




Personnel Policies and Procedures 
 
 

D. Payout Upon Separation 
 

All employees hired prior to October 1, 2004 will be eligible for the payout of 
their "banked" sick leave. Upon separation in good standing, payment shall be 
made for fifty percent of the unused accrued sick leave up to a maximum of 60 
days of pay for 120 days of accrued sick leave at their pay rate when the hours 
were banked.  Civil Service employees should refer to Local Government Code 
143.045 and the Rules and Regulations of the Civil Service Commission of the 
City of Georgetown for guidelines on the payout upon termination. 
 
Employees hired on October 1, 2004 or later will not receive a payout of sick 
leave upon termination. 

 
E. Increment 

 
Sick leave may be taken in increments of one-half hour.  

 
F. Maintenance of Contact. 

 
1. It is the employee's responsibility to contact his/her supervisor daily if 

absent for more than one day.  Exceptions to this requirement would be 
hospitalization, or a prolonged catastrophic illness, or a determination by 
the City that the absences qualify as family and medical leave.  See Family 
and Medical Leave #322.   

 
2. Failure to give proper notification as defined by division or department 

policy will result in an absence without leave during any time away from 
work.  See Attendance #423, V. C., Absence Without Leave. 

 
G. Three or more Consecutive Days. 

 
Sick leave taken for three or more consecutive days may be subject to family and 
medical leave and may require doctor certification before return to work is 
authorized.  See Family and Medical Leave #322. 
 

H. Abuse of Leave Time 
 
1. A supervisor may at any time require satisfactory proof of the proper use of 

sick leave and may disallow sick leave in the absence of such proof.  An 
employee who misuses sick leave should be counseled and will be subject to 
corrective action up to and including termination. 
 

2. Evidence of abuse of leave privileges can include, but is not limited to: 
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