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Earned Sick Time Act (ESTA)

How is time earned?
Employees accrue 1 hour of sick time
for every 30 hours worked.
Earned hours may be used after
completing 120 days of employment.

When can it be used?
Sick time may be used for the employee
or to care for an employee’s family
member.
Approved uses include:

Illness, injury, or medical
appointments
Meetings at a child’s school or place
of care related to the child’s health or
disability
Closure of the employee’s workplace,
a child’s school, or place of care by
order of a public official due to a
public health emergency

Not approved uses include:
School closures due to snow days or
holidays
Vacation
Covering hour shortages (for example,
rain days or lack of work)

Requesting ESTA:
Submit a TIME OFF Slip for any
upcoming appointment
Calling off day of – state ESTA and fill
out TIME OFF slip upon return to work

ESTA Facts
A maximum of 72 hours may be used
in a calendar year
Unused earned hours carry forward
and do not expire at year-end
Unused hours expire six (6) months
after separation of employment

What you need to know.

Paylocity
Company ID: 93262
Username: Given to you during hiring.
(We do not keep)
Password: You Create. (We do not keep)

Paycheck
Paid Bi-Weekly - Can take up to 1 month for
first paycheck.
If your check is incorrect - Check with your
supervisor.
Closed bank account - Cancel YOUR direct
deposit first.

W-2s
Are NOT automatically mailed - You make the
selection in Paylocity. (Paper or electronic)

Miscellaneous
Only the employee can pick up paycheck.
Check pick up time: Check day 11am -
1:30pm.
Paycheck questions:
Call finance department - 810.736.7100
Employment verification:
Call HR - 810.257.3034
Unemployment questions:
Call HR - 810.257.3034
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