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State employees may participate by donating as well as receiving leave from the Washington State Shared Leave Program.  Any employee accruing annual leave, sick leave or a personal holiday may donate such annual leave for the use of another employee. Any employee accruing sick leave, but not annual leave, may donate sick leave or a personal leave day for the use of another employee.  All donations and requests for usage are governed by the outlined procedure below. 
Requesting Shared Leave:  Employees wishing to use this program will submit, prior to approval/disapproval, a medical statement from a licensed physician or health care provider verifying the employee's required absence, the medical problem and expected date of return to work.  Employees will request shared leave on a SHARED LEAVE REQUEST FORM (sample attached), available from the Human Resources Office or on the (shared drive, detail path). 
Employees requesting/accepting shared leave may not receive more than 522 days per RCW 41.04.670. 
To receive shared leave, you must:
· Hold a position that accrues time off
· Have a qualifying reason
· Have used (or will soon deplete) your accrued or paid time off that you may be eligible to use based on the following:
The criteria for an illness or injury under shared leave is different from those for FMLA. Examples of “extraordinary or severe” situations that typically meet the criteria for shared leave include:
· Major surgery with inpatient hospital stay
· Outpatient surgery for severe condition
· Cancer and treatment
· Hospitalization for a severe physical or mental condition
· Enrollment in an ongoing behavioral health treatment program (inpatient or day) requiring continuous leave from work
· Bed rest due to high-risk, pregnancy-related complications
Conditions that do not typically meet the criteria include:
· Flu
· Chicken pox
· Sprained ankle
· Elective cosmetic surgery
· Intermittent leave for chronic, ongoing medical conditions
The College uses the information provided by you or your relative or household member’s health-care provider to determine whether the medical condition meets the definition of “severe, extraordinary, or life-threatening.”
An employee receiving shared leave and workers’ compensation for a job-related injury or illness, including injury or illness as a result of COVID-19, may not receive more than twenty-five percent of their base salary from shared leave. This does not affect the amount an employee may “top-up” using accrued time off while receiving workers’ compensation benefits.
Parental Leave – Non-Birth Parent
For the purposes of shared leave usage, parental leave means to bond and care for a newborn child after birth or to bond and care for a child after placement for adoption or foster care, for a period of up to sixteen (16) weeks of continuous leave immediately after the birth or placement.
Donating to the Shared Leave Program:  When employees wish to donate leave to another employee in accordance with WAC 357-31-425, the request will be made on a SHARED LEAVE DONATION FORM (sample attached), available from the Human Resources Office or on the (shared drive, detail path). 
a. Annual Leave.  Employees donating annual leave may donate an amount of hours which would not reduce their annual leave balance below ten days (80 hours).  They may donate excess annual leave that they would not lose due to an approaching anniversary date. 
b. Sick Leave.  Those employees who do not accrue annual leave but do accrue sick leave, (faculty) may donate sick leave, if they have an accrued balance of more than twenty two days (176 hours). 
c. Personal holiday.  The donating employee's employer approves the employee's request to donate all or part of his or her personal holiday to an employee authorized to receive shared leave. Faculty may also donate up to two personal leave days accrued each contract year.  Any portion of a personal holiday that is accrued, donated as shared leave, and then returned during the same calendar year to the donating employee, may be taken by the donating employee.
d. Tracking/Monitoring.  Both types of forms, noted above, will be forwarded to the president or his or her designee for approval.  The approved forms will be returned to the Human Resources Office. The Human Resources Office will transfer the leave to the receiving employee and notify the Payroll Office by transmittal of all forms. The Payroll Office in Human Resources will maintain all records and provide the tracking function. 
References: 
Classified staff in the bargaining unit: Article 14 of the Master Contract 
Non-represented classified staff: WAC 35731


image1.jpeg
@GRAYS HARBOR (COLLEGE




