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Introduction 
 

The District has established a Sick Leave Bank (SLB) Program to benefit employees.  It will be governed 

by the following guidelines. 

 

 

Definitions 
 

Sick Leave Bank 

 

The SLB is a pool of local days contributed by employees to be used by members of the bank who suffer 

a qualifying catastrophic illness or injury that extends beyond their own accumulated vacation, local, and 

state days.  The Bank may be used only by the individual member for his or her qualifying condition.  

The Bank may not be used by the contributor to be absent for his or her position in order to assist 

a member of his or her family who is ill.  COVID-19 is not a qualifying catastrophic illness. 

 
Only employee who are members of the bank will be permitted to use the bank for regularly scheduled duty 

days for a qualifying catastrophic illness or injury. 

 

Catastrophic Illness or Injury 
 

A catastrophic illness or injury is a severe condition or combination of conditions affecting the mental or 

physical health of the employee that requires the services of a licensed practitioner for a prolonged period 

of time and that forces the employee to exhaust all leave time earned by that employee and to lose 

compensation from the District.  Such conditions typically require prolonged hospitalization or recovery or 

are expected to result in disability or death.  Conditions relating to pregnancy or childbirth shall be 

considered catastrophic if they meet the requirements of this. 

 

To qualify for the sick leave bank, the illness or injury must life threatening and result in the employee’s 

temporary or permanent incapacity to perform his or her job functions for an extended period of time. 

 

 

Employee Membership 
 

1. Membership is voluntary. 
 
2. All full-time district employees qualify for sick leave benefits and are automatically eligible to 

become member of the Sick Leave Bank. 
 

3. Employees must contribute one (1) day of their earned local leave to the bank each year in order to 
become a member and remain active each year. 

 
NOTE:  Employee that joined the Sick Leave Bank prior to the 2018-2019 School Year are 
grandfathered in and will remain active members of the bank until days are used from the sick 
leave bank.  Once days are used, those employees will be required to re-enroll in the Sick 
Leave Bank under the new terms. 
 
All contributions are final and cannot be returned, even upon cancellation or membership.  Only local 
leave can be contributed to the sick leave bank.  If a member terminated employment prior to earning 
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the one local day contributed for membership, the amount for the unearned portion of the day 
contributed will be deducted from the member’s final paycheck. 

 
4. Employees must apply for the Sick Leave Bank by the enrollment deadline each year with the 

exception of the employees that joined prior to the 2018-2019 School Year as noted above. 
 
5. Membership in the Sick Leave Bank ceases on the effective date of an employee’s termination or 

resignation.  An individual who is rehired is eligible to rejoin the bank by donating the required number 
of days. 

 

 

Eligibility of Use 
 

1. Members must have an unexpected catastrophic illness or injury.  Absences caused by pre-existing 

conditions at the time of application will not be covered. 

• “Unexpected” means not foreseen or not anticipated. 

• “Pre-existing” means a condition that existed for which a member received treatment or 

advice during the 12-month period prior to the effective date of initial Bank membership. 

2. Members must be on an approved FML or medical leave of absence (LOA) and have used all their 

available sick days, vacation, and annual personal/state days before applying for SLB days. 

3. Members must have been out five (5) consecutive working days with the current catastrophic/chronic 

illness or injury and be on an approved FML or medical leave of absence. 

4. If an applicant’s incapacity is of such a nature that he or she cannot personally apply for SLB days, the 

application may be submitted on his or her behalf by an authorized agent, supervisor, or immediate 

family member. 

5. The Sick Leave Bank days shall be granted only for absences from working days and will not be granted 

for holidays, vacation days or other such days for which the member is not paid. 

6. The district reserves the right to request a second opinion to certify the need for leave by a health care 

provider designated by the district.  The district will assume the cost if a second opinion is required. 

 

 

Enrollment 
 

Current employees can enroll in SLB membership during the annual benefits enrollment period that occurs 

each year.  Current participants can elect to continue participation or can elect “no coverage” during this 

time.  The effective date of the election is September 1 through August 31.  Employee electing “no 

coverage” can enroll only during the benefits enrollment period and are not eligible for membership at any 

other time during the school year unless the district opens another enrollment period. 

 

 

Reapplying for SLB Days 
 

If a member who has received less than thirty (30) days from the Sick Leave Bank returns to work and then 

is ill again with the same or different illness, he/she may reapply to the Sick Leave Bank for additional days, 

the total not to exceed thirty (30) days per year.  Each separate application submitted must meet the initial 

criteria of just cause if not connected to an ongoing illness with intermittent absences for the same condition 

(example: cancer).  If an SLB member uses the maximum number of SLB days during a rolling 12-month 

period, the member must be a current SLV member and must wait until the next enrollment period before 

reapplying for the SLB.  A rolling 12-month period begins on the first day the employee is placed on an 

approved FML or medical Leave of Absence (LOA) status. 
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Minimum Bank Requirements 
 

If the Sick Leave Bank falls below two times (2x) the number of participating members on September 30th, 

continuing participants must contribute one (1) additional day effective October 1 of the current school year 

to retain membership in the Bank.  If the Bank falls below one-time (1x) the number of members, participants 

must contribute two (2) days to retain membership. 

 

 

Sick Leave Bank Administration 
 

The SLB member may initiate a request for benefits at any time provided they have exhausted all available 

paid time and they are on approved FML or medical leave of absence.  The member request must be 

submitted within 30 days from the date the employee goes from a paid to an unpaid leave of absence 

status. 

 

 

Application Process for SLB 
 

Employees requesting SLB days will do so by submitting the paperwork to the Human Resources 

Department.  The forms are located on the Lancaster ISD Website and can be found by contacting the 

Human Resources Department. 

 

Employees must complete the following: 

• Request for Sick Leave Bank Benefits Form 

• Medical Certification from Healthcare Provider Form 

• Fitness for Duty Form 

 

All forms must be complete in their entirety.  If any of the forms are incomplete, all forms will be returned to 

the applicant unprocessed.  Any applications submitted that do not meet the definition of catastrophic illness 

or injury as defined in this policy will be denied. 

 

Completed application forms are forwarded to Sick Leave Bank Committee for approval or denial of the 

requested SLB days.  The decision of the committee will be rendered within ten business days and will be 

based on the employee application and medical information provided by the attending physician’s 

statement.  The committee will notify the employee of the approval or denial of the application and, if 

approved, the number of SLB days approved. 

 

• Members may be granted up to 30 days during each 12-month period from the sick leave bank. 

• Members may not be granted more than 90 days from the sick leave bank in a lifetime. 

 

 

Confidentiality 
 

Any medical information provided shall remain confidential.  A member’s name will be removed from 

applications before review by the committee.  All requests for leave reviewed by the committee will be 

anonymous. 
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Governing Committee 
 

The Sick Leave Bank Committee will be a five (5) member committee appointed by the superintendent or 

his/her designee and shall consist of a representative from the Human Resources Department and at least 

1 person from each classification of employment:  administrative professional, administrative support, 

instructional support, and auxiliary.  The committee will meet on an as needed basis. 

 

Decision by the committee to deny an application for use of the SLB may be appealed in accordance with 

DGBA (LOCAL). 

 

 

SLB Extension 
 

An approved current SLB participant may ask to extend his or her number of sick leave days before the 

current grant expires, by submitting a new application and attending physician’s statement.  The application 

and attending physician’s statement will be reviewed by the committee and approved or denied.  If 

additional SLB days are approved and the member does not use all of his or her approves SLB days, or in 

the event of the member’s death, any unused days will be returned to the SLB. 

 

 

Reporting and Record Keeping 
 

The leave of absence administrator will maintain records regarding the approval or denial of SLB 

applications.  The leave of absence administrator will be responsible for notifying the employee and payroll 

of the approval, the number of sick leave days approved, and the commencement of those days. 

 

The leave of absence administrator will report the status of the SLB at any time upon the request of the 

Superintendent of School or designee. 

 

 

Guideline Changes 
 

The Policy Review Committee is responsible for reviewing program guidelines and making 

recommendations for change to the program or SLB policy.  Upon approval of the Superintendent of 

Schools or designee, the changes will become effective with the next plan year. 

 

 

Maximum SLB Days Allowed 
 

The maximum number of SLB days allowed to any member for his or her own catastrophic/chronic physical 

or mental health condition will be 30 days in a rolling 12-month period.  SLB days will be paid at the 

employee’s regular rate of daily pay. 
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Workers’ Compensation 
 

The Sick Leave Bank may not be used for permanent disabilities or disabilities which qualify the member 

for Workman’s Compensation Benefits. 

 

 

Loss of SLB Benefits 
 

A member may lose the right to use SLB benefits due to: 

 

• Death. 

• Termination of employment with the District. 

• Suspension without pay (no SLB benefits during the period of suspension). 

• Any abuse or misuse of the rules of the SLB as determined by the leave administrator, and if 

determined, the employee will be required to reimburse the District for incurred costs. 

• Being on an approved leave of absence other than FML or medical leave of absence. 

• Failing to apply for disability or medical retirement when a physician has determined that the 

member will not likely return to work and will qualify for retirement. 

• Failing to report immediately any job held for which the employee received remuneration during 

the period he or she was on SLB days. 

• Electing No Coverage during the benefits enrollment period. 

 

 

 

 


