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SUBJECT: EMPLOYEE LEAVE DONATION PLAN

PURPOSE:

To establish a procedure whereby City employees may, as a humanitarian act, donate their
own accrued vacation leave to another employee who has exhausted all of their paid leave
as a result of a catastrophic illness or injury to themselves or a member of their immediate
family. Sick leave, compensatory time, holiday accruals, or any other form of compensation
cannot be donated through this plan.

POLICY:

The following criteria will be utilized in establishing and maintaining an Employee Leave
Donation Plan:

1. The employee for which the contribution is being donated (recipient) must be a
benefited employee of the City with at least six months of continuous service. (Part-
time benefited employees who are recipients may not utilize donations of hours greater
than the number of hours for which they are regularly scheduled.)

2. The recipient employee must have exhausted all of their own paid leave (sick leave,
vacation, compensatory time, or floating holiday), and be facing a financial hardship.

3. The recipient employee must be unable to work as a result of a catastrophic illness or
injury to the employee or a member of their immediate family. This may include
intermittent leave that is related to the originating leave donation request.

4. Any benefited City employee who has completed at least six months of continuous
service may donate a minimum of 2 hours of their accrued vacation leave in
increments of 1 hour provided that the donor maintains a minimum balance of two
weeks of vacation for their own use. The donor may request that the donation be made
anonymously.

5. The total amount of hours donated to any individual shall not exceed 520 hours
received in any calendar year.



