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Donating and receiving shared leave

Definitions:  If no definitions, select this text or frame and press the Delete key. 

“eligible employee” – an employee, or his/her dependents, who has completed their initial introductory or probationary period.  Temporary employees are not eligible for shared leave.

“shared leave” – voluntarily donated vacation leave to an eligible employee who is unable to work due to his/her extended serious illness or injury, or due to the employee’s dependent’s serious illness or injury. 

“serious illness or injury” – a serious health condition as defined in the Family Medical Leave Act (FMLA). 

This policy applies whenever an “eligible employee” requests to donate or receive “shared leave.”

An employee donating sick leave pursuant to this policy relinquishes all rights,  benefits derived from such shared leave, including but not limited to, service credit or any compensation determination pursuant to RCW 41.40 Washington Public Employees’ Retirement System.  An employee receiving shared leave relinquishes all rights, interest or benefits, except paid time off, derived from such shared leave, including but not limited to, service credit or any compensation determination pursuant to RCW 41.40 Washington Public Employees’ Retirement System.

1. Eligible Employees May Receive Shared Leave Under Certain Conditions

Eligible employees qualify for shared leave if

· They are unable to work due to “serious illness or injury” which requires hospitalization or extensive medical care,

· Leave is taken and used in accordance with all applicable rules regarding sick leave usage,

· They provide doctor certification documents to the Employer prior to the request for shared leave,

· They exhaust all paid time off (sick leave, vacation leave, comp-time, floating holidays), and

· They are not eligible to receive worker’s compensation benefits, unemployment insurance benefits, a State retirement pension, or Long-Term Disability Insurance, Part B Optional benefits.

2. Eligible Employees May Donate Shared Leave Under Certain Conditions

Eligible employees may donate shared leave if

· The hours are donated to a recipient who meets the eligibility requirements, and

· The employee has the donated hours accrued at the time of the donation.  Vacation leave may not be donated in the same pay period in which it is earned.

3. Parameters Apply to Shared Leave Requests

All leave donations will be on an hour-for-hour basis and in one hour increments.  No consideration will be given to the dollar value of the leave donated.  An employee receiving and using shared leave hours from another employee will be paid for such hours based on the receiving employee’s work schedule and at the receiving employee’s hourly rate of pay.

The maximum amount of shared leave an employee may receive from all  employees, per rolling twelve (12) month period, is 480 hours.

All leave will be credited to the employee in the order it was received.  Once the recipient has reached his/her maximum allowable donated leave amount (480 hours) or the employee no longer needs the leave, the leave will be returned to donating employees in inverse order from receipt.  Under no circumstances will donated leave be banked for future leave.  Shared leave is excluded from vacation leave payoff provisions.

Shared leave may be requested for extended serious illness or injury of the employee or the employee’s eligible dependents.

An employee who has an accrued annual vacation leave balance of more than forty (40) hours may transfer a specified amount of vacation leave hours to the employee authorized to receive the shared leave.  The employee may not transfer an amount that would result in a vacation leave balance of fewer than forty (40) hours.

Employees are prohibited from soliciting, offering, or receiving monetary or any other compensation or benefits in exchange for donating vacation leave hours.

4. HR Processes All Shared Leave Requests

Leave must be donated, and all paperwork completed and received by Human Resources, before it is used by the employee.  If there is a lapse of time between the request for leave and the approval and processing of the leave, the donated leave will be used retroactively to cover the days between the request approval and the employee’s unpaid time off.  

5. Shared Leave as Paid Sick Leave

Employees receiving and using shared leave will continue eligibility for employment benefits (healthcare, leave accruals) in accordance with Intercity Transit’s Personnel Policy based on the number of leave hours they are paid.  If the employee’s health condition qualifies under the Family Medical Leave Act (FMLA), the employee’s paid time will count as FMLA (maximum FMLA = 12 weeks).

6. Shared Leave Terminated Under Certain Circumstances

Shared leave shall terminate if

· The employee receives the maximum number of donated leave hours (480 hours),

· A physician releases employee to full-time work, or

· The employee receives worker’s compensation benefits, unemployment insurance benefits, a State retirement pension, or Long-Term Disability Insurance, Part B Optional benefits.

7.
I.T. Will Not Release Information Pertaining to Shared Leave Donations

The amount of leave hours donated by one employee to another employee is considered confidential information.
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