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1. Policy Statement and Requirements 

1.1 Policy Statement 
Article 6, section 196-b of the New York State Labor Law requires Cornell University to provide paid 
sick leave to certain groups who have not received paid sick leave previously. This policy assists 
these groups in understanding their eligibility for paid sick leave by defining eligibility and other 
criteria associated with its use. 

1.2 Scope 
Individuals who receive an Internal Revenue Service Form W-2 from the university and who are not 
otherwise covered under University Policy 6.9, Time Away From Work (Health and Personal Leave 
section), University Policy 6.2.1, Leaves for Professors and Academic Staff, or a collective bargaining 
agreement are eligible to accrue paid sick leave under this policy. Article 6, Section 196-b of the New 
York State Labor Law applies to temporary, casual, and academic employees. Students, 
undergraduate and graduate, who receive a W-2 from the university are subject to this statute. 

Note: Sick leave accrues only on hours worked in New York State. 

https://policy.cornell.edu/policy-library/time-away-work
https://policy.cornell.edu/policy-library/leaves-professors-and-academic-staff
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1.3 Policy Requirements 
1.3.1. Purpose: Paid sick leave can be used for the following reasons: 

• For a mental or physical illness, injury, or health condition of the individual or the 
individual’s family member, regardless of whether the illness, injury, or health condition has 
been diagnosed or requires medical care at the time that the individual requests such leave; 

• For the diagnosis, care, or treatment of a mental or physical illness, injury, or health 
condition of, or need for medical diagnosis of, or preventive care for, the individual or the 
individual’s family member; 

• When the individual or the individual’s family member has been the victim of domestic 
violence, a family offense, sexual offense, stalking, or human trafficking, for the individual to 
avail themselves or a family member of services or assistance including, but not limited to: 

o Obtaining services from a domestic violence shelter, rape crisis center, or other 
shelter or services program for relief from a family offense matter, sexual offense, 
stalking, or human trafficking; 

o Participating in safety planning, temporarily or permanently relocating, or taking 
other actions to increase the safety of the individual or individual’s family members 
from future family offense matters, sexual offenses, stalking, or human trafficking; 

o Meeting with a civil attorney or other social services provider to obtain information 
and advice on, and to prepare for or participate in any criminal or civil proceeding, 
including, but not limited to, matters related to a family offense matter, sexual 
offense, stalking, human trafficking, custody, visitation, matrimonial issues, orders of 
protection, immigration, housing, discrimination in employment, housing, or 
consumer credit; 

o Filing a domestic violence complaint or domestic incident report with law 
enforcement; 

o Meeting with a district attorney’s office about domestic violence, family offense, 
sexual offense, stalking, or human trafficking; 

o Enrolling children in a new school because of domestic violence, a family offense, 
sexual offense, stalking, or human trafficking; or 

o Taking other actions necessary to maintain, improve, or restore the physical, 
psychological, or economic health or safety of the individual or the individual’s 
family member to protect those who associate or work with the individual. 

Note: Sick leave is intended to be used in the place of hours that would otherwise have been 
scheduled as part of the individual’s appointment and will be limited to hours of the appointment. 
Sick leave is not permitted to extend the term of appointment.  

1.3.2. Accrual Rate: Individuals on the bi-weekly payroll (non-exempt; paid hourly) accrue sick 
leave at a rate of 1 hour earned per every 30 hours worked, effective September 30, 2020. 
Individuals on the semi-monthly payroll (exempt) accrue 0.2917 days per pay period, effective 
September 30, 2020.  

Note: Sick leave accrues on each eligible position. 
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1.3.3. Service Requirement: There is no minimum service requirement to be eligible to start 
accruing sick leave.  

1.3.4. Maximum Usage: The maximum usage is up to 56 hours or 7 days of paid sick leave each 
calendar year, and only paid sick leave accrued may be used.  

1.3.5. Maximum Accrual: There is no maximum number of paid sick leave hours that can be 
accrued. Usage per calendar year is capped pursuant to 1.3.4, Maximum Usage. 

1.3.6. Accrual Carry-over: All paid sick leave hours not used in the previous calendar year may 
be carried into the next calendar year. Usage per calendar year is capped pursuant to 1.3.4, 
Maximum Usage. 

1.3.7. Requesting Paid Sick Leave: The university encourages individuals to provide advanced 
notice of the need for the leave, if possible. Supervisors cannot ask for a medical diagnosis or for any 
specific medical information. If supervisors are unclear about what constitutes a reasonable inquiry 
relative to managing medically related absenteeism, they should consult with their college/unit 
Human Resources representatives or with Medical Leaves Administration. 

1.3.8. Documenting Paid Sick Leave Usage: After an individual has been absent for three 
consecutive days, units and departments can require medical or other verification in connection 
with the use of sick leave. They can require verification in the form of an attestation from the 
individual regarding eligibility for the leave. They cannot require verification, including that from a 
medical professional, that discloses the reason for the leave, except as required by law, but such 
verification can include the amount of leave needed and a date that the individual can return to 
work. Individuals who use sick leave and fail to comply with these procedures may be subject to 
disciplinary action. 

1.3.9. Non-Discrimination/Retaliation: Individuals will not be subject to retaliation or 
discriminatory treatment for their use of paid sick leave under this policy. 

1.3.10. Coordination with Other Leaves: Paid sick leave may also be used in conjunction with 
various medical and family leaves available to qualified employees, including, but not limited to, 
federal Family and Medical Leave, New York State Paid Family Leave, New York State short-term 
disability, and New York State Workers’ Compensation. Refer to University Policy 6.9, Time Away 
from Work (Medical Leaves for Staff section and Family Leaves for Staff section), for a full 
description of such leaves. 

1.3.11. Termination: Upon termination of employment, paid sick leave balances are canceled. 
Paid sick leave may not be taken after the last day worked. For more information, refer to University 
Policy 6.12, Separations, Voluntary and Involuntary (Including Layoff). 

1.3.12. Transfers: When an individual transfers to a position that is eligible for health and 
personal leave (HAP), the sick leave balance that had accrued is transferred to the HAP-eligible 
position. Refer to the “Health and Personal Leave” section of University Policy 6.9, Time Away from 
Work. When an individual transfers from a HAP-eligible position to a position eligible for sick leave, 
the HAP balance that had accrued is transferred to the sick leave-eligible position. 

  

https://policy.cornell.edu/policy-library/time-away-work
https://policy.cornell.edu/policy-library/time-away-work
https://policy.cornell.edu/policy-library/separations-voluntary-and-involuntary-including-layoff
https://policy.cornell.edu/policy-library/separations-voluntary-and-involuntary-including-layoff
https://policy.cornell.edu/policy-library/time-away-work
https://policy.cornell.edu/policy-library/time-away-work
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1.3.13. Recordkeeping and Access to Leave Balance: The payroll system is the official record. 
Unit management (for example, supervisors, payroll representatives, Human Resources 
representatives) should inform individuals who are eligible for paid sick leave how to record the use 
of paid sick leave and how to access their paid sick leave balance information. Management and 
individuals are both responsible for periodically reviewing this information as needed to verify that 
balances are accurate. 

1.4 Collection and Retention of Information 
Records associated with this policy are retained or disposed of in accordance with University Policy 
4.7, Retention of University Records. 

1.5 Compliance 
The University Compliance Office, University Audit, and others may audit or investigate to assess 
compliance with this policy. Non-compliance with university policies is addressed in accordance 
with applicable policies and procedures, and is subject to progressive disciplinary action up to and 
including termination. 

1.6 Resources 
New York State Labor Law, Article 6, Section 196-b 

University Policy 1.3, Graduate Student Assistantships 

University Policy 6.2.1, Leaves for Professors and Academic Staff 

University Policy 6.9, Time Away From Work, sections Medical Leaves for Staff; Family Leaves for 
Nonacademic Staff; and Health and Personal Leave 

University Policy 6.12, Separations, Voluntary and Involuntary (Including Layoff) 

University Student Employment Policies 

Human Resources Policy 6.7.5, Temporary and Casual Appointments 

Human Resources Policy 6.7.12, Overtime 

Workday (university time collection system) 

  

https://policy.cornell.edu/policy-library/retention-university-records
https://policy.cornell.edu/policy-library/retention-university-records
https://www.ny.gov/new-york-paid-sick-leave/new-york-paid-sick-leave#accruals
https://policy.cornell.edu/policy-library/graduate-student-assistantships
https://policy.cornell.edu/policy-library/leaves-professors-and-academic-staff
https://policy.cornell.edu/policy-library/time-away-work
https://www.dfa.cornell.edu/policy/policies/medical-leaves-nonacademic-staff
https://www.dfa.cornell.edu/policy/policies/family-leaves-nonacademic-staff
https://www.dfa.cornell.edu/policy/policies/family-leaves-nonacademic-staff
https://www.dfa.cornell.edu/sites/default/files/vol6_9-hpl.pdf
https://policy.cornell.edu/policy-library/separations-voluntary-and-involuntary-including-layoff
https://studentemployment.cornell.edu/policies
https://hr.cornell.edu/sites/default/files/documents/temporary_and_casual_appointments.pdf
https://hr.cornell.edu/sites/default/files/documents/overtime.pdf
https://hr.cornell.edu/workday
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2. To Whom This Policy Applies 

 Ithaca-based locations (includes Cornell Tech and all other locations except Weill Cornell 
Medicine) 

☐ Weill Cornell Medicine – New York City 

Who should read this policy: 

▪ Human Resources representatives and others who will be responsible for administering this 
policy 

▪ Academic employees – endowed (with and without benefits)  
▪ Academic employees – contract colleges (only those without benefits) 
▪ Temporary/casual staff (exempt)– endowed and contract colleges (only those without 

benefits)  
▪ Temporary/casual staff (non-exempt)– endowed and contract colleges (only those without 

benefits) 
▪ Graduate students (exempt) – endowed and contract colleges (includes graduate assistant, 

teaching assistant, graduate research assistant, research assistant) 
▪ Graduate students (non-exempt) – endowed and contract colleges (includes graduate 

assistant, teaching assistant, graduate research assistant, research assistant) 
▪ Student employees, hourly – endowed and contract colleges (all) 

3. Definitions 

Term Definition 

Academic employee Employee holding an academic appointment that is covered by this 
policy. 

Casual employee Employee who is appointed to a position of less than 20 hours per 
week. 

Child Biological, adopted, or foster child, legal ward, or child of an employee 
standing in loco parentis 

Family member Employee’s child, spouse, domestic partner, parent, sibling, 
grandparent, or grandchild and the child or parent of an employee’s 
spouse or domestic partner. 

Graduate student Graduate student who holds an assistantship as defined in University 
Policy 1.3, Graduate Student Assistantships, or other exempt 
appointment. Graduate student assistantships include teaching 
assistant, research assistant, graduate research assistant, and graduate 
assistant. Other exempt appointments include veterinary assistant and 
graduate teaching/research specialist (GTRS). 

https://policy.cornell.edu/policy-library/graduate-student-assistantships
https://policy.cornell.edu/policy-library/graduate-student-assistantships
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Term Definition 

IRS Form W-2 U.S. government form that reports wages, tips, and other compensation 
paid to an individual, as well as Federal Insurance Contributions Act 
(FICA) and withheld income taxes. 

Parent Biological, foster, step-, or adoptive parent, or legal guardian of an 
employee, or person who stood in loco parentis when the employee was 
a minor child. 

Student employee 
(hourly) 

Individual enrolled as a degree-seeking student and holding an hourly 
appointment that supports a college or business unit within Cornell 
University. 

Temporary employee Non-benefits eligible employee who is appointed to a temporary 
position of at least 20 hours per week with an expected duration of less 
than six months. 

4. Policy Administration 

Policy Clarification 
and Interpretation 

Contact Phone Email/Web Address 

Ithaca-based 
locations 

Workforce 
Policy and 
Labor Relations 

607-255-4652 hrpolicy@cornell.edu 

 

5. Appendix 

Topic Contact Phone Email/website 

Academic employee 
questions 

Academic 
Human 
Resources 

607-255-2343 acadhr@cornell.edu 

Applying the policy, 
including accrual of 
time and usage 

Human 
Resources 
representative 
for your college 
or unit 

 hr.cornell.edu/about-hr/hr-contacts-
college-and-unit 

Workday questions Workday 
HelpDesk 

 hrpayrollsupport@cornell.edu 

 

  

mailto:acadhr@cornell.edu
https://hr.cornell.edu/about-hr/hr-contacts-college-and-unit
https://hr.cornell.edu/about-hr/hr-contacts-college-and-unit
mailto:hrpayrollsupport@cornell.edu
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6. Revision History 

Date Summary of Revisions 

February 4, 2022 • Clarified information about requesting and documenting paid sick 
leave. Updated links. 

May 10, 2021 • Updated information about transfers. 

February 25, 2021 • Removed interim policy status. Updated definition of “graduate 
student”. Added additional contacts for policy-related questions. 

January 12, 2021 • Revised definition of “student employee (hourly)”. 

December 17, 2020 • Originally issued. 

 


	Policy 6.9 Time Away from Work: Sick Leave (New York State)
	Table of Contents
	1. Policy Statement and Requirements
	1.1 Policy Statement
	1.2 Scope
	1.3 Policy Requirements
	1.4 Collection and Retention of Information
	1.5 Compliance
	1.6 Resources

	2. To Whom This Policy Applies
	3. Definitions
	4. Policy Administration
	5. Appendix
	6. Revision History


