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SICK LEAVE POLICY
 
Sick leave is designed to provide income protection for team members who, for medical 
reasons, are temporarily absent from work for limited periods.  This policy does not 
govern unpaid family and medical leave.  Sick leave can be used for optical, dental, and 
medical appointments. Sick leave usage may also be used when someone in your care 
is ill, such as your immediate family. This is left to the discretion of your department 
manager.   Requests to use sick leave for appointments must be made in advance. Sick 
leave will not be automatically approved and is subject to management approval. 
 
When requesting sick leave, you should follow-up with your supervisor by filling out a 
sick leave form for compensation purposes.  If you are unable to complete a sick leave 
form, because of extenuating circumstances, your supervisor will complete the form and 
process the sick usage hours for you.  
 
When you are hired into a new home company, you will be credited for any years of 
service that you have worked for the Tribal Governmental Operations, EDC and/or 
Kewadin Casinos- Hotel and Convention Center for the purpose of the years of service 
recognition program.  You will not be allowed to carry over any unused sick time without 
prior approval from the company that you are leaving as well as the company that you 
are going to.  Should either company determine that carrying over sick time is not 
feasible, then you will not be allowed to do so.  Please contact the Human Resources 
Department for details in regards to this policy. 
 
 Unused sick leave hours will not be paid out at the termination of your employment. 

 
 A. Amount of Benefit.   

 
1. Full-time team members accrue up to four (4) days per year based on a 

2080-hour work year. 
 

2. If you are a regular part-time team member, you are entitled to a 
proportionate sick leave allowance, based on hours worked. 

 
3. Seasonal and temporary team members are not eligible for this benefit. 

 
 B. Eligibility. 

 
1. A team member is first eligible for the benefit upon completion of 90 

calendar days of employment. 
 

2. When a team member brings in a medical certification either on his/her own 
behalf or at management’s request, the supervisor may approve the sick 
leave, if sick time is available.  

 
3. If the team member qualifies for FMLA, the supervisor should call Human 

Resources (see Family and Medical Leave Act section). 
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C. Conversion to Vacation Leave.   
 

1. On the second anniversary of employment and thereafter, a team member 
may elect to convert accumulated sick leave to vacation leave at a ratio of 
2:1, up to a maximum of 7 sick leave days for 3.5 vacation days. This election 
must be made on the team member’s vacation accrual anniversary date.   

                                          
2. Such a conversion cannot exceed the maximum accumulation of vacation 

leave allowed.   
 
3. Check with Human Resources Department concerning the minimum amount 

of sick leave needed before you can trade for vacation time.  Prior approval is 
required from your supervisor. 

 
D. Donating or transferring Sick Time.   
 

Because team members have expressed a desire to help other team members 
who are having a health crisis, the company will allow team members to donate 
or transfer sick time to a leave bank, the bank will be maintained for the use of 
team members throughout all Tribal operations, including casino, governmental 
and enterprise, in need of such resources.  A team member may also donate or 
transfer up to 24 hours per calendar year to the leave bank during each year of 
his/her employment starting with the second year of employment.  
 
Team members can donate sick leave hours to the leave bank to be used by any 
team member within all Tribal operations, in need of such resources or to a 
specific team member who is in need of such resources. If the donation is for a 
specific team member then the donation can occur at the time of the need or for 
the team member to use within the foreseeable future. Sick leave donations are 
limited to 24 hours per team member per occurrence.  The team member wishing 
to donate sick leave hours must maintain 20 hours of sick leave hours after the 
donation has been completed.  
 
Team members may also elect to convert vacation time to sick time in order to 
donate sick time to an individual. The conversion will occur on a 1:1 basis. This 
conversion can only occur when a team member wishes to donate to a specific 
individual.  This conversion can not occur to donate sick leave hours to the leave 
bank, unless the team member wishes to avoid forfeiting vacation hours in 
excess of the 240 hour maximum or vacation time that he/she would have 
normally forfeited due to not using 50% of what he/she accrued during the 
calendar year. This conversion can occur at the end of each calendar year.  

 
In order for the donation of sick time to occur it must have approval from both the 
donating and accepting team members’ supervisors. 
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E. Accepting Sick Leave Donations 
 

A team member may accept sick leave donations if the following criteria is met: 
 
1. 

2. 

3. 

4. 

5. 

The request must be submitted in writing. 
 

This transaction is only available for individuals who are on an approved 
medical or FMLA leave. The recipient must have exhausted all of his/her 
accrued sick time. 

 
A team member can receive a maximum of 160 sick leave hours from the 
leave bank per year. However, team members can receive additional sick 
leave donations when the donation is specifically designated for that 
individual. 

 
A team member is not eligible to receive sick leave donations, if he/she is 
not eligible to use sick leave. 

 
The team member must have supervisor approval to accept sick leave 
donations. 
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DRAFT 
SICK LEAVE POLICY
 
Sick leave is designed to provide income protection for team members who, for medical 
reasons, are temporarily absent from work for limited periods.  This policy does not 
govern unpaid family and medical leave.  Sick leave can be used for optical, dental, and 
medical appointments. Sick leave usage may also be used when someone in your care 
is ill, such as your immediate family. This is left to the discretion of your department 
manager.   Requests to use sick leave for appointments must be made in advance. Sick 
leave will not be automatically approved and is subject to management approval. 
 
When requesting sick leave, you should follow-up with your supervisor by filling out a 
sick leave form for compensation purposes.  If you are unable to complete a sick leave 
form, because of extenuating circumstances, your supervisor will complete the form and 
process the sick usage hours for you.  
 
When you are hired into a new home company, you will be credited for any years of 
service that you have worked for the Tribal Governmental Operations, EDC and/or 
Kewadin Casinos- Hotel and Convention Center for the purpose of the years of service 
recognition program.  You will not be allowed to carry over any unused sick time without 
prior approval from the company that you are leaving as well as the company that you 
are going to.  Should either company determine that carrying over sick time is not 
feasible, then you will not be allowed to do so.  Please contact the Human Resources 
Department for details in regards to this policy. 
 
 Unused sick leave hours will not be paid out at the termination of your employment. 

 
 A. Amount of Benefit.   

 
1. Full-time team members accrue up to four (4) days per year based on a 

2080-hour work year. 
 

2. If you are a regular part-time team member, you are entitled to a 
proportionate sick leave allowance, based on hours worked. 

 
3. Seasonal and temporary team members are not eligible for this benefit. 

 
 B. Eligibility. 

 
1. A team member is first eligible for the benefit upon completion of 90 

calendar days of employment. 
 

2. When a team member brings in a medical certification either on his/her own 
behalf or at management’s request, the supervisor may approve the sick 
leave, if sick time is available.  

 
3. If the team member qualifies for FMLA, the supervisor should call Human 

Resources (see Family and Medical Leave Act section). 
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C. Conversion to Vacation Leave.   
 

1. On the second anniversary of employment and thereafter, a team member 
may elect to convert accumulated sick leave to vacation leave at a ratio of 
2:1, up to a maximum of 7 sick leave days for 3.5 vacation days. This election 
must be made on the team member’s vacation accrual anniversary date.   

                                          
2. Such a conversion cannot exceed the maximum accumulation of vacation 

leave allowed.   
 
3. Check with Human Resources Department concerning the minimum amount 

of sick leave needed before you can trade for vacation time.  Prior approval is 
required from your supervisor. 

 
D. Donating or transferring Sick Time.   
 

Because team members have expressed a desire to help other team members 
who are having a health crisis, the company will allow team members to donate 
or transfer sick time to a leave bank, the bank will be maintained for the use of 
team members throughout all Tribal operations, including casino, governmental 
and enterprise, within the same home company, in need of such resources.  A 
team member may also donate or transfer up to 24 hours per calendar year to 
the leave bank during each year of his/her employment starting with the second 
year of employment.  
 
Team members can donate sick leave hours to the leave bank to be used by any 
team member within all Tribal operations the same home company, in need of 
such resources or to a specific team member who is in need of such resources. If 
the donation is for a specific team member then the donation can occur at the 
time of the need or for the team member to use within the foreseeable future. 
Sick leave donations are limited to 24 hours per team member per occurrence.  
The team member wishing to donate sick leave hours must maintain 20 hours of 
sick leave hours after the donation has been completed.  
 
Team members may also elect to convert vacation time to sick time in order to 
donate sick time to an individual. The conversion will occur on a 1:1 basis. This 
conversion can only occur when a team member wishes to donate to a specific 
individual.  This conversion can not occur to donate sick leave hours to the leave 
bank, unless the team member wishes to avoid forfeiting vacation hours in 
excess of the 240 hour maximum or vacation time that he/she would have 
normally forfeited due to not using 50% of what he/she accrued during the 
calendar year. This conversion can occur at the end of each calendar year.  

 
In order for the donation of sick time to occur it must have approval from both the 
donating and accepting team members’ supervisors. 
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E. Accepting Sick Leave Donations 
 

A team member may accept sick leave donations if the following criteria is met: 
 
1. 

2. 

3. 

4. 

The request must be submitted in writing. 
 

This transaction is only available for individuals who are on an approved 
medical or FMLA leave. The recipient must have exhausted all of his/her 
accrued sick time. 

 
A team member can receive a maximum of 160 sick leave hours from the 
leave bank per year. However, team members can receive additional sick 
leave donations when the donation is specifically designated for that 
individual. 

 
A team member is not eligible to receive sick leave donations from the 
leave bank, if he/she is not eligible to use sick leave. 

 
5. The team member must have supervisor approval to accept sick leave 

donations. 
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VACATION POLICY

Casino Policy Change to be effective 12/6/05 

 
Vacation benefits are provided so that you may enjoy rest and relaxation away from work. 
The company strongly encourages you to use all time to which you are entitled to for each 
benefit year. The following is a list of vacation accrual rates (based on a 2080 hour work 
year): 
 
ADMINISTRATIVE 
 

After (1) year of service 15 vacation days (3 weeks) 
After (5) years of service 20 vacation days (4 weeks) 
After (10) years of service 25 vacation days (5 weeks) 
After (15) years of service 30 vacation days (6 weeks) 

 
NON-ADMINISTRATIVE 
 

After (1) year of service 10 vacation days (2 weeks) 
After (5) years of service 15 vacation days (3 weeks) 
After (10) years of service 20 vacation days (4 weeks) 
After (15) years of service 25 vacation days (5 weeks) 

 
• 

• 

• 

• 

• 

You must be classified as a regular full-time or part time team member and completed 
one year of continuous employment to be eligible to take vacation time.  A regular part 
time team member is eligible to accrue a portion of vacation time based on the number 
of hours the part time team member works. 

 
Your supervisor has the authority to approve or deny your vacation time based on your 
job performance and anticipated work loads, etc. The fact that you have accumulated 
vacation time does not mean that the vacation time is to be taken at your discretion. 

 
Non-exempt team member’s vacation time must be requested and approved in advance 
by your immediate supervisor. Any vacation days taken without approval will result in 
loss of pay and disciplinary action. 

 
Non-exempt team member’s requests for vacation must be in writing and must be put 
on a vacation request form. Non-exempt team members must submit the request form 
to their supervisor for approval. Non-exempt team members may keep a copy of the 
form for their own records. Failure to put the request in writing will result in time off 
without pay for the hours missed.  

 
One vacation day requires that you give your supervisor at least 24 hours notice of your 
intent to take vacation time; two days require a weeks notice; longer requires a 
minimum of a two-week notice.  This notice requirement is up to the discretion of the 
department manager. 
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• 

• 

• 

• 

• 

• 

• 

You may request time off without pay at the time that you are requesting vacation days 
if you do not have enough vacation time to cover your absence. Check with your 
immediate supervisor for consideration and approval. 

 
If a Casino holiday falls during your vacation, the holiday will not be counted as vacation 
taken. 

 
Up to 45 days of unused vacation entitlement will be paid to team members upon 
separation provided they have completed at least 1 year of continuous service.  The 
vacation pay out will be computed based on the pay rate earned at the time of 
separation. 

 
After one year of continuous employment team members are required to use at least 
50% of the vacation time earned in each calendar year.   Failure to use at least 50% of 
the vacation time earned in each calendar year will result in the forfeiture of the 
difference between the amount that should have been taken and the amount that was 
actually taken. For the purposes of this policy a calendar year is based on check dates. 
Example: vacation accrual was 100 hours, vacation that should have been taken during 
the year was 50 hours and the actual vacation hours taken was 40 hours.  This results 
in the forfeiture of 10 vacation hours.  Please note that a team member can request to 
convert vacation time that he/she would have normally forfeited to sick time in order to 
donate the time to the sick leave bank as identified in the sick leave policy.    

 
You will be allowed to carry forward a maximum of 30 days (240 hours) of accrued 
vacation hours into the next calendar year.  Starting in December of 2006, any hours 
remaining over the 30-day maximum will be forfeited at the end of the calendar year. 
Please note that a team member can request to convert excess vacation time to sick 
time in order to donate to the sick leave bank as identified in the sick leave policy.    
 
For non-exempt team members, vacation time must be used when serving on a board 
or committee where an honorarium or stipend is paid and you are attending during 
working hours.  If you do not receive any payment for service, then you can attend at 
your supervisor's discretion. 

 
When you are hired into a new home company, you will be credited for any years of 
service that you have worked for the Tribal Governmental Operations, EDC and/or 
Kewadin Casinos- Hotel and Convention Center for the purpose of the years of service 
recognition program.  However, your date in position and vacation accrual date will be 
changed to reflect your new date in position in the new home company.  The only 
exception to this rule is when you transfer to another entity that has the exact same 
accrual rate as the entity that you are leaving.  In this case, you would be allowed to 
retain your date in position and vacation accrual date from the position that you 
transferred from.  Please contact the Human Resources Department for details in 
regards to this policy. 
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VACATION POLICY

Casino Policy Change to be effective 12/6/05 

 
Vacation benefits are provided so that you may enjoy rest and relaxation away from work. 
The company strongly encourages you to use all time to which you are entitled to for each 
benefit year. The following is a list of vacation accrual rates (based on a 2080 hour work 
year): 
 
ADMINISTRATIVE 
 

After (1) year of service 15 vacation days (3 weeks) 
After (5) years of service 20 vacation days (4 weeks) 
After (10) years of service 25 vacation days (5 weeks) 
After (15) years of service 30 vacation days (6 weeks) 

 
NON-ADMINISTRATIVE 
 

After (1) year of service 10 vacation days (2 weeks) 
After (5) years of service 15 vacation days (3 weeks) 
After (10) years of service 20 vacation days (4 weeks) 
After (15) years of service 25 vacation days (5 weeks) 

 
• 

• 

• 

• 

• 

You must be classified as a regular full-time or part time team member and completed 
one year of continuous employment to be eligible to take vacation time.  A regular part 
time team member is eligible to accrue a portion of vacation time based on the number 
of hours the part time team member works. 

 
Your supervisor has the authority to approve or deny your vacation time based on your 
job performance and anticipated work loads, etc. The fact that you have accumulated 
vacation time does not mean that the vacation time is to be taken at your discretion. 

 
Non-exempt team member’s vacation time must be requested and approved in advance 
by your immediate supervisor. Any vacation days taken without approval will result in 
loss of pay and disciplinary action. 

 
Non-exempt team member’s requests for vacation must be in writing and must be put 
on a vacation request form. Non-exempt team members must submit the request form 
to their supervisor for approval. Non-exempt team members may keep a copy of the 
form for their own records. Failure to put the request in writing will result in time off 
without pay for the hours missed.  

 
One vacation day requires that you give your supervisor at least 24 hours notice of your 
intent to take vacation time; two days require a weeks notice; longer requires a 
minimum of a two-week notice.  This notice requirement is up to the discretion of the 
department manager. 
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• 

• 

• 

• 

You may request time off without pay at the time that you are requesting vacation days 
if you do not have enough vacation time to cover your absence. Check with your 
immediate supervisor for consideration and approval. 

 
If a Casino holiday falls during your vacation, the holiday will not be counted as vacation 
taken. 

 
Up to 45 days of unused vacation entitlement will be paid to team members upon 
separation provided they have completed at least 1 year of continuous service.  The 
vacation pay out will be computed based on the pay rate earned at the time of 
separation. 

 
After one year of continuous employment team members are required to use at least 
50% of the vacation time earned in each calendar year.   Failure to use at least 50% of 
the vacation time earned in each calendar year will result in the forfeiture of the 
difference between the amount that should have been taken and the amount that was 
actually taken. For the purposes of this policy a calendar year is based on check dates. 
Example: vacation accrual was 100 hours, vacation that should have been taken during 
the year was 50 hours and the actual vacation hours taken was 40 hours.  This results 
in the forfeiture of 10 vacation hours.  Please note that a team member can request to 
convert vacation time that he/she would have normally forfeited to sick time in order to 
donate the time to the sick leave bank as identified in the sick leave policy.    

 
• You will be allowed to carry forward a maximum of 30 days (240 hours) of accrued 

vacation hours into the next calendar year.  Starting in December of 2006, any hours 
remaining over the 30-day maximum will be forfeited at the end of the calendar year. 
Please note that a team member can request to convert excess vacation time to sick 
time in order to donate to the sick leave bank as identified in the sick leave policy.    
 

• 

• 

For non-exempt team members, vacation time must be used when serving on a board 
or committee where an honorarium or stipend is paid and you are attending during 
working hours.  If you do not receive any payment for service, then you can attend at 
your supervisor's discretion. 

 
When you are hired into a new home company, you will be credited for any years of 
service that you have worked for the Tribal Governmental Operations, EDC and/or 
Kewadin Casinos- Hotel and Convention Center for the purpose of the years of service 
recognition program.  However, your date in position and vacation accrual date will be 
changed to reflect your new date in position in the new home company.  The only 
exception to this rule is when you transfer to another entity that has the exact same 
accrual rate as the entity that you are leaving.  In this case, you would be allowed to 
retain your date in position and vacation accrual date from the position that you 
transferred from.  Please contact the Human Resources Department for details in 
regards to this policy. 
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SICK LEAVE POLICY 
 
Sick leave is designed to provide income protection for team members who, for medical 
reasons, are temporarily absent from work for limited periods.  This policy does not 
govern unpaid family and medical leave (See Family and Medical Leave Act Section). 
Sick leave can be used for optical, dental, and medical appointments. Sick leave usage 
may also be used when someone in your care is ill, such as your immediate family. This 
is left to the discretion of your department manager.   Requests to use sick leave for 
appointments must be made in advance. Sick leave will not be automatically approved 
and is subject to management approval. The availability of sick leave may vary from 
enterprise to enterprise, please refer to your appropriate handbook supplement, your 
supervisor or the Human Resource Department to determine what sick leave benefits 
are available to you.  If you are eligible for sick leave, please refer to the guidelines 
listed below. 
 
When requesting sick leave, you should follow-up with your supervisor by filling out a 
sick leave form for compensation purposes.  If you are unable to complete a sick leave 
form, because of extenuating circumstances, your supervisor will complete the form and 
process the sick usage hours for you.  
 
When you are hired into a new home company, you will be credited for any years of 
service that you have worked for the Tribal Governmental Operations, EDC and/or 
Kewadin Casinos- Hotel and Convention Center for the purpose of the years of service 
recognition program.  However, you will not be allowed to carry over any unused sick 
time without prior approval from the company that you are leaving as well as the 
company that you are going to.  Should either company determine that carrying over 
sick time is not feasible, then you will not be allowed to do so.  Please contact the 
Human Resources Department for details in regards to this policy. 
 
Unused sick leave hours will not be paid out at the termination of your employment. 
 
A. Amount of Benefit.   

 
The amount of sick leave varies from enterprise to enterprise, please refer to the 
appropriate handbook supplement, your supervisor or the Human Resource 
Department to determine what sick leave benefits are available to you. 

 
B. Eligibility. 
 

Eligibility for sick leave varies from enterprise to enterprise, please refer to the 
appropriate handbook supplement, your supervisor or the Human Resource 
Department to determine what sick leave benefits are available to you. 
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C. Donating or transferring Sick Time.   
 

Because team members have expressed a desire to help other team members 
who are having a health crisis, the company will allow team members to donate 
or transfer sick time to a leave bank, the bank will be maintained for the use of 
team members throughout all Tribal operations, including casino, governmental 
and enterprise, in need of such resources.  A team member may also donate or 
transfer up to 80 hours per calendar year to the leave bank during each year of 
his/her employment starting with the second year of employment.  
 
Team members can donate sick leave hours to the leave bank to be used by any 
team member within all Tribal operations, in need of such resources or to a 
specific team member who is in need of such resources. If the donation is for a 
specific team member then the donation can occur at the time of the need or for 
the team member to use within the foreseeable future. Sick leave donations are 
governed by the sick leave accrual rate.  Please contact Human Resources in 
order to determine the maximum amount of sick leave hours that you can donate.  

 
Team members may also elect to convert vacation time to sick time in order to 
donate sick time to an individual. The conversion will occur on a 1:1 basis. This 
conversion can only occur when a team member wishes to donate to a specific 
individual.  This conversion can not occur to donate sick leave hours to the leave 
bank.  

 
In order for the donation of sick time to occur it must have approval from both the 
donating and accepting team members’ supervisors. 

 
 
D. Accepting Sick Leave Donations 
 

A team member may accept sick leave donations if the following criteria is met: 
 
1. 

2. 

3. 

The request must be submitted in writing. 
 

This transaction is only available for individuals who are on an approved 
medical or FMLA leave. The recipient must have exhausted all of his/her 
accrued sick time. 

 
A team member can receive a maximum of 160 sick leave hours from the 
leave bank per year. However, team members can receive additional sick 
leave donations when the donation is specifically designated for that 
individual. 
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4. 

5. 

A team member is not eligible to receive sick leave donations, if he/she is 
not eligible to use sick leave. 

 
The team member must have supervisor approval to accept sick leave 
donations. 
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DRAFT 
SICK LEAVE POLICY 
 
Sick leave is designed to provide income protection for team members who, for medical 
reasons, are temporarily absent from work for limited periods.  This policy does not 
govern unpaid family and medical leave (See Family and Medical Leave Act Section). 
Sick leave can be used for optical, dental, and medical appointments. Sick leave usage 
may also be used when someone in your care is ill, such as your immediate family. This 
is left to the discretion of your department manager.   Requests to use sick leave for 
appointments must be made in advance. Sick leave will not be automatically approved 
and is subject to management approval. The availability of sick leave may vary from 
enterprise to enterprise, please refer to your appropriate handbook supplement, your 
supervisor or the Human Resource Department to determine what sick leave benefits 
are available to you.  If you are eligible for sick leave, please refer to the guidelines 
listed below. 
 
When requesting sick leave, you should follow-up with your supervisor by filling out a 
sick leave form for compensation purposes.  If you are unable to complete a sick leave 
form, because of extenuating circumstances, your supervisor will complete the form and 
process the sick usage hours for you.  
 
When you are hired into a new home company, you will be credited for any years of 
service that you have worked for the Tribal Governmental Operations, EDC and/or 
Kewadin Casinos- Hotel and Convention Center for the purpose of the years of service 
recognition program.  However, you will not be allowed to carry over any unused sick 
time without prior approval from the company that you are leaving as well as the 
company that you are going to.  Should either company determine that carrying over 
sick time is not feasible, then you will not be allowed to do so.  Please contact the 
Human Resources Department for details in regards to this policy. 
 
Unused sick leave hours will not be paid out at the termination of your employment. 
 
A. Amount of Benefit.   

 
The amount of sick leave varies from enterprise to enterprise, please refer to the 
appropriate handbook supplement, your supervisor or the Human Resource 
Department to determine what sick leave benefits are available to you. 

 
B. Eligibility. 
 

Eligibility for sick leave varies from enterprise to enterprise, please refer to the 
appropriate handbook supplement, your supervisor or the Human Resource 
Department to determine what sick leave benefits are available to you. 
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C. Donating or transferring Sick Time.   
 

Because team members have expressed a desire to help other team members 
who are having a health crisis, the company will allow team members to donate 
or transfer sick time to a leave bank, the bank will be maintained for the use of 
team members throughout all Tribal operations, including casino, governmental 
and enterprise, within the Tribal Enterprises, in need of such resources.  A team 
member may also donate or transfer up to 80 hours per calendar year to the 
leave bank during each year of his/her employment starting with the second year 
of employment.  
 
Team members can donate sick leave hours to the leave bank to be used by any 
team member within all Tribal operations the Tribal Enterprises, in need of such 
resources or to a specific team member who is in need of such resources. If the 
donation is for a specific team member then the donation can occur at the time of 
the need or for the team member to use within the foreseeable future. Sick leave 
donations are governed by the sick leave accrual rate.  Please contact Human 
Resources in order to determine the maximum amount of sick leave hours that 
you can donate.  

 
Team members may also elect to convert vacation time to sick time in order to 
donate sick time to an individual. The conversion will occur on a 1:1 basis. This 
conversion can only occur when a team member wishes to donate to a specific 
individual.  This conversion can not occur to donate sick leave hours to the leave 
bank.  

 
In order for the donation of sick time to occur it must have approval from both the 
donating and accepting team members’ supervisors. 

 
 
D. Accepting Sick Leave Donations 
 

A team member may accept sick leave donations if the following criteria is met: 
 
1. 

2. 

3. 

The request must be submitted in writing. 
 

This transaction is only available for individuals who are on an approved 
medical or FMLA leave. The recipient must have exhausted all of his/her 
accrued sick time. 

 
A team member can receive a maximum of 160 sick leave hours from the 
leave bank per year. However, team members can receive additional sick 
leave donations when the donation is specifically designated for that 
individual. 
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4. A team member is not eligible to receive sick leave donations from the 
leave bank sick hours, if he/she is not eligible to use sick leave. 

 
5. The team member must have supervisor approval to accept sick leave 

donations. 
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SICK LEAVE POLICY 
 
PURPOSE 
 
Sick leave is designed to provide income protection for team members who, for medical 
reasons, are temporarily absent from work for limited periods.  This policy does not govern 
unpaid family and medical leave (See Family and Medical Leave Act section). This policy 
does not apply to Sault Tribe Construction and Housing field workers. Please see the 
Leave Pay Policy to determine what benefits you are eligible for, if you are a field worker. 
Sick leave can be used for optical, dental, and medical appointments. Sick leave usage 
may also be used when someone in your care is ill, such as your immediate family. This is 
left to the discretion of your department manager.   Requests to use sick leave for 
appointments must be made in advance. Sick leave will not be automatically approved and 
is subject to management approval.  
 
When requesting sick leave, you should follow-up with your supervisor by filling out a sick 
leave form for compensation purposes.  If you are unable to complete a sick leave form, 
because of extenuating circumstances, your supervisor will complete the form and process 
the sick usage hours for you.  
 
Unused sick leave hours will not be paid out at the termination of your employment. 
 
A. Amount of Benefit.   

 
1. If applicable, full time team members accrue sick leave at a rate that is 

designated to the entity in which you work. Accrual rates are based on a 2080-
hour work year. 

 
2. If you are a regular part-time team member, you are entitled to a proportionate 

sick leave allowance, based on hours worked. 
 
B. Eligibility. 

 
1. A team member is first eligible for the benefit upon hire. 
 
2. When a team member brings in a medical certification, the supervisor may 

approve the sick leave, if sick time is available.  
 
3. If the team member qualifies for FMLA, the supervisor should call Human 

Resources. 
 
C. Conversion to Vacation Leave.   

 
1. On the second anniversary of employment and thereafter, a team member may 

elect to convert accumulated sick leave to vacation leave at a ratio of 2:1, up to a 
maximum of ten vacation days for 20 sick leave days. This election must be 
made on the team member’s vacation accrual anniversary date.                      
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2. Such a conversion cannot exceed the maximum accumulation of vacation leave 
allowed.   

 
3. Check with Human Resources Department concerning the minimum amount of 

sick leave needed before you can trade for vacation time.  Prior approval is 
required from your supervisor. 

 
D. Donating or transferring Sick Time.   
 

Because team members have expressed a desire to help other team members who 
are having a health crisis, the company will allow team members to donate or 
transfer sick time to a leave bank, the bank will be maintained for the use of team 
members throughout all Tribal operations, including casino, governmental and 
enterprise,  in need of such resources.  A team member may also donate or transfer 
up to 80 hours per calendar year to the leave bank during each year of his/her 
employment starting with the second year of employment.  
 
Team members can donate sick leave hours to the leave bank to be used by any 
team member within all Tribal operations, in need of such resources or to a specific 
team member who is in need of such resources. If the donation is for a specific team 
member then the donation can occur at the time of the need or for the team member 
to use within the foreseeable future. Sick leave donations are limited to 80 hours per 
team member per occurrence.  The team member wishing to donate sick leave 
hours must maintain 80 hours of sick leave hours after the donation has been 
completed.  

 
Team members may also elect to convert vacation time to sick time in order to 
donate sick time to an individual. The conversion will occur on a 1:1 basis. This 
conversion can only occur when a team member wishes to donate to a specific 
individual.  This conversion can not occur to donate sick leave hours to the leave 
bank unless the team member wishes to avoid forfeiting vacation hours in excess of 
the 240 hour maximum or vacation time that he/she would have normally forfeited 
due to not using 50% of what he/she accrued during the calendar year. This 
conversion can occur at the end of each calendar year.  
 
In order for the donation of sick time to occur it must have approval from both the 
donating and accepting team members’ supervisors. 

 
E. Accepting Sick Leave Donations 
 

A team member may accept sick leave donations if the following criteria is met: 
 
1. 

2. 

The request must be submitted in writing. 
 

This transaction is only available for individuals who are on an approved 
medical or FMLA leave. The recipient must have exhausted all of his/her 
accrued sick time. 
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3. 

4. 

5. 

A team member can receive a maximum of 160 sick leave hours from the 
leave bank per year. However, team members can receive additional sick 
leave donations when the donation is specifically designated for that 
individual. 

 
A team member is not eligible to receive sick leave donations, if he/she is not 
eligible to use sick leave. 

 
The team member must have supervisor approval to accept sick leave 
donations. 
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SICK LEAVE POLICY 
 
PURPOSE 
 
Sick leave is designed to provide income protection for team members who, for medical 
reasons, are temporarily absent from work for limited periods.  This policy does not govern 
unpaid family and medical leave (See Family and Medical Leave Act section). This policy 
does not apply to Sault Tribe Construction and Housing field workers. Please see the 
Leave Pay Policy to determine what benefits you are eligible for, if you are a field worker. 
Sick leave can be used for optical, dental, and medical appointments. Sick leave usage 
may also be used when someone in your care is ill, such as your immediate family. This is 
left to the discretion of your department manager.   Requests to use sick leave for 
appointments must be made in advance. Sick leave will not be automatically approved and 
is subject to management approval.  
 
When requesting sick leave, you should follow-up with your supervisor by filling out a sick 
leave form for compensation purposes.  If you are unable to complete a sick leave form, 
because of extenuating circumstances, your supervisor will complete the form and process 
the sick usage hours for you.  
 
Unused sick leave hours will not be paid out at the termination of your employment. 
 
A. Amount of Benefit.   

 
1. If applicable, full time team members accrue sick leave at a rate that is 

designated to the entity in which you work. Accrual rates are based on a 2080-
hour work year. 

 
2. If you are a regular part-time team member, you are entitled to a proportionate 

sick leave allowance, based on hours worked. 
 
B. Eligibility. 

 
1. A team member is first eligible for the benefit upon hire. 
 
2. When a team member brings in a medical certification, the supervisor may 

approve the sick leave, if sick time is available.  
 
3. If the team member qualifies for FMLA, the supervisor should call Human 

Resources. 
 
C. Conversion to Vacation Leave.   

 
1. On the second anniversary of employment and thereafter, a team member may 

elect to convert accumulated sick leave to vacation leave at a ratio of 2:1, up to a 
maximum of ten vacation days for 20 sick leave days. This election must be 
made on the team member’s vacation accrual anniversary date.                      
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2. Such a conversion cannot exceed the maximum accumulation of vacation leave 
allowed.   

 
3. Check with Human Resources Department concerning the minimum amount of 

sick leave needed before you can trade for vacation time.  Prior approval is 
required from your supervisor. 

 
D. Donating or transferring Sick Time.   
 

Because team members have expressed a desire to help other team members who 
are having a health crisis, the company will allow team members to donate or 
transfer sick time to a leave bank, the bank will be maintained for the use of team 
members throughout all Tribal operations, including casino, governmental and 
enterprise, within the same home company in need of such resources.  A team 
member may also donate or transfer up to 80 hours per calendar year to the leave 
bank during each year of his/her employment starting with the second year of 
employment.  
 
Team members can donate sick leave hours to the leave bank to be used by any 
team member within all Tribal operations the same home company, in need of such 
resources or to a specific team member who is in need of such resources. If the 
donation is for a specific team member then the donation can occur at the time of 
the need or for the team member to use within the foreseeable future. Sick leave 
donations are limited to 80 hours per team member per occurrence.  The team 
member wishing to donate sick leave hours must maintain 80 hours of sick leave 
hours after the donation has been completed.  

 
Team members may also elect to convert vacation time to sick time in order to 
donate sick time to an individual. The conversion will occur on a 1:1 basis. This 
conversion can only occur when a team member wishes to donate to a specific 
individual.  This conversion can not occur to donate sick leave hours to the leave 
bank unless the team member wishes to avoid forfeiting vacation hours in excess of 
the 240 hour maximum or vacation time that he/she would have normally forfeited 
due to not using 50% of what he/she accrued during the calendar year. This 
conversion can occur at the end of each calendar year.  
 
In order for the donation of sick time to occur it must have approval from both the 
donating and accepting team members’ supervisors. 

 
E. Accepting Sick Leave Donations 
 

A team member may accept sick leave donations if the following criteria is met: 
 
1. 

2. 

The request must be submitted in writing. 
 

This transaction is only available for individuals who are on an approved 
medical or FMLA leave. The recipient must have exhausted all of his/her 
accrued sick time. 
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3. 

4. 

 
A team member can receive a maximum of 160 sick leave hours from the 
leave bank per year. However, team members can receive additional sick 
leave donations when the donation is specifically designated for that 
individual. 

 
A team member is not eligible to receive sick leave donations from the leave 
bank sick hours, if he/she is not eligible to use sick leave. 

 
5. The team member must have supervisor approval to accept sick leave 

donations. 
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VACATION POLICY
 
Vacation benefits are provided so that you may enjoy rest and relaxation away from 
work. This policy does not apply to Sault Tribe Construction and Housing field workers. 
Please see the Leave Pay Policy to determine what benefits you are eligible for, if you 
are a field worker. The company strongly encourages you to use all time to which you 
are entitled to for each benefit year.  The following is an explanation of vacation accrual 
rates: 
 
ADMINISTRATIVE 

 
Exempt team members accrue vacation time at a rate of 15 days for the first year of 
employment and one additional day per year of service thereafter, up to a maximum 
rate of 30 days per year. The team member’s entitlement to earn vacation is based on 
the employment anniversary date. 

 
NON-ADMINISTRATIVE 

 
Non-exempt team members accrue vacation time at a rate of ten days for the first year 
of employment and one additional day per year of service thereafter, up to a maximum 
of 30 days per year.  The team member’s entitlement to earn vacation is based on the 
employment anniversary date. 

 
• 

• 

• 

• 

You must be classified as a regular full-time or part-time team member and complete 
the required introductory period to be eligible to take vacation time.  A part-time team 
member is eligible to accrue a portion of vacation time based on the number of 
hours the part-time team member works. 

 
You will be allowed to carry forward a maximum of 30 days of accrued vacation 
hours into the next calendar year.  Any hours over the 30-day maximum will be paid 
directly to you in a cash payment, up to $2,000, at the end of the calendar year.  Any 
hours remaining over the 30-day maximum allowed to be carried over into the next 
calendar year after the $2,000 maximum cash out will be forfeited at the end of the 
calendar year.  Please note that a team member can request to convert excess 
vacation time to sick time in order to donate to the sick leave bank as identified in 
the sick leave policy. 

 
Your supervisor has the authority to approve or deny your vacation time based on 
your job performance and anticipated work loads, etc.  The fact that you have 
accumulated vacation time does not mean that the vacation time is to be taken at 
your discretion. 

 
Your vacation time must be requested and approved in advance by your immediate 
supervisor. Any vacation days taken without approval will result in loss of pay and 
disciplinary action. 
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• 

• 

• 

• 

• 

• 

• 

One vacation day requires that you give your supervisor at least 24 hours notice of 
your intent to take vacation time; two days require a weeks notice; longer requires a 
minimum of a two-week notice.  This notice requirement is up to the discretion of the 
department manager. 

 
Team member’s requests for vacation must be in writing and must be put on a 
vacation request form. Team members must submit the request form to their 
supervisor for approval. Team members may keep a copy of the form for their own 
records. Failure to put the request in writing will result in time off without pay for the 
hours missed.  

 
You may request time off without pay at the time that you are requesting vacation 
days if you do not have enough vacation time to cover your absence.  Check with 
your immediate supervisor for consideration and approval. 

 
Up to 45 days of unused vacation entitlement will be paid to team members upon 
separation provided they have completed at least six months of continuous service.  
The vacation pay out will be computed based on the pay rate earned at the time of 
separation. 

 
After one year of continuous employment team members are required to use at least 
50% of the vacation time earned in each calendar year.   Failure to use at least 50% 
of the vacation time earned in each calendar year will result in the forfeiture of the 
difference between the amount that should have been taken and the amount that 
was actually taken. For the purposes of this policy a calendar year is based on 
check dates. Example: vacation accrual was 100 hours, vacation that should have 
been taken during the year was 50 hours, actual vacation hours taken was 40 hours.  
This results in the forfeiture of 10 vacation hours.  Please note that a team member 
can request to convert vacation time that he/she would have normally forfeited to 
sick time in order to donate the time to the sick leave bank as identified in the sick 
leave policy.    

 
If a tribal holiday falls during your vacation, the holiday will not be counted as 
vacation taken. 

 
For non-exempt team members, vacation time must be used when serving on a 
board or committee where an honorarium or stipend is paid and you are attending 
during working hours.  If you do not receive any payment for service, then you can 
attend at your supervisor's discretion. 
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• When you are hired into a new home company, you will be credited for any years of 
service that you have worked for the Tribal Governmental Operations, EDC and/or 
Kewadin Casinos- Hotel and Convention Center for the purpose of the years of 
service recognition program. However, your date in position and vacation accrual 
date will be changed to reflect your new date in position in the new home company.  
The only exception to this rule is when you transfer to another entity that has the 
exact same accrual rate as the entity that you are leaving.  In this case, you would 
be allowed to retain your date in position and vacation accrual date from the position 
that you transferred from.  Please contact the Human Resources Department for 
details in regards to this policy. 
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VACATION POLICY
 
Vacation benefits are provided so that you may enjoy rest and relaxation away from 
work. This policy does not apply to Sault Tribe Construction and Housing field workers. 
Please see the Leave Pay Policy to determine what benefits you are eligible for, if you 
are a field worker. The company strongly encourages you to use all time to which you 
are entitled to for each benefit year.  The following is an explanation of vacation accrual 
rates: 
 
ADMINISTRATIVE 

 
Exempt team members accrue vacation time at a rate of 15 days for the first year of 
employment and one additional day per year of service thereafter, up to a maximum 
rate of 30 days per year. The team member’s entitlement to earn vacation is based on 
the employment anniversary date. 

 
NON-ADMINISTRATIVE 

 
Non-exempt team members accrue vacation time at a rate of ten days for the first year 
of employment and one additional day per year of service thereafter, up to a maximum 
of 30 days per year.  The team member’s entitlement to earn vacation is based on the 
employment anniversary date. 

 
• You must be classified as a regular full-time or part-time team member and complete 

the required introductory period to be eligible to take vacation time.  A part-time team 
member is eligible to accrue a portion of vacation time based on the number of 
hours the part-time team member works. 

 
• You will be allowed to carry forward a maximum of 30 days of accrued vacation 

hours into the next calendar year.  Any hours over the 30-day maximum will be paid 
directly to you in a cash payment, up to $2,000, at the end of the calendar year.  Any 
hours remaining over the 30-day maximum allowed to be carried over into the next 
calendar year after the $2,000 maximum cash out will be forfeited at the end of the 
calendar year.  Please note that a team member can request to convert excess 
vacation time to sick time in order to donate to the sick leave bank as identified in 
the sick leave policy. 

 
• 

• 

Your supervisor has the authority to approve or deny your vacation time based on 
your job performance and anticipated work loads, etc.  The fact that you have 
accumulated vacation time does not mean that the vacation time is to be taken at 
your discretion. 

 
Your vacation time must be requested and approved in advance by your immediate 
supervisor. Any vacation days taken without approval will result in loss of pay and 
disciplinary action. 
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• 

• 

• 

• 

• 

One vacation day requires that you give your supervisor at least 24 hours notice of 
your intent to take vacation time; two days require a weeks notice; longer requires a 
minimum of a two-week notice.  This notice requirement is up to the discretion of the 
department manager. 

 
Team member’s requests for vacation must be in writing and must be put on a 
vacation request form. Team members must submit the request form to their 
supervisor for approval. Team members may keep a copy of the form for their own 
records. Failure to put the request in writing will result in time off without pay for the 
hours missed.  

 
You may request time off without pay at the time that you are requesting vacation 
days if you do not have enough vacation time to cover your absence.  Check with 
your immediate supervisor for consideration and approval. 

 
Up to 45 days of unused vacation entitlement will be paid to team members upon 
separation provided they have completed at least six months of continuous service.  
The vacation pay out will be computed based on the pay rate earned at the time of 
separation. 

 
After one year of continuous employment team members are required to use at least 
50% of the vacation time earned in each calendar year.   Failure to use at least 50% 
of the vacation time earned in each calendar year will result in the forfeiture of the 
difference between the amount that should have been taken and the amount that 
was actually taken. For the purposes of this policy a calendar year is based on 
check dates. Example: vacation accrual was 100 hours, vacation that should have 
been taken during the year was 50 hours, actual vacation hours taken was 40 hours.  
This results in the forfeiture of 10 vacation hours.  Please note that a team member 
can request to convert vacation time that he/she would have normally forfeited to 
sick time in order to donate the time to the sick leave bank as identified in the sick 
leave policy.    

 
• 

• 

If a tribal holiday falls during your vacation, the holiday will not be counted as 
vacation taken. 

 
For non-exempt team members, vacation time must be used when serving on a 
board or committee where an honorarium or stipend is paid and you are attending 
during working hours.  If you do not receive any payment for service, then you can 
attend at your supervisor's discretion. 
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• When you are hired into a new home company, you will be credited for any years of 
service that you have worked for the Tribal Governmental Operations, EDC and/or 
Kewadin Casinos- Hotel and Convention Center for the purpose of the years of 
service recognition program. However, your date in position and vacation accrual 
date will be changed to reflect your new date in position in the new home company.  
The only exception to this rule is when you transfer to another entity that has the 
exact same accrual rate as the entity that you are leaving.  In this case, you would 
be allowed to retain your date in position and vacation accrual date from the position 
that you transferred from.  Please contact the Human Resources Department for 
details in regards to this policy. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CJ3 




	20051206_rowcall
	20051206cert_resolutions
	Binder1.pdf
	Casino Sick Leave Changes Dec 2005 Clean.doc
	 
	 
	BX1 
	BX2 

	Casino Sick Leave Changes Dec 2005.doc
	 
	 
	BX1 
	BX2 

	Casino Vacation Changes Dec 2005 Clean.doc
	 
	 
	 
	CJ1 

	Casino Vacation Changes Dec 2005.doc
	 
	 
	 
	CJ1 

	EDC Sick Policy Dec 2005 Clean.doc
	EDC Sick Policy Dec 2005.doc
	Gov Sick Leave Policy Dec 2005 Clean.doc
	Gov Sick Leave Policy Dec 2005.doc





