Greece Police Department

Policies

Sick Leave

Effective Date: 02/26/2025

Revised Date: 02/26/2025

Issuing Authority:
Chief Michael Wood

1007.1 PURPOSE AND SCOPE

This policy provides general guidance regarding the use and processing of sick leave. The accrual
and terms of use of sick leave for eligible employees are detailed in the Town personnel manual
or applicable collective bargaining agreement.

1007.2 POLICY
This policy is not intended to cover all types of sick or other leave. It is the policy of the Greece
Police Department to provide eligible employees with a sick leave benefit.

1007.3 USE OF SICK LEAVE

Sick leave is intended to be used for absences caused by illness, injury or temporary disability
(including pregnancy/maternity); and consistent with Town policy and applicable Collective
Bargaining Agreements. Members who do not have compensated leave benefits may be eligible
for unpaid leave.

Sick leave is not considered vacation. Abuse of sick leave may result in discipline, denial of sick-
leave benefits, or both. Employees on sick leave shall not engage in other employment or self-
employment, or participate in any sport, hobby, recreational activity or other activity that may
impede recovery from the injury or illness without express written consent of a treating physician.

1007.3.1 NOTIFICATION

All members should notify the Platoon/Unit Commander or appropriate supervisor as soon as they
are aware that they will not be able to report to work and no less than one hour before the start
of their scheduled shifts. If, due to an emergency, a member is unable to contact the supervisor,
every effort should be made to have a representative for the member contact the supervisor.

When the necessity to be absent from work is foreseeable, such as planned medical appointments
or treatments, the member shall, whenever possible and practicable, provide the Department with
no less than 30 days' notice of the impending absence.

Upon return to work, members are responsible for ensuring their time off was appropriately
accounted for, and for completing and submitting the required documentation describing the type
of time off used and the specific amount of time taken.
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1007.4 EXTENDED ABSENCE

Members absent from duty in excess of the length of time as listed in applicable Collective
Bargaining Agreements and/or Town policy will be required to furnish a statement/note from their
physicians supporting the need to be absent and/or the ability to return to work. Members on an
extended absence shall, if possible, contact their supervisor at specified intervals to provide an
update on their absence and expected date of return.

1007.5 SUPERVISOR RESPONSIBILITIES
The responsibilities of supervisors include, but are not limited to:

A. Attendance Monitoring:

° Regularly review the attendance of staff to ensure compliance with sick leave
and absence policies.

B. Family Medical Leave Assessment:

° Determine if an absence of four or more days qualifies as family medical leave
and consult legal counsel or the appropriate personnel agency when needed.

C. Performance Evaluation:

° Address absences and sick leave usage in performance evaluations if excessive
or unusual usage has:

. Negatively impacted the member's performance or ability to complete
duties.
. Negatively affected department operations.

D. Counseling:

° Provide counseling to members regarding excessive absences and
inappropriate use of sick leave.

° Issue Sick Frequencies, Counseling Memorandum (Letter of Training) when
necessary.

E. Employee Assistance Program:
° Refer eligible members to employee assistance programs as appropriate.
F.  Sick Occurrence Report:

° Complete a Sick Occurrence Report whenever sick leave is reported. This form
is available on the GPD Website under E-Forms.

. Accessing the Form: a. Navigate to the "E-Forms" section of the GPD
website. b. Locate and open the Sick Occurrence Report form. c. Complete
the form with all relevant sick time details. d. Copy the platoon commander
of the ill officer on natifications. If the officer is not in your platoon, also copy
the officer's immediate supervisor by selecting the appropriate supervisor
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from the provided list. e. Before submitting, ensure all relevant parties
receive the form and all necessary information is documented.
G. lll/injured Officer Contact:
° Complete an ill/injured officer contact form whenever a supervisor contacts a

member to follow up on their health and welfare, either by phone, in person, or
other means.

1007.6 OTHER MEDICAL LEAVE
Members are allowed four hours of paid leave for cancer screening each year (Civil Service Law

§ 159-h).

An eligible employee may be entitled to sick, disability, or family leave if the employee is subject
to or caring for a dependent child subject to a mandatory or precautionary order of quarantine
or isolation due to COVID-19. Employees should contact the Personnel Department as soon as
practicable once they have reason to believe a precautionary order is in effect. See procedure
81102.5 - COVID Reference Material

The Personnel Department shall advise employees of their rights and responsibilities as applicable
(FFCRA; L. 2020, ch. 25, 2020 McKinney's Session Law News of N.Y.).
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