MEMO

DEPARTMENT OF HUMAN RESOURCES

To: All Employees

From:

CANCER SCREENING:
All full and parttime Nassau BOCE employees are entitled to excused paid leave each schoa petait a screenig for any type
of cancer

Cancer Screening leave:

Onefour (4) hour period on an annual basisetween July  and June 30

Employees are not entitled to compensatory time for screening outside theggular work schedule. Employees sbuld note
that taking the maximum amount (4 hourg of excused paid leave for cancer screening reduces their work dakerefore,
employeesmay not be entitled to a meal period during that particular work day.

REQUIRED DOCUMENTATIO N:

All full and parttime Nassau BOCE employees are required to submit a completed “Cancer Screening Leave Reqoest’ for
Human Resources. Their physician or screening facility msigstand date the Verification section to verifyhat the employee
received the applicable screening. Tioisn also documents the excused absence so the emplagerigd leave entitlements are not
charged. The Request for Cancer Screening Leave must be submitted to Human Resources at least 10 days prior to the appoin
Employees will be ndfied by Himan Resources whethe leave is approved.

As with any other absence, the employee must follow routine attendance reporting procedures, such as calling the Aesop systel
applicable at 8800-942-3767) and alerting his/hesupervisor. Employees shoulditer*CS” on their timesheet for reconciliation with
the verification information on the “Cancer Screening Leave Request” form. No additional leave request forms will be require
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