FEDERAL EMPLOYEES LEAVE SHARING AMENDMENTS ACT OF 1993

(PL 103-103)

VOLUNTARY LEAVE TRANSFER PROGRAM

GUIDELINES AND PROCEDURES

The Federal Employee Leave Sharing Amendments Act of 1993 permits federal employees to donate annual leave to coworkers suffering hardship situations which are expected to cause at least 24 hours of unpaid absence.

CRITERIA:

1.  Only an employee experiencing a “medical emergency” (including a medical condition of a family member) is eligible to become a leave recipient.  A “medical emergency” means a medical condition that requires an absence from duty for a period of time, for reasons beyond the employee’s control, and causes serious economic consequences because of the unavailability of paid leave.  Supporting medical documentation must accompany each application.

This program is not intended to be used for situations when an employee does not have sufficient leave to cover routine illnesses such as colds/flu, having elective cosmetic surgery, or wishing to take additional leave to care for a newborn or adopted child, unless extenuating “medical” circumstances exist.

OPTIONAL FORM 630, LEAVE RECIPIENT APPLICATION:

2.  Leave Recipient (Employee Desiring Leave Donations):


a.  Employees must complete an Optional Form 630, Leave Recipient Application, under the Voluntary Leave Transfer Program, attach medical documentation, and forward to the leave approving official (usually the first level supervisor).  The medical documentation should contain the diagnosis, treatment, prognosis, date the medical emergency began, and the date the medical emergency is expected to end.  If the medical emergency is a recurring one, the medical documentation must also include the approximate frequency of the medical emergency involved.


b.  All accrued annual and sick leave must be used before using donated leave if the emergency is the employee’s own.  Advanced leave does not have to be used.  If the emergency is a family member’s, only accrued annual leave must be used before using donated leave.

3.  First Level Supervisor:


a.  The first level supervisor will sign and date the OF 630 as approval or disapproval of the absence from the work place and the emergency described by the employee.  Approval requires the supervisor to verify the applicant’s leave balances, validate the continuing nature of the hardship, and properly annotate the time card.


b.  When recommending disapproval, supervisory reasons must be documented.  The application and supporting documentation will be forwarded to the designated approving official.

4.  Approving Official:


The designated approving officials are commanders, directors, and chiefs of staff offices.  This authority may not be delegated lower than division level.  The approving official or designee will approve/disapprove and date the request.  If the request is approved, forward the package to DPCE.  If the package is disapproved, the organization will notify the employee in writing within 10 work days of the determination and the reasons for the disapproval.

APPROVED REQUESTS:

5.  The approved Optional Form 630 and supporting medical documentation are forwarded to DPCE to review for regulatory compliance.

6.  The first level supervisor is responsible for advertising the need for donated leave or obtaining requests from family members and friends working in other organizations on base at the time the application is approved.

7.  The employing agency of the leave recipient is required to accept the transfer of annual leave from a donor employed in another agency when:


a.  The leave donor is a family member of the leave recipient.


b.  The leave recipient’s employing agency determines that the amount of annual leave donated within the agency may not be sufficient to meet the needs of the leave recipient.


c.  In the judgment of the leave recipient’s employing agency, acceptance of the leave transferred from another agency would further the purpose of the program.

8.  Transferred annual leave received by an approved leave recipient may be accumulated without regard to the limitation imposed by 5 U.S.C. 6304(a) (normally 30 days or 240 hours).  The amount of leave the approved recipient may receive in a year is limited only by donations other employees are willing to give. Medical documentation must support the continuing absence.

9.  Any annual or sick leave accrued by an employee shall be transferred to the appropriate leave account of the employee and shall become available for use:

a.  at the beginning of the first applicable pay period on or after the date on which the employee’s medical emergency terminates.


b.  if the employee’s medical emergency has not yet terminated, once the employee has exhausted all leave made available to such employee.

10.  The amount of annual and sick leave a recipient may accrue while using transferred leave is limited to 40 hours of annual and 40 hours of sick leave.  This leave is to be placed in a separate account for use after the medical emergency terminates.  The only exception to the accrual limitation while using transferred leave is to reduce an indebtedness caused by the use of advanced annual leave.

11.  If a leave recipient is able to work some of the time, the annual and sick leave earned while the employee is working will be placed in the regular annual and sick leave accounts.  Because the purpose of the program is to allow employees who have exhausted all their appropriate earned leave to use donated leave, the recipient must use up any leave earned while working on a temporary or part-time basis before using additional transferred leave.

LEAVE DONATIONS:

12.  Optional Form 630-A should be completed by employees wishing to donate annual leave to an approved leave recipient within the agency.  For those donating outside the agency, an Optional Form 630-B must be used.  All forms will be returned if not 100% complete.


a.  The original OF 630-A must be forwarded to DPCE for processing. 


b.  The recipient’s supervisor is responsible for tracking the amount of annual leave donated, ensuring the recipient does not exceed the donated leave amount, and annotating the time card.


c.  An immediate supervisor is PROHIBITED from receiving donated leave from a subordinate employee.


d.  An individual may not, either directly or indirectly, intimidate, threaten, or coerce any other individual for the purpose of interfering with any right an employee may have to donate, not to donate, receive, or use annual leave.


e.  The maximum donation of leave is no more than a total of one-half of the amount of annual leave an employee would be entitled to accrue during the leave year in which the donation is made (i.e., an employee who earns 208 hours of annual leave may donate a maximum of 104 hours.)


f.  A donor who is projected to have annual leave that otherwise would be subject to forfeiture at the end of the leave year may donate no more than one-half the number of hours remaining in the leave year (as of the date of the transfer) for which the donor is scheduled to work and receive pay (i.e., a donor has 80 hours of use/lose as of 10 December and is scheduled to be on leave for only 60 of those hours before the end of the leave year—only the remaining 20 hours may be donated.)

TRANSFERRED ANNUAL LEAVE:

13.  Transferred annual leave may NOT be:


a.  transferred to another leave recipient.


b.  transferred to another employing activity upon the recipient’s transfer of employment.


c.  included in a lump sum payment.


d.  made available for re-credit upon reemployment in the same or another federal agency.

EXTENSIONS OF TERMINATION DATE:

14.  If the medical emergency continues past the expected termination date on the OF 630, employees must submit a request for extension to their immediate supervisor.  The request must be accompanied by additional supporting medical documentation and include a new expected termination date.  If approved, the supervisor must forward these requests to DPCE as soon as possible, but no later than 3 days after the initial expected termination date.

TERMINATION OF MEDICAL EMERGENCY:

15.  The entitlement to receive transferred leave shall terminate:


a.  when the recipient’s employment is terminated by the same agency which approved the application.


b.  at the end of the biweekly pay period in which the recipient’s approving official or designee determines the recipient is no longer affected by the medical emergency.


c.  at the end of the biweekly pay period in which the recipient’s employing activity receives notice from the Office of Personnel Management (OPM) indicating an approved application of disability retirement.

16.  When it is determined that the medical emergency has terminated, no further donations will be accepted; no further transfers of annual leave will occur; and the supervisor will immediately notify, in writing (GroupWise will be accepted), DPCE and DAO-DE HILL/FV.  The written notice must contain the following information:


a.  Name and organization of leave recipient.


b.  Approval date of leave recipient’s application.


c.  Initial date received donated annual leave.


d.  The date the medical emergency ended.


e.  Total number of transferred leave hours used.


f.  Date the recipient returned to work or separated from employment.


g.  A statement the unused transferred annual leave will not be used to compute the lump sum leave payment upon separation.

RESTORATION OF LEAVE:

17.  Restoration of annual leave donations will be computed by the civilian payroll office.


a.  Leave donors may elect to have unused donated leave restored during the current leave year or at the beginning of the following leave year.


b.  Leave donors may elect to donate restored leave in whole or part to another leave recipient.


c.  If the total number of eligible leave donors exceeds the total number of hours of annual leave to be restored, no unused transferred annual leave shall be restored.


d.  The amount of restored unused transferred annual leave to the leave donor cannot exceed the amount donated by the donor.


e.  The donor’s supervisor must manually track the restoration of unused transferred leave to prevent forfeiture at the end of the leave year.

QUESTIONS:

18.  Please refer any questions to DPCE, 586-0977.

