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Circumstances arise when an employee exhausts all sick leave, annual leave and earned compensatory time due to catastrophic personal illness or injury but still have a need to use sick leave.  The department has adopted the ShareLeave mechanism to provide an opportunity for employees to donate unused annual leave and compensatory time to a pool available from which employees can request additional sick leave.

REFERENCES

ShareLeave 1 CSR 20-5.025

Leaves of Absence 1 CSR 20-5.020

Related DNR policies


Leave with Pay 5.01


Leave without Pay 5.02


Family and Medical Leave Act 5.03

DEFINITIONS

Catastrophic: An illness or injury that is life threatening, terminal or likely to result in substantial permanent disability.

Division: One of the functioning agencies within the department, including:

· Office of the Director (including the Division of Administrative Support, Soil and Water Conservation Program, Water Resources Center and Energy Center)

· Division of Environmental Quality

· Division of Geology and Land Survey

· Division of State Parks

· Field Services Division

Pool: A single department-wide pool that receives voluntary contributions of annual leave or compensatory time from employees.

ShareLeave Committee: The department-wide committee that is responsible for the review and approval of requests for ShareLeave.

GENERAL PROVISIONS

ShareLeave may be requested for an employee or for an employee’s spouse, children, members of the employee’s household or other relatives, who have experienced a catastrophic injury or illness requiring the employee’s personal care and attention.

An employee may not intimidate, threaten or coerce any other employee with respect to donating or receiving donated benefits under this program.

Staff serving on the ShareLeave committee will keep all information involved confidential.

An employee may donate to the ShareLeave pool with the following conditions:

· The employee receives paid leave benefits and has completed his/her original probationary period.

· Annual leave and earned compensatory time may be donated to the pool.

· Contributions may be made in as small as quarter-hour increments.

· Contributions may not be designated for a specific employee.

· The employee donating leave must maintain a minimum leave balance of 80 hours combined annual leave and earned compensatory time.

· Contributions made cannot be returned to the employee.

Employees donate to the pool by notifying the Human Resources Program of the amount of time and type of leave (annual or compensatory) to be donated.

An employee may request time from the ShareLeave pool with the following conditions:

· The employee receives paid leave benefits, has successfully completed his/her original probationary period or at least six months of successful performance.

· The employee, his/her spouse or children, members of the employee's household or other relatives, have experienced a catastrophic injury or illness.  The employee’s spouse or children, members of the employee's household or other relatives must require the employee’s personal care and attention.  

· The catastrophic injury or illness does not have to be job related.

· The employee must have exhausted all of his/her accrued leave time (sick leave, annual leave and earned compensatory time) and all workers' compensation indemnity payments if applicable.

· Employees eligible to receive disability benefits from the state of Missouri are not eligible for ShareLeave.

· An employee requesting ShareLeave does not have to previously contributed to the ShareLeave pool.  

· An employee using ShareLeave is not required to pay back any leave received unless the employee receives state disability benefits that coincides with the time awarded from the ShareLeave pool.  The department may seek repayment of the monetary value of the ShareLeave in this situation.

· The maximum period of time an employee may receive ShareLeave is the equivalent of four (4) months’ regular salary per incidence. 
ShareLeave Committee

The committee is comprised of one member from each division in the department and a member appointed by the department director serving staggered one-year appointments.  Review and approval or denial of ShareLeave requests is by the committee.  The Human Resources Program provides a liaison to the committee, support and may provide facilitation.

Confidentiality

It is essential that members of the ShareLeave Committee maintain confidentiality concerning matters that can be identified with individual employees, medical information, or other matters that have been designated as confidential.  Each member will sign a Statement of Confidentiality upon appointment to the ShareLeave Committee.
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