Voluntary Leave Transfer Program
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1. Reference.  Title 5 CFR Volume 1. Revised as of March 22, 2004.

2. Purpose. To provide guidance on procedures and requirements for the voluntary leave transfer program and process.

3. Scope. The responsibilities and procedures apply to all activities at Fort Monroe.

4. Definitions.

a. Family member means any person related by blood or affinity whose close association with the employee is the equivalent of a family relationship.

b. Leave donor means any employee who volunteers via application (OPM 630-A) to transfer annual leave to the annual leave account of a leave recipient approved by his or her own employing agency.

c. Leave recipient means any current employee approved by his or her employing agency via application (OPM 630) to receive annual leave from the annual leave accounts of one or more leave donors.

d. Medical emergency means a medical condition of an employee or a family member of such employee that is likely to require an employee’s absence from duty for a prolonged period of time and to result in substantial loss of income to the employee because of the unavailability of paid leave.

Note:  An employee with a personal emergency/hardship is not eligible for the voluntary leave transfer program. One may only become a leave recipient for a medical emergency. Supervisors/managers must ensure there is no abuse or misuse of this program.

5. Leave Recipient Responsibilities.

a. The employee or personal representative of the employee requesting leave shall complete an OPM 630, Application to Become a Leave Recipient Under the Voluntary Leave Transfer Program. This form can be found at the following link: 

http://monroefs.monroe.army.mil/cpac_netit/benefits_/leavetran_/630-1/630.pdf
(1).  When describing the reasons for leave requested, please include the nature, severity, and anticipated duration of the medical condition. Also state the approximate frequency of the condition if it is recurring.

(2).  Leave requested may include up to 30 days after the medical emergency ends. 

(3).  Leave may not exceed 90 days without a follow-up.

(4).  A date in which the medical emergency is expected to end must be annotated in block 10 of the OPM 630. 

b. Applicants should submit OPM 630 and supporting documentation to their immediate supervisor for review and recommendations.

Note: Once approved there is no guarantee that leave will be donated.

c. Leave recipients continue to earn annual and sick leave on a pro-rated basis.

d. Recipient may accumulate a maximum of 40 hours of sick, and 40 hours of annual leave (or, in the case of a part-time employee, the average number of hours of work in the employee’s weekly scheduled tour of duty).  For further clarification, please contact the Payroll Customer Service Representative (CSR).

e. Employees must notify their supervisor in writing once the medical emergency ends. Notice must include the date in which the medical emergency ended.

f. Employees have 30 calendar days after the medical emergency ends to secure additional needed donations.

6. Leave Donor Responsibilities.

a. Employees donating leave within their agency will complete the OPM 630-A, Request to Donate Annual Leave to Leave Recipient Under the Voluntary Leave Transfer Program Within the Agency. This form can be found at the following link:  http://monroefs.monroe.army.mil/cpac _netit/benefits_/leavetran_/630a-1/630a.pdf.

b.  Employees donating leave to outside of their agency will complete the OPM 630-B, Request to Donate Annual Leave to Leave Recipient Under the Voluntary Leave Transfer Program Outside of the Agency. This form can be found at the following link: http://monroefs.monroe.army.mil/cpac_netit/benefits_/leavetran_/630b-1/630b.pdf.   This form must be submitted to the local CSR and must contain the POC name, telephone, fax number at the gaining activity.

c. Limitations to leave donations.

(1).  Leave donors not in a “use or lose” status may donate up to one-half of the annual leave they would accrue in a leave year. For example, a leave donor who earns 104 hours in a leave year can donate no more that 52 hours.

(2).  Leave donors in a “use or lose” status may donate, at a maximum, the lesser of: 

(a).  One-half of the annual leave they would accrue in a leave year; or,

(b).  The number of hours remaining in the leave year (as of the date of the   transfer) for which they are scheduled to work and receive pay. Example:  Jane Doe earns 208 hours of annual leave in a leave year. One-half of that is 104 hours. The hypothetical leave year-ends 31 December. She submits a request to donate annual leave effective 7 December. Between 7 December and 31 December, she will take 40 hours of annual leave, leaving 88 hours she must work. Jane can only donate 88 hours, since it is the lesser amount.

(3).  In unusual circumstances, a leave donor may receive a waiver of the donation           limitation. Waivers are made on a case-by-case basis. Submit request for a waiver, in writing, through the CPAC to the approving official. The approving official will provide a written notice of approval to the leave donor. Examples:

      (a).  If an insufficient amount of leave has been donated to a leave recipient, a leave donor may donate over the limited amount.

      (b).  An eligible family member may donate above the allowable limit of       leave when the leave recipient chooses not to publicly elicit donations.

            (4).  Cut-offs for leave donations are usually by the end of December and will be 

published by the CPAC via email, publication on CPAC Web page and

through local newspaper, Casemate.

d. Leave Restoration  -  IAW OPM 630-B, I understand that my decision to transfer leave is not revocable.  If a sufficient balance of unused donated leave remains after the recipient’s medical emergency has terminated, I can elect to have a pro-rated share returned to me during either the current leave year or the following leave year, or I can elect to donate my pro-rated share to another leave recipient.

7. Supervisor Responsibilities.

a. The supervisor will review and if appropriate submit the request to the approving official within two days.  The supervisor should confer with the servicing Human Resources Specialist in the CPAC.

b. After receiving an approved request from the approving official, the supervisor will ensure an email showing approval is published within 5 days using the Admin POC distribution list.    

c. The supervisor monitors the status of the leave recipient during the medical emergency and maintains appropriate documentation. 

d. The supervisor provides the CPAC a copy of the leave recipient’s written request to terminate participation in the program.

8. Approving Official Responsibilities.

a. The approving official will approve or disapprove the request to receive leave within seven days of receipt. 

b. If a request is disapproved, the approving official will provide a written notification to the employee stating the reason for denial and forward a copy to the CSR.  

c. The approving official forwards the completed OPM 630 and supporting documentation to the CPAC for processing. 

9. Organization Responsibilities.

a. The organization sends an email showing approval of an employee as a leave

recipient. The article includes the name, describes the medical emergency in general terms, and provides guidance on how to donate leave. (7b)   NOTE:  This is based on the employee’s wishes as stated in Block 14 of the OPM 630. 

b. Time and Attendance Record keeping – Time and attendance records must be coded IAW Block 8 on the OPM 630:

1. Type Hour Code ~ LS (Sick Leave) Self.

2. Type Hour Code ~ LA (Annual Leave) Family Member.

10. CSR/CPAC Responsibilities.

a. CSR will counsel leave recipients or designee on the facets of the leave

 transfer program.

b. CSR will monitor the recipients leave balances.

c. CSR will notify organization to request updated medical documentation if not received IAW Para 5 a(3).

d. Recipient will be removed from the program immediately if supporting documentation isn’t received within appropriate time frames.

e. The CPAC will post the employee’s name on the CPAC web page under Leave Transfer Program.  http://tradoc.monroe.army.mil/cpac/Leave%20Recipients/leave_transfer_program.htm
