GUIDELINES FOR THE 

CENTENNIAL EDUCATION ASSOCIATION

 PERSONAL LEAVE DONATION BANK

 PURPOSE 

To establish the guidelines for the use of donated leave time by CEA bargaining unit members absent from work due to a debilitating illness or injury. 
DEFINITIONS 

Debilitating illness/injury - A leave which results from an employee suffering from a debilitating illness/injury or life-threatening disease. 

Debilitating illness/injury or life-threatening disease is defined as a physical illness or injury, as certified by a licensed physician, which has resulted/or will result in the inability of the employee to perform the essential functions of the job for more than 20 workdays on a consecutive or intermittent basis.
Personal Leave Donation Bank—Time donated to a common pool for use by eligible employees on designated debilitating illness/injury leave.

PROCEDURES

Donation rules

· On or before October 31st each year, a participating full-time member may contribute eight hours of personal leave to the Personal Leave Donation Bank. A part-time member’s donation will be equal to the number of hours worked on his/her normal scheduled workday.  The plan year will run from November 1 through October 31. 
· No direct employee-to-employee donations of time shall be permitted. 

· The names of all employees making and receiving donations of time shall remain strictly confidential. 
· All donations of time shall be final and irrevocable. 

· Participation in the program is voluntary

  Eligibility Criteria & Rules 

· Any member of the bargaining unit.

· Only contributing members are eligible for benefits from the Personal Leave Donation Bank. 
· The employee must have exhausted all forms of paid leave before receiving donations of time. 

· Eligible recipients may draw up to a maximum of 520 hours (equivalent to 13 weeks at 40 hours per week) from the Personal Leave Donation Bank. 

· If an employee is on part-time status at the time of his/her request for debilitating illness/injury leave, that employee will only be eligible to receive benefits equal to the number of hours worked on his/her normal scheduled workday. 


Example: If an employee’s normal work schedule is four (4) hours per day on the day s/he requests donated hours under the Personal Leave Donation Bank Program, s/he will be eligible to receive two-hundred and sixty (260) hours of paid leave under this program, or four (4) hours times five (5) days times thirteen (13) weeks. 
· Members on Workers Compensation who receive reimbursement of lost days through their workers compensation claim may not benefit financially from the personal leave bank by receiving more than their regular salaried amount. 

Applications & Forms 

· When a bargaining unit member has used all available paid leave days and needs donated days due to debilitating illness or injury, the following procedure will be implemented: 

· The bargaining unit member will notify the CEA Secretary of the need for donated days and submit a Personal Leave Donation Bank Leave Form and the Attending Physicians Statement to the CEA Secretary. 

· The Association Executive Council will review the Application Form and Attending Physicians Statement.

· Applications for Personal Leave Donation Bank Leave and Donation Forms will be available to members via the CEA Secretary.
· An Attending Physician's Statement Form, which must be completed by the physician treating the individual with a debilitating illness/injury, will be available from the CEA Secretary.
· The completed donation form, application form and attending physician’s statement should be returned to the CEA Secretary.
Processing 
· Approval for using the Personal Leave Donation Bank will be determined by the Association Executive Council or their designees. 

· The Association Executive Council will notify the District Human Resources Office that a member has requested and been approved for donated days. 

· Payroll will process the days as instructed by the Association. 
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