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SICK LEAVE BANK 
 

Kiamichi Technology Centers (“KTC”) believes our employees are the key to our success and to the continued 
growth of this organization.  Contributing to the well-being of our employees is an important part of enabling 
all of us to achieve our goals.    In consideration of the well-being of our employees the District shall establish 
a Sick Leave Sharing Bank (“Bank”) for regular full-time employees. 
 
Guidelines 
In accordance with policy and procedure established by the KTC Board of Education, the following guidelines 
will outline the management and administration of this Bank: 
 

1. The Executive Leadership Team shall be responsible for the management and administration of this 
Bank and shall determine if all criteria is met for eligibility. 

2. Employee participation is voluntary and confidential, but only contributors will be permitted to apply 
for a withdrawal from the Sick Leave Sharing Bank.  The enrollment period will be January 15 through 
January 31 each year.  

3. This Sick Leave Sharing Bank will allow regular full-time employees to make an initial contribution of 
(1) one day of available paid sick leave to the Sick Leave Sharing Bank if the employee has a minimum 
balance of (5) five days of available paid sick leave on December 31. 

4. A minimum balance of (30) thirty days shall be maintained in the Bank.  If the Executive Leadership 
Team deems it necessary, participants may be asked to contribute additional time, not to exceed (8) 
eight hours, at any one time, to restore the balance to the Sick Leave Sharing Bank. 

5. Participation will continue until canceled by the employee in writing and the employee shall not be 
eligible to use the Sick Leave Sharing Bank as of the cancellation date.  Contributed time will be 
forfeited and will not be returned to the employee. 

6. Employees who elect not to join the Sick Leave Sharing Bank upon first becoming eligible during the 
annual enrollment period, will have a (3) three month waiting period after joining the Sick Leave 
Sharing Bank before becoming eligible to apply for a withdrawal from the Sick Leave Sharing Bank.  
Employees who have previously participated and cancelled may elect to rejoin the following year with 
a (3) three month waiting period. 

7. A participating employee may apply for a withdrawal from the Sick Leave Sharing Bank when absence 
from work is due to an extraordinary or severe illness, injury, impairment, physical or mental condition 
to the recipient or the immediate family of the recipient, which has caused or is likely to cause the 
recipient to request leave without pay. 

8. Eligible employees cannot utilize the Sick Leave Sharing Bank until all paid leave is exhausted.  If the 
employee is unable to return to work after the initial withdrawal, he/she may apply for an additional 
withdrawal, not to exceed (10) ten days. 

9. Any paid leave earned while utilizing the Sick Leave Sharing Bank must be used as earned. 
10. An employee shall not utilize the Sick Leave Sharing Bank for non-workdays or for a work-related injury 

or illness. 
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11. No more than (60) sixty days may be utilized from the Sick Leave Sharing Bank during any one contract 
year.  No more than a total of (90) ninety days may be utilized by any one employee during their 
employment. 

12. Application forms can be obtained on the KTC portal or by contacting the Human Resource Office. 
13. Completed applications shall be sent to the Human Resource Office accompanied by sufficient medical 

certification from a recognized healthcare provider or licensed physician. 
14. As of June 30, any full-time eligible employee that has an available sick leave balance in excess of 480 

hours may donate the excess hours to the Sick Leave Sharing Bank. 
15. As of June 30, any full-time eligible employee that has an available sick leave balance in excess of 480 

hours and a sick leave bank balance of 960 hours or more may donate the excess hours to the Sick 
Leave Sharing Bank. 

16. Upon separation of employment, any full-time eligible employee may donate some or all of the 
remaining available balance of their sick leave to the Sick Leave Sharing Bank.  This is voluntary and 
the amount will be determined by the employee. 

17. The Executive Leadership Team will recommend approval or denial of the requests, and communicate 
the decision to the employee. 

 
Definitions 

1. “Immediate Family” for the purpose of the Sick Leave Bank is defined as spouse, child, parent, sibling, 
grandparent, grandchild and corresponding relationship by marriage. 

2. “Extraordinary or severe” for the purpose of this Bank is serious, extreme or life threatening. (This 
does not include short-term conditions for which treatment and recovery are very brief, as such 
conditions would normally be covered by sick leave policies.) 

3. “Regular full-time employee” for the purpose of this Bank is an employee employed in a position 
approved by the KTC Board of Education as full-time.  

4. A “non-workday” for the purpose of this Bank is a day when an employee is not in pay status. 
For the purposes of this policy, (1) one day will be equal to (8) eight hours. 
 
 


