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	Policy 8.14 - Share Leave





I. PURPOSE: 

To establish a program under which employees of the Department may donate their annual leave or compensatory time to provide temporary assistance to other Department employees who have experienced a catastrophic illness or injury. Share leave may also be granted to an employee to care for their spouse or child who has experienced such a catastrophic illness or injury, in situations where it is established that the spouse or child requires the employee’s personal care and attention. 
II. DEFINITIONS

Share leave: A pool of leave hours donated by eligible donators that may be distributed to eligible recipients. 


Catastrophic illness or injury: One which is life-threatening, terminal, or likely to result in a substantial and permanent disability.


Share leave pool: Eligible leave hours that are maintained by the Department for the purposes set forth under the Share Leave Program.


Eligible donators: Employees that are employed in positions of a permanent or continuing nature who have completed an initial six months of successful performance. 


Eligible recipients: Employees who are employed in positions of a permanent or continuing nature who have completed an initial six months of successful performance and have experienced a catastrophic illness or injury, or can verify that his or her spouse or child have experienced a catastrophic illness or injury requiring the employee’s personal care and attention. 

Donated leave: Annual leave or compensatory time that has been donated by an eligible donator to the share leave pool. (NOTE: sick leave benefits, which are a grant from the employer and are not the property of individuals, may NOT be donated to the share leave program.)

III. POLICY
1. Share leave program
1.1 Only accrued annual leave or compensatory time may be donated. 

1.2 Donations may not be made directly to an individual. Donations are made to the share leave pool, which is distributed by the share leave committee to eligible recipients. 

1.3 Donations made cannot subsequently be returned to the donator.

1.4 All donations must be voluntary. No employee may intimidate, threaten, or coerce any other employee with respect to donating or receiving leave under this program. No employee shall receive compensation of any kind for leave donated. 

2. Share leave committee
2.1 The share leave committee will be responsible for administering the share leave program in accordance with this policy. 

2.2 The share leave committee will consist of five or more representatives from the Department that are selected by their Appointing Authorities to serve for a three year term. Office of Human Resources (OHR) will contact the applicable Appointing Authority when a committee member’s term expires. A representative of OHR will serve as a non-voting member of the committee. 

2.3 The committee will determine the amount of leave that eligible recipients will receive. 

2.4 The committee shall keep all applicants’ identities confidential. 

2.5 The committee will be responsible for interpreting and clarifying the program. The committee will recommend policy changes to the Chief of OHR. 
3. Donations 
3.1 Donations cannot be completed through the electronic time accounting system. Eligible donators may donate to the pool by completing a paper timesheet and submitting it to the division timekeeper for manual entry or by sending an email to OHR that states which type of leave (annual or compensatory) and the number of hours the employee would like to donate. No supervisor signature is required on the paper timesheet in this instance. A leave request will not be required for donations to the share leave pool.
3.2 Annual leave in excess of allowable maximums on October 31st of each year, or upon termination of an employee with annual leave in excess of allowable maximums, will be credited to the share leave pool. 

4. Recipients 
4.1 Eligible recipients must have experienced a catastrophic illness or injury to be eligible for share leave or they must demonstrate that their spouse or child has experience such an illness or injury. 

4.2 Eligible recipients must be in a position of a permanent or continuing nature and have completed an initial six months of successful performance. The employee must be eligible to earn leave and have exhausted all accrued leave (sick leave, annual leave, and compensatory time) before being eligible to apply for or receive leave for the share leave pool. 

4.3 Applicants must submit completed share leave request forms (Parts A, B, and C) via mail to the Office of Human Resources, 912 Wildwood Drive, P.O. Box 570, Jefferson City, Missouri 65102-0570, by fax at (573) 526-5521, or by emailing the completed forms to the OHR representative. 
4.4 All applicants shall have equal opportunity to apply for share leave and will be treated in a non-discriminatory manner. The granting of leave from the pool to eligible recipients will be based on the medical condition of the employee or the employee’s spouse or child and the amount of leave available in the pool. 

4.5 Employees potentially eligible to receive disability benefits from the State of Missouri, who have met the 90 calendar day waiting period, but have not applied for disability benefits, are not eligible for additional share leave after the 90 calendar day period. 

4.6 Applicants will receive no more than the equivalent of 90 calendar days or 520 working hours for any one instance of eligibility, subject to hours being available in the pool. 

4.7 The employee must have exhausted all Workers’ Compensation coverage payments (if applicable) before being eligible to receive from the share leave pool. 

4.8 The employee is not required to have previously contributed to the pool in order to request to receive share leave. 
4.9 An employee receiving share leave shall continue to accrue additional leave (i.e., annual and sick leave) based upon the number of hours in pay status during the pay period. Leave accruals must be exhausted before further share leave usage occurs. 
5. Supervisors’ responsibilities
5.1 Upon becoming aware an employee no longer needs share leave (i.e., returns to work, terminates, etc.), the employee’s supervisor shall notify OHR. 
5.2 Supervisors shall ensure all leave is coded appropriately and only for the condition and period of time for which the employee has been approved for share leave. 
6. Office of Human Resources (OHR) responsibilities
6.1 OHR will ensure the employee has completed an initial six months of successful performance and is in a position of permanent or continuing nature. 

6.2 OHR will notify applicants of approval or disapproval of share leave after the committee has made its decision. Appropriate management staff will also be notified via copy of the employee’s letter. 
6.3 OHR will prepare an annual report for all Department employees. 

7. Appeal process
7.1
Employees who disagree with the decision made by the share leave committee may present a written appeal to the Chief of OHR within 30 days of the denial. The Chief of OHR designee will review the appeal and will then issue a written response to the employee within 30 days of receiving the written appeal. 
7.2
The Department will recover share leave payments made to an employee if it has been determined those benefits were received fraudulently. Employees may also be subject to disciplinary action up to and including dismissal. 
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