Faculty Sick Leave Rule!
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Approved by the Duke Kunshan Faculty Assembly on March 26, 2025, approved by the
Chancellors on June 6, 2025
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Whenever possible, faculty whose circumstances prevent them from carrying out their essential
duties ought to notify their unit heads as soon as practicable and access the relevant Policy on
Faculty Absence from Campus during the Academic Year. In some cases, at the discretion of the
VCAA, the University may be able to arrange time-limited duties (e.g., teaching assignments)
within a single contract year in such a way as to minimize the need to access to this rule.
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Faculty whose illness prevents them from carrying out essential and time-limited duties,
including teaching, advising, mentoring, and service for a period of longer than 5 calendar days
may be eligible for a period of paid sick leave. During the first 5 calendar days of any illness that
prevents them from carrying out essential and time-limited duties, faculty may arrange matters in
the manner that best fits their circumstances and the furtherance of those duties. This could, for
example, involve deferring classes or meetings, or arranging for a colleague to substitute for
them. When their illness implicates a 6" calendar day, this rule should apply. The formulation
and implementation of this rule should comply with relevant laws and regulations including the
Exit and Entry Administration Law of the People's Republic of China and the Labor Law of the
People's Republic of China.
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Conditions Under Which Sick Leave May be Taken
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e Faculty members’ serious health condition as supported by written documentation from a
qualified healthcare provider

" Adapted from the University of Washington’s paid sick leave policy. See: https://hr.uw.edu/ops/leaves/facult
y-paid-sick-medical-or-family-leave/
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o Maternity-related disability in excess of the 158-day maternity leave period (temporary
disability due to pregnancy, childbirth, or recovery therefrom) as supported by written
documentation from a qualified healthcare provider.
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Faculty Paid Sick Leave Eligibility Guidelines
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Any paid sick leave taken by faculty:
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e Must be authorized by a qualified healthcare provider, in writing
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e May not exceed 12 calendar days per illness, disability, or treatment for which a leave
was granted during the period August 1 to May 31 (in addition to 5-day grace period
indicated above)
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e Must be calculated as half-day increments
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e May be taken continuously or on an intermittent basis
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Leave beyond what is authorized by a healthcare provider or leave beyond the stipulated limits is
considered unpaid sick leave, subject to the same pay and benefit structures provided for staff in
those circumstances. Under such salary structure, the university will cover the employee's
personal contributions to social insurance and the housing provident fund.
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In rapidly emergent circumstances, faculty may apply for sick leave after the date on which the
incapacity began and apply leave retroactively. Should a faculty member be unable to apply for
sick leave due to incapacitation or any other exigent circumstance, the VCAA may place a
faculty member on sick leave on the recommendation of the relevant unit head. At the earliest
practicable time, the faculty member or the faculty member’s qualified representative must ratify
this decision in writing.
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Eligibility Periods
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Faculty are eligible for paid sick leave from August 1 to May 31. If scheduled to receive a
summer salary or on a contract of more than 9 months, their eligibility continues between June 1
and July 31. These provisions also apply to faculty holding staff or administrative appointments.
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For the purpose of this rule, faculty working on 9-month contracts have no discrete duties
between June 1 and July 31 and thus sick leave (paid or unpaid) does not apply.
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Paid Sick Leave Request Process
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Faculty may request paid sick leave by submitting a request to the unit head and the office of the
VCAA, the office of the VCAA will consult with the unit head and notify the Senior Director of
Human Resources. All requests must include appropriate medical documentation. Medical
documentation will be handled to ensure confidentiality and compliance with relevant personal
information protection laws. Unit heads are expected to work with relevant administrators to
ensure that the faculty member’s relevant duties are executed by alternate staffing, including any
teaching.
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Unpaid Sick Leave
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Faculty whose documented illness prevents them from carrying out essential and time-limited
duties, including teaching, advising, mentoring, and service for a period longer than 17 calendar
days are eligible for unpaid sick leave of up to 730 calendar days, with exceptions to this limit
permitted on the recommendation of the VCAA with the approval of the EVC. After maximum
unpaid sick leave is exhausted, non-tenured faculty may be terminated according to applicable
laws; tenured faculty will retain the ability to return to their tenured position for an additional
730 calendar days under the same conditions.
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During the first 180 days of unpaid sick leave taken within a single calendar year, all faculty
benefits will remain unchanged. After 100 days, the VCAA will initiate a review of benefits
offered by the institution. This review by the VCAA shall not withdraw the on-campus housing
benefit or health insurance from those who access it. Under such salary structure, the university

will cover the employee's personal contributions to social insurance and the housing provident
fund.
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Any unpaid sick leave will count towards qualification for DKU’s relocation benefit; unpaid sick
leave in excess of 100 days of any calendar year will be considered grounds for the extension of
a tenure probationary period by between one and two semesters, according to the VCAA’s
discretionary judgment.
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Faculty members taking unpaid sick leave should make the request and be approved by both unit
head and the VCAA, providing the necessary medical documentation. Upon approval of the sick
leave request, the faculty member will be granted unpaid sick leave.
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If there 1s unpaid sick leave (beyond 17 calendar days) involved, the VCAA oftice should notify
HR timely to make the necessary payroll adjustments.
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Faculty deemed ineligible for unpaid sick leave may apply for an unpaid leave of absence. Unpaid
leave of absence is granted at the VCAA’s discretion and does not include the extension of benefits
described above.
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