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	Compassionate Transfer of Leave
Request Form

	

	

	

	

	To be eligible to receive compassionate transfer of leave an employee must have a catastrophic illness/injury. All of the below conditions must be met in order for an illness/injury to be considered catastrophic:
1. Seriously incapacitating, (in the case of the employee, the employee is unable to perform all the duties of the job held at the time of disability or is unable to perform available light duty work), and
2. Extended, (i.e., the anticipated duration of the disability is at least 45 days which may be continuous or intermittent, and
3. Confirmed in writing by a physician chosen by the employee, subject to reconfirmation periodic progress reports during the duration of the illness/injury.

Prior to the awarding of compassionate transfer of leave to an eligible employee, the employee must meet the conditions below:
1. A recipient must have exhausted all forms of paid leave (e.g., vacation, sick leave, and compensatory time) prior to the leave transfer.
2. A recipient must have passed his/her initial probationary period.

	

	I, 
	
	have read, understand and meet the above conditions on the

	
	(Print Name)
	Compassionate Transfer of Leave policy and would like to request

	OTL hours not to exceed the anticipated period of disability or 12 weeks

	

	

	

	

	
	
	

	Signature of Employee
	
	Date

	
	
	

	
	
	

	Phone Extension
	
	E-mail (yourname@coconino.edu)

	
	
	

	

	

	For Human Resource Use Only

	

	Approved:
	 FORMCHECKBOX 

	Yes
	
	 FORMCHECKBOX 

	No

	If No, give specific reason:
	

	
	

	
	

	

	

	

	
	
	

	Signature of Human Resources Representative
	
	Date
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