Procedure

Procedure 5.2501

Voluntary Shared Leave Program Procedure

Employees needing Voluntary Shared Leave may request leave once they have
exhausted their leave.

A. All leave donated shall be credited to the recipient's sick leave account and is
available for use on a current basis or may be retroactive for up to 60 calendar
days to substitute for advanced vacation or sick leave already granted to the
recipient or to substitute for leave without pay. Donated leave shall be applied to
advanced leave before applying it to leave without pay.

B. Atthe expiration of the medical condition, as determined by the community college,
any unused leave in the recipient's donated leave account shall be treated as
follows:

a. The recipient's vacation and sick leave account balance shall not exceed a
combined total of 40 hours.

b. Any additional unused donated leave shall be returned to active (working or
on leave without pay) donor(s) on a pro rata basis and credited to the leave
account from which it was donated.

C. If a recipient separates due to resignation, death, or retirement from state
government, participation in the program ends. Donated leave shall be returned to
active donor(s) on a pro rata basis.

References

Legal References: Enter legal references here

SACSCOC References: Enter SACSCOC references here

Cross References: Voluntary Shared Leave Program Policy

History

Senior Staff Review/Approval Dates: 05/22/2017

Board of Trustees Review/Approval Dates: Enter date(s) here
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Implementation Dates: Enter date(s) here
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