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DATE: March 12, 1996

REPLACES: November 13, 1991

ISSUING OFFICE:  OAM, EO

ADVANCE SICK LEAVE

TOPIC:

Request and Approval for Advance Sick Leavetc \l2 "Advance Sick Leave
PURPOSE:

To ensure that all ORS Divisions and the Offices of the Associate Director for Research Services are following the same procedures for requesting and approving advance sick leave.

REFERENCE:
(
ORS Delegation of Authority Personnel No. 18, (Grant Leave, Excuse Absence, and Restore Annual Leave(
(
NIH Leave Guide for Civilian Employees, dated June 1994

(
NIH Manual Chapter 2300-630-2, (Leave, Absences, and Overtime(
COVERAGE:
Any employee who is eligible to earn leave.

POLICY:
A.
Sick leave must not be advanced when it is likely that the employee will retire, separate or resign before the advance leave is repaid.

B.
Medical documentation is required for advance sick leave.  Medical documentation is defined as a written statement signed by the employee(s physician certifying incapacitation, examination, or treatment.  The statement must be adequately detailed in order for the Leave Approving Official (LAO) to make a reasonable decision that the employee is incapacitated to perform the duties of his/her position.  The LAO may ask the requesting employee for additional documentation if necessary.

C.
An advance of sick leave may be made to a permanent employee with a zero sick leave balance if the employee has a serious disability or ailment, provided the total advance at no time exceeds 240 hours and there is a reasonable expectation that the employee will return to duty.

D.
Employees holding a limited appointment must not be advanced sick leave in excess of the amount they would earn during the remaining period of employment.

E.
Additional requests for advance sick leave will require the same documentation as the original request.

F.
Timekeepers may not record advance sick leave without appropriate documentation.

PROCEDURES:
A.
The employee, or employee(s representative, should complete Part A of the Request for Advance Sick Leave form and attach an SF-71 (Application for Leave) and the appropriate medical documentation.  This package should be forwarded to the employee(s timekeeper.

B.
The timekeeper should complete Part B of the Request for Advance Sick Leave form and attach a copy of the current Administrative Leave Record (NIH 2386-3).  This package should then be forwarded to the employee(s LAO.

C.
The Leave Approving Official should review the package and approve or disapprove the request.  If it is approved, the package should be forwarded to the Division Administrative Officer for review of completeness and approval/disapproval then forwarded to the Division Approving Official (as delegated within the specific Division) for approval/ disapproval. 

D.
Once the appropriate approving officials have signed the form, the original should be forwarded to the timekeeper to be maintained with the employee(s timekeeping records.  A copy should also be provided to the employee.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.

