
Shenandoah County Department of Fire and Rescue 
Standard Operating Guidelines 
________________________________________________________________ 
  
Section #/Title:     Section 1  Rules and Regulations 
  
Article #/Title:      1.5  Sick Leave 
  
Effective Date:     December 17, 2012 
  
Applies To:  [ ] Volunteer   [ X ] Career  [ ] Both 
  
Purpose: To establish a policy for the proper reporting and  
 accountability of sick leave. 
________________________________________________________________ 
  

I Sick leave is an employee privilege and is granted in accordance with the 
Shenandoah County Personnel Policies and Procedures.  Sick leave shall 
be defined as leave granted to the employee for himself/herself or for a 
“qualifying” family member for an illness, medically required confinement, 
medical/dental appointments or bodily injury sustained during non-working 
hours.  “Qualifying” family shall be defined as the employee’s immediate 
family.   
 

II  Procedure 
 

The following procedures shall be used for Fire & Rescue Department 
Personnel requesting sick leave. 

 
A Operational personnel requesting sick leave shall notify either the 

supervisor in ECC at 459-6101 or the SCFR Operations Section 
Chief (or their designated fill in officer) at least thirty minutes prior to 
their scheduled shift. It is also advantageous to notify the 
scheduling manager(s) the day prior to their shift, if the employee 
knows that they will not be reporting for duty due to sick leave. 

 
B. If the employee requesting sick leave cannot contact ECC or the 

SCFR Operations Section Chief, a message shall be left on the 
answer machine at Fire and Rescue Headquarters at lease thirty 
minutes prior to reporting time. Senior Staff personnel requesting 
sick leave shall also use this procedure. 

 
C. As soon as practical, the requestors supervisor shall make a follow-

up call to the employee on sick leave to request further information 
such as: 

• If any department assistance is needed 



• Expected date of return to work 
 
D. The supervisor may telephone or make a personal visit to the 

residence of any employee on sick leave. If after attempting to 
make contact, a supervisor is not able to reach the employee, the 
supervisor may require the employee to furnish a doctor’s written 
statement if the situation warrants.  

 
E. Employees on sick leave shall not engage in outside employment 

without the approval of the Fire & Rescue Chief or his/her 
designee. 

 
F. An employee’s abuse of this policy may result in disciplinary actions 

up to the employee’s dismissal from employment with the Fire and 
Rescue Department. 

 
G. If the absence is such that (3) three consecutive workdays are 

missed due to sick leave, the employee may be required to furnish 
a written statement from their physician to explain the absence. 

 
III Sick Leave Abuse 

 
Supervisors are responsible for closely monitoring the use of sick leave to 
ensure that it is not abused.  Supervisors should be aware of the following 
indicators of possible misuse or excessive use of sick leave: 

 

• As soon as it is earned or at a greater rate than it is earned 

• Before, after, or on a holiday 

• Repeatedly on the first or last day of a tour 

• On weekends 

• When annual leave is denied 

• When work schedule is heavy or undesirable 

• When training is scheduled 

• Under other suspicious circumstances 


