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Sumter Behavioral Health Services (SBHS) offers accumulated annual leave, accumulated sick leave, and holidays to all full-time employees. Part-time employees, temporary and contract employees are not eligible for accumulated leave or paid holidays. All employees will accumulate annual leave at a rate of 2.885 hours per pay period (5.77 hours per month) once they have been employed for 6 months. It is accumulated at a rate of 10 days per year for one to three years and 15 days per year for three to five years. After five years, one day of annual leave is added for each additional year of employment up to a maximum of 30 days. One day of annual leave equals 7.5 hours. 
Annual leave accumulates for employees who are on leave with pay of any type; it does not accumulate when employees are on leave without pay. A permanent record of all annual leave accumulated and used is maintained for all employees. All annual leave must be scheduled two weeks in advance, except in emergencies. A maximum of 30 days may be carried over to the next calendar year. Additional days over the maximum allowed must be approved in writing by the Executive Director.

Employees giving and working a two week calendar notification of their resignation will be eligible to receive their accumulated but unused annual leave pay. Whether the employee will be required to work that notice is at the discretion of the Executive Director. Employees who do not give and work the proper notice or who are terminated for disciplinary reasons as determined by SBHS will not be paid for accumulated but unused annual leave. Should an employee terminate service while under introductory status, all accumulated unused annual leave is forfeited.

An employee who must be absent for an FMLA-qualifying reason (see the FMLA) policy, will be paid for the time lost from work from all accumulated paid time off balances, if any, and will be concurrent with the unpaid time off. 

Sick Leave 

Sick leave is compensated absence from work due to personal illness, injury, or contagious disease. Sick leave is accumulated at the rate of 5.19 hours per pay period, or the hourly equivalent monthly (10.38 hours per month). One day of sick leave equals 7.5 hours. Full-time employees can accumulate up to 45 days (360 hours) of sick leave.  On the last day of the calendar year, employees can convert any accumulated sick leave beyond the 45-day (360 hours) maximum to annual leave at the ratio of five sick days to one annual leave day.

Employees must notify their supervisors as early as possible on the first day of any absence due to illness. If a supervisor is not available, the employee should contact the next highest level of administration. Employees must submit a sick leave form on the day they return to work.  If a staff member is out of work more than three consecutive days, the supervisor may request documentation from a doctor based on the circumstance of the work absence.

Pregnancy (for the period of actual disability) is covered by sick leave and the Family and Medical Leave Act (FMLA). Three (3) accumulated sick days may be used annually for sickness of a minor child or serious illness of an immediate family member, defined as a parent, child, spouse, brother, sister, grandparent, grandchild, parent-in-law, brother-in-law or sister-in-law.  Documentation of physician examination may be required at the discretion of the staff person’s supervisor and the Executive Director. Additional leave may be granted in certain circumstances at the discretion of the Executive Director.

If the employee does not have sick leave available, the absence will be unpaid.

Excessive absenteeism (excused or not) may result in disciplinary action up to and including termination. An employee who is absent from work without available sick or annual leave may be subject to termination. 

Employees forfeit all accrued sick leave upon leaving the employment of SBHS.



Holidays

	All full-time employees will be granted fourteen holidays per year:

	New Year’s Day
	Labor Day

	Martin Luther King’s Birthday
	Veteran’s Day

	President’s Day
	Thanksgiving Day

	Good Friday
	Day after Thanksgiving

	Confederate Memorial Day
	Day before Christmas

	National Memorial Day
	Christmas Day

	Independence Day
	Day after Christmas




If a holiday falls on Saturday, the preceding Friday will be the day off. If a holiday falls on Sunday, the following Monday will be the day off. Additional holidays may be granted by the Executive Director.

If an employee is on leave without pay when a holiday falls, the employee will not be granted holiday pay.

Employees may not elect financial compensation in lieu of taking time off for a holiday. If an employee is requested to work on a holiday, an alternate day off will be allowed. 
Special holidays may be approved by the Executive Director.



Military Leave of Absence
Sumter Behavioral Health Services will follow the law of the Uniformed Services Employment and Re-employment Rights Act (USERRA) concerning military leave of absence. An employee who is called to duty will need to inform their supervisor immediately and provide the Human Resources documentation that they have been called to duty and the dates they will serve if known.
If the employee’s military pay for short-term Armed Forces Reserve or National Guard duty is less that the employee’s regular pay, then Sumter Behavioral Health Services will pay the difference to the employee for a period not to exceed two weeks.

Hazardous Weather

If hazardous weather conditions prevent an employee from reporting to work, the employee shall be allowed to:

1.	Make up the time lost from work at a time agreed upon by the supervisor and employee;
2.	Use accrued annual leave; or
3.	Take leave without pay.


Administrative Leave 

Administrative leave is defined as an absence from the primary work site at no charge to leave and is at the discretion of the Executive Director unless required by law.

Types of administrative leave:

1. Attendance at conferences, training programs and other work-related activities away from office headquarters.
2. Jury Duty-For time required in court, documentation shall be provided by the employee. Employee must report for work if released by the court prior to one hour before the end of the workday.
3. Bereavement-A maximum of three (3) days for death of an immediate family member and one (1) day for other family member. Immediate family members are defined as parents, children, spouse, brother, sister, parent-in-law, grandparent, grandchild, brother-in-law or sister-in-law.


Leave without Pay

Leave without pay may be granted when employees need to be absent from work for justifiable reasons. Only the Executive Director is authorized to grant leave without pay.

A.  All annual sick leave must be used before requesting an unpaid leave of absence. A written request for a leave of absence must be given to the employee’s supervisor at least two weeks in advance and should provide a detailed explanation as to why the leave of absence is needed. The supervisor and Executive Director will review the request and inform the employee if it has been approved or denied. Failure to report to work on the first business day after the expirations of the leave of absence, without approval, will be considered a voluntary termination of employment.

B. The agency may require an employee seeking leave for medical reasons to provide certification of their serious health condition from their physician. Certification must include the date on which the condition began, it probable duration, and a statement that the employee is unable to perform the essential functions of his or her job. The agency may require at the agency’s expense that the employee obtain the opinion of a second health care provider designated or approved by the agency.

C. When a request for an unpaid leave of absence is approved, the agency may return the staff member to active status in a similar or equivalent position and pay at the end of the leave.
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D. The agency reserves the right to require a doctor’s note releasing the employee to return to work and the date the employee can return to work. The doctor’s note should list any restrictions.

E. During an unpaid leave of absence, there is no accumulation of sick leave or annual leave.

During the first 30 days of an approved unpaid leave of absence, Sumter Behavioral Health Services will continue to pay for commission-paid benefits; however the employee must continue to pay their normal premiums for benefits since no paycheck is being issued from which to deduct those premiums. If the employee fails to pay their benefit premium, their benefits will be cancelled. After 30 days, the supervisor and Executive Director will re-evaluate the unpaid leave of absence




