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Sick Leave and Family Medical Leave Act
1010.1   PURPOSE AND SCOPE

(a) This policy provides general guidance regarding the use and processing of sick leave.
The accrual and terms of use of sick leave for eligible members are detailed in the
County personnel manual or applicable employee agreement.

(b) This policy is not intended to cover all types of sick or other leaves. For example,
members may be entitled to additional paid or unpaid leave for certain family and
medical reasons as provided for in the Family and Medical Leave Act (FMLA) or
Missouri law (29 USC § 2601 et seq.; § 105.271, RSMo).

1010.2   POLICY

(a) It is the policy of the Clay County Sheriff's Office to provide eligible members with a
sick leave benefit.

1010.2.1   NOTIFICATION

(a) Members are encouraged to notify an immediate supervisor, the Shift Supervisor or
other appropriate supervisor as soon as they are aware that they will not be able to
report to work. At a minimum, members shall make such notification no less than Four
hours before the start of their scheduled shift (Administrative and clerical personnel
should give at least 30 minutes notice). The request will be made personally by
telephone unless for medical reasons they are unable to do so. If a member is unable
to contact the supervisor in the case of an emergency, every reasonable effort should
be made to have a representative contact the supervisor. After notifying the supervisor
the member or representative should request to be transferred to the Sheriff's Office
Human Resources Coordinator and leave a message or notify the Coordinator of the
absence.

(b) When the necessity for leave is foreseeable, such as an expected birth or planned
medical treatment, the member shall, whenever reasonably possible, provide notice
to the Sheriff's Office as soon as reasonably possible and with no less than 30-days
notice of the intent to take leave.

1010.3   USE OF SICK LEAVE

(a) Sick leave is intended to be used for qualified absences. Sick leave is not considered
vacation. Abuse of sick leave may result in discipline, denial of sick leave benefits,
or both.

(b) Members on sick leave shall not engage in other employment or self-employment or
participate in any sport, hobby, recreational activity, or other activity that may impede
recovery from the injury or illness (see the Outside Employment Policy).

(c) Qualified appointments should be scheduled during a member's non-working hours
when it is reasonable to do so.
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1010.4   EXTENDED ABSENCE

(a) Members absent from duty for more than twenty-four (24) consecutive scheduled work
hours may be required to furnish a statement from a health care provider supporting
the need to be absent or the ability to return to work. Members on an extended absence
shall communicate with Sheriff's Office Human Resources to provide updates on their
absence and expected date of return.

(b) Nothing in this section precludes a supervisor from requiring, with cause, a health
care provider's statement for an absence of less than twenty-four (24) consecutive
scheduled work hours.

1010.5   FAMILY MEDICAL LEAVE ACT

(a) The purpose of the Family Medical Leave Act (FMLA) is to preserve the integrity of
the family and to protect the business interest of the employer. The law establishes
guidelines for members and employers relating to time off for specific family needs.
It is the intent of the FMLA to help members balance work and family, as well as to
ensure the integrity of the workforce. Therefore it shall be the policy of the Clay County
Sheriff's Office to reasonably facilitate the use of the FMLA by its personnel.

1010.5.1   GENERAL GUIDELINES

(a) Eligible personnel are entitled to  unpaid  leave under this policy in accordance
with the current provisions of the Family Medical Leave Act. The Undersheriff
shall be responsible for providing oversight and coordination of the FMLA with
the Sheriff'sofficeHuman Resources Coordinator. They will establish procedures to
ensure members who fall under the provisions of the FMLA receive the necessary
forms to complete. All personnel will complete and return the forms to the Sheriff's
officeHuman Resources Coordinator in a timely manner. FMLA is tracked on a
calendar year basis. Recertification or re-application for FMLA may be required at the
beginning of each new calendar year.

1010.5.2   PAID LEAVE SUBSTITUTION

(a) Paid Annual Leave (vacation time), generally available to members, will be used to
offset all, or a portion of the leave provided by the FMLA. Accrued compensatory
time cannot be considered as a leave substituted for FMLA purposes.

(b) In cases of the member's own personal illness or the illness of an immediate family
member, paid leave  will be  substituted from the member's accrued sick leave
balance. When accrued Sick Leave is exhausted, Annual Leave  will be  substituted
with any remaining time allowed under FMLA returning to the unpaid provisions until
more paid leave is accrued.

(c) The Sheriff, at their sole discretion, may grant a request for paid Sick Leave that
lasts beyond the limits of the FMLA if sufficient leave has been accrued, however, the
member's return to duty is not guaranteed and will depend upon an available position
vacancy.
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1. This is a Non-FMLA benefit and is not intended to restart an FMLA timeline or
create a new timeline

1010.5.3   FITNESS FOR DUTY REPORT

(a) Personnel who use seven consecutive days of FMLA leave for their own illness will be
required to provide a fitness-for-duty certification upon return to duty. Members who
may need a reasonable accommodation to return to work should contact the Sheriff's
Office Human Resources Coordinator as soon as possible.

1010.6   SUPERVISOR RESPONSIBILITIES

(a) The responsibilities of supervisors include, but are not limited to:

1. Monitoring and regularly reviewing the attendance of those under their command
to ensure that the use of sick leave and absences is consistent with this policy.

2. Attempting to determine whether an absence of four or more days may qualify
as family medical leave and consulting with legal counsel or the Department of
Human Resources as appropriate.

3. Addressing absences and sick leave use in the member's performance
evaluation when excessive or unusual use has:

i. Negatively affected the member's performance or ability to complete
assigned duties.

ii. Negatively affected office operations.

4. When appropriate, counseling members regarding excessive absences or
inappropriate use of sick leave.

5. Referring eligible members to an available employee assistance program when
appropriate.


