EVERETT POLICE DEPARTMENT PROCEDURES MANUAL

7.0 SICK/DISABILITY LEAVE GUIDELINES draft 1/22/09
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The purpose and scope of these procedures are intended to provide consistent
documentation, and define the process that each employee is required to follow
upon initiating, and during the course of, extended Sick/Disability Leave.

General

Extended Sick/Disability Leave for Commissioned and Appointive employees
is defined as a medical condition that requires continuous time away from an

employee’s normal work assignment that exceeds five{5}regular-workdays-—2-

full sets of sick leave (2-3 day Patrol sets | 2-4 day sels in other assignments)

Extended Sick/Disability Leave for AFSCME emplbyees is defined as a medical
condition that requires continuous time away from an employee’s normal work
assignment that exceeds three (3) regular workdays.

These procedures shall affect all full and part-time Police Department
employees.

Elective Medical Care

In the instance of elective medical care and/or surgery, the employee will ensure
that all required medical forms are properly filled out and on file with their division
lieutenant, or the Administrative Services Division Lieutenant, prior to going on
Sick/Disability Leave.

The City of Everett Sick Leave policy states: “Where leave is foreseeabie and
thirty (30) days notice has been given, medical certification must be provided
before the leave begins.”

Non-Elective Medical Care

When an employee becomes aware that a medical condition or injury will require

a period of time away from the Police Department that exceeds five—{5) -

sontinuous  2-full sets of scheduled workdays for Commissioned and Appointive
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employees or three (3) continuous workdays for AFSCME employees, the
employee will immediately notify their division lieutenant.

The employee wili also be required to ensure that the “Certification of Physician
or Practitioner” form is completed and submitted to their lieutenant immediately
after notification. The division lieutenant will inform their division captain of the
employee’s Sick/Disability Leave as soon as possible.

7.01 SICK/DISABILITY LEAVE FACILITATION

Upon receipt of notification of an employee’'s “Elective Sick/Disability Leave
Request,” or if the employee’s need for medical care is due to an accident or
sudden iliness, the employee’s division lieutenant will:

o Contact the employee as_soon as possible, to provide specific information
concerning Sick/Disability Leave, Police Depariment expectations, and verify
the estimated period of time the employee will be on leave.

s Provide the employee with the “Extended Sick/Disability Leave Request’
form, FMLA Policy, FMLA Reguest Form, and Physician Certification Form;

e Provide LEOFF 1 employee with the “LEOFF 1 Disability Board” form and, if

necessary, the Application for “Disability Leave/Retirement” form.
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7.02 SICK/DISABILITY LEAVE MANAGEMENT

An employee’s division lieutenant or the Administrative Services Division
Lieutenant will be responsible for monitoring an employee’s extended
Sick/Disability Leave—Ensuring in an effort to provide continued support and

assistance to the employes. is-ofthe-utmost-importance.

Officers on extended sick leave as defined above will be transferred to
Administrative Services.  (Any requests to deviate from this procedure will be
made through the Chain of Command with notification to the Administrative
Services Lisutenant).

When a supervisor requests a transfer of an officer to Administrative Services,
they will need to provide information o the Services Lisutenant concerning
wheather or not the transfer is related to an L & 1 claim or not.  This information is
reguired for time-ioss documentiation to Risk Management,
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The Extended Sick/Disability Leave Manager—Will:

e Contact the employee every two weeks (on_the Thursday before each
payday, when possibig), to obtain a medical progress report and bring the
employee up to date with recent bulietins, news, and events.

« Obtain a monthly written physician's statement denoting the employee’s
continued care and prognosis.
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Employee Requirements While on Sick/Disability Leave
While on approved Sick/Disability Leave the employee is required to:
s Contact their Extended Sick/Disability Leave Manager every two weeks (on

the Thursday before each pavday when possible), to report medical progress
and to receive updated departmental information.

s Provide a monthly written physician’s statement, denoting the employee’s
continued care and prognosis, to their Extended Sick/Disability Leave
Manager.

Employee Re-entry Into the Workforce

When the employee is released from medical care and appropriate medical care
release documentation is fumished to the Extended Sick/Disability Leave
Manager, a determination will be made for the employee’'s re-eniry into the
workforce.

The length of the employee’s Sicki/Disability Leave will determine how the
employee re-enters the workforce.

If the employee has been transferred to the Administrative Services Division and
the employee’s Sick/Disability Leave has not exceeded 59 days, the employee
will be transferred from the Administrative Services Division to the employee’s
previous division for assignment.

If the employee’s Sick/Disability Leave has reached 60 days, the employee will
be assigned to the Field Training Program for a minimum of thres days™{-This
isbcurrenty-done L ADMIN DECISION %Fmﬂ%%{}, A Patrol ﬁeﬂesher form
will be completed by the FTC and following a review through the appropriate
chain of command will be Daily-Dbservation-Reports—will-be submitted to the
Administrative Services Division Lieutenant for review and continued assignment
to the Field Training Program will be determined on a case-by-case basis.

if an officer’s extended sick leave has exceeded 1-year, the employee will be
assigned to the Field Training Program for a minimum of 2-full sets {8 patrol
shifts) with an FTO. A Patrol Refresher form will be completed by the FTO and
following a review through the appropriate chain of command, forwarded to the

Administrative Services Division Lieutenant for review as to whether or not _,@9& f@&

further continuation of the FTO refresher raining program is needed.
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7.03 LIMITED DUTY

“‘Limited Duty’ assignments are granted to Police Department LEOFF i
employees at the discretion of the Deputy Chief of Services. Each request for a
limited duty assignment is dependent upon specific Police Department needs at
the time of the request. The LEOFF Il employee’s physical restrictions and
available Police Department work assignments will be used to determine “Limited
Duty” request.

LEOFF Il employees seeking a Limited Duty Assignment may obtain a PD-315A
‘Request for LEOFF Il Limited Duty Assignment” form from their Extended
Sick/Disability Leave Manager. They must also obtain a medical authorization /
note describing their specific injury, disability or limitations. The physician
authorization must include an approximate date of recovery and include that the
officer is gualified to perform in a limited capacity, to include driving a City

vehicle, gualifying-at-the-range, and carrying / using a firearm if necessary.

The Everett Police Department offers its LEQOFF |l officers the opportunity to work
at a “limited duty” status while recovering from an injury. The officer may request
limited duty status if an attending doctor has placed limitations on that officer,
after receiving an injury. The officer will utilize the foliowing checklist to request
limited duty:

CHECKLIST:

] Obtain a note from the attending physician explaining specific injury,
limitations, approximate date of recovery and including qualification to
perform in limited capacity to include driving a City vehicle, gqualifying-at
therange, and carrying or using a firearm if necessary.

I Contact the lieutenant of the Services Division.

L]

Complete the “Request For LEOFF Hi Limited Duty” form and submit the
form for approval with the lieutenant of Services.

] Once the request is approved, the limited duty officer will report to the
lieutenant of Services for assignment uniess otherwise assigned.

NOTE: Limited duty may be utilized by an officer for a maximum of 16
weeks.

departrnent to work in a limited duty status. Officers on an L & | related injury
that are provided with Limited Duty assignments, may decline to work in this
imited duty capacity, with the knowledge that L & | will cease to pay time-loss if

NOTE: An officer that has sustained an “on-duty” injury can be required by the /
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work is available and the employee opts not to take advantage of the limited duty
offer.

Officers approved to work limited duty will generally be assigned to the
Administrative Services Dzwsmn but may be aSS|gned to other dlwssons as the

Thurgday @80(} ’36353 heurs aﬁd Fri d.ay 0800-1600 hours, unless otherwise
specified and approved.

Attire for limited duty will be professional business attire as described in Everett
Police Department Policy 6.3 — Uniform Attire.

Requests for leave while on limited duty will be routed through the assigned
chain of command. Appointments for follow-up care will be deducted from sick
leave except the appointments scheduled by the City for independent evaluations
or fit for duty evaluations will not result in deduction of sick leave.

When given an assignment or task, officers will advise if their specific medical
limitations preclude them from performing in that assignment or completing that
task. Itis the responsibility of the involved officer to advise of situations that
could potentially cause harm or is in conflict with medical advice.

Officer on limited duty assignments are authorized to carry their department
issued firearm if, and only if:

e Their medical condition does not preclude them from safely using a
firearm and gqualifying-at-therange and,

e Their physician documents in writing that they are medically clear to utilize
a firearm if needed.

Officers on limited duty who do carry their department issued firearm will resist
taking any enforcement actions that could cause injury to themselves or others
unless their lives or the lives of others are at risk. Oﬁ“ icers on limited duty
carrying their department issued firearm must iy 2 Fange ;
other-officer—have gualified at the range during zhat spac ic quar‘ier pr ior ’m thear
leave in order to carry a firearm while working in a Limited Duty capacity. “usis
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Officers will occasionally be required to testify in pending court cases even while
on Limited Duty status. Those who are precluded from carrying a firearm will
have a uniformed officer attend their court appearance for safety precautions.

Revised 12/2006 7.6



EVERETT POLICE DEPARTMENT PROCEDURES MANUAL

Any division supervisor requesting limited duty assistance for a specific work )
project wili need to submit in writing the job specifications to include the length of

time for the anticipated completion and any physical demands required for the

job. Supervisors are reminded that Limited Duty projects must not be :
associated with normal patrol or investigative duties, to avoid ADA issues and

conflicts.  Limited Duty assignments require a beginning and an end for

completion of the entire project, (not ongeing assistance or case management.)

All requests for limited duty assistance will be forwarded to the Lisutenant of
Administrative Services for assignment.
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Training Bulletin 2007-29

Date: November 5, 2007
To: All Personne!
/“\
Subject: ADMINISTRATATIVE SERVICES MANAGEMENT OF EXTENDED
SICK LEAVE

The following guidelines will be implemented when Officers go on extended sick
leave and require fransfers to Administrative Services. For the purposes of this
document, extended leave is defined as time off in excess of 2-full sets of sick leave
{(2-3 day Patrol sets and 2-4 day sets in Investigations).

When supervisors request a transfer of an officer to Administrative Services, they will
need to provide information to the Services Lieutenant conceming whether the
transfer is related to an L & | claim or not. This information is required for time-ioss
documentation to Risk Management.'

Once assigned to Administrative Servzces all requests for Limited Duty assignments
will be completed and managed through the Lieutenant of Administrative Services.
All requests for Limited Duty assignments will require medical documentation to
include specific injuries and/ény restrictions. All requests for Limited Duty work must
be approved by the Deputy Chief of Services. All Limited Duty assignments are
Monday - Thursday 0806-1630 and Friday 0800-1600, unless otherwise specified
and approved. :

Any division supervisor requesting limited duty assistance for a specific work project
will need to submiit in writing the job specifications to include length of time for
anticipated completion and any physical demands required for the job. Supervisors
are remindecrthat Limited Duty projects must not be associated with normal patrol
ive duties, to avoid ADA issues and conflicts. Limited Duty assignments
require a bBeginning and end for completion of the entire project (not ongoing
assistance or case management). All requests will be forwarded to the Lieutenant of
Admi strgtive Services for assignment.

i

JAMES |. SCHARF
Chief of Police
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