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LOGNOP - ARTICLE 25 
SICK LEAVE 

Reference SECTION 2 

A. 'i he En?pioyer.wiil provide approprlalc contact information (primary and one 
[?I alternate) lo request schediited and rinscheduled leave, Contact 
informalion will be provi(ied lo Ernpiwjees and posted appropriately in %he 
wrork. area. 

R. Ail sick leave reqtiesls wili contain the foiiowiirg inforrnaiion: name, date of 
request, type of leave reqi~csied, contact / call back number and may provide 
expected dale of return, i f  an Employee is unable to return on or before the 
estimated return date, a follcw-op sick ieave request is required. if an 
employee does riot provide an estimated #o f  hours i days needed, daily call- 
in is required. The Employer is also responsible for requesting ari estimated 
date of return if not alreadyprovided by the Employee. 

C. Scheduling Sick Leave in Advance -- For the purpose of this LOCMOP, 
scheduled in advance is defined to be - a request subrnilted at !east one day 
in advance (the day prior) of the required leave dale. Employees will submit a 
prcperiy completed SF-TI lo their immediate supewisar or hisiher designee 
for approval. Upon approval i disapprovai a signed copy ofthe SF-71 noting 
tho decision will be reliirned lo the employee. The Employer will proinptty 
approve or disapprove such sick leave requests, preferably the same d a y d  
the request. 

il Unschediilec;' Sick Leave Reqiiesls - 

I .  During a Tour of Duty -- Einpoyees will submit a properly corripfeted SF- 
71 to their immediate supervjsor or dasigitaied represer-iiative for 
approval. Upon apprwai i disapproval a signed copy of the SF-71 noting 
the decisioit will be returned lo the employee. The Employer will make 
every eRosl to inmediateiy approve or disapprove the leave request. 

2 Clnscl~cdu!ec! Sck Leave - Prrnr to Reporling for a lour  of Duty 

a. Ernpioyees may call in to request sick ieave iwo hours before but, 
normally no later than 2 hours after the stari of their shift. Call in 
one !?our before shift or wlin one hour after star! of shift is 
encouraged. 

I-). If a sick leave request is placed by Voicernail --. The requesting 
employee will provide name, date, type of ieave requested, contact 
i call back number and nay  include the expected date of return. A 
voisemail sick leave request provided IAW the provisions above, by 
en Employee not on a leave restriction lettor will be considered 



approved and a oat! back is not ~ecjuired. if a n  ernployee does  net 
provide a n  estiinaied # of hours I days needed, daily call-in is 
required. 

o Employees oil a Leave Restriction Letter a re  to comply with il~e 
territs of ihefr kMer 

d. Suspected abuse  will h e  handled under the  ren~aining provisinils of 
Article 25 of the MLA. A heaith care practitioner" seiilficaiion may 
b e  required if leave abuse  is suspeded je.g. An Employee clainia 
iilness on the day that annijai leave or LWOP h a s  been previously 
denied). 

a, i n  extreme circurnsiances where the employee is actually 
incapacitated or othenvise tinable lo personally make the contact, 
another individiaal (o.g. spouse) [nay conlacl the ernplvy-ee's 
supervisor. 

E. EMAlL - Use of e-mail in lieu of telephone i voicernail in cornrnunicale sick 
teawe requests and decisions may be established through procedures developed 
a t  the work unit lwei. This may be done on a case  by case basis for hearing 
impaired employees, or for a specific work unit when it iias been determined that 
e-mail w(~uici be e si.iitabie mearrs lo use. Such arrangements will only apply 
when put into writing and distributed to the affected employees. Such 
arrangements will not be put into effect until the nninrr is notified in advance of 
&he intent to do so.  
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