
 
 
 
 
 

LOWER MERION TOWNSHIP POLICE DEPARTMENT 
Ardmore, Pennsylvania 

Policy 3.4.2 

Subject: Distribution: 

Sick Leave  All Sworn Personnel 

Date of Issue: Expiration Date: Rescinds: 

06-01-2014 Until Amended or Rescinded General Order: 10-8 

References: 

CALEA: N/A;  PLEAC: N/A 

By Authority of:  

 Superintendent of Police 

 
PURPOSE 
 
The purpose of this policy is to establish guidelines and parameters for the usage of 
sick leave and procedures to be followed when an officer of the Police Department is 
unable to report for duty because of non-work related illness or injury. 
 
POLICY 
 
This policy is intended to outline that an officer’s allotment of sick leave is “insurance” 
for long-term illnesses.  For those officers who are eligible for sick leave, the allotment is 
based on tenure with the Township.  The Township will not tolerate misuse or abuse of 
sick leave. 
 
SCHEDULE OF ACCRUAL 
 
A. Each Sworn Employee of the Police Department shall be allowed sick leave in 

accordance with the following schedule (Total hours for period indicated): 
 

Less than thirty (30) calendar days 
of service 

No Time 

After thirty (30) calendar days  
to six (6) months of service 

24 hours 

Six (6) months to one (1) year  
of service 

60 hours (inclusive of 24 hours 
above) 

One (1) year to five (5) years  
of service 

240 hours 

Over five (5) years of service 480 hours 
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PROCEDURE 
 
A. Sick leave will be recorded by total work hours missed. 
 
B. An officer who is unable to report for duty at his/her regular time due to illness or 

non-work related injury shall personally notify the Communications Center at least 
one (1) hour prior to the time he/she is scheduled to report for duty, stating the 
general nature of the illness or injury and estimated length of the illness or injury. 

 
C. Be permitted to have someone else call in for him/her in case of serious illness or 

accident that prevents the employee from personally calling in directly to the 
Communications Center.  In such cases, however, the employee must also contact 
their supervisor as soon as the employee is able to do so. 

 
D. Call in to the Communications Center every day of the illness or injury, each time 

stating the general nature and estimated duration of the illness.  The Superintendent 
of Police or his/her designee may permit exceptions to the daily call-in requirement 
only in cases of long-term illness or injury. 

 
E. An officer who is able to return to work after an illness shall personally notify the 

Communications Center at least one (1) hour prior to the time he/she is scheduled to 
report for duty, stating that they will be returning for work. 
 

F. Officers absent from duty because of illness or non-work related injury shall on their 
return to duty; explain the general nature of the disability and time missed on the 
appropriate form. 
 

G. If an officer is unable to report to work for more than two (2) consecutive workdays, 
the officer’s supervisor shall email the Police Absence Notification Group and report 
the absence.  The Department of Human Resources will evaluate the reason the 
employee is out to determine if the absence is a qualifying event of the Family 
Medical Leave Act (FMLA).  All employees are required to cooperate and comply 
with any instructions from the Department of Human Resources as they apply to the 
proper administration of FMLA events (see Human Resources Policy and Procedure 
Manual). 
 

H. If the officer is unable to report for duty he/she shall submit a Medical 
Documentation for Non-Work Related Absences Form (MISC NONPD-3) as required 
in Section(s) K and L below. 
 

I. An employee who is on sick leave shall: 
 

1. Remain at his/her place of residence or confinement until such time as they are 
able to report back to duty - except that they may leave to visit their physician, 
pick up medication, or leave at the direction of their physician; 
 

file://lmt-rms2/policesi/Staff%20Services%20-%20Administrative/Police%20Department%20Manuals/Police%20Dept.%20Forms%20-%20Master/2013%20Police%20Dept.%20Forms/2013%20Police%20Dept.%20Forms/MISC-NON%20PD%20-%202013/Medical%20Documentation%20For%20Non-work%20Related%20Absence%20Non-PD-3.doc
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2. Personally notify the Department by telephone upon leaving and returning to their 
place of residence or confinement or when recuperating at any location other 
than their primary residence; 
 

3. Be subject to calls and/or visits from supervisory personnel. 
 

J. Supervisory personnel shall check for and investigate reports of abuse of sick leave 
privileges or violations of this policy and submit a report to their Division 
Commander. 

 
K. The following sets guidelines and parameters for the usage of sick leave: 

 
1. For the first (1st) through the fourth (4th) occurrence of sick leave in a calendar 

year, a Medical Documentation for Non-work Related Absences Form (MISC 
NONPD-3) is required when an officer is out for consecutive work days, 
exceeding one (1) work day.  After the fourth (4th) occurrence within a year the 
employee will be required to provide a Medical Documentation for Non-work 
Related Absence Form for every occurrence and comply with Section Q of the 
policy. 
 

2. In addition to the requirement above, at the third (3rd) occurrence within a year 
(as defined in Section P) said employee will receive a Verbal Notification, which 
will be documented on the Sick Leave Usage Tracking Form (S&I-23).  On the 
fourth (4th) occurrence within a year the employee will receive a Written 
Notification documented on the Sick Leave Usage Tracking Form, requiring 
him/her to comply with Section Q of the policy.  The employee will be required to 
provide the Medical Documentation for Non-Work Related Absences Form for 
each and every occurrence thereafter until he/she satisfies the requirements of 
Section Q. 

 
3. The Medical Documentation for Non-work Related Absences Form (MISC 

NONPD-3) is due prior to, or as soon as practical, upon their return to work.  
Failure to being able to make an appointment with a physician/medical provider 
is not an excuse for being absent from work. 
 

L. Medical Documentation for Non-Work Related Absences Form (MISC NONPD-3) 
 

1. This form approved for use by the Township of Lower Merion must be completed 
in its entirety and original signature provided by a qualified physician. 
 

2. The Medical Documentation for Non-Work Related Absences Form states: 
 

a. The length of time the employee was under a physician’s care; 
 

b. Certification that the employee’s medical condition prevented the employee 
from performing job duties; 

 

file://lmt-rms2/policesi/Staff%20Services%20-%20Administrative/Police%20Department%20Manuals/Police%20Dept.%20Forms%20-%20Master/2013%20Police%20Dept.%20Forms/2013%20Police%20Dept.%20Forms/MISC-NON%20PD%20-%202013/Medical%20Documentation%20For%20Non-work%20Related%20Absence%20Non-PD-3.doc
file://lmt-rms2/policesi/Staff%20Services%20-%20Administrative/Police%20Department%20Manuals/Police%20Dept.%20Forms%20-%20Master/2013%20Police%20Dept.%20Forms/2013%20Police%20Dept.%20Forms/MISC-NON%20PD%20-%202013/Medical%20Documentation%20For%20Non-work%20Related%20Absence%20Non-PD-3.doc
file://lmt-rms2/policesi/Staff%20Services%20-%20Administrative/Police%20Department%20Manuals/Police%20Dept.%20Forms%20-%20Master/2013%20Police%20Dept.%20Forms/2013%20Police%20Dept.%20Forms/S%20&%20I%20-%202013/Sick%20Leave%20Usage%20Tracking%20Form%20S&I%2023%20(1-2006).doc
file://lmt-rms2/policesi/Staff%20Services%20-%20Administrative/Police%20Department%20Manuals/Police%20Dept.%20Forms%20-%20Master/2013%20Police%20Dept.%20Forms/2013%20Police%20Dept.%20Forms/MISC-NON%20PD%20-%202013/Medical%20Documentation%20For%20Non-work%20Related%20Absence%20Non-PD-3.doc
file://lmt-rms2/policesi/Staff%20Services%20-%20Administrative/Police%20Department%20Manuals/Police%20Dept.%20Forms%20-%20Master/2013%20Police%20Dept.%20Forms/2013%20Police%20Dept.%20Forms/MISC-NON%20PD%20-%202013/Medical%20Documentation%20For%20Non-work%20Related%20Absence%20Non-PD-3.doc
file://lmt-rms2/policesi/Staff%20Services%20-%20Administrative/Police%20Department%20Manuals/Police%20Dept.%20Forms%20-%20Master/2013%20Police%20Dept.%20Forms/2013%20Police%20Dept.%20Forms/MISC-NON%20PD%20-%202013/Medical%20Documentation%20For%20Non-work%20Related%20Absence%20Non-PD-3.doc
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c. The employee’s prognosis; 
 

d. Medical authorization for the employee to return to work stating that the 
employee is able to perform the duties of the position with or without any 
restrictions. 
 

3. This form must be signed by the physician to certify that the employee/patient 
was under the physician’s professional care.  Signatures from nurses, 
Physician’s Assistants or other healthcare providers are not acceptable. 
 

4. This form must be signed by the employee to certify that the employee’s absence 
was due to illness or incident, which incapacitated the employee for duty. 
 

5. Employees may either submit the medical documentation to their immediate 
Supervisor or submit the medical documentation in a sealed envelope marked 
confidential to the employee’s Supervisor and/or to be delivered to the Human 
Resources Department.  A properly completed and legible form may be faxed to 
Human Resources. 
 

6. Failure to provide medical documentation when requested may result in 
disciplinary action up to and including termination. 
 

7. Medical documentation may be subject to verification by the Human Resources 
Department. 
 

8. In the event of an unclear or confusing medical situation and/or unclear 
confusing, conflicting, inconclusive or contradictory medical documentation, the 
Township has the sole discretion to require an employee to undergo an 
Independent Medical Examination (IME) at any time to determine whether the 
employee is able to work and under what conditions (See Township policy on 
“Independent Medical Examinations”).  The IME will be at the Township’s 
expense with a physician mutually selected and agreed upon. 
 

9. Falsification of medical documentation may be grounds for disciplinary action up 
to and including termination. 
 

10. Medical Documentation for Non-Work Related Absences forms can be faxed to 
physicians upon request and/or obtained from the Human Resources 
Department. 
 

M. If the employee does not submit the Medical Documentation for Non-Work Related 
Absences Form when required, the time will be recorded as an unapproved absence 
and he/she will not be paid for the time out. 
 

N. The Medical Documentation for Non-Work Related Absences Form is required of 
any employee absent from work based on the provisions of this policy, however, the 
Superintendent of Police or his designee, in consultation with the Department of 
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Human Resources has the discretion to require the form and/or any other 
appropriate medical documentation sooner or at any other time. 
 

O. The Township has the discretion to require that an employee undergo a physical 
and/or psychological examination by a doctor selected by the Township and at the 
Township’s expense. 
 

P. An occurrence is defined as consecutive work days/time out, including scheduled 
days off in between work days. 
 
1. If and when an employee returns to work, even for a half-day, it will be 

considered a separate occurrence unless excused by the Superintendent. 
 
2. If an employee becomes ill during the partial workday and is unable to continue 

to work, the sick time will be recorded as an occurrence. 
 

Q. For the purpose of tracking occurrences, a year will be “rolling” from the date of the 
fourth (4th) occurrence within a year: 
 
1. If an employee then completes a full six (6) months with no additional sick leave 

or unapproved absences, the employee will begin a new year fresh with no 
occurrences. 

 
2. If the employee does not complete a full six (6) months with no additional sick 

leave he/she will continue to submit the Medical Documentation for Non-Work 
Related Absences Form for any time absent from work.  The employee’s overall 
record of absences/sick leave usage shall be reviewed periodically by the 
Superintendent of Police or his/her designee, in consultation with the Human 
Resources Department, to determine if and when the employee may be removed 
from the requirement to provide medical documentation for non-work related 
absences or to determine if any disciplinary action is warranted.  

 
3. Unapproved absences will be unpaid and will result in disciplinary action up to 

and including dismissal. 
 

4. Patterns of sick leave, including, but not limited to, sick leave taken on days 
before or after a holiday, scheduled days off, Holidays, DO40s, etc., may require 
the employee to submit the Medical Documentation for Non-Work Related 
Absences Form and may result in disciplinary action. 
 

R. Light Duty 
 
1. Pursuant to appropriate written medical documentation in accordance with 

Section “L” above, the Superintendent of Police or his/her designee, in 
consultation with the Township’s Department of Human Resources, may at 
his/her sole discretion assign a police officer on sick leave due to a non-work or 
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work related injury or illness, who is temporarily unable to perform his/her regular 
job duties, to a Light Duty assignment. 
 

2. Assignments to Light Duty will be within the sole discretion of the Township 
based upon the officer’s incapacitation from performing his/her essential 
functions of a police officer, his/her prognosis, restrictions and limitations, the 
estimated duration of the temporary injury, the estimated time until the officer is 
to be released to full duty, and the Police Department’s operational needs.  The 
next scheduled appointment, or anticipated appointment/follow-up with attending 
or treating physician must also be provided. 
 

3. These Light Duty assignments are temporary positions only and are not intended 
to create a permanent position.  The maximum length of a light duty assignment 
is at the sole discretion of the Township and based on operational needs, which 
includes, but is not limited to, staffing, special projects, etc. 
 

4. If the employee is offered a temporary Light Duty assignment pursuant to the 
above provisions but he/she refuses to report to duty as directed, said employee 
will not be eligible for sick leave. 
 

5. In the event there is no operational need for an officer on a non-work related 
illness or injury to work Light Duty, said officer will continue on sick leave, short-
term, or long-term disability, until there is a need for their services or they are 
released for full duty. 

 
SICK LEAVE BANKS 
 
A. The following guidelines for the use of sick leave shall apply: 
 

1. Short-Term Sick Leave Bank (STSLB) 
 
a. After one (1) year of service, a short-term “bank” of eighty (80) hours, (eighty-

four (84) hours for officers assigned to a twelve (12) hour work schedule) per 
calendar year shall be allocated and may be used for approved sick leave for 
the first two (2) days or less of any sick leave occurrence.  After the short-
term bank allocation has been exhausted, the first two (2) days of all 
subsequent absences during that calendar year shall not be charged to paid 
sick leave.  These days will either be unpaid, vacation, or personal holiday 
leave. 

 
2. Long-Term Sick Leave Bank (LTSLB) 

 
a. After one (1) year of service and up to five (5) years of service, a long-term“ 

bank” of 160 hours (156 hours for officers assigned to a twelve (12) hour  
work schedule) and over five (5) years of service, a long-term “bank” of 400 
hours (396 hours for officers assigned to a twelve (12) hour work schedule 
depending upon the employee’s tenure as noted in Section III  Schedule of 
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Accrual) shall be allocated and may be utilized for any approved sick leave 
beyond the first two (2) days of any sick leave occurrence unless an 
employee must undergo regular medical treatments for life-threatening 
diseases or disabilities (on the same magnitude as chemotherapy or kidney 
dialysis) as determined by the Township.  The first two (2) days thereafter 
shall be allocated to the long-term bank.  An employee may utilize any of their 
remaining short-term bank allocation for longer-term illnesses after their long-
term bank allocation has been exhausted. 

 
B. Employees will have their STSLB reduced by one (1) day, eight (8) hours, (to 

seventy-two (72) hours for eight (8) hour shift schedule and seventy-six (76) hours 
for a twelve (12) hour-shift schedule) in the following calendar year for employees 
who exhaust their STSLB the previous year.  After completion of one (1) calendar 
year where the employee does not exhaust his/her STSLB the employee will earn 
one (1) day, eight (8) hours, back not to exceed the original STSLB.  The maximum 
number of STSLB hours an employee can lose is sixteen (16) hours. 

 
1. An employee will not be considered to have exhausted his/her STSLB if the 

employee has exhausted his/her long-term sick-leave bank (LTSLB) first and 
then reverts to his/her STSLB. 

 
C. Sick-leave (short-term and long-term banks) run in accordance with the calendar 

year and will not be accumulated from year to year. 
 

D. When previously selected paid leave falls during an employee’s sick leave, that day 
will be coded as the selected paid leave.  Conversely, if an employee becomes ill 
while on vacation or personal leave, the paid leave remains vacation or personal 
leave.  Any extenuating circumstances, which may cause an exception, must be 
reviewed and approved by the Superintendent of Police or his/her designee in 
consultation with the Department of Human Resources. 

 
RESPONSIBILITY 
 
It is the responsibility of all supervisory personnel to ensure that all personnel under 
their immediate supervision comply with this policy. 
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