
WILLIAMSON COUNTY 
SICK LEAVE POOL POLICY 

(Effective 10/1/2009, Approved by Commissioner’s Court on September 15, 2009) 

SECTION 1 
AUTHORITY 

 

LOCAL GOVERNMENT CODE:   

CHAPTER 157. ASSISTANCE, BENEFITS, AND WORKING CONDITIONS OF COUNTY 
OFFICERS AND EMPLOYEES  

SUBCHAPTER E. POOLING OF SICK LEAVE BY COUNTY EMPLOYEES 
  

SECTION 2 
PURPOSE 

 

The purpose of the Williamson County Sick Leave Pool (SLP) is to provide additional sick leave 
time to Williamson County (County) Employees in the event of a Catastrophic Illness or Injury 
that prevents an employee from active employment.  Time may be granted from the SLP only 
after the Employee has exhausted all accrued sick, vacation or other compensatory time (if 
applicable). 

SECTION 3 
DEFINITIONS 

A. Administrator: 

The Administrator shall mean the person designated by the Williamson County 
Commissioners Court to serve as the administrator of the SLP program. 

B. Catastrophic Illness or Injury: 

A Catastrophic Illness or Injury means an illness, injury, impairment or physical or 
mental condition of an Employee or a member of the Employee’s Immediate Family that 
(i) forces the Employee to exhaust all accrued leave time (sick leave, vacation, and 
compensatory time (if applicable)); (ii) to lose compensation with the County; and (iii) 
which involves, at a minimum, one of the following: 

 



1. Hospital Care 

o Inpatient care in a hospital, hospice, or residential medical care 
facility, including any period of Incapacity or subsequent treatment in 
connection with or consequent to such inpatient care.  

o Inpatient care is at least one overnight stay.  

Examples: surgery, pneumonia 

2. Absence Plus Treatment  

A period of Incapacity of more than three (3) consecutive calendars days 
which also involves: 

o Treatment two or more times by a Licensed Health Practitioner, by a 
nurse or physician's assistant under direct supervision of a Licensed 
Health Practitioner, or by a provider of health care services under 
orders of, or on referral by a Licensed Health Practitioner; or  

o Treatment by a Licensed Health Practitioner on at least one occasion 
which results in a regimen of continuing treatment under the 
supervision of the Licensed Health Practitioner.  Treatment includes 
examinations to determine if a Catastrophic Illness or Injury exists and 
evaluations of the condition. Treatment does not include routine 
physical examinations, eye examinations, or dental examinations.  

Examples: physical therapy. 

3. Chronic Conditions Requiring Treatments  

A chronic condition which:  

o Requires periodic visits for treatment by a Licensed Health 
Practitioner, or by a nurse or physician's assistant under direct 
supervision of a Licensed Health Practitioner  

o Continues over an extended period of time (including recurring 
episodes of a single underlying condition); and  

o May cause episodic rather than a continuing period of Incapacity  

Examples: asthma, diabetes, epilepsy 

4. Permanent/Long-Term Conditions Requiring Supervision 

A period of Incapacity which is permanent or long term due to a condition 
for which treatment may not be effective. The Employee or family 
member must be under the continuing supervision of, but need not be 
receiving active treatment by, a Licensed Health Practitioner. 



Examples: Alzheimer's, severe stroke, or terminal stages of a disease 

5. Multiple Treatments (Non-Chronic Conditions) 

o Any period of absence to receive multiple treatments (including period 
of recovery) by a Licensed Health Practitioner either for restorative 
surgery after an accident or other injury; or  

o A condition that would likely result in a period of Incapacity of more 
than three (3) consecutive calendar days in the absence of medical 
intervention or treatment.  

Examples: chemotherapy, kidney dialysis, physical therapy for severe 
arthritis. 

Other examples of Catastrophic Illnesses or Injuries which meet one of the six 
criteria: 

• Back conditions requiring extensive therapy or surgery  
• Heart conditions  
• Most types of cancers  
• Severe respiratory conditions  
• Severe arthritis  
• Severe nervous disorders  
• Injuries caused by serious accidents  
• Miscarriage  
• Complications related to pregnancy  
• Kidney disease  

Conditions which normally do not meet one of the six criteria and are not 
normally considered Catastrophic Illnesses or Injuries* 

• Migraines/ Headaches 
• Common cold  
• Flu  
• Earaches  
• Upset stomach  
• Minor ulcers  
• Childbirth (without complications) 
• Normal recovery from childbirth (without complications) 
• Routine dental or orthodontic problems  
• Absence due to substance abuse  
• Stress  

*At the complete and absolute discretion of the SLP Committee, these could be 
considered Catastrophic Illnesses or Injuries if the individual was incapacitated 
for more than three (3) consecutive calendar days, he or she visits a Licensed 



Health Practitioner during the period of Incapacity, and he or she follows a 
regimen of care prescribed by the Licensed Health Practitioner. 

C. Employee: 

Employee shall mean a County employee with twelve (12) or more months of continuous 
services with the County who is paid from either the general fund of the County, from a 
special fund of the County or from special grants paid through the County. 

D. Employee’s Immediate Family: 

The Employee’s Immediate Family shall include and be limited to the Employee’s 
Spouse, Child, or Parent.   For purposes of this policy, spouse, child and parent shall have 
the following meanings: 

Parent - A biological parent of an Employee or an individual who stood in the 
place of a parent to an Employee when the Employee was less than 
eighteen (18) years of age. 

Child - A child shall mean and include: 

• The Employee’s biological, adopted or foster child. 
• The Employee’s stepchild. 
• A child for whom legal guardianship has been awarded to 

the Employee and/or the Employee’s spouse. 
• A spouse’s biological, adopted or foster child. 

The definition of a Child is subject to the following conditions and 
limitations: 

• A child shall include any unmarried dependent child 
less than 18 years of age. 

• A child shall also include any unmarried dependent 
child who is 18 years or older, but less than 25 years 
of age only if the Employee furnishes evidence to 
the SLP Administrator, to his or her satisfaction, of 
all of the following conditions: 

- The child must not be regularly employed 
on a full time basis; 

-The child must be a full-time student; and 

-The child must be primarily dependent 
upon the Employee for support and 
maintenance. 



Spouse -  A Spouse shall mean the husband or wife of the Employee. 

E. FMLA: 

FMLA means the Family and Medical Leave Act.  Leave under FMLA is normally an 
unpaid leave, up to 12 work weeks/60 work days.  In order to be eligible for leave under 
the FMLA, an Employee must have worked at least 12 months (does not have to be 
consecutive) with the County and have worked at least 1,250 hours as of the date of the 
qualifying event (vacation & sick leave hours do not count as hours worked).   

F. Incapacity: 

Incapacity is inability to work or perform other regular daily activities due to a 
Catastrophic Illness or Injury, treatment therefore, or recovery there from.  

G. Intermittent Leave: 

Intermittent Leave shall mean leave taken in separate periods of time due to a single 
illness or injury, rather than for one continuous period.  

H. Licensed Health Practitioner: 

A Licensed Health Practitioner shall mean a licensed doctor of medicine or osteopathy, or 
any licensed professional determined by the SLP Committee to be a legitimate provider 
capable of providing health care services.  

I. Open Enrollment Period: 

The Open Enrollment Period for the SLP shall be during the month of September of each 
year, with dates established by the Administrator.  The new year for the SLP begins on 
October 1st of each year. 

J. SLP Committee: 

The SLP Committee shall be a volunteer committee composed of at least five (5) voting 
members (County Employees, Department Directors and/or Elected Officials) and two 
(2) nonvoting members (HR Director and Public Health Nurse), who shall all be 
appointed by the Commissioners Court. 

SECTION 4 
ADMINISTRATION OF THE SLP 

 
A. Administrator.  In addition to the duties and obligations specifically set forth herein 

below, the SLP Administrator shall be responsible for developing mechanisms to transfer 
accrued sick leave into and out of the SLP; developing rules and procedures for the 



operation of the SLP; and developing forms for contributing to, or using leave from, the 
SLP. 

B. SLP Committee.  The SLP Committee shall, in addition to the duties and obligations 
specifically set forth herein below, be responsible for reviewing all employee requests for 
use of time from the SLP.  A simple quorum of the committee members (3 SLP 
Committee members) will be required to take any action relating to the granting or 
denying of an Employee’s request to use time from the SLP.  The decisions of the SLP 
Committee shall be based on a simple majority of the quorum.  In the event of a tie vote, 
the SLP Administrator shall vote in order to break the tie.  Each member of the SLP 
Committee shall serve for a one (1) year term.  In the event that a member of the SLP 
Committee resigns prior to the expiration of his or her term, the vacancy left by the 
resigning member shall be immediately filled by the Commissioners Court.  The SLP 
Committee members shall elect a Chairperson, a Vice-Chairperson and a Secretary at 
each initial yearly meeting of the SLP Committee.   

C. Public Health Nurse.  On an “as needed” basis, a Public Health Nurse, which is selected 
by the SLP Committee, shall provide recommendations to the SLP Committee and 
correspond with any medical authority for clarifications as required. 

SECTION 5 
POOL MEMBERSHIP 

 

A. Except as otherwise provided herein and in addition to any other eligibility requirements 
set forth hereunder, each regular full-time Employee shall be eligible to join the SLP 
program so long as such Employee satisfies one of the two following criteria (1) the 
employee will have a sick leave balance of at least eighty (80) hours following his or her 
contribution of accrued sick leave into the SLP; or (2) the employee has accrued at least 
four hundred eighty (480) hours of sick leave while working for the County within a 
period of five (5) consecutive years preceding such employees application to join the SLP 
program. 

B. Each Employee desiring to join the SLP may contribute not less than eight (8) hours and 
not more than forty (40) hours of accrued sick leave into the SLP.  SLP contributions 
shall be made only in minimum increments of eight (8) hours each.   

C. Employees shall only be able to join the SLP during each Open Enrollment Period.   

D. New hires (employees newly hired by the County) may join the SLP no later than thirty 
(30) days following twelve (12) months of continuous “creditable” service with the 
County; provided, however, such new hire cannot join the SLP at such time unless he or 
she will have a sick leave balance of at least eighty (80) hours following his or her 



contribution of accrued sick leave into the SLP.   If the new hire either fails to join within 
the said time period or if he or she is unable to join due to an inadequate sick leave 
balance, such new hire will be required to wait until the next annual Open Enrollment 
Period.    

E. In order to join the SLP, an Employee must submit a SLP Enrollment and Contribution 
Form to the Williamson County Human Resources Department prior to the end of each 
Open Enrollment Period.  SLP Enrollment and Contribution Form are available at the 
Williamson County Human Resources Department.  An Employee’s membership in the 
SLP shall be for a period of twelve (12) months beginning on the first day following each 
annual Open Enrollment Period.     

F. In order to maintain enrollment in the SLP from year to year, each Employee must renew 
his or her membership in the SLP by contributing not less than eight (8) hours and not 
more than forty (40) hours of accrued sick leave into the SLP each year during the Open 
Enrollment Period. Only one donation each fiscal year is required to maintain 
membership in the SLP.  Except as otherwise specifically set forth herein, an Employee’s 
failure to enroll during an Open Enrollment Period will result in the termination of the 
Employee’s continued membership in the SLP. 

G. Each hour that an Employee donates to the SLP will be permanently subtracted from the 
Employee’s accrued sick leave balance that is on file as of closeout of the Open 
Enrollment Period.  No advances on sick leave accruals will be granted to allow an 
Employee to meet the minimum required contribution.   

H. An Employee’s contribution of accrued sick leave hours shall be irrevocable and the 
Employee, by making such contribution, agrees to release any and all rights and interest 
in and to the contributed sick leave hours.   

I. The accrued sick leave hours that an Employee contributes to the SLP shall become the 
property of the SLP and cannot be returned in the event the Employee dies, retires, 
resigns, is terminated, is placed on temporary suspension or otherwise fails to maintain 
his or her membership in the SLP from year to year.    

J. The time contributed to the SLP cannot be designated to be given to any particular 
Employee.   

K. There is no guarantee that a contributing Employee will receive or be eligible to be 
reimbursed any time that he or she contributes to the SLP should such Employee have a 
need to make application for SLP time at a later date.   



L. Upon the conclusion of twelve (12) months following the Open Enrollment Period, any 
unused time that remains in the SLP shall be determined and carried forward for the next 
twelve (12) month period of the SLP. 

M. An Employee who is terminated, who resigns or who retires may donate not more than 
eighty (80) hours of their accrued sick leave prior to the time of their departure from 
County employment. 

N. If, at any time, the sick leave available through the SLP falls below the number of days 
equal to two times (2x) the number of members of the SLP, each Employee member may 
voluntarily contribute eight (8) additional hours of accrued sick leave time to the SLP in 
order to maintain membership in the SLP.  This type of contribution would be considered 
an emergency allocation that is necessary to bring the pool up to the amount of hours 
needed to maintain the continued operation of the SLP. 

SECTION 6 
GRANTING OF TIME FROM SLP 

  

A. The SLP may only be granted to and used by an Employee (1) for a Catastrophic Illness 
or Injury that makes the Employee unable to perform the Employee’s job; or (2) to care 
for the Employee’s Immediate Family member, who has a Catastrophic Illness or Injury.  
Furthermore, SLP time will not be granted to an Employee unless the Employee would 
also qualify for use of sick leave under the County’s benefits policies.  

B. Intermittent Leave may be granted so long as such leave qualifies as a Catastrophic 
Illness or Injury hereunder.  Such Intermittent Leave grants are normally approved with 
the intent of providing the member time to come back to work. 

C. Pregnancy will not be covered by the SLP, but complications due to pregnancy or 
delivery that qualify as a Catastrophic Illness or Injury will be considered. 

D. SLP time will not be granted to an Employee when he or she is receiving worker’s 
compensation benefits under the Texas Workers Compensation Act.  SLP time will also 
not be granted in cases where the Employee’s receipt of SLP time would allow such 
employee to have paid time past the ending date of their current entitlement to FMLA 
leave. 

E. During each twelve (12) month period following an Open Enrollment Period, the 
maximum amount of SLP time that may be granted to an eligible Employee shall not 
exceed one-third (1/3) of the total amount of the SLP, or one hundred twenty (120) hours, 
whichever is less as of the time of the Employee’s application. 



F. If an Employee who has received time from the SLP returns to work and he or she or his 
or her Immediate Family Member later becomes ill again from the same or different 
Catastrophic Illness or Injury within the same twelve (12) month period, the Employee 
may apply for additional SLP time; provided, however, such Employee shall not be 
granted any amount of SLP time that would cumulatively exceed the lesser of one-third 
(1/3) of the total amount of the SLP as of the time of the Employee’s initial application 
for SLP time, or one hundred twenty (120) hours. 

G. Requests for the granting of additional time from the SLP must be applied for by the 
Employee and shall not be automatically granted. 

H. An Employee cannot receive time from the SLP if the Employee is placed on temporary 
suspension, is on approved leave of absence or is otherwise terminated.  

I. All unused time that was granted to an Employee from the SLP shall be returned to the 
SLP. 

J. The grant of time from the SLP to an employee shall terminate upon the earliest 
occurrence of the following: 

1. The date the Employee returns to work; or 

2. The exhaustion of the specific amount of time that the SLP Committee 
granted to the Employee, unless the SLP Committee has granted the 
Employee additional SLP time and, in such case, upon the exhaustion of any 
additional SLP time that was granted to the Employee; or 

3. The effective date of the Employee’s termination (including termination due 
to the Employee’s death), suspension, leave of absence, retirement, or 
resignation; or 

4. The Employee has used the maximum amount of SLP time allowable under 
this policy; or 

5. The SLP Committee determines that the Employee is no longer eligible to 
receive any further or additional time from SLP. 

SECTION 7 
PROCEDURE 

 
A. An eligible Employee must apply for permission to receive time from the SLP by 

submitting a SLP Withdrawal Request Form to the SLP Administrator.  The SLP 
Withdrawal Request Forms shall be available at the Williamson County Human 
Resources Department.  Each SLP Withdrawal Request Form must be completely filled 
out and include the following: 



1. The date on which the Catastrophic Illness or Injury commenced; 
 

2. The probable duration of the Catastrophic Illness or Injury;  
 

3. The appropriate medical factors within the knowledge of the Employee’s 
Licensed Health Practitioner regarding the Catastrophic Illness or Injury; 
 

4. A statement from the Licensed Health Practitioner that the Employee is 
unable to perform the functions of his or her position; 
 

5. The anticipated date the Employee will be eligible to return to work; 
 

6. The amount of time requested from the SLP; 
  

7. If the Employee is applying for SLP time in order to care for an Immediate 
Family Member, the Employee must include a statement from the Immediate 
Family Member’s Licensed Health Practitioner that the eligible Employee is 
needed to care for his or her Immediate Family Member, along with an 
estimate of the amount of time that the Employee is needed to care for his or 
her Immediate Family Member; and 

 
8. Any other information that the Administrator or the SLP Committee deems 

necessary. 
 

B. The completed SLP Withdrawal Request Form, along with all of the required 
documentation and information must be submitted no more than ten (10) days prior to the 
exhaustion of all of the Employee’s accrued sick leave, vacation and compensatory time.  
The obligation to submit said form and required documentation and information shall be 
the Employee’s responsibility.  The Employee’s failure to complete the said form and 
provide the required documentation and information may result in the denial or delay of 
any grant of time from the SLP.  If an Employee is critically ill and unable to file the SLP 
Withdrawal Request Form and required documentation and information, the Employee’s 
supervisor or department head may, at the request of the Employee’s family, submit the 
request form and required documentation and information; provided, however, the 
department head or supervisor must obtain a written consent form for the applicable 
HIPAA and FMLA privacy laws in order to take such action. 

C. Upon receipt of an Employee’s completed SLP Withdrawal Request Form (along with all 
required documentation and information), the SLP Administrator shall review the request 
and provide a recommendation to the SLP Committee.   

D. The SLP Committee shall call a meeting in order to review both the Employee’s 
completed SLP Withdrawal Request Form (along with all required documentation and 
information) and the Administrator’s recommendation.  At such called meeting, the SLP 



Committee shall vote based on the terms and conditions of this policy to approve, deny or 
modify the amount of time that an Employee is requesting from the SLP.  The SLP 
Committee’s decision to approve, deny or modify the amount of time that an 
Employee is requesting from the SLP shall be final.  The requesting Employee or a 
member of his or her family may be required to appear at a called meeting before the SLP 
Committee in order to substantiate the request.  The SLP Committee may, at its sole 
discretion, require that the supervisor, department head and/or elected official under 
which the requesting employee works appear and/or provide any information and 
testimony that the SLP Committee deems necessary for its deliberation of whether or not 
to approve, deny or modify the amount of time that an Employee is requesting from the 
SLP.  

E. In the event the SLP Committee votes in favor of granting time from the SLP to a 
requesting Employee, the SLP Committee shall notify the Administrator of the amount of 
SLP time that has been granted.  The Administrator shall then approve the transfer of that 
amount of time from the SLP to the Employee.  The amount of SLP time granted to an 
Employee shall be credited to the Employee and shall be used in the same manner as 
accrued sick leave.  Furthermore, in accordance with state law, an Employee absent on 
sick leave assigned from the SLP is treated for all purposes as if the Employee were 
absent on earned sick leave. 

F. The SLP Committee may require an Employee, who has been granted time from the SLP, 
to undergo periodic return visits to his or her Licensed Health Practitioner to assess 
progress and make continuing reports to the Committee.  If the SLP Committee 
determines that the Employee is no longer eligible to receive time from the SLP, the SLP 
Committee can withdraw its existing grant of SLP time to the employee and discontinue 
any further transfers of SLP time to such Employee. 

G. The SLP Committee reserves the right to modify or waive any requirement or condition 
listed herein, with the approval of the Commissioners Court, to address any special or 
unusual circumstances that may arise.  

H. Sick leave granted from the SLP may not be used to pay for holidays and shall only be 
used for approved workdays.  An Employee that is on shift work (i.e., other than normal 
forty [40] hour work weeks) must provide a copy of his or her shift schedule for the 
entire duration of the requested SLP grant.  In the event this type of Employee is granted 
time from the SLP, he or she will be charged the corresponding hours of their respective 
duty shifts (i.e., 12 or 24 hours vs. an 8 hour shift).  

I. Each Employee that receives a grant of time from the SLP must return to work after he or 
she has been released by his or her Licensed Health Practitioner.  A Fitness for Duty 
Form must be completed by a Licensed Health Practitioner and be returned to the 



Williamson County Human Resources Department before an Employee on a SLP grant 
may return to work.  The Fitness for Duty Form shall advise if the Employee is fit for 
duty and list any and all restrictions relating to the Employee’s return to work. 

J. FMLA leave shall run concurrently with leave granted from the SLP. 

K. The estate of a deceased Employee shall not be entitled to payment for unused sick leave 
acquired by the Employee from the SLP. 

L. An Employee shall not earn sick leave, annual leave, vacation time or any other type of 
paid leave when receiving time from the SLP.  However, allocated time from the SLP 
shall be included in computing an Employee’s length of service with the County.  

SECTION 8 
MISCELLANEOUS PROVISIONS 

 
A. The County may discontinue and/or terminate the SLP program without cause or liability 

upon one hundred twenty (120) days written notice to all Employees that are participating 
in the SLP program as of the date of its termination.   
  

B. If any provision of this SLP shall be held invalid or unenforceable by any court of 
competent jurisdiction, such holding shall not invalidate or render unenforceable any 
other provision hereof, but rather this entire SLP will be construed as if not containing the 
particular invalid or unenforceable provision or provisions, and the rights and obligation 
of the parties shall be construed and enforced in accordance therewith.  If any provision 
of this SLP is determined to be invalid or unenforceable, it is the desire and intention of 
the County that such provision be reformed and construed in such a manner that it will, to 
the maximum extent practicable, give effect to the intent of this SLP. 

 
C. The guidelines, terms and conditions of this SLP program may be amended at any time 

upon the recommendation of the SLP Committee.  Any recommended amendments must 
be approved by the Commissioners Court.  

 

 

 

 

 

 

 

 



 

 

 

SLP REQUIRED FORMS 

The following forms may be obtained from the Williamson County Human Resources 
Department: 

A. SLP Enrollment and Contribution Form 

B. SLP Withdrawal Request Form 

C. Fitness For Duty Form  

  

NOTE:  The above referenced forms may be revised periodically.  It is the Employee’s 
obligation and responsibility to check with the Williamson County Human Resources 
Department to ensure correct forms are used.  
 

 

 

 


