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LEAVE SHARING

Leave sharing is a voluntary program established to provide employees an opportunity to assist colleagues and members of their immediate family who 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 for the purpose of family, medical, and maternity leave. Regular full or part-time employees requesting shared leave shall submit their request to Human Resources using the Shared Leave Request Form, and one of the following:

a. Certification of Health Care Provider Form, verifying the need for time off from the job to attend to the health condition, as well as the estimated number of days needed;

b. Orders verifying the employee has been called to service in the uniformed services;

c. Verification of domestic violence, sexual assault, or stalking (e.g. police report, court order, etc.); or

d. Family and Medical Leave Request Form due to the birth and care of a newborn child or placement of a minor/dependent child for adoption or foster care for a period of sixteen weeks after the birth or placement of the child.

PSESD employees who wish to share their leave shall submit a Shared Leave Donation Form, to the Payroll Department to request a transfer of their leave days. Employees may transfer sick leave or annual leave on an hour-for-hour basis, paid at the rate of the employee transferring/sharing the leave.

The employee must meet the following criteria in order to participate in leave sharing.

a. The transfer of annual leave days must leave the employee with a balance of a minimum of eighty (80) hours or ten (10) days of annual leave.

b. The transfer of sick leave must leave the employee with a balance of a minimum of 176 hours or twenty-two (22) days of sick leave.

c. Employees may not participate in leave sharing if it is prohibited by the funding agency that supports the employee's position.

Upon approval from the Human Resources Administrator, staff will be notified that an employee is requesting shared leave. The employee’s name will be withheld unless the employee grants Human Resources permission.

[bookmark: _Hlk521072487]Unused shared leave shall be returned to the employee(s) transferring their leave. The employee who receives shared leave may not cash out any of the shared leave received.


Adopted: March 1991 
Revised: May 1994 
Revised: June 1996 
Revised: April 2006 
Revised: November 2013 
Revised: October 2018
