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Administrative Rule
SICK LEAVE BANK 
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Open enrollment

Open enrollment will occur between September 1 and 15 of each school year or within 30 working days on the job for new hires.  

Eligibility and rules for membership

All employees who are on full-time active duty with the district who earn sick leave and have a minimum of seven days in their sick leave bank at the end of the fiscal year (June 30) are eligible to join the bank. To become a member, an employee must complete a membership application Leave Donation Form [GCCAAA-E(1)] and contribute one day of sick leave during the enrollment period. 

Procedures and guidelines

To apply for days from the sick leave bank, an employee must meet the following criteria.

· be a current member of the bank

· have exhausted all accumulated sick and annual leave

· be absent from official duties for at least 20 consecutive days and no more than 90 consecutive days

An employee who meets these criteria must apply for the sick leave bank by completing the Sick Leave Bank Request Form [GCCAAA-E(2)]. This form must be accompanied by a Physician’s Confirmation Form [GCCAAA-E(3)] confirming the nature and expected duration of the disabling conditions.  

All applications will be submitted to the office of human resources for processing. All members applying for the sick leave bank will be notified in writing of the decision made by the sick leave bank committee. Decisions will be made by a majority vote of the sick leave bank committee and will be final. The committee will make no decision which will be in conflict with board policy.  

Intermittent catastrophic illness is defined as a catastrophic illness that may be an “ongoing” illness to the employee that would require the member to use sick leave at intermittent times due to the type of illness or accident. The member may be able to return to work for a period of time but must again take sick leave due to special therapy or treatment.  In an intermittent catastrophic illness, the bank procedures are not dependent upon the member being out of work for at least 20 consecutive days. Rather, an accumulation of 20 absences would be required before approaching the bank for additional leave.

The maximum number of days that a member may draw from the bank in a fiscal year (July - June) is 70 days.  

Members who have been approved for workers’ compensation due to a job-related injury, or who have received state funded disability benefits, will not be eligible for benefits.

Sick leave bank days cannot be granted for elective surgery and normal pregnancy and delivery.

A member of the sick leave bank cannot use banked days until their current year’s leave and accrued leave are exhausted.  This includes both sick leave and annual leave.

When granting sick leave bank days, the district will make payment in accordance with the district’s payroll procedures.

After a leave day has been contributed, the day may not be reclaimed by the donor/employee.  

Membership in the sick leave bank ends upon an employee’s termination of employment. An employee may not transfer leave from the leave bank to another employee. The district will not include the leave in a lump-sum payment or in the leave recipient’s service or retirement for computation purposes.  
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