periodic reports of use. 



Sick Bank Donation Request Form:

Employee Name: Click or tap here to enter text.

Employee Banner ID or Username: Click or tap here to enter text.

Job Title: Click or tap here to enter text.

Department: Click or tap here to enter text.

I would like to request the following number of hours from the sick leave bank: type number of hours here*

· A physician’s statement is required for absence longer than 4 continuous days.
· Members who apply for usage of these funds must exhaust their own personal bank of sick time hours before being considered for additional sick leave hours.

The purpose of this request is: type purpose of request here
I would like to use these hours for the following dates: type dates here

Employee Signature:  type employee signature here. 	Date: Click or tap to enter a date.

For HR Use Only:
HR Approval Printed Name: type employee signature here

HR Approval Signature: type signature here	Date: Click or tap to enter a date.
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