


Kenai Peninsula Borough School District
SICK LEAVE DONATION APPLICATION
EXEMPT EMPLOYEES ONLY

Exempt employees may be allowed to donate sick leave to and receive donations of sick leave from other exempt employees subject to the following conditions:

1).	Leave will be donated in full hour increments only.
2).	Donated leave may not be used until the recipient has exhausted all accrued personal, sick leave and, if applicable, sick leave bank appropriations.
3).	The recipient may not receive more than 20 donated days of sick leave during the during the life of the current MOU.  The days will be pro-rated based upon the recipient’s FTE.
4).	Donations cannot be withdrawn, modified or otherwise returned to the donor’s leave account.
5).	Any unused donated leave by a recipient shall be forwarded to the sick leave bank.
6).	Coercion to donate sick leave is prohibited.

TO BE COMPLETED BY THE DONOR:

	Donor’s Name:
	[bookmark: _GoBack]     
	Address:
	     

	Donor’s ID#:
	     
	
	

	Location:
	[bookmark: Text6]     
	Home Phone:
	[bookmark: Text10]     

	Assignment:
	[bookmark: Text5]     
	Work Phone:
	[bookmark: Text11]     

	FTE:
	[bookmark: Text3]     
	
	




	Sick Leave Donated To: 
(Name)
	[bookmark: Text1]     
	Total Sick Leave Hours Donated:
(Full hour increments -160 hour max.)
	[bookmark: Text2]     



I, the sick leave donor, understand and agree to all terms and restrictions as described above:

	Donor’s Signature:
	
	Date:
	

	
	
	
	



	The above request is:
	Approved:
	
	Denied:  
	
	
	Total Hours Approved:
	

	Reason if denied:
	

	

	

	Director, Human Resources Signature
	Date:


Instructions for leave donation:
1) Donating employee completes Sick Leave Donation Application and forwards it to Human Resources.
2) Form is due to Human Resources by the 10th of the month for processing in that month’s payroll.
3) Leave donations and accruals can be verified through the Employee Portal.
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