
 

 

 

 

 

 

M E M O R A N D U M 

 

TO:  All Employees 

 

FROM:  Susan Mayer, Director of Human Resources 

 

DATE:  May 27, 2015 

 

RE:  New Sick Leave Policy 

 

 

As you may have heard, a new law goes into effect on July 1, 2015 that requires the Diocese of 

Monterey to provide paid sick leave to employees who work thirty days in a year. 

 

For a long period of time, the Diocese and all its parishes and schools have offered paid sick 

leave to employees who work at least twenty hours per week.  Because this new law requires us 

to extend the paid sick leave program to everyone who works at least 30 days in a year, we have 

established a new sick leave policy which is included with this memo. 

 

In summary, the new sick leave policy provides: 

1. Employees who work 20 hours or more per week:  Those who work full time (either 35 

hours or 40 hours each week) accrue ten days of sick leave each year over twenty-four 

pay periods.  Those who work between twenty and thirty-five (or forty) hours, receive 

prorated sick leave.  Please see the policy for more details. 

2. Employees who work fewer than 20 hours per week:  Employees in this category accrue 

one hour of sick leave for every thirty hours worked.  Please see the policy for more 

details. 

 

The new law also requires that we provide notice of the change to all employees.  Included in 

this envelope is a Notice to Employee.  Please write your name on the top, sign it and return it to 

the person at your location who does payroll.  We would like to have all of the forms returned by 

June 15, 2015. 

 

If you have any questions, please call Teri Dawn at 831 645-2810 or me at 831 373-4345. 
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PAID SICK LEAVE POLICY  

Revision Effective 7/1/15 
 

I. Employees who work 20 or more hours per week 
 

 Employees who work 20 hours or more per week can accrue up to 10 days paid sick 

leave (this includes the required three days under the recently enacted Healthy Workplaces, 

Healthy Families Act) per year to assist employees by continuing their salaries when they are 

absent because of illness  or to care for an ill family member or for other reasons allowed by law 

as outlined in Section III below.  Family members include the following: 

 The employee’s biological, adopted, or foster child, stepchild, legal ward, or a child to 

whom the employee stands in loco parentis;  

 The employee or the employee’s spouse’s or registered domestic partner’s biological, 

adoptive, or foster parent, stepparent, or legal guardian, or a person who stood in loco parentis 

when the employee was a minor child. 

 The employee’s spouse, registered domestic partner, grandparent, grandchild, or sibling. 

 

Sick time accrues each pay period as described below based on the number of hours worked,  

Employees who work at least 20 but fewer than 35 hours per week receive pro-rated sick time. 

Note: Employees who work fewer than 20 hours per week receive sick leave under Section 

II of this policy and are not eligible to accrue sick leave under this Section. 

 

Sick time is accrued twenty-four times per calendar year on each regularly scheduled pay day.  

The amount of sick time that is accrued is 1/24
th

 of the total the employee is entitled to receive 

for the calendar year.  For example, a 35 hour a week employee accrues sick time using this 

formula:  10 days x 7 hours per day = total of 70 hours per year.  Each pay day, the employee 

would accrue or earn 70 x 1/24
th

 = 2.92 hours.  Exempt and non-exempt employees accrue 

vacation pay in the same manner.  This amount exceeds what is due under the Healthy 

Workplaces, Healthy Families Act.  Under that statute, each employee must accrue at the rate of 

one hour for every thirty hours worked.  This accrual method accrues sick time faster than 

required. 

 

Unused sick leave may be accumulated; however, you may not accumulate more than 40 days 

(280 hours for locations that work a 35 hour week and 320 hours for locations that work a 40 

hour week) of sick leave.  Once you reach the 40 day cap, you will not earn any additional sick 

leave until you use some of it; then you will begin accruing again, but only until you reach the 

cap. Employees will not be paid for unused sick leave. 

 

 

At the discretion of your supervisor and Director of Human Resources, after the third day of 

absence, an employee may be asked to obtain a medical certification that an absence was due to 

illness or injury or for another reason allowed by law and outlined in Section III below. 
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For additional information about unpaid sick leave benefits, please refer to “Family Medical 

Leave” and “Pregnancy Disability Leave.” 

 

 

II. Employees who work less than 20 hours per week (Healthy Workplaces, 

Healthy Families Act) 

 

If you work less than 20 hours per week, you will accrue one (1) hour of paid sick leave benefits 

for every thirty (30) hours worked.   

 

Employees are allowed to use accrued paid sick leave under this policy beginning immediately, but 

only up to the amount of sick leave that has accrued and in no event more than 24 hours per 

calendar year.   

 

Unused sick leave benefits under this policy will accrue each pay period up to a total of forty-

eight (48) hours.  Once you reach the 48 hour cap, you will not earn any additional sick leave 

until you use some of it; then you will begin accruing again but only until you reach the cap. 

Additionally, you may only use 24 hours in a calendar year.  Employees will not be paid for 

unused sick leave.  For example, it you work 10 hours per week, you will accrue as follows: You 

work 520 hours per year and receive one hour of sick leave for every 30 hours worked = 520/30 

= 17.33 sick hours per year divided by 24 pay periods = .72 of an hour per pay period.   

 

Paid sick leave under the policy may only be used in minimum increments of one (1) hour, and 

can be taken only after it is earned.  Employees may use sick leave benefits under this policy for 

an absence due to diagnosis, care, or treatment of an existing health condition or preventative 

care for the employee or the employee’s following family members: 

 

 The employee’s biological, adopted, or foster child, stepchild, legal ward, or a child to 

whom the employee stands in loco parentis;  

 The employee or the employee’s spouse’s or registered domestic partner’s biological, 

adoptive, or foster parent, stepparent, or legal guardian, or a person who stood in loco parentis 

when the employee was a minor child. 

 The employee’s spouse, registered domestic partner, grandparent, grandchild, or sibling. 

 

 

 

 

 

III. Provisions Applicable to both classifications of employees 
 

Reasons Sick Leave may be used 

 

1. Diagnosis, care, or treatment of an existing health condition of, or preventive care for, 

an employee or an employee's family member as defined above. 
 



2. Paid sick leave may also be used by an employee who is a victim of domestic violence, 

sexual assault, or stalking to obtain treatment or counseling, or engage in safety planning.  
 

Medical Appointments 

 

Please schedule your medical and dental appointments outside of your normal work hours, if 

possible.  If you must schedule them during work hours, paid sick leave may be used if you or a 

family member as defined above is ill.  If appointments cannot be scheduled outside of work 

hours, please schedule them at either the beginning or the end of your work day if it is possible to 

do so. 

 

 Other Provisions 

 

1. If the need for paid sick leave is foreseeable, the employee shall provide reasonable advance 

notification to the employee’s supervisor prior to the absence. If the need for paid sick leave 

is unforeseeable, the employee shall provide notice of the need for the leave as soon as 

practicable. 

 

2. Employees will receive a statement with each pay stub stating the amount of paid sick leave 

available for their use.  However, paid sick leave may only be used as outlined above and is 

not paid time off to be used for any purpose.   

 

3. Unused sick leave benefits will not be paid to employees upon separation of employment.  

 

4. If an employee is rehired within one year from the date of separation, previously accrued and 

unused paid sick days shall be reinstated.  

 

5. The Diocese will not deny an employee the right to use accrued sick days under this policy, 

or discharge, threaten to discharge, demote, suspend, or in any manner discriminate against 

an employee for using accrued sick days or exercising or attempting to exercise the rights 

provided by the Healthy Workplaces, Healthy Families Act of 2014.  

 

6.  You do not have to find a replacement to cover for you. Your location is responsible  

      for finding a replacement.   

 

 


