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	Compassionate Transfer of Leave
(Donation of Leave)

	

	The following conditions apply to the donation of leave:

1. Contributions must be voluntary.

2. A contributor must retain a minimum balance of 80 vacation hours after the leave transfer.

3. Leave transfers shall be accomplished on a direct hour-per-hour basis.

4. Leave is donated into a centralized pool to be used by eligible employees.

5. Vacation hours will not be returned to the donating employees.

6. Up to 24 hours of personal leave may be donated per calendar year and charged against an employee’s sick leave balance.

	

	I have read and understand the above conditions on the donation of Compassionate Transfer of Leave policy. 

	

	I would like to donate 
	
	hours of vacation and
	
	hours of personal leave.

	
	(Max 24 hours)
	

	

	
	
	

	Print Name
	
	Date

	
	
	

	
	
	

	Signature
	
	Date

	

	
	
	

	Phone Number
	
	E-mail
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