PROPOSED NEW POLICY LANGUAGE

FISCAL MANAGEMENT:

ayroﬂ - The agency has a palicy requiring non-exempt employees fo complete a
timesheet listing the number of hours worked during the pay period.
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Payroli — The agency has a policy requining timesheets to be approved by a supervisor
prior o payment.
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Proposed language to satisfy both standards: @’f‘f‘

All employees are reguired to enter exceptions from their normal work schedule into the
electronic timekeeping software TeleStaifWebStaff. Supervisor approval is required
prior to being accepted for payroll finalization. Refer o the TeleStaff/\WebStaff manuals
located on the 3: drive for detaiied procedures.




19

4.7 ABSENTEEISM — SICK LEAVE ADMINISTRATION e Formatted: Font: (Defaut) Ar

M@Wi&%wwmmw%wm
this-polic-ie-to-pravide-for-consistent administration-ofthe uso-af slekloave-by-siy
employess-to-seskcaitss-andsolutionsivrabientasicrnsnd o esiablish-mothode to
sheskand-sorrectoxcessive-tse-of sish-leave-ond-preveni-possibleabuse-

ME#W@M@@WMMWWW%@M@M@M

i 5 Fonty sBaa-olpeisanaknese mednine my gt oo P P o
Ll = 2 ¥ P g

et gy oo ig £, saeey el »-n-ru lH’hr g pes gy g ok s ) A ot of o f T [ Fieh fumtom b § o o 3

b < 5% Ly == iates RS

EN iy o grt o ot g o Fay g md s Im.—é o .-L.' AT D LT e B PUTRE 2NN g o gy O P W A0 T S

Ty o i ¥ ¥ R G % ¥ + A

I o

SRR

Lo PURPOSE

1.1 The ability to work regetarly is a requirement for continued employiment. The
purpose of this policy Is to provide fremfor consistent administration of the use of sick
izave by Balermed-Commissionad members of the BEversit Police Department, o sesk
causes and solutions for absenteeism and to establish methods to check and sorrect
excessive use of sick leave and prevent possible abuse.

1.2 Itis recognized that employess may from time o time hava 3 significant number
or ugs‘t\mate unpreventable sick leave incidents. |t is also recognized that emplovass
may have = significant number of preventable incidents. This policy is intended
address the multiple abuses of sick leave by ensuring that pravention is sddressad
wWhen necassary,

1.3 his-Beclion 7 of the Everstt Police Department Procedures Manual pelies
gstablishes &ifie prucedurs for monitoring employees whe are absent repeatadly or
whose absences preceds or follow regular days off. holidays, of some ofher pattarn, or
who excessively use siek feave. The administration of this policy hecomes effective at
such time as an employes has had three incidents or 42 houes of Sick Leave usage in a
year.

1.4 This-polieyisbelrginiisted by the GitvofBusreit_ An emploves whoss sick
leave has been determined to he abusive of exoessive in nature may be sublest in
discipline. up 1o and including termination.

2.0 DEFINITIONS




2.1 “lncident” shall be each contiguous use of leave hours or non-pald sick lzave of a
duration of cne-guarter hour or more, not separated by regular work fours, preapproved
vacation ar compensatory time hours, or holidays. Absences dus to approvad Family
Medical Leave, Workers Compensation and LECOFF 1 Disabllity Board actions will not
be considered in the adminisiration of this pelicy.

2.2 "Agtion plan” far the purposes of this policy. shall be a written plan developsed o
address the causses of sick leave use, through preventstive means, and designed to
have specific actions with definitive measures (o ensure the plan is followed through.

2.3 CExcessive sick leave use” shall mean use of sick {eave to such an extent that i

Lreates a problem: with the efficient management of the Clty. andiar adversely affacts an .| Formatted: Font; (Defautt} Aral

employee'’s fob performance_of overall ability to perform their ok,

2.4 “Gicklemve abuse” is the atiempt or actual use of sick leave for anything other
thai physical tness or incapacity to such an extent as to render the individual unabls to
perforrn the duties of his/her positfon, or other such permissible use as defined by the
City, Sick leave sbuse is fraudulent use of sick leave and is an unauthorized absence,
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£ tinauthorized absence” for the purpose of this policy shall be defined as
bsence from scheduted work time for which no prior authorization from the Chief of
olice or histher designee has baan given,
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A, If ah employee’s abiflity to use sick leave has been suspended, denisd, or
mocryal le exhausted, or, if the reason for an incident reported is not for a valid
use of sick leave pursuant fo City policies, then such time shall be considerad
an unauthorized absence.

B. Unauthorized absernces shall be withowt compeansation. Maecadep-Other time
banks ray nof be substituted for ah unauthorized absence unless pre-
approved by the Chisf of Police.

. I appropriate, an unauthorized absence may result in disciptinary action
pursuant to applicable polisies.
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12 monih perod measured baclkeward fram the most recent use of sivk leave,
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Employvess absent bevause of personal Hlnsss or inhipd must remsin at their residepoe
during b f igr i

v dpiese aanroved by the Chief of Police.  Exceptions:
Doctor tmen

sted gelivifies. or as directed by the Ghisf of Police oy histher

designes.




This policy shall only apply fo cornmissioned officers of the Everett Police Department,
Appointive and AFSCME mempbers of the Everell Police Department shall abide by the
City of Everett Sick | eave Administration policy,




