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Administrative control and procedures. The following control and procedures shall

govern the administration of the sick leave program. An employee desiring sick leave
shall comply with the following conditions:

s

The employee shall insure that the immediate supervisor is notified within the first
half hour of the working day; or

If at work, the employee shall report to the immediate supervisor to record the date
and time of departure on the sick leave authorization form.

Sick leave with pay in excess of three (3) consecutive working days for reasons of
personal illness or physical incapacity may, at the Town of Davie’s sole discretion,
require the presentation of a written statement by a licensed physician certifying that
the employee is unable to return to work. Failure to present said certification, if
requested, will result in the employee being charged with leave without pay. A
physician's certificate may also be necessary for sick leave beyond three (3) days
when the use of sick leave is for the illness of a member of the immediate family
(spouse, child).

Upon return to work, the employee will complete the prescribed leave form and
return it to the immediate supervisor with a doctor's certificate, if applicable, for
Department Director approval and appropriate processing through the department
timekeeper and finance department. During an employee's absence, the immediate
supervisor or other designated department official shall be diligent as to the welfare
of the employee, periodically inquiring of the employee’s well-being and progress.

The anniversary and performance review date of an employee whose leave of absence
exceeds three (3) months will be adjusted accordingly.

Sick leave abuse. Sick leave is a benefit, not an entitlement, and is to be paid only during

illness, accident or death in the immediate family, and is not to be used as leave for other
reasons. In response to frequent or substantial sick leave uses or employees who develop
a pattern of sick leave, or in cases of suspected sick leave abuse, an employee may be
required to provide doctor certification following absences of less than three (3) days or
undergo a physical examination by a physician designated by the Town of Davie to
determine whether the employee continues to be fit for duty. Employees found to be
abusing sick leave may be disciplined up to and including dismissal.



