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[This policy is drafted in accordance with New Jersey’s Earned Sick Leave Law and shall apply only to employees who do not receive paid sick leave with full pay pursuant to any other law, rule, or regulation of this State, or who are covered under an applicable collective negotiations agreement.]  
For every 30 hours worked, an employee shall accrue one hour of sick leave. After the first calendar year of employment, you will be granted ten (10) sick days per year. These days are credited at the beginning of each year in anticipation of continued employment. An employee may accrue or use in any year, or carry forward from one year to the next, no more than 40 hours of earned sick leave. 
The Employer permits an employee, pursuant to N.J.S.A.  § 34:11D-3(a), to use the earned sick leave accrued for any of the following instances: 
(1)	Time needed for diagnosis, care, or treatment of, or recovery from, the employee’s own mental or physical illness, injury or other adverse health condition, or for preventive medical care for the employee;
(2)	To aid or care for a family member during diagnosis, care, or treatment of, or recovery from, the family member's mental or physical illness, injury or other adverse health condition, or during preventive medical care for the family member;
(3)	If an employee or a family member are a victim of domestic or sexual violence, and are obtaining services from a designated domestic violence agency or other victim services organization, medical attention, legal services, counseling, or are relocating due to the domestic or sexual violence; 
(4)	Closure of an employee’s workplace, or of the school or place of care of an employee’s child, due to an epidemic or public health emergency, or because of the issuance by a public health authority of a determination that the presence of the employee or their family member in the community would jeopardize the health of others; or
(5)	If an employee needs to attend a school-related conference, meeting, function or other event requested or required by an administrator, teacher, or other professional school staff member responsible for the education of the employee’s child, or to attend a meeting regarding care provided to the child in connection with the child’s health conditions or disability.
In regard to the above, the Employer requires three (3) days’ notice for any foreseeable use of leave. If the use of leave is unforeseeable, the employee should notify the Employer as soon as practicable of their need to use same. Should an employee need to use three (3) or more consecutive days of leave, said employee must provide the Employer with reasonable documentation that the leave is being taken for one of the purposes permitted above.  Reasonable documentation shall be as defined in N.J.S.A. § 34:11D-3(b). 
An employee is eligible to use the earned sick leave beginning on the 120th calendar day after the employee starts work. The employee may subsequently use earned sick leave as soon as it is accrued. Employees will not be paid for any unused sick leave, except as expressly required by federal or State laws, or an applicable collective negotiations agreement.
Sick days are not to be taken in half-day increments unless authorized by the respective liaison on a case-by-case basis.
[bookmark: _Toc25332914]Vacation Leave
Vacation leave is granted in days to each full-time employee and shall accrue as follows:
	Full time employees will receive one half paid vacation day after their initial two months 	of employment.

	After the first calendar year, employees are credited with vacation as follows:

	After the first full year of employment of continuous service: 5 days

	Two years to ten years: 10 days

	Ten to fifteen years: 15 days

	After fifteen years: 20 days

	An increase in vacation leave will be granted at the beginning of the calendar in which the years of service requirement will be met.  Up to one year of accrued vacation leave may be carried over into the next year. Your supervisor may require you to take vacation during the year that it is earned, and approval of vacation leave may be contingent upon operational needs.

	Vacation time must requested by no later than the last day of March. The order of vacation selection will be based on years of seniority in each respective department. Employees may change their vacation request at any time after they have selected, but that employee forfeits their seniority and may not bump another employee from their choice. Your supervisor shall approve initial requests and changes in advance. Vacation days shall be taken in full day increments unless prior authorization by the Department’s respective Liaison.
 
Part-time employees will be granted vacation on a proportionate basis
Employees who are covered by a collective negotiations agreement shall abide by the vacation schedule set forth within the applicable agreement.  All vacations must be approved by the employee’s supervisor in accordance with established Employer guidelines.  
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