PROCEDURE

	
	
	
	PAGE

	SUBJECT
	PROCEDURE:
LEAVE DONATION PROGRAM
	P2.34-


	LEGAL AUTHORITY
	P6Hx23-2.34
	
	7/20/17
Revision #17-7



P6Hx23-2.34
PROCEDURE:  LEAVE DONATION PROGRAM
I. Purpose and Scope: 
A. Purpose:  To provide a means for St. Petersburg College (SPC) budgeted faculty and staff to donate leave to a fellow College employee who is eligible for and requires leave while they are experiencing a serious health condition. The intent of this program is to protect benefit eligible employees who may face financial hardship because they have exhausted all of their own vacation, sick, personal or sick pool leave (if applicable) due to an extended serious health condition.  
B. Scope:  All budgeted full-time or part-time employees who have completed one year of credited service are eligible to participate in this program. Participation in the program is voluntary. Employees are not required to be in the College’s Sick Leave Pool to be eligible to receive donated leave. 
II. Definitions:

A. “Employee” means any budgeted employee of the College who earns or accrues leave including part-time employees. The employee must be actively employed at the College and have completed one year of continuous service in a budgeted position.
B. “Donor” means an employee making a voluntary irrevocable transfer of leave to the donated leave bank. Once leave has been transferred to the leave bank, it may not be used by the donor for any other purpose.
C.  “Recipient” means a current employee who has submitted a SPC Request Use of Donated Leave Form, Medical Certification Form and for whom Human Resources Development (HRD) has approved an application to receive leave from the donated leave bank. The recipient may only use donated leave for his/her own serious health condition.
D.  “Leave” refers to accrued leave only.  Sick or vacation time can be donated.
E. “Serious Health Condition” carries the same definition as “Serious Health Condition” within the Family & Medical Leave Act (that is found within the SPC Family and Medical Leave Policy). Some examples of such conditions include: rapidly growing cancers, acute life-threatening illnesses, chronic life-threatening conditions in need of immediate care, life-threatening infections, severe injuries arising from accidents and severe or life-threatening conditions involving failure of bodily organs or systems (e.g., heart attack).
F. “Donated Leave Bank” means accumulated leave donated by employees to be used in accordance with this program. The minimum donation is 1 hour.  Donations beyond that should be made in 1-hour increments.  Contributions to the donated leave bank are voluntary and are irrevocable. 
III. Donation of Leave

A. Donations to the donated leave bank are the result of a “Call to All SPC Employees to Donate Leave” appeal.  When a recipient has been identified to receive leave from the bank, a “Call to All SPC Employees to Donate Leave” will be made via email (this will only be necessary during the initial startup of the leave bank or if the leave bank does not have required hours to fulfill recipient request).
B. Employees wishing to be a donor must meet the following requirements:
1. Must have a minimum of 8 days of sick and/or vacation leave on the books, at time of call to donate;
2. Must have at least 5 days of leave remaining after donating leave;
3. Maximum hours to be donated annually is 40 (5 days), with minimum donation of 1 hour.  Donations should be made in 1 hour increments; and
4. Complete the SPC Leave Donation Form and submit to HRD. 
IV. Eligibility for Benefits

In order to be eligible to receive leave from the donated leave bank, the recipient must:
A. be a budgeted employee at SPC, and
B. have completed one year of credited service, and
C. provide certification from a licensed physician/practitioner of a serious health condition that is not work-related and not covered by Workers Compensation Insurance, and
D. exhaust all forms of leave (or provide credible medical evidence that he or she will have exhausted all leave before the medical condition is resolved), and
E. not accept donated leave in lieu of Supplemental Security Income (SSI), short-term or long-term disability.

V. Application for Benefits

An eligible employee may request donated leave by completing the SPC Request Use of Donated Leave Form, obtaining a completed Medical Certification Form and submitting these documents to Human Resources Development. The College reserves the right to require additional information from the employee’s medical providers or providers of its choice.  If the employee is not capable of making application on his or her own behalf, a personal representative, having documented power of attorney for the employee, may make written application on behalf of the employee.  A potential leave recipient may request up to 25 days (5 weeks) of donated leave during a twelve- (12) month period.  Any unused donated leave will be returned to the donated leave bank.
VI. Confidentiality

Medical information provided to the College will remain confidential and will not be shared, except on a need-to-know basis unless the employee provides a written authorization to release such information.

VII. Approval Process

Each request for use of donated leave will be reviewed by Human Resources Development.  If the request is approved, HRD will notify the applicant (or the personal representative who applied on behalf of the employee) within 7 calendar days after the date the completed request for donated leave is received by HRD that:
A. the request has been approved; and
B. the employee may begin drawing leave from the bank, and
C. if the employee has entered the status of leave without pay, the approved donated leave may be substituted retroactively to cover the period of leave without pay.

OR
D. the request has been denied; and
E. the reason for the denial.

VIII. Appeal
Requests which have been denied may be appealed in writing to the Director of Human Resources Development and must be received within 7 calendar days from the date of notification.
History:
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