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LEAVE SHARING 

The Puget Sound Educational Service District (PSESD) recognizes that employees and members of their immediate families may experience extraordinary or severe health conditions; be called to service in the uniformed services or emergency volunteer service; be victims of domestic violence, sexual assault, or stalking, or need *family, medical and maternity leave. These circumstances could cause or be likely to cause an employee to exhaust sick leave and/or annual leave or terminate employment with the ESD. In these circumstances, regular full or part-time employees may request donations of shared leave from other regular employees if:

a. The employee’s absence and shared leave are justified by documentation and the employee has depleted, or will shortly deplete all of their available paid leave (annual/sick); 
b. The employee is not eligible for time loss compensation under the State Industrial Insurance Act (RCW 51.31);
c. The employee is eligible to accrue sick leave and/or annual leave; or
d. The employee is likely to go on leave without pay or terminate employment with the agency if they do not receive shared leave. 

*Employees requesting shared leave due to family, medical or maternity leave are not required to deplete all of their annual or sick leave; they can maintain up to forty (40) hours of annual leave and forty (40) hours of sick leave in reserve. 

Total Leave Maximum
The maximum number of days an employee may receive shall not exceed more than 522 days of leave, with the exception of shared leave for uniformed service which does not have a maximum number of days. Additional leave may be provided in excess of 522 days in extraordinary circumstances such as an illness, injury, impairment or physical or mental condition which is extraordinary or severe. 

Conditions for Transfer/Donation of Leave
A regular full-time or part-time employee may donate leave as follows:
1. An employee who has accrued annual leave of more than 10 days may request transfer of a specified number of days to an eligible employee(s) provided their leave account does not go below ten days of annual leave after the transfer.
2. An employee may transfer a specified number of sick leave days to an eligible employee(s) provided they retain a minimum of 176 hours of sick leave after the transfer.
3. [bookmark: _Hlk523146500]If the employee does not accrue annual leave but does accrue sick leave and has a balance of more than 22 days, they may transfer a specified number of sick days in excess of the 22 days to another employee eligible to receive leave. 



Additional Conditions: 
4. The value of the leave transferred shall be based upon the leave value of the employee receiving the leave.
5. Donated leave will not be deducted or transferred from the donor’s balance to the requesting employee until it is used.
6. When a shared leave account is closed, and an employee needs to use shared leave due to the same condition, the employee must submit a new shared leave request. 
7.  To the extent administratively feasible, leave transferred by more than one staff member will be returned on a pro-rata basis.
8. The employee who receives shared leave may not cash out any of the donated leave.
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