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DONATION OF LEAVE FORM 
Submit completed form to the Director of Human Resources 

 

Board Policy GCCAAB Shared Leave establishes a shared leave program to provide eligible full-time, active duty employees with 

an additional sick leave option in special circumstances when prolonged absences due to serious illness or temporary (non-elective) 

disability may not be served or fully-served by the sick leave bank. 

 

Eligibility Requirements to Receive Donated Leave: 

- The employee must work 30 hours or more per week and be eligible to earn sick leave benefits. 

- The employee must have exhausted all forms of leave at the time of receipt of donated leave.  If participating in the sick 

leave bank and approved for its benefits, any sick leave bank days will be exhausted prior to use of donated leave days. 

- The employee must be on approved leave due to a serious medical condition or temporary (non-elective) disability of the 

employee or his/her immediate family, and have exhausted or expected to exhaust all paid leave.  The exhaustion or 

impending exhaustion of paid leave shall result in a prolonged absence from duty that would otherwise result in a 

substantial loss of income for the employee. 

- The employee must have demonstrated reasonable and appropriate prior use of sick leave and/or annual leave. 

- The employee must provide any documentation required by the Human Resources department for verification of the 

condition(s) of the absence and evaluation of eligibility for donated leave. 

- Employees absent due to workers compensation injuries are not eligible.    

Requirements to Donate: 

- A District employee who earns sick leave and has accumulated in excess of one year’s annual sick leave is eligible to 

donate leave to an approved recipient of that leave. 

- An eligible donor employee may provide vacation or sick leave equal to the amount that can be earned in one year or up 

to 20% of the donor’s accumulated leave, whichever is greater.   

- An eligible donor employee may donate sick leave days or vacation days. 

- All donated days must be in whole day units. 

- All donations are conditional until used by the recipient.  Once used, no donation is reimbursable to the donor.      

- A donor employee may not receive compensation in any form in exchange for donated leave. 

Note:  Rehired retirees are not eligible to receive or donate leave. 

 

Condition/Reason:   ________________________________________________________________________________

  

Recipient Employee: Name:  _______________________________  Signature:  ________________________________ 

 

 Employee # (Recipient):  ______  School/Location:  ___________________________________  Date:  ____________ 

 

 Is recipient a sick leave bank participant?  (Yes/No) __________ 

 

Donor Employee:  Name:  _______________________________  Signature:  ________________________________ 

 

 Employee # (Donor):  _______  School/Location:  ____________________________  Date:_____________ 

 

 Number of Donated Days:  __________ Type of Leave Donated (Sick or Vacation):  ___________________  

 

 

Donor’s Current Leave Balance__________________  To be entered by Business Services/Payroll Department Only 

 

Approval: 

 

____________________________________   ____________________________________ 

          Human Resources Department      Superintendent/Superintendent’s Designee 


