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    Department of Human Resources


May 18, 2018
To:
SEIU Sick Leave Bank Committee
From:
Dave Pastor – Human Resources
Subj:
New Procedures for SEIU Sick Leave Bank Requests
This memo is to inform you that there are some new procedures that will be followed when processing requests for hours from the SEIU Sick Leave Bank.  This is a capsule summary of the process.
· Sick leave bank members can submit a request for hours from the SEIU SLB when they anticipate they will run out of sick time, for an absence or leave of absence that is approved by the SLB Committee.
· Time from the SEIU SLB may be granted to members because of:

1. Continuous or intermittent absence as administered under the University’s FMLA policy

2. Non-work related and non-chronic condition resulting from a catastrophic accident, or

3. Injury or illness of the qualified employee or member of the qualified employee’s immediate family for whom the qualified employee is the primary caretaker.
· Members’ requests for time will be based on time needed, per medical certification, and not a blanket 160 hours.
· The SLB Committee may request the employee to provide additional medical certification from his/her health care provider in order to approve the request.

What’s different about this process? 

a. In the past, if a SLB member on a medical/FMLA leave ran out of sick time but had vacation and/or comp time available, they had to exhaust the vacation and comp time BEFORE requesting a donation from the SEIU SLB.  That is no longer a requirement.  The member may request a donation when he/she anticipates accrued sick time will be exhausted.  The SLB Committee will make a determination on the donation request based on information provided with the application (which will include the amount of available vacation and compensatory time).

b. Until now, SLB requests for hours were processed by Human Resources/Benefits Dept. and were sent to the committee for approval (eligibility was determined by HR.)
Now, HR will provide the SEIU Sick Leave Bank Donation Application (request for hours) and supporting information to the SLB committee and the Committee will determine eligibility, may request additional information from the member (if needed), and will approve or deny the request.
c. Because the SLB committee may need to request the employee provide additional medical certification from the relevant health care provider, the member requesting hours will need to submit an “Authorization for Release of Information” form with their application.  Committee members should limit information requests to only what is necessary and will treat that information as confidential.  SLB Committee members will be required to sign a Confidentiality Agreement.  (Details will be worked out on how this additional information will be distributed to the group as it cannot be sent via email.)
d. The SLB Committee will have stewardship for the sick leave hours contributed to the SLB and the responsible disbursement of those hours from the SLB with each request.  Each request will be reviewed by the SLB committee and the committee’s decision, by majority vote, shall be binding.  There is no appeal process.
e. Following a decision on a request, documentation should be forwarded to Human Resources/Benefits for record keeping.

f. The SLB committee may be asked to help with solutions for requesting additional hours from SLB members when the balance runs low.  Or with suggesting alternate procedures to the union and management. 

We will need to have a brief training session before implementing this new procedure.  I will send a Doodle poll to check your availability.  Our volume of SLB requests is still fairly low, so I don’t expect that this procedure will be a burden.
Thank you for your continued participation.

Dave
Mailing Address:  2121 Euclid Avenue, AC 113 ( Cleveland, Ohio 44115-2214

Campus Location:  Parker Hannifin Administration Center, Rm. 113 ( 2300 Euclid Avenue, Cleveland, Ohio  44115
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