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Buna ISD Sick Leave Bank 

 

 

 

Section I Purpose and Definition 

 

 A. Purpose 

 

  The purpose of the Sick Leave Bank is to provide additional sick leave days to 

members of the bank in the event of an extended illness, surgery, or a temporary 

disability due to an injury.  Days may be requested from the bank only after the 

member has exhausted all accumulated state and local sick leave days, as well as 

comp time and vacation days. 

 

 B. Definition of Sick Leave Days for Members 

 

  Sick leave days from the bank are those days granted to a member who through an 

unexpected critical illness, surgery, injury or other temporary disability, is unable to 

perform the duties of his/her position.  The days are to be for absence of the 

member, not a member of the family. 

 

 

Section II Membership 

 

 A. Eligibility 

 

  All employees of the Buna I.S.D. eligible for local sick leave benefits by virtue of 

board policy shall be eligible for membership. 

 

 B. Procedures for joining the Sick Leave Bank 

 

  1. Any employee who is eligible to join the Sick Leave Bank may do so by 

contributing three (3) days of accrued or earned local sick leave.  An 

employee desiring to join during the current school year must be able to earn 

at least three days from the time of his/her employment until the completion 

of his/her total number of days of work at the end of the school year. 

 

  2. The enrollment period for current employees and new employees hired prior 

to the opening of the school year shall be August 1 through September 28 

(prior to first pay period). Eligible employees who elect NOT to join the 

Buna Sick Leave Bank at the first opportunity afforded to them in a school 

year will not be permitted to join the Bank until the subsequent annual open 

enrollment period. 

 

  3. All personnel who join the bank within the enrollment period are eligible for 

membership beginning with the first official day of work. 

 

   

 



3 

 

  4. All new personnel employed after the enrollment period must be able to earn 

at least three days of local sick leave during the current school year to be 

eligible for membership and must submit application within 30 days of 

employment.   

 

 

  5. Employees desiring to join the bank shall complete the membership  

   application form and submit it to the Payroll Department.  The payroll  

   officer shall verify the employee’s eligibility.  Upon approval of the  

   application the payroll office will maintain a record file of the employees  

   membership and related activity. Employees choosing NOT to enroll in Buna  

   I.S.D. Sick Leave Bank will sign a waiver and submit it to the Payroll  

   Department. 

 

 

  6. The membership application shall authorize the Board of Directors of the 

sick leave bank to review any medical records and absence from duty records, 

which might otherwise be considered personal, and not for disclosure.  Such 

review shall not make those documents public information. 

 

 

Section III Regulations Concerning Contribution of Days 

 

 A. To become a member of the bank, an employee must contribute three days from 

his/her earned local sick leave. 

 

 B. These days will be subtracted from the member’s local sick leave record. 

 

 C. The three (3) days donated become the property of the Buna I.S.D. Sick Leave 

Bank.  All donations will remain in force and cannot be returned even upon 

cancellation of a membership. 

 

 D. For bank purposes the school year will be from September 1 through August 31.  If a 

member uses three or more days from the bank during this period, he/she will be 

required to donate an additional three days the following school year (September 

through August) in order to have continuing membership in the bank.  If the 

member uses fewer than three (3) days, he/she will donate the number of days 

actually needed. 

 

 E. If the bank falls below two times (2X) the number of participating members on 

September 30, continuing participants must contribute one additional day effective 

October 1 of the current school year.  If it falls below one time (1X) the number of 

members at any time during the year he/she must contribute two days.  (The Board 

of Directors will not be allowed to approve days not in the bank.)  Participants who 

join in September will donate a maximum of 3 days for the current school term.  (see 

Section II. B.) 
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 F. If a member decides to cancel his/her membership in the bank, all days contributed 

for membership remain the property of the bank.  If at a later date, this individual 

wishes to rejoin the bank, he/she may do so during the enrollment period by again 

donating three days.  (see Section III. C.) 

 

 G. Personnel who terminate their employment with the district forfeit membership in 

the bank at the effective date of termination.  If the employee wishes to regain 

membership in the bank upon his/her return to the district, three days must again be 

donated. 

 

 H. Personnel on approved leave of absence will retain membership in the bank and will 

not be required to donate additional days during the time of such absence. 

 

 I. The Board of Trustees agrees to match days contributed to the Bank on a 1 to 1 

basis. 

 

 J. A retiree may donate their excess amount of Leave days to the Bank on a non-

refundable basis.  The Buna I.S.D. however, will not match these days on a 1 to 1 

basis. 

 

 

Section IV Regulations Concerning Granting of Sick Leave Days from the Bank 

 

 A. Granting of days from the Sick Leave Bank (SLB) 

 

  1. Sick leave days from the bank are available to a member only in the event of 

catastrophic illness (i.e. hospitalization), surgery, injury, disability, or other 

doctor ordered leave requiring the services of a physician.  The member must 

be under the care of a physician during the period of absence for which days 

are requested and restricting you from performing your normal job duties.  

The Sick Leave Bank does not cover pregnancy.  Complications arising from 

childbirth may be considered by the Board on an individual basis. 

 

  2. Before a member can approach the SLB, that member must use his/her own 

resources for the first ten (10) days of leave for a documented illness as 

designated in the bylaws of the SLB.  These resources may be accumulated 

sick leave or from ‘his/her own pocket’.  After these ten (10) days, the SLB 

will reimburse at 100% up to a maximum of 30 days.    A member must 

deplete all accumulated comp time and vacation time before applying to the 

SLB.  (see Purpose) 

 

  3. A member may apply for days from the Sick Leave Bank only after being 

absent from work the required number of days (10).  Sick Leave Bank days 

may not be used concurrently with extended and/or supplemental sick leave. 

 

  4. Days from the SLB shall be granted only for illness, injury, surgery, or other 

temporary disability, which necessitates an absence from work for ten (10) 

consecutive days or longer.  (see Section IV. A. 3) 
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  5. Sick leave bank days shall be granted only for absence 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 maximum number of sick leave bank days that may be granted to an 

employee for a period of absence during the year (September 1 through 

August 31) will be 30 days.   

 

  7. If a member who has received fewer than 30 days from the sick leave bank 

returns to work and then is ill again with the same or a different illness, he/she 

may apply to the sick leave bank for additional days needed, the grand total 

not to exceed 30 days per year.  Each separate illness applied for must meet 

the initial criteria of just cause.   

 

  8. If a member applies to the sick leave bank he/she will be required to sign a 

form committing to repay the Bank a maximum of three (3) leave days.  The 

member does not have the option of canceling membership in the sick leave 

bank until the days are repaid. 

 

  9. A member shall only be reimbursed for the amount actually docked.  The 

Board of Directors will make reimbursement only in the member’s regular 

payroll check after the approval of requested days. 

 

  10. The bank may only be used by the individual member for his/her personal 

illness or injury. 

 

  11. The bank may not be used by the contributor to remain away from his/her 

position in order to assist a member of his/her family who is ill or disabled. 

 

  12. All unused sick leave days in the bank at the end of the school year (August 

31) shall be carried over to the next school year (September 1 through August 

31). 

 

  13. A contributor will lose the right to utilize the benefits of the bank only by: 

 

   a.  Termination of employment in the Buna Independent School District. 

 

   b. Being on approved leave of absence. 

 

  14. The Board of Directors will not be allowed to approve any days for any 

employee if the balance of days in the bank is zero (0).  The bank will have 

no deficit authority. 
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Section V Procedures for Applying for Sick Leave Days 

 

 A. Should the member have catastrophic illness or injury necessitating the need for 

additional days after all accumulated state and local sick leave days have been used, 

the member may submit a request for days from the bank within 30 workdays after 

returning to duty, but prior to being paid supplemental or extended sick leave 

benefits.  Member must comply with section IV, paragraph A.1. 

 

 B. A member who requests days from the SLB must submit to the Payroll Department 

within (30) work days after returning to duty forms containing the following 

information: 

 

  1. A statement signed by the member attesting to the condition, which 

necessitated the request for days from the Bank. 

 

  2. Completion of the attending physician’s statement, which includes: 

 

   a. Identification of the nature of the illness and/or extent of injury. 
 

   b. Date of initial onset of this particular condition. 

 

   c. Anticipated date eligible to return to work on a full or part-time basis. 

 

  3. A statement signed by the member releasing current Local and State Leave 

Records and agreeing to the deduction of three (3) days local leave from the 

next school year’s leave. 

 

  4. Anticipated days, if any, for follow-up examinations or treatments.  (May be 

limited by the Board of Directors.) 

 

 C. Forms for the above purposes have been prepared and are available from the school 

payroll office. 

 

 D. The Board of Directors may refuse to consider an application that does not contain 

the required information. 

 

 E. If the employee is unable to request leave from the Sick Leave Bank, a member of 

the employee’s family or the employee’s supervisor may submit the request. 

 

 F. An applicant may be required to undergo a medical review by a second opinion 

physician of the Board’s choice at any time, at the expense of the Buna I.S.D., upon 

approval of the Superintendent. 

 

 G. Any abuse of the Sick Leave Bank, its policies and procedures will be addressed by 

the Board of Directors.  Penalties will be assessed on an individual basis. 
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Section VI Governing Committee 

 

 A. Name 

 

  The governing committee, which will approve or disapprove all requests for sick 

leave, shall be called “The Buna ISD Sick Leave Bank Board of Directors”. 

 

 B. Composition of Membership of Board of Directors 

 

  1. To be eligible to hold office in the BSLB an applicant must have been 

employed by the school district for at least three consecutive years prior to 

election. 

 

  2. Membership of the Board of Directors shall be elected from: 

 

   a. Two representatives from elementary school (teachers) 

 

   b. Two representatives from junior high school (teachers) 

 

   c. Two representatives from high school (teachers) 

 

   d. One representative from paraprofessional personnel (secretarial/clerical/ 

aide) 

 

   e. One representative to be elected from food service personnel 

 

   f. One representative to be elected from maintenance/custodial personnel 

 

   g. One representative from administration (central administration  

    staff/principal/assistant principal) 

 

   h. Total – Ten (10) members 

 

i.  The Superintendent shall serve as Executive Officer of the Board but will 

not be a voting member.   

j. The Payroll Accountant shall serve as an ex-officio member, and will acts 

as the Executive Officer’s assistant.  The Payroll Accountant shall 

maintain sick leave bank files. 

 

   

 

  3. Election Procedures 

 

   a. Elections will be held prior to September 28
th

.  Only members of the bank 

are eligible to vote and file for candidacy for Buna Sick Leave Bank 

Board of Directors. 
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   b. Counselors, librarians, nurses, etc., who are members of the bank will be 

eligible to vote and/or be elected as a teacher representative. 

 

   c. The Executive Officer shall rule on the eligibility of all other personnel 

not covered above as to which group to be assigned for such purposes. 

 

   d. In the event no one files as a candidate for any one or more of the 

positions on the Board of Directors the Board shall fill such positions by 

appointment at the first Board meeting following the filing deadline.  

When possible the selection will be made from the group, which would 

be represented by the vacant position. 

 

 

 C. Duties and Responsibilities of the Board of Directors 

 

  1. At the first meeting of the year for the newly elected Board Members, the 

Board shall select from its group a chairperson, vice chairperson, and 

secretary.  Each Board member will sign an oath of confidentiality. 

 

    * Chairperson – shall work with the Executive Officer to develop 

     Agendas and shall chair the meetings. 

    * Vice-Chairperson – shall act in the absence of the Chairperson. 

    * Secretary – shall insure that an accurate record of meetings is 

     maintained. 

 

  2. All applications for sick leave bank days shall be reviewed individually by the 

Board in a called meeting.  A quorum shall consist of at least six (6) voting 

Board members. 

 

  3. A member may be requested to appear before the Board to substantiate 

his/her case. 

 

  4. The Board of Directors shall determine the number of days approved up to 

30 – (committee decision) days and reserves the right to approve, disapprove, 

or modify the days requested. 

 

  5. A member may appeal the decision of the Board by writing a letter to the 

Executive Officer requesting to appear in person before the Board of 

Directors. 

 

  6. The initial decision of the Sick Leave Bank Board of Directors may be 

appealed and reviewed by the Sick Leave Bank Board of Directors. Appealed 

decisions are final. 

 

  7. Vacancies on the Board of Directors that arise during the school year will be 

filled by appointment by the Board of Directors.  The selection will be made 

from the group, which was represented by the member who resigned. 
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Section VII Final Decisions 

 

 A. Procedures for deciding any questions not covered herein 

 

  Any questions concerning membership, regulations, or applications for sick leave 

days that may arise after adoption of this plan and not specifically covered herein, 

shall be submitted to the Board of Directors who will make a recommendation to the 

Superintendent for a final decision.  The Superintendent shall make interpretations 

of policy and procedure as it relates to the operation of the Sick Leave Bank.  

Decisions of the Superintendent may be appealed to the Board of Trustees. 

 

Section VIII Amendment Process 

 

 A. These guidelines may be amended upon recommendation of the Board of Directors 

of the Sick Leave Bank followed by approval of the Superintendent of the Buna ISD. 

 

 B. Any substantial change in this program must also be approved by the Board of 

Trustees of the Buna ISD. 

 

Section IX  Dissolution 

 

  If for any reason, the bank is ever dissolved, closed, stopped, etc., for any reason, law, 

etc., all days left in the bank at the time shall be distributed among all members 

currently enrolled at that time, in ½ day increments.  Any increments of less than ½ 

day shall be dissolved unless the Board of Directors in office can develop some 

acceptable means of distribution at that time.  Any means of distribution would need 

to be within Board Policy and acceptable to the Superintendent and Board of 

Trustees of the Buna Independent School District. 

 

Approved by the Board of Trustees, Buna Independent School District. 

 

Attest: 

 

President, Board of Trustees Date 

 

 

Secretary, Board of Trustees Date 


