


AMERICAN LIBRARY ASSOCIATION 
PERSONNEL POLICY MANUAL 

 
Item Number 306         Page 2 of 3  
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Regulations Governing Sick Leave 
 
Employees after three (3) days of consecutive illness are required to submit 
a physicians' statement from their licensed medical physician advising 
nature of the illness, before they are eligible to return to work. 
 
Absences requiring 3-1/2 to 7 hours within a weekly period shall be counted 
as a full day's sick leave. 
 
Absences requiring between 1-1/2 hours and up to 3-1/2 hours within a 
weekly period shall be counted as a half day's sick leave. 
 
Absences requiring less than 1-1/2 hours within a weekly period need not 
normally be counted and may be granted at the discretion of the supervisor.  
Should such short absences recur frequently, individual arrangements can 
be worked out to charge them against sick leave. 
 
Employees on paid sick leave at the time an approved salary increase 
becomes due, will receive the increased rate while on leave.  An employee 
returning to work from a sick leave is required to provide a physician 
statement advising they are able to return to work, also having any 
restrictions, if any. 
 
If an employee is on paid sick leave during which time headquarters is 
officially closed for one day or any part of one day due to emergency 
reasons, the employee's sick leave account will be charged for the full day. 
 
Employees on an unpaid sick leave will not receive holiday pay. 
 
An employee may not take time off without pay unless you have exhausted 
your paid sick leave and accrued vacation. 
 
An employee may not borrow against future accruable sick leave time. 

 








