Instructions to Faculty and Staff

This farm should be completed for sach wse of sick or personal
leave and submitted upon return © work following esch absence.
ipon approval by the department head/manager, the farm will be
zant to the Paymll Office lor reconding and disposition,

If the use of sick or peraonal jeave is disapproved, 1he
department head/manager will return the form 1o the employes
indicating he reason for-disapproval,

Information Regarding Use of Sick Leave

Tha bse of sick leave will be charged in hours; tha minimum
which can be charged againzt sick leave is one-quarter day.

When a faculty member misses work due 1o an illness, the use
of & sick day must be charged.

When a faculty mamber i sick for a pericd of days, sick leave
days shall be charged from the first day missed until e or she
returns foowork (ondy & days will be charged in a 7V-day penad)

A final examination week and any break periods shall ba trealed
ke gny other wesk of the quarlar.

Sick leave is the authorized absence from duties due bo:
1) Perzonal illness, injury or tamporary disabibily
21 Exposure 1o contagious dizease which could be communicated
o ather members of the universily family.
31 iness, injury, or death of mdividual's mmediate family,
Immadiate family is defined as; Spouse, son. daughlor, mother,
father, brother, sister, grandparent. great-grandparant, grandchild,
father-in-law, mother-in-law, daughter-in-daw, son-in-aw, brother-in-
lzw, sister-in-law, and 2 legal guardian ar other person who stands
in placa of a parent (in loce parentis), Sick l=ave granted for a
death in the immediate family shali not sxceed five (5) work days:
4] Madical, dental, peychological, or optical examination or
treatment of 2n employes or a mamber of his or her immediate
family.
3) Bick leave may be aligible as Family and Medical Leave. Please
refer to University Policy Mo, 40,054,

Infermation Regarding Use of Personal Leave for
Administrative Employees

Tha use of personal leave will be chargad in hours, he
minienum which can be changed against personal leave is ona-
guarter day. Refer to University Falicy No. 40.027.
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Ohio University
Request for Paid Time Off (Faculty and Administrative Staff)

MName Data-

(Cheack Ona) [] Fult-Time Employes 1 Fan-Time Employes
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[ Sick Day
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Part | Member's Reguest
| requast approval of hours-or day{s) (circle one) of the abowve

leava beginning and ending

Cate [1ain

Part Il Complete If Time OFf s For Use of Sick Leave:
____ Personal [iness. Mature of illness:
— Parsomal Injury. Mature of injiny:
| Examination: _ Medical Dental  Oplical
Ciher
___ Barious liness In Immediate Farmily:
__ Death in Immediate Family
____(Crher {specify): -

[Part Il Complete If Sick Leave is Family And Medical Leave

[ ¥ am reguasting sick leave as Family and Medical Leava. (Rafer to
Palicy Ma. 40.054) A completed Heslih Care Provides's Gertilication Form
= attached. | affirm the stetemants herein are g

Part IV Employee Signature Required

Signature of Employae

Part ¥V Administrative Action Required

Appraved Disapproved  Remarks
Dt Bignalune of Deparment Head'Manager

Part ¥l Record Control
Payroll Manager - the above sick or personal time should be deductad
from employes's sick of personal fime balance.




