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How to use this template: replace everything in [yellow brackets], delete the grey notes for employers, and delete this box. Check the notice at the end and the laws of your state before use.
[Company Name]
Sick Leave Policy
Effective date: [Effective Date]
Applies to: [All employees / full-time employees / other]
How sick leave is earned
Employees earn [Number] hour(s) of paid sick leave for every [Number] hours worked, up to [Number] hours per year. [Adjust to meet or exceed your state or local law.]
When you can use it
1. Your own illness, injury, medical care or preventive care
1. Caring for a family member who is ill or needs medical care
1. [Any other reasons your state or city law requires, for example safe leave.]
How to report an absence
Tell [Manager Name or Title] as soon as possible, and before your shift starts when you can. [If you choose to require documentation, state when, in line with your local law.]
Longer absences
If you need extended time off for a serious health condition, you may be entitled to leave under the Family and Medical Leave Act (if [Company Name] has 50 or more employees and you are eligible), state law, or as a reasonable accommodation. Talk to [HR Contact Name].
No retaliation
We will not discipline or retaliate against anyone for using sick leave they are entitled to.
This policy is not a contract of employment and does not change the at-will nature of employment with [Company Name]. [Company Name] may change this policy at any time, and will apply it in line with federal, state and local law.
I have received and read this policy, and I understand it.
Employee
Signature:	
Printed name:	
Date:	
Important: please read (delete before use)
This template is a free starting point, not legal advice. MadyHR.ai is not a law firm and cannot give legal advice. Employment law is different in every state, and some cities have their own rules. Laws also change. Before you use this template, check it against the laws where your employees work, and speak to an employment attorney or your state labor department if you are unsure. You use this template at your own risk, and MadyHR.ai accepts no responsibility for how it is used. Links to official government websites are given for information only; MadyHR.ai is not affiliated with or endorsed by any government agency.
Rules in your state may differ. Federal law sets the minimum. Your state — and sometimes your city or county — may add extra rules on this topic. Check with your state labor department before you use this template.
U.S. Department of Labor – State labor offices
Official sources
1. U.S. Department of Labor – Sick leave — https://www.dol.gov/general/topic/workhours/sickleave
1. U.S. Department of Labor – Family and Medical Leave Act (FMLA) — https://www.dol.gov/agencies/whd/fmla
1. U.S. EEOC – Reasonable accommodation and undue hardship under the ADA — https://www.eeoc.gov/laws/guidance/enforcement-guidance-reasonable-accommodation-and-undue-hardship-under-ada
1. U.S. EEOC – Retaliation — https://www.eeoc.gov/retaliation
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