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Purpose: Provide Facilities Development & Operations an internal procedure to consistently 
manage, sick leave, tardiness, and excessive absenteeism. These issues create under-staffing and 
lost productivity, which will detract from customer service and employee safety. This Standard 
Operating Procedme aligns to the HR-22.00-2004/07-Standards of Conduct and HR-18.02-

04/16 Hours of Work and Benefits. 

This procedure is to reinforce current policies and address requirements for absences, call in 
procedures, requesting sick leave, an·iving late and/or leaving early so as to further clarify 
acceptable work expectations/behavior, uphold consistent practices, and reinforce individual 
staff performance responsibilities. Employees are expected to be at work during scheduled work 
hours. Leave will be required for hours not worked as indicated below. 

Policy: 

A. Sick Leave: is a benefit granted by the university to employees. Used wisely, it can be a
highly effective source of income protection in the event of an illness or accident. Sick
leaves benefits help ensure (if you are off work) your benefits will continue. The supervisory
staff should make every effort to eliminate abuse of sick leave. In situations that apply to the
Family Medical Leave Act, (FMLA), the policies and procedures of the FMLA take
precedence.

Procedures: Requests for scheduled sick leave shall be submitted in a timely manner by 
preferred method of the employee's supervisor. Employees who request the use of non
scheduled sick leave are responsible for informing their supervisor by having a direct verbal 
conversation with the supervisor where possible and as soon as possible. This can be 
accomplished by person to person, office phone or cell phone communication. Leaving a 
recorded voice-mail message or email does not meet this requirement. For phone number 
information see the attached phone listing. 

If the direct supervisor is not available the employee must have a direct verbal conversation 
with the next level supervisor or Director. If the Director's direct reports are not able to 
speak with the Director, the employee should speak with the Coordinator in Facilities 
Planning Maintenance and Construction or Program Manager in Facilities Management. If 








