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Sick Time Policy

Purpose: 
To communicate what is defined as sick time, who is eligible for paid sick time, who is eligible for un-paid sick days and the administration related to a sick time. 

Guidelines:
Airline Hotels goes above and beyond all Provincial requirements by offering all of its’ associates paid time off for sick time. After 90 days of employment, associates can use the benefit of paid time off for a sick day. This time will be paid at a rate equivalent to three working days (“Shifts”) out of 260 working days. In addition to paid time off for sick, Airline Hotels allows paid and unpaid time off for many other reasons. Associates can refer to Airline’s Leave of Absence their Province’s Employment Standards for more information. 
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Additional Details:
· Paid sick time can be used when an associate is sick or someone they need to care for is sick.
· Paid sick time is allotted on the Pay Period closest to January 1st. 
· Paid sick time is not carried over from year to year.
· Seasonal associates are not eligible for paid sick time, with the exception of associates in Ontario.
· Airline’s intent is to provide an associate the benefit of up to approximately 3 of their paid shifts away from work as Sick Pay. The word “shift” is used instead of “day” because associate’s workday vary in length. E.g. – some workdays are 3 hrs., some are 6.5 hrs., some are 8 hrs., etc. 
· Sick Pay Calculation = An associates previous year’s earnings (Regular hours + Overtime Hours + Stat Hours Worked or Taken + Vacation taken) X 1.15% 
· The sick pay calculation does not include any other types of earnings.
· Sick pay is prorated for associates who do not have a full year of previous earnings on January 1st and meet all other requirements noted above. The calculation will use earnings from their date of hire to the pay period the associate is away OR the most recent 12 months of previous earnings, whatever is greater in length. Earnings is still defined as (Regular hours + Overtime Hours + Stat Hours Worked or Taken + Vacation taken) X 1.15%.
· Associates working at properties located in Ontario - paid sick time will be equal to the length of the missed shift, or the portion of the missed shift and will not exceed three shifts in a calendar year.
· Associates must notify their manager as soon as possible when they are going to take a sick day, paid or unpaid.
· When an associate is away from work for more days than noted in Airline programs such as Sick Days, Vacations Days, Bereavement Days, or as allowed by Employment Standards, the associate’s manager will work with the associate to determine the root cause for the excessive absenteeism and document a plan to support the required standards for attendance.  Managers will work with HR on a case by case basis to complete this.
· Airline Hotels reserves to right to ask for a Doctor’s note when an associate has an excessive amount of time away from work. Managers will not request a Doctor’s note until an associate has accumulated an excessive amount of time away from work, which is determined by the Employment Standards Act in each province. Managers will work with HR on a case by case basis to understand what an excessive amount of time away from work is.
·  Associate Action Form to their manager for approval upon their return.
· Fraudulent use of this program will result in progressive discipline up to and including termination. 
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