Small Agency Template Policy
LEAVE

Policy Number:	(Policy Number)
Effective Date:	(Click here to enter a date)
Applies To:	Applies to all employees of the (Agency Name).
Sources:	State rule – 357-31 Holidays and Leave	


Approved by:	___________________________
	(Name of Agency Director), AGENCY DIRECTOR


Purpose - To define the (Agency Name) leave accrual and use processes.


Definitions
Specific information regarding definitions associated with each category of leave is included in the Q&A pages that follow this policy. 
Other definitions relating to non-represented classified employees can be found in Chapter 357-01 of the Washington Administrative Code (WAC).

Policy Statement
The (Agency Name) believes that it is beneficial to the organization to provide a culture that supports a balance between work life and personal life. To that end, the (Agency Name) will employ a responsive and fair process in regards to the approval of leave use.  
Types of Leave Available
The categories of leave below are types of leave that can be accrued by employees. Part-time employees will accrue leave at a rate proportionate to the number of hours in which they remain in pay status during the month.  
Full time employees will accrue the following:
	Leave Category
	Amount of Accrual

	Personal Holiday  
	One work shift per calendar year (as long as employment is expected to last 4 months or longer).

	Sick Leave
	8 hours per month.

	Vacation Leave 
	Starts at 8 hours per month and increases with years of continuous service. Specific rates are on the Vacation Leave Q&A page following this policy.

	Compensatory Time
(overtime eligible employees only) 
	Hours accrued at time and a half for hours worked over 40 in a work week. 



When Accrued Leave Can Be Used
Upon supervisory approval, employees may use the different types of leave (listed above) for standard purposes immediately upon accrual, except in the case of vacation leave. Employees may not use vacation leave until they have completed six months of continuous state service. Employees may not use leave that is not yet accrued.  
Other Types of Leave Available To Employees, But Not Accrued
The following are additional categories of leave that are available to employees for specific reasons, but that are not accrued. Each topic is further explained within the Q&A pages that follow this policy. 
	Type of Leave or Reason for Leave
	Additional Information

	Ten legal holidays 
	RCW 1.16.050, WAC 357-31-005, Q&A page

	Bereavement Leave
	WAC 357-31-250, Q&A page

	Military Leave
	WAC 357-31-360, RCW 38.40.060, Q&A page

	Shared Leave
	WAC 357-31-380, RCW 41.04.650-665, Q&A page

	Civil  Leave (jury duty, etc)
	WAC 357-31-320, 325, Q&A page

	Leave Without Pay
	WAC 357-31-330, Q&A page

	Suspended Operations
	WAC 357-31-260, 265, 275, Suspended Operations Policy 



Situations When Leave Must Be Approved
There are a number of reasons when supervisors and managers must grant approval for employees to use their existing leave balances and, at times, leave without pay. In most cases, there are employee eligibility requirements and limitations to the amount of leave to be granted. 
The following are reasons that the (Agency Name) will grant leave or leave without pay for a prescribed amount of time, as long as the employee meets the eligibility requirements.  
	Type of Leave or Reason for leave
	Additional Information

	Family Care Emergency
	WAC 357-31-290, Sick Leave Q&A, FMLA Policy

	Family Medical Leave/Family Care Act Leave
	Sick Leave Q&A, Shared Leave Q&A, FMLA Policy, RCW 49.78, RCW 49.12.265-295

	Inclement Weather
	WAC 357-31-255, Inclement Weather Policy

	Parental Leave
	WAC 357-31-460, Parental Leave Policy, Q&A page

	Military Leave
	WAC 357-31-360, RCW 38.40.060, Q&A page



Leave Will Be Lost If Not Used Under The Following Conditions
There are three categories of leave that an employee can lose if the leave is not used within a certain amount of time.  
1. Personal holidays must be used within the calendar year it is granted or it will be lost.  Personal holidays do not roll over into the following year if not used. Per WAC 357-31-080 if before the end of the calendar year the employee requests the use of their personal holiday in accordance with the employer's leave procedures and the employer denies the request, the employee is entitled to carry over the personal holiday to the next calendar year.
2. Vacation leave balances may not exceed 240 hours on the employee’s annual anniversary date. An employee may be at risk of losing vacation hours over 240 on their anniversary date if the leave is not used. There are exceptions that can be made to protect unused leave over 240 hours under certain circumstances. Those reasons and processes are listed within the Vacation Leave Q&A page of this policy. 

Primary roles and responsibilities for Leave within the (Agency Name). 
	Role
	Responsibilities

	Employee
	· Complete a leave request and submit it to the supervisor for approval.
· When possible, requests for leave should be completed prior to the proposed absence. 
· Requests for unscheduled sick leave should be submitted to the employee’s supervisor immediately upon the employee’s return to work from the absence (medical certification may be required). This does not alter the employee’s duty to call in an unscheduled absence at the time they are normally required to report to work.

NOTE:  State observed holidays do not require submission of leave requests. 

	Supervisor/Manager
	· Check employee’s leave balances and approve or deny the employee’s request for leave.  
· If the leave request is approved, forward the approved leave request to the agency attendance keeper.
· If the request is denied, discuss the reasons with the employee and forward the leave request to the attendance keeper for record maintenance.
· If an employee’s request is denied, and the employee is absent regardless, absent extenuating circumstances, the absence must be designated as unauthorized leave without pay and may be grounds for discipline. Contact the Department of Enterprise Services (DES) Human Resources (HR) Consultant for assistance. 

NOTE:  If the request for sick leave is associated with an employee’s (or family member’s) serious medical condition, consultation with the DES HR Consultant is required.

	DES HR Consultant
	· Consult with supervisors and managers to ensure that leave provisions outlined in federal and state laws and WACs are honored for employees.  
· Consult with employees to ensure they understand leave options available for use, depending on the circumstances.  





[bookmark: SickLeave]Sick Leave
Questions & Answers

Who accrues sick leave and at what rate?
Full-time employees accrue 8 hours of sick leave per month throughout employment with the State of Washington. Full-time employees must be in pay status for 80 or more non-overtime hours for the month to be eligible to accrue. 
Part-time employees accrue a prorated amount of sick leave that is proportionate to the number of hours in pay status per month to that required for full-time employees.
When are employees eligible to use their accrued sick leave?
Employees may use sick leave as soon as it is accrued for one of the reasons listed below.  Employees may not use leave that is not yet accrued. 
What reasons can an employee use their sick leave?
Sick leave may be used for the following reasons:
1. Personal illness or injury that incapacitates the employee from performing required duties.
2. Exposure of the employee to a contagious disease that may jeopardize the health of others.
3. Care of a minor or dependent child with a health condition that requires supervision or treatment.
4. Care of a spouse, domestic partner, parent, parent-in-law, parent of domestic partner or grandparent of the employee who has a serious health condition or emergency health condition.
5. Family care emergencies.
6. Personal health care appointments.
7. Health care appointments for family members when the presence of the employee is required (must be arranged in advance with the employee’s supervisor or manager).
8. When an employee is required to care for members of the employee’s household or relatives of the employee, employee’s spouse or domestic partner who experience an illness or injury.
Additionally, supervisors or managers may approve an amount at their discretion, for an employee’s use of accrued sick leave for the following reasons:
· Condolence or bereavement (if more than the three-day provision is necessary).
· Inclement weather that restricts an employee’s ability to report to work.
How should an employee report the intention to use sick leave that was not pre-scheduled?
Employees needing to use sick leave, should notify their immediate supervisor that they will be absent from work at least one hour prior to their scheduled work shift, when possible. 
Is medical certification required for use of sick leave?
Medical certification is not required for the standard use of sick leave, however, an employee’s supervisor or manager may require medical certification for use of sick leave on a case-by-case basis.  
Can a supervisor deny an employee use of their accrued sick leave?
A supervisor or manager may not deny an employee the use of their accrued sick leave if the leave is requested for reasons 1 - 8 listed above. However, when the leave requested is for a scheduled health care appointment, the supervisor or manager may deny the timing of the appointment based on the operational needs of the work unit.  
When considering approval of an employee’s use of sick leave for the purposes of condolence,  bereavement or inclement weather, the supervisor or manager may make the decision based solely on the operational needs of the work unit. 
May an employee use sick leave if they become ill during a scheduled vacation?
When a condition listed in reasons 1 – 8 above arises while the employee is on vacation leave, the employer may allow the employee to use accrued sick leave in place of vacation leave. The employee’s supervisor or manager may request medical certification prior to approving the substitution. 
Is there a maximum number of sick leave hours that an employee can accrue? 
There is no maximum number of hours that an employee may accrue for their sick leave balance.  
Can an employee be paid for accrued sick leave?
There is an opportunity to “cash in” sick leave in excess of 480 hours each January. Hours of sick leave beyond 480 may be converted to monetary compensation. Monetary compensation for converted hours is paid at the rate of 25% and is based on the employee's current salary. Once sick leave is cashed in, hours will be deducted from the employee’s sick leave balance.
Other reasons for which an employee may be paid for accrued sick leave are retirement or death. Upon retirement or death, an employee’s total unused sick leave balance may be paid out at the rate of 25% and is based on the employee's current salary. Depending on the agency’s vote to participate in a medical expense plan, retiring employees may have to apply sick leave cash out funds to a medical expense plan. For more information on medical expense plan provisions, refer to WAC 357-31-375 and the policy on Voluntary Employee’s Beneficiary Association (VEBA) - Medical Expense Plan (MEP). 
What happens to an employee’s sick leave balance if they leave the agency or state service?
If an employee transfers from the (Agency Name) to another state agency, their sick leave balance will transfer to the new agency.  
If the employee resigns from state government for reasons other than death or retirement the former employee’s sick leave balance is not paid out, however, the balance remains inactive for five years after the employee’s separation. If the employee returns to state service within the five years, the employee’s sick leave balance will be restored in full.  
What if an employee anticipates being out on sick leave for an extended period of time?
If an employee anticipates needing to be out of the workplace for a period beyond five consecutive days, or intermittently over the course of time, the employee should consult with the Department of Enterprise Services (DES) Human Resources (HR) Consultant. Depending on the circumstances of the absence, other leave provisions may apply that grant the employee additional rights beyond standard use of sick leave. 
What is the process to request sick leave?
Employees must complete a leave request and submit it to the supervisor for approval. 
What other terms and definitions should the employee know to understand sick leave?
Emergency Health Condition - A sudden, generally unexpected occurrence or set of circumstances related to a person’s health, which requires immediate action and is typically short-term in nature.
Family Care Emergency – Minor or dependent child care emergencies such as unexpected absence of regular care provider, unexpected closure of child's school or unexpected need to pick up child at school earlier than normal or elder care emergencies such as the unexpected absence of a regular care provider or unexpected closure of an assisted living facility. 
Parental Leave - Leave granted for the birth and care of a newborn child of the employee or for placement of a child with the employee for adoption or foster care. 
Serious Health Condition (see FMLA Policy for a detailed definition) - An illness, injury, impairment or physical or mental condition that involves one of the following:
· Hospital care. 
· Absence plus treatment. 
· Pregnancy. 
· Chronic conditions requiring treatments. 
· Permanent or long-term conditions requiring supervision. 
· Multiple treatments (non-chronic conditions). 
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[bookmark: _GoBack]Vacation Leave
Questions and Answers

Who accrues vacation leave and at what rate?
Part-time employees accrue a prorated amount of vacation leave that is proportionate to the number of hours in pay status per month to that required for full-time employees.
Full-time employees must remain in pay status for 80 or more non-overtime hours for the month to be eligible to accrue vacation leave for that month. Full-time employees will accrue vacation leave based on length of state service:
	Length of Service
	Hours Accrued

	1st year of continuous service
	8 hours per month

	2nd year of continuous service
	8 hours and 40 minutes per month

	3rd and 4th years of continuous service
	9 hours and 20 minutes per month

	5th, 6th and 7th years of total service
	10 hours per month

	8th, 9th and 10th years of total service
	10 hours and 40 minutes per month

	11th year of total service
	11 hours and 20 minutes per month

	12th year of total service
	12 hours per month

	13th year of total service
	12 hours and 40 minutes per month

	14th year of total service 
	13 hours and 20 minutes per month

	15th year of total service
	14 hours per month

	16th year of total service 
	14 hours and 40 minutes per month



NOTE:  Minor variations in accruals may occur in the 12th month of service per year. Also, please note that beginning with the 5th year “total service” is counted. This means state service prior to any breaks in service will be counted towards the length of service. Prior to the 5th year only continuous service is counted.
When are employees eligible to use accrued vacation leave?
Employees may use accrued vacation leave after completing six months of continuous state service. Employees may not use leave that is not yet accrued.
For what reasons can employees use vacation leave?
Upon supervisory approval, employees may use accrued vacation leave for any reason. May a supervisor or manager deny an employee’s request to use vacation leave?
A supervisor or manager must weigh the work unit’s operational needs when considering approval of an employee’s request for vacation leave. A supervisor or manager may deny a request for vacation leave if it interferes with the needs of the agency work unit.  
For what reasons must an employee’s supervisor or manager approve the use of vacation leave?
A supervisor or manager must approve an employee’s request for use of vacation leave for the following:
· As a result of the employee’s serious health condition.
· To care for a spouse, domestic partner, parent, parent in law, parent of domestic partner or grandparent of the employee who has a serious or emergency health condition.
· To care for a minor or dependent child with a health condition that requires treatment or supervision.
· For military family leave.
· If the employee or family member as defined by RCW 49.76 is a victim of domestic violence, sexual assault or stalking.
· For parental leave.
May an employer require a medical certification when an employee requests to use vacation leave in lieu of sick leave?
An employee’s supervisor or manager may require medical certification for use of vacation leave in lieu of sick leave on a case-by-case basis.  
May an employee use sick leave if they become ill during a scheduled vacation?
When a condition listed in reasons 1 – 8 in the Sick Leave Q&A arises while the employee is on vacation leave, the employer may allow the employee to use accrued sick leave in place of vacation leave. The employee’s supervisor or manager may request medical certification prior to approving the substitution. 
What is the process to request vacation leave?
An employee must complete a leave request and submit it to the supervisor for approval. 
Is there a maximum number of vacation leave hours that an employee can maintain? 
Vacation leave may be accumulated to a maximum of 240 hours. Employees may accumulate above 240 hours between anniversary dates as long as the excess leave is used by the employee’s anniversary date.  
Under what circumstances may employees be allowed to carry vacation hours in excess of 240 beyond their anniversary date?
If an employee's request for vacation leave is denied by the employer, and the employee is close to the maximum vacation leave (240 hours), the employer must grant an extension for each month that the employer defers the employee's request for vacation leave. The employer must maintain a statement of necessity justifying the extension.
What information should be included in a statement of necessity for excess vacation leave?
The statement of necessity should include the following: 
· Date on which the statement of necessity is authorized.
· Justification of denial for the employee’s leave request(s).
· Date upon which the employee will be able to resume leave usage.
· The employee’s total leave balance on the anniversary date.
· The employee’s accrual rate.
· The employee’s leave balance at the time of request.
What happens to an employee’s vacation leave balance if they leave the agency or state service?
If an employee transfers from the (Agency Name) to another state agency, their vacation leave balance will transfer to the new agency.  
If the employee has completed six continuous months of state service and resigns or is separated from state government, the employee is entitled to a lump sum payment of unused vacation leave. The payment is computed by using the formula published by the Office of Financial Management.  
What if an employee anticipates being out on leave for an extended period of time and plans to use vacation leave because their sick leave balance is exhausted?
If an employee anticipates needing to be out of the workplace for a period beyond five consecutive days, or intermittently over the course of time, the employee should consult with the DES HR Consultant. Depending on the circumstances of the absence, other leave provisions may apply that grant the employee additional rights beyond standard use of sick, vacation, or temporary salary reduction leave. 
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Bereavement Leave
Questions and Answers
____________________________________________________________________________
What is bereavement leave?
Bereavement leave is paid time off granted to an employee due to the death of a family member or household member.
Who is considered to be a family member or household member?
Individuals considered to be members of the family are parent, step-parent, sister, brother, parent-in-law, spouse, registered domestic partner, grandparent, grandchild, minor or dependent child, and child.
Household members are persons who reside in the same home who have reciprocal duties to and do provide financial support for one another. The term does not include persons sharing the same house when the living style is primarily that of a dormitory or commune.
How much time is granted for bereavement leave?
If an employee's family member or household member dies, the employee is entitled to three days of paid bereavement leave. An employee may request less than three days of paid bereavement leave. In addition to paid bereavement leave, supervisors and managers may approve an employee's request to use paid leave (accrued compensatory time, sick leave, vacation leave, temporary salary reduction leave or a personal holiday) or to take leave without pay for purposes of bereavement.
What is the process to request bereavement leave?
Employees must complete a leave request and submit it to their supervisor for approval. 
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Family Care Emergency
Questions and Answers

What qualifies as a family care emergency? 
WAC 357-31-290 says “The employer's leave policy must define what qualifies as a family care emergency. At a minimum, the employer's definition must include. . .” Therefore the employer could decide to identify other events (besides the two you listed below) that would qualify as a family care emergency.  
A family care emergency is an unforeseen event that may result in an employee’s tardiness or absence. Such emergencies include:
· The care of a minor or dependent child due to an unexpected absence of a regular care provider, unexpected closure of a child's school or an unexpected need to pick up a child at school earlier than normal. 
· Elder care emergencies such as the unexpected absence of a regular care provider or unexpected closure of an assisted living facility. 
What type of leave may employees use for family care emergencies?
Employees must first use accrued compensatory time or exchange time for a family care emergency. If no compensatory time or exchange time is accrued or if the absence extends beyond accrued time, the employee may use accrued vacation leave, leave without pay, personal holiday, sick leave or temporary salary reduction leave. 
In order to use any of the above leave categories, the employee must meet the eligibility requirements to use the particular leave type and must follow the process to request leave as cited in the Leave Policy. 
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Miscellaneous Leave
Questions and Answers

What types of leave fall under the category of miscellaneous leave?
Miscellaneous leave is time granted to cover a number of reasons. Supervisors or managers may request verification prior to approving the use of leave in some cases. Reasons for taking miscellaneous leave include, but are not limited to the following:
An employee must:
· Report for jury duty or serve on a jury. 
· Respond to a subpoena on the agency’s behalf.
· Respond to a subpoena for a legal proceeding unrelated to the personal or financial matters of the employee.
· Consult with the DES’s Employee Assistance Program.
· Take a state examination or participate in an interview for employment during work hours.
· Perform civil duties (e.g., fire fighting, search and rescue efforts or donating blood).
· Appear during working hours for a physical examination to determine physical fitness for military service.
Must an employer grant leave with pay for the miscellaneous reasons listed above?
An employer must grant paid leave for the reasons listed above except for the following:
An employer may grant leave with pay for an employee to perform civil duties as a volunteer including but not limited to firefighting, search and rescue efforts or donating blood.
Employees required to appear during working hours for a physical examination to determine physical fitness for military service must receive full pay for the time required to complete the examination. Employees who are not yet in the military may use paid miscellaneous leave for this purpose. Employees who are already in the military may use paid military leave for this purpose. An employee who is currently in the military may use paid miscellaneous leave for this purpose if they do not have paid military leave available.
What is the process for requesting miscellaneous leave?
Employees must complete a leave request and submit it to the supervisor for approval. While leave taken under this category is not drawn from employee leave balances, completing the process for requesting leave ensures that the agency can maintain accurate attendance records. 
Under what circumstances might a supervisor deny a request for miscellaneous leave?
Supervisors or managers may limit the number of times or hours that will be granted to an employee to participate in an interview or take an examination during scheduled work hours. In addition, supervisors or managers may deny an employee’s request to participate in an interview or take an examination based upon operational necessity. 
[bookmark: MilitaryLeave]In other cases, rather than denying a request, a supervisor or manager may require that an employee draw leave from their accrued compensatory time or exchange time, vacation leave or temporary salary reduction leave if the supervisor or manager has required verification and the employee has failed to provide the requested verification. 

Military Leave
Questions and Answers

What is military leave?
Military leave is an additional leave category granted to military employees during each year, beginning October 1 and ending the following September 30, for the purpose of reporting for active duty, to take part in training duty or to appear during working hours for a physical examination to determine physical fitness for military service.
Who is eligible to receive military leave?
Employees who serve in the following branches of the United States’ military and are called to active duty or to take part in training duty:
· Washington National Guard.
· Army.
· Navy.
· Air Force.
· Coast Guard.
· Marine Corps.
· Any organized reserve or armed forces of the United States. 
For how long may an employee use military leave?
Employees must be granted military leave with pay not to exceed 21 working days during each year. An employee may also use vacation leave, temporary salary reduction leave, compensatory time or exchange time, shared leave, and leave without pay to cover the period of active service or training beyond the 21 days. 
How should an employee request shared leave donations when they are called to service?
Information on how to request shared leave is contained within the Shared Leave Q&A page of this policy. 
What other protections are offered to military employees who are called to active duty or to active training duty?
Upon return from active duty or training duty, military employees will be reinstated to the position which they held prior to active duty without loss of seniority. During a paid military leave of absence, the employee’s benefits and leave accruals will continue uninterrupted. During a military leave of absence without pay, no adjustments will be made to the seniority date, anniversary date, unbroken service date, vacation leave accrual rate or periodic increment date. 
What is the process to request military leave?
[bookmark: BM180]Employees must complete a leave request and submit it to the supervisor for approval. The employee must consult with the DES HR Consultant to organize possible requests for shared leave or to discuss continuation of benefits should leave without pay become necessary during military leave. 
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Questions and Answers

What legal holidays are designated by statute?
The following are legal holidays, which are established by RCW 1.16.050:
1. The first day of January (New Year's Day). 
2. The third Monday of January (Martin Luther King Day). 
3. The third Monday of February (Presidents' Day). 
4. The last Monday of May (Memorial Day). 
5. The fourth day of July (Independence Day). 
6. The first Monday in September (Labor Day). 
7. The eleventh day of November (Veteran’s Day). 
8. The fourth Thursday of November (Thanksgiving Day). 
9. The day immediately following Thanksgiving Day.  
10. The twenty-fifth day of December (Christmas Day).
Which employees qualify for holiday compensation?
Full-time employees qualify for holiday compensation if they are employed before the holiday and are in pay status: 
· For at least eighty (80) non-overtime hours during the month of the holiday or for the entire work shift preceding the holiday. 
Part-time general government employees who are in pay status during the month of the holiday qualify for holiday pay on a prorated basis. 
How many hours are employees compensated for on a holiday?
When a holiday falls on an employee's scheduled work day:
· Full-time employees receive holiday pay for the number of hours they are scheduled to work on that day. 
· Part-time employees are entitled to the number of paid hours on a holiday on a prorated basis. 
What happens when a holiday falls on an employee's scheduled day off?
When a holiday falls on an employee's regularly scheduled day off, the (Agency Name) will provide the employee an in-lieu of holiday as follows:
A full-time employee who is eligible for holiday compensation, the supervisor or manager may: 
1. Designate the prior or the following work day as the holiday. 
2. Provide the employee with equivalent paid time off. 
3. Allow the employee to request an alternate work day to observe as the holiday. The employer may require that the employee request an alternate day off within the same pay period as the holiday. 
For a part-time employee who is eligible for holiday compensation, the (Agency Name) will compensate the employee on a prorated basis. 
Is there a process for employees to follow in requesting holiday time off?
No, employees do not need to submit any requests to take advantage of state holidays. 
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Leave Without Pay
Questions and Answers

What reasons may an employee request leave without pay?
Leave without pay may be requested for any of the following reasons:
· For any reason leave with pay may be granted, as long as the conditions for leave with pay are met. 
· Educational leave. 
· Leave for government service in the public interest. 
· Military leave of absence. 
· Parental leave. 
· Family care emergencies. 
· Bereavement or condolence. 
· Absence due to inclement weather. 
· Serious health condition of an eligible employee's child, spouse or domestic partner, parent or parent of domestic partner. 
· Leave taken voluntarily to reduce the effect of an employer's layoff. 
· Leave that is authorized in advance by the appointing authority as part of a plan to reasonably accommodate a person of disability. 
· Employees receiving time loss compensation. 
What are the impacts of using leave without pay?  
An employee’s anniversary and seniority dates will be adjusted for any period of leave without pay which exceeds 15 consecutive calendar days. The adjustment made will be equal to the amount of time that the employee has taken as leave without pay.
If an employee uses leave without pay for an entire work shift while serving a probationary period or trial service period, the probationary period or trial service period will be extended by one work day for each work shift of leave without pay. 
An employee’s periodic increment date will be adjusted for any period of leave without pay which exceeds fifteen (15) consecutive calendar days. The adjustment made will be equal to the amount of time that the employee has taken as leave without pay. 
Exceptions to adjustments – With the exception of the probationary period and the trial service period none of the above adjustments will be made in the following situations: 
The employee is on:
· Military leave of absence without pay. 
· Compensable work-related injury or illness leave. 
· Government service leave not to exceed two (2) years and one (1) month. 
· Educational leave, contingent upon successful completion of the coursework. 
· Voluntarily reducing the effect of an employer's layoff.
How long can an employee remain on leave without pay?
The employee’s supervisor or manager will consider operational need to determine the length of time for which to approve an employee’s leave of absence without pay. The supervisor or manager may consult with the DES HR Consultant to ensure that rights granted to employees through other Federal regulations are honored. 
What is the process to request leave without pay?
Employees must complete a leave request and submit it to the supervisor for approval. 
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Shared Leave
Questions and Answers

What is shared leave?
The purpose of the state leave sharing program is to enable state employees to come to the aid of another state employee who is likely to take leave without pay or terminate their employment because the employee:
1. Suffers from, or has a relative or household member suffering from, an illness, injury, impairment or physical or mental condition which is of an extraordinary or severe nature. The employee has depleted or will shortly deplete their compensatory time, personal holiday, accrued vacation leave, accrued temporary salary reduction leave, and accrued sick leave. 
2. Has been called to service in the uniformed services. The employee has depleted or will shortly deplete their compensatory time, personal holiday, accrued vacation leave, accrued temporary salary reduction leave, and paid military leave.
3. Is volunteering with a governmental agency or a nonprofit organization when a state of emergency has been declared within the United States. The employee has depleted or will shortly deplete their compensatory time, personal holiday, and accrued vacation leave.
4. Is a victim of domestic violence, sexual assault or stalking. The employee has depleted or will shortly deplete their compensatory time, personal holiday, and accrued vacation leave.
The employee must abide by employer rules regarding: 
· Sick leave if the employee qualifies under 1 above. 
· Military leave if the employee qualifies under 2 above. 
If the illness or injury is work-related and the employee has diligently pursued and been found to be ineligible for benefits under RCW 51.32 then the employee qualifies under 1 above. 
Is verification required to request shared leave?
For employees seeking shared leave under 1 above, the employer may require the employee to submit a medical certificate from a licensed physician or health care practitioner verifying the severe or extraordinary nature and expected duration of the condition before the employer approves or disapproves the request. 
For employees seeking shared leave under 2 above, the employer may require the employee to submit a copy of the military orders verifying the employee's required absence before the employer approves or disapproves the request.
For employees seeking shared leave under 3 above, proof of acceptance of an employee's offer to volunteer for either a governmental agency or a nonprofit organization during a declared state of emergency may be required.
For employees seeking shared leave under 4 above, the employer may require that the request be supported by documentation. See WAC 357-31-405 for acceptable forms of documentation. 

How much shared leave may an employee receive?
The employer determines the amount of leave, if any, which an employee may receive. However, an employee must not receive more than five hundred twenty-two (522) days of shared leave during total state employment. An employer may authorize leave in excess of five hundred twenty-two (522) days in extraordinary circumstances for an employee qualifying for shared leave because they are suffering from an illness, injury, impairment or physical or mental condition which is of an extraordinary or severe nature.
Non-permanent employees who are eligible to use accrued leave or personal holiday may not use shared leave beyond the expected end date of the appointment.  
How must employees who are receiving shared leave be treated during their absence?
An employee using shared leave will experience no change in pay, status, benefits or leave accrual while out on shared leave. 
Employees who must be absent (using shared leave) during their probationary period or trial service period will have their probationary period or trial service period extended by the number of calendar days they are on shared leave, unless the leave is because the employee has been called to service in the uniformed services.
What happens to donated leave that was not used by the recipient?
Any shared leave not used by the recipient during each incident or occurrence will be returned to the donor(s). Unused shared leave may not be cashed out by a recipient. 
What is the process to request donated leave?
The requesting employee must complete a Shared Leave Request Form and follow the instructions for completion on the form. If the employee is not able to complete the form personally, the agency HR representative or the DES HR Consultant may complete the form on the requesting employee’s behalf. 
Employees requesting shared leave should consult with the DES HR Consultant to coordinate the request for donations and to ensure that Family Medical Leave Act and Military Leave provisions are honored while an employee must be out on shared leave. 
How may an employee donate leave to another employee?
Donating employees must complete the Shared Leave Donor Form and follow the instructions for completion on the form. 
If a donation is being made to an employee at another state agency, the employee must receive approval from their agency director.  
What types of leave may an employee donate?
Employees may donate vacation leave, sick leave, and personal holiday. Compensatory time or exchange time are not categories of leave that may be donated. 
Is there a limit to the amount of leave an employee can donate to another employee?
There are some limits to keep in mind for employees who are considering donating leave to a fellow employee. 
· Vacation leave - An employee’s request to donate leave may not cause their vacation leave balance to fall below eighty (80) hours after the transfer. For part-time employees, requirements for vacation leave balances are prorated. 
· Sick leave - An employee’s proposed donation of sick leave may not cause the employee’s sick leave balance to fall below one hundred seventy-six (176) hours after the transfer. 
· Personal holiday - An employee may donate all or part of their personal holiday. (Any portion that is returned during the same calendar year to the donating employee, may be used by the donating employee.)
What other terms and definitions should the employee know to understand how the shared leave process works?
Employee – Any employee who is entitled to accrue sick leave or vacation leave. 
Employee’s relative – Normally must be limited to the employee’s spouse, domestic partner, child, grandchild, grandparent or parent.
Household member – Any person or persons residing in the employee’s household.
Severe or extraordinary condition – A condition that is serious, extreme or life threatening.
Service in the uniformed services - Means the performance of duty on a voluntary or involuntary basis in a uniformed service under competent authority and includes active duty, active duty for training, initial active duty for training, inactive duty training, full-time national guard duty including state-ordered active duty, and a period for which a person is absent from a position of employment for the purpose of an examination to determine the fitness of the person to perform any such duty.
Uniformed services - The armed forces, the army national guard, and the air national guard of any state, territory, commonwealth, possession or district when engaged in active duty for training, inactive duty training, full-time national guard duty or state active duty, the commissioned corps of the public health service, the coast guard, and any other category of persons designated by the President of the United States in time of war or national emergency.
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Parental Leave
Questions and Answers

What is parental leave?
Parental leave is leave granted to employees for the following reasons: 
1. The birth and care of a newborn child of the employee. 
2. Placement of a child with the employee for adoption or foster care. 
Parental leave must be taken during the first year following the child's birth or placement of the child with the employee for adoption or foster care.
Is parental leave drawn from existing leave balances?
Yes, parental leave may be a combination of vacation leave, temporary salary reduction leave, personal holiday, compensatory time, and leave of absence without pay. Sick leave may be used for reasons cited in the Sick Leave Q&A page. The combination and use of paid and unpaid leave during a parental leave is at the employee’s choice. 
Which employees qualify for parental leave?
Only permanent employees or employees who have worked for the state for at least 12 months and for at least 1,250 hours during the previous twelve-month period qualify for parental leave.
How much time may an employee request to be off work for parental leave?
Eligible employees are entitled to request up to six (6) months of parental leave.  
How much time will the AGENCY NAME approve for parental leave?
At a minimum, the agency will approve the 12 weeks for the use of parental leave. Any time beyond the 12-week provision will be subject to the employee’s supervisor’s or manager’s approval.  
Will time off for parental leave be designated under the Family and Medical Leave Act?
Employers may designate a total of 12 work weeks of accrued paid leave or leave without pay for purposes of parental leave as family and medical leave under the Family and Medical Leave Act (FMLA Policy). 
Is additional leave allowed for employees for reasons of sickness or temporary disability due to pregnancy and/or childbirth?
Yes, disability leave due to pregnancy or childbirth may be a combination of sick leave, temporary salary reduction leave, vacation leave, personal holiday, compensatory time, and leave without pay. The combination and use of paid and unpaid leave must be per the choice of the employee. Such absences due to sickness or temporary disability due to pregnancy or child- birth will be designated under FMLA but an additional 12 weeks of Family Leave under Washington’s Family Leave law will be available pursuant to the provisions of that statute – RCW 49.78. 
Will medical certification be required for absences due to sickness or disability due to pregnancy or childbirth?
The (Agency Name) may require documentation of disability or sickness due to pregnancy or childbirth. 
What is the process for employees to use in requesting parental leave?
If possible, the employee should submit a written request for parental leave 30 days prior to the child's birth or placement. Further, the employee should consult with the DES HR Consultant or the DES/SACS payroll office to ensure that the employee will not experience an interruption in benefits and that other leave provisions are honored. 
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