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Memo

To:	All Staff
From:	Scott Kim, Human Resources
Date:	December  3, 2010
Subject:	Additions to Staff Leave
Staff Leave Additions
There are three major changes in the policy, which are effective February 26:
•	Sick leave time has been increased from five days to ten days per calendar year. Unused sick days can either be carried over to the following year, or can be “traded in” for 75% of your daily salary.
•	Vacation time has also been increased from five days to ten days per calendar year. Employees are eligible for their first vacation days after one year with the company; however, five days may be “borrowed” after six months of service.
•	Maternity leave has now been added to our policy. Maternity leave will be six weeks off with pay. In addition, new fathers are eligible for two weeks off with pay. Additional leave may be granted according to the attached schedule.
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