EAST TEXAS A&M

— UNIVERSITY —

Employee Sick Leave Pool Responsibilities

Employee ask themselves:

- is this a catastrophic illness or injury is a severe condition or
combination of conditions affecting the mental or physical
health of myself or immediate family
- Have | been out for the required 80 hours (paid/unpaid)

Employee submits sick leave
pool application and medical
certification to
HR.leave@tamuc.edu

Was my application
approved?

- Employee needs to reach out to HR 1 week prior to You must exhaust all comp/
leave to ensure all time is entered into Workday. sick/vacation time.
- Remind their Supervisor of their upcoming leave.

Employee is required
- Follow up with Supervisor every 2 weeks with to submit their
status update on leave % Doctor’s return to
- Check Workday for sick pool leave entry work notice to
Supervisor & HR
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