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Statement of Intent

The purpose of the Sick Leave Bank is to provide sick leave to members of the Sick Leave Bank in cases of
incapacitating, catastrophic, personal illness after their accumulated sick and personal leave has been
exhausted.

Rules

1. The definition of sick leave shall be leave that is granted to a Sick Leave Bank member on active duty
who, through personal illness (including emergency surgery), injury, or quarantine which is not only
prolonged but is also catastrophic and incapacitating and which is not likely to permanently disable the
employee, is unable to perform the duties of his/her position on regularly scheduled duty days.

2. All members of the bargaining unit on active duty in Howard County are eligible to contribute to the
Sick Leave Bank. Contributors will be permitted to apply for leave from the Sick Leave Bank to cover
regularly scheduled duty days for periods of qualifying personal illness upon completion of the required
probationary period.

3. The annual enrollment period for membership in the Sick Leave Bank shall be from September 1
through October 31. Any former Sick Leave Bank member returning from extended leave of absence and
any new employee will be permitted to join the Sick Leave Bank upon filing the appropriate forms and
contributing the assessment for the current year within thirty (30) calendar days after reassignment or
completion of their probationary period.

4. The Sick Leave Bank may be used only by the individual contributor for his/her qualifying personal
illness and may not be used by the contributor to remain away from his/her position in order to assist a
member of his/her family who is ill.

5. An employee must be a member of the Sick Leave Bank for a period of six (6) months before he/she can
draw from the Sick Leave Bank.

6. Sick Leave may be contributed to the Sick Leave Bank; annual and personal leave may not be
contributed. Members of the Sick Leave Bank must use all accumulated sick leave and personal leave
before application may be made to the Sick Leave Bank.

7. The number of days to be contributed shall be determined by the Sick Leave Bank Approval
Committee (Committee) and shall be certified to the Board of Education prior to September 1 of each
year. The annual rate of contribution will be one (1) day per year unless otherwise determined. The rate of
contribution will not exceed a maximum of two days per year per employee.

8. A. In cases of incapacitating work-related injury, the member:

1. May receive full salary and benefits for up to ninety (90) days from the Board of Education under the
Master Agreement, Article 8, Section 8.1.

2. Once the ninety days are exhausted, may follow options available under the Master Agreement,
Article 8, Section 8.1 A, B, C)

3. The member requesting the sick leave shall initiate action through the Workmen’s Compensation
Commission in cases where a member may be eligible for Workers’ Compensation benefits.

4. In cases where a member is eligible for Workmen’s Compensation benefits, leave from the Sick
Leave Bank will be adjusted to equal, but not to exceed, the member’s regular salary:

8. B. In cases of a potentially permanent incapacitating disability, the member requesting a grant of sick
leave shall be required to initiate action through the Maryland State Retirement System, upon direction of



the Committee in cases where the Committee believes the applicant may be eligible for disability
retirement.

9. A member of the Sick Leave Bank may utilize a maximum of forty (40) Sick Leave Bank days per
school year and will not be granted more than 120 days for the same illness in a lifetime.

10. A contributor will lose the right to utilize the benefits of the Sick Leave Bank upon:
A. Termination or suspension from employment from the Howard County Public School System.
B. Cancellation of participation in the Sick Leave Bank by the member in writing.
C. Being on an approved leave of absence.
D. Abuse of the Sick Leave Bank

1. If in the judgment of the Committee, any abuse of the Sick Leave Bank has occurred, such
abuse will result in forfeiture of the days granted. The person will be informed in writing of suspected
abuse of the Sick Leave Bank and informed of the right to appeal. An appeal may be made to the
HCEA Board of Directors by submitting a letter to the HCEA office within 15 calendar days after the

date on the letter of notification of abuse.

2. If an applicant is receiving a second income, (i.e. from a second job) that information must be
disclosed to the Committee. (This will not automatically disqualify an applicant, but it will be weighed
in.)

3. A member is obligated to inform the Committee of any and all other income earned or received
during the period he/she is on Sick Leave Bank grant

11. The existence of the Sick Leave Bank and participation by a member in the Sick Leave Bank does not
negate or eliminate any other sick leave policies of the Howard County Public School System.

12. All unused sick leave in the Sick Leave Bank at the end of the fiscal year shall be carried over to the
next fiscal year to be utilized by Sick Leave Bank members.

13. Sick Leave Bank grants to individual members will not be automatically carried over from one fiscal
year to another. All Sick Leave Bank grants will end as of June 30 or the last duty day of the school year
for that employee and must be renewed through the Approval Committee after request on the appropriate
form for the next successive school year.

14. If a member does not use all of the days granted from the Sick Leave Bank the unused sick leave days
will be returned to the Sick Leave Bank.

15. A five member SLB Approval Committee (Committee), appointed by the President of HCEA, shall
have the responsibility of receiving requests, verifying the validity of requests, recommending approval or
denial of the request, and communicating its decision to the applicant and the appropriate division of the
Board of Education. The committee shall develop rules and procedures and shall give wide distribution to
said rules upon approval of the Board of Directors of HCEA. The business manager, the Board of
Education or his/her designee shall be an ex officio member of the Sick Leave Bank Approval Committee.

16. Sick Leave Bank grants may be utilized by members to cover absence due to illness resulting from
emergency surgery. For all other surgery, applications must be submitted to the Approval Committee for
advance consideration to determine whether such would be covered by the Sick Leave Bank in order to
utilize Sick Leave Bank benefits for such surgery.

Procedures

1. During the appropriate enrollment period, employees desiring to join the Sick Leave Bank will fill out
the appropriate form and make their contribution to the Sick Leave Bank on the approved form. Their
membership in the Sick Leave Bank shall be continued from year to year until canceled in writing by the
member. In order to effect a cancellation of membership in the Sick Leave Bank in time to avoid a
contribution for the next year, a member must notify the Sick Leave Bank Approval Committee in writing



no later than October 31 and forward a copy of the letter to the payroll department at the Board of
Education.

2. In cases where a member of the Sick Leave Bank has been incapacitated, his/her application may be
submitted to the Committee by his/her agent along with a doctor’s letter indicating that the employee is
incapacitated in a manner that would prevent his/her personal application.

3. All requests to draw from the Sick Leave Bank must be made on the approved form and submitted to
the Committee within 30 calendar days of the first date bank usage is requested.

4. The Committee will review and recommend to the business office any approved request to draw upon
the Sick Leave Bank within 15 duty days after such request is received.

5. The Committee will review all requests to draw upon the Sick Leave Bank within 15 working days after
receiving requests in the HCEA office. The Committee will:

A. Approve leave grants from the Sick Leave Bank in units of no more than 20 consecutive
duty days upon each request of the individual applicant; and/or

B. Require the applicant to undergo a 2™ medical review by a licensed medical doctor of the
Committee’s choice at any time (incl. physical, mental/psychological illnesses) at the member’s
expense, with said licensed medical doctor’s report to be sent directly to the Committee; and/or

C. Require the applicant to submit a medical treatment plan from applicant’s primary or
treating physician upon making a second request for the same illness; and/or

D. Request an interview for clarification; and/or

E. Disapprove the application for use of the Sick Leave Bank. Any disapproval may be
appealed to the HCEA Board of Directors by submitting a letter to the HCEA office
within 15 calendar days after the date on the letter of notification of the Sick Leave Bank
Approval Committee decision to disapprove. The HCEA Board of Directors will notify
the member of its decision in writing.

6. All requests to draw from the Sick Leave Bank must be accompanied by a physician’s statement which
the Committee and HCEA shall handle in a confidential manner. The physician’s statement, confirming
the illness and inability to perform regular duties, must be made on the Sick Leave Bank application, and
signed by the physician.

7. Any member submitting his/her request to draw from the Sick Leave Bank must have made his/her
proper contributions for the fiscal year in which the request was made.

8. Any recommendation for approval to draw from the Sick Leave Bank must have the support of at least
three (3) members of the five (5) member Committee.

9. Members may request all appropriate forms from the Chairperson of the Sick Leave Bank.

10. The Committee shall maintain the records of all applications, record of all member contributions,
withdrawals, and the status of the Bank. These records shall be maintained in a confidential manner.

11. The Howard County Public School System payroll department will provide to the Committee any data
maintained in its files with regard to an individual members’ use of, or investment in the Sick Leave Bank.
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