5.11 [bookmark: _Toc328039057]DONATED LEAVE POLICY

One of the many work/life services available to City employees is a voluntary leave transfer program. Such a program gives employees additional flexibilities for balancing work and family needs through greater accessibility to leave. It allows employees to share their unused accrued leave with other employees who are faced with economic hardship because of insufficient leave to cover a medical or family medical emergency.

The Mayor and City Council of Powder Springs have authorized a donated leave program for voluntary transfers to assist employees who have exhausted all earned paid time off caused by a catastrophic illness or injury or a medical emergency.  In order for an employee to be eligible for donated leave, the following conditions must be met and the proper procedures, outlined herein, must be followed.

Donated leave may be acquired once an employee exhausts all accrued sick leave, annual leave, and compensatory time by suffering from a catastrophic illness or injury, or by providing care to an immediate family member who has suffered from a catastrophic illness or injury, or confronting a medical emergency,

A “catastrophic illness or injury” means a life threatening illness or injury to an employee or a member of an employee’s immediate family, which totally incapacitates the employee from work, which is verified by a licensed physician, and forces the employee to exhaust all leave time earned by that employee, resulting in a loss of compensation from the City for that employee.  Conditions that are short-term in nature including, but not limited to, common illnesses such as influenza, measles, common injuries, broken bones, strained ligaments, uncomplicated pregnancy, and the like are not catastrophic.  Chronic illnesses or injuries such as cancer, major surgery, unresponsive syndromes and the like, which result in intermittent absences from work and which are long-term in nature and require long recuperation periods may be considered catastrophic. Included in the definition of catastrophic illness or injury is the inability of an employee to return to work due to not being released to return to work  by the employee’s physician. 

A "medical emergency" is defined as a medical condition (including pregnancy or child birth) of an employee or a family member that is likely to require that employee's absence from work for a prolonged period of time and would result in a substantial loss of income because paid leave is not available. For full-time employees, substantial loss of income is interpreted as an absence from work of at least 24 hours, when this absence is not covered by available paid leave.
Resolution 2017-003 amended the definition of catastrophic for purpose of this policy to include the following: “the inability of an employee to return to work following an illness or injury unless the employee’s doctor has released the employee to return to work, as long as all other standards within the donated policy are met”. 

The meaning of “employee” is a person employed by the City of Powder Springs for a minimum of 12 consecutive months  45 days prior to requesting donated leave and who has worked a minimum of 1250 360 hours during the 12 months 45 days immediately preceding the date of the request for donated leave and satisfy the requirements  set forth in this policy.

1. “Immediate Family” is defined for the purposes of this policy as a spouse, parent, step-parent, child or step-child and their spouses, brother or sister, any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.
 .Any employee may donate a portion of his or her earned annual or sick leave to an eligible employee, except their supervisor, in the manner as follows (under no circumstances can an employee donate “compensatory time”).

1. The recipient employee must have exhausted all of his or her earned vacation, sick, and compensatory time before he or she is eligible to receive any leave donated by another employee.  Donated sick leave shall be drawn upon prior to drawing upon donated annual leave. 
2. Before an employee may receive donated leave, he or she must request donated leave and provide the Human Resources Director with sufficient documentation to permit a recommendation of approval to the City Manager.  Such documentation, at a minimum, must include a physician statement that states the beginning date of the catastrophic illness or injury or medical condition, a prognosis for recovery, and the anticipated date that the employee will be able to return to work.
3. The donor employee shall designate the employee who is the recipient of leave and the amount of earned vacation or sick leave that he or she wishes to be donated.  The donation of leave may occur only after the City Manager has approved the recipient employee for donated leave. 
4. The maximum amount of earned annual leave that an employee can donate to any other employee may not exceed the number of hours that would leave the donor with fewer than 80 hours of annual leave.  Moreover, the maximum amount of earned sick leave that an employee can donate to any other employee may not exceed the number of hours that would leave the donor with fewer than 80 hours of sick leave.
5. Any employee leaving employment with the City of Powder Springs may donate, upon separating from service, any or all of their earned annual and/or sick leave to any employee who is eligible to receive donated leave at that time to a pool of available sick leave that can be used for donations, subject to review and approval by the City Manager. 

An employee who has exhausted all of his or her accrued annual leave, sick leave and compensatory time becomes eligible to receive donated leave, up to a maximum of ninety (90) days or 720 hours, whichever is less.  The ninety (90) days/720 hours commence on the first day that the recipient employee uses the donated leave.  


Donated leave that is not used because a recipient employee has used the maximum amount of donated leave authorized under this paragraph will be returned to the donor employees on a pro rata basis based on the ratio of the number of hours of leave donated by each donor employee to the total number of hours of leave donated by all donors.  In no case will any donor receive more leave than he/she donated.  

Before an employee is eligible to receive donated leave after having received donated leave from a previous occasion, he or she must have returned to work with the City and have worked a minimum of 12 six consecutive months and minimum of 1250 625 hours during the 12 6 months preceding the request.  
Apply for Leave
Current employees who would like to utilize the Voluntary Leave Transfer Program may do so by applying in writing.  If the employee is not able to complete the application him/herself, another employee of the City, HR, or a family member may make the application.  The application should be submitted to the immediate supervisor for consideration.  The application, which will be supplied by the HR Director, must include:
· the employee's name, position title, and grade or pay level;
· a brief description of the nature, severity, and anticipated duration of the medical or family medical emergency; and
· a statement from the employee's physician or other appropriate expert or any additional information that shows the nature, severity, and duration of the condition.
Additional information on applying for leave donations can be obtained from your immediate supervisor or from the HR Department.
Make a Donation
For employees interested in donating leave, accrued annual or sick leave can be given voluntarily to an employee with a qualified medical or family medical emergency.  Employees cannot donate leave to their immediate supervisors.  Leave must be donated in increments of one hour and the leave must have already been accrued.
To donate leave, you need to complete a form supplied by the HR Department that asks for the number of hours to be donated as well as some timekeeping and other donation information.  In addition, you must submit a leave request form.
Typically once the forms are completed, the timekeeper must verify that you have leave available, and it must be approved by your supervisor and department director.  It will then be given to the HR Director handle this for the employee requesting leave.  
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