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25.40.10.a  General guidelines

| Perursuant to RCW 41.04.650 through 670RCW 41.04.670, the state’s shared leave program allows a state
employee to come to the aid of another state employee who is likely to take leave without pay or terminate
| his or her employment. beeause:
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https://app.leg.wa.gov/rcw/default.aspx?cite=41.04

When taken, this leave is classified as Shared Leave and tracked separately over the state career of the
recipient employee (donee).

| WAC 357-31-380 through 455WAC 357-31-455, or collective bargaining agreements (CBAs), establishes
the definition and eligibility requirements for the state leave sharing program.

Within these rules, the head of each agency determines the agency’s level of participation in the program.

The agency head may not prevent an employee from using shared leave intermittently or on
nonconsecutive days so long as the leave has not been returned.

Agencies are strongly encouraged to establish policies that encompass these rules and that set internal

procedures for managing the program.

25.40.10.c Shared leave program requirements and restrictions

1. Salaries and wages

Employees on shared leave continue to receive the same salary, wage, and employee benefits that
they normally receive when using accrued leave. Refer to RCW 41.04.665(7).
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2.

3.

Shared leave requester

a. An agency shallmay require the employee requesting shared leave to submit a medical statement

supporting the request. A licensed physician (or health care practitioner) should:

» Verify the severity or extraordinary nature of the condition.
* Determine the expected duration of the condition.

The requirement for a medical statement may be waived in unusual circumstances where such a
statement may not be available, such as a pandemic emergency. In order for the requirement to be
waived, an agency must establish a policy that, at a minimum, addresses the nature of the unusual
circumstances under which a medical statement is not required; the limits, if any, imposed by the
agency on the amount of shared leave that may be granted without a medical statement; and the
agency official with authority to approve shared leave granted without a medical statement.

An agency shallmay require an employee called to service in the uniformed services who is
requesting shared leave to submit a copy of the military orders verifying the employee's required
absence.

An agency shallmay require an employee who is a victim of domestic violence, sexual assault or
stalking to submit supporting documentation. WAC 357-31-405 provides a listing of acceptable
types of documentation.

An agency shallmay require an employee volunteering his or her services to either a governmental
agency or a nonprofit organization to assist in disaster relief efforts in response to a declared
federal or state emergency or its aftermath to submit proof of acceptance of the employee's
services by the government agency or nonprofit organization.

Refer to WAC 357-31-390 and 405WAC 357-31-405, or CBAs for other acceptable uses and
associated documentation requirements.

Types and limitations on leave donations

a. Vacation leave

Employees may donate vacation leave if this does not cause their vacation leave balance to fall
below eighty hours. For part-time employees, requirements for vacation leave balances are
prorated.

Additionally, certain CBAs specify that an employee may not donate excess vacation leave (hours
in excess of 280) that the donor would not be able to take due to an approaching anniversary date.
Prior to the donation, the donor's supervisor (or equivalent) determines how much of the excess
leave the employee could use prior to the employee's anniversary date.

Because only approved usable excess leave can be donated, affected employees do not need a
second approval to receive any remaining excess donated leave back should a reversion occur.

b. Sick leave

Chapter 25 165



https://app.leg.wa.gov/WAC/default.aspx?cite=357-31-405
https://app.leg.wa.gov/WAC/default.aspx?cite=357-31-390
https://app.leg.wa.gov/WAC/default.aspx?cite=357-31-405

State Administrative and Accounting Manual

Employees may donate any amount of sick leave provided the donation does not cause their sick
leave balances to fall below 176 hours after the transfer.

Note: RCW 41.04.665 allows employees of higher education institutions who do not accrue
vacation leave but do accrue sick leave to donate sick leave. The donation cannot cause the
employee’s sick leave balance to fall below 22 days.

c. Personal holiday

An employee may donate all or part of a personal holiday. Any portion of the personal holiday that
is not used shall be returned to the donating employee, and may be used by the donor if the
returned donation occurs and is then used in the same calendar year that it was donated. For
represented employees, check CBA for returns that cross calendar years.

d. Compensatory Time

An employee may donate compensatory time in accordance with the CBA. Eligible state
employees are members of Teamsters Local Union 117 who work at the Department of
Corrections.

4. Limitations on receipt of shared leave
a. Maximum shared leave per person

An employee may not receive more than 522 days of shared leave for the entire duration of state
employment. For this purpose, eight hours shall constitute a day (RCW_49.28.010) unless
otherwise required by statute, regulations, or employment contract.

An employer may authorize leave in excess of 522 days in extraordinary circumstances for an
employee qualifying for shared leave because the employee is suffering from an illness, injury,
impairment, or physical or mental condition which is of an extraordinary or severe nature.

b. When shared leave can be used

WAC 357-31-435 and/or applicable CBAs list the accrued leave employees must deplete before
using shared leave. Refer to these resources as well as RCW 41.04.665 for further guidance.

Additionally, before using shared leave for:
* Medical purposes, parental leave, or pregnancy disability:

> The employee is required to use all of their holiday credit before using shared leave.

o The employee is not required to deplete all of their accrued vacation leave and sick
leave and can maintain up to 40 hours of each in reserve.

* Being called to service in the uniformed services:

> The employee is required to use all of their holiday credit before using shared leave.
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o The employee is not required to deplete all of their accrued vacation leave and paid
military leave and can maintain up to 40 hours of each in reserve.

* Current members of the uniformed services or veterans attending medical appointments or
treatments and spouses assisting those individuals:

o The employee is not required to deplete all of their accrued vacation leave and sick
leave and can maintain up to 40 hours each in reserve.

* A state of emergency, victim of domestic violence, sexual assault, or stalking:

o The employee is required to use all of their holiday credit before using shared leave.

o The employee is not required to deplete all of their accrued vacation leave and can
maintain up to 40 hours in reserve.

For work related illness or injury, an employee receiving industrial insurance wage replacement
benefits may not receive greater than 25 percent of his or her base salary from the receipt of shared
leave.

Note: Once an employee uses authorized shared leave, the employee shall not be required to repay
to the agency the value of the leave used.

5. Transfer of shared leave
Shared leave can transfer:

» Within a state agency and account,
* Between accounts or agencies, or
» Between agencies, educational service districts, and school districts.
Transfer of leave requires approval from the head or designee of both the donor and donee agencies,

educational service districts, or school districts. It is recommended that an agency's shared leave
policies include approval procedures and identify authorized designees.

If a shared leave account is closed and an employee later has a need to use shared leave due to the
same condition listed in the closed account, the agency head must approve a new shared leave request
for the employee.

25.40.10.d Computation of leave transferred

In transferring leave from the donor to the donee, it is the donor’s dollar value of the leave that transfers
and purchases shared leave for the donee at the donee’s salary rate.

Calculate the dollar value of donated leave using the donor’s total current salary rate times the hours
donated.

Chapter 25 167




For the donee, divide the dollar value received by the donee’s total current salary rate to determine the
leave hours to record.

| Definition of Formula Elements for Calculating Shared Leave:

| Regular salary rate = Current hourly rate OR Monthly rate ~ 174 (or monthly hours)

*Fringe benefits rate = 48% x Regular salary rate

' Total salary rate = Regular salary rate + Fringe benefits rate

' *Formula for deriving the fringe benefit rate is in Subsection 25.40.10.j.

' Donor Formula for Shared Leave Transfer Calculation:

| Dollar value of donated leave = Donated leave hours x Donor's total salary rate

| Reduce the donor's leave balance by the number of hours donated

Donee Formula for Shared Leave Received:
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Shared leave hours credited to donee = Dollar value of donated leave received ~ Donees' total salary

rate

| Record the donee's shared leave balance for the calculated share leave hours received.

25.40.10.g

Unused shared leave

1. The value of any leave transferred under this section which remains unused shall be returned at its
original value to the employee or employees who transferred the leave when the agency head finds
that the leave is no longer needed or will not be needed at a future time in connection with the illness
or injury for which the leave was transferred or for any other qualifying condition. Unused shared
leave may not be returned until one of the following occurs:

The agency head receives from the affected employee a statement from the employee's doctor
verifying that the illness or injury is resolved.

The employee is released to full-time employment, has not received additional medical
treatment for his or her current condition or any other qualifying condition for at least six
months, and the employee’s doctor has declined, in writing, the employee’s request for a
statement indicating the employee’s condition has been resolved.

2. Upon reversion, the donee agency completes the following steps:

Determine the donee’s shared leave hours remaining.

Calculate the dollar value using the donee’s original total salary rate and return the dollars to
the appropriate donor agency or account (if applicable). Refer to RCW 41.04.665(9). Any
reversion must use the same total salary rate basis that was used to provide the shared leave
hours to the donee. Otherwise, the dollar value per reverted hour returned to the donor agency
or account will be more or less than received, depending on how a donee’s current total salary
rate may have changed. Refer to Subsection 85.34.20 for accounting entries, including the
entries to return shared leave value within an account.

Reduce the donee’s shared leave balance to zero. Also, restore the donor’s applicable reverted
leave hours if in the same agency.
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| Formula for calculating the return of share leave to the donor:

Dollar value of reverting shared leave to donor agency and/or account = Shared leave hours
remaining x donee's original total salary rate

Reduce the donee's available shared leave balance to zero and prepare transfer of the remaining
dollar value of the leave back to the donor agency and/or account.

3. Upon reversion, the donor agency completes the following steps:

* Receive the returned cash from another agency and/or account. If the donor was within the

same agency and same account, then receive the dollar value only. Refer to Subsection
85.34.20.

» Calculate the number of hours to restore to the donor using the donor’s current total salary rate.
In order to reflect the current cost of re-establishing leave hours, the donor's current salary rate
is used.

» Restore the calculated leave hours to the donor.

| Formula for converting the dollar value of returned leave to one donor:

Converting the dollar value of returned shared leave into donor hours =
Dollar value of returned shared leave =~ Donor's current total salary rate

| Record the calculated hours returned to the donor's leave balance.

4. Calculating reverting shared leave hours from multiple donors
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Where more than one employee donated leave to an individual, calculate reverting leave on a
prorated basis using either the shared leave hours provided or dollars received by the donee. The
following example uses dollars received.

This is a three-step process.

| Shared leave dollars received from Emplovee 1 + Total dollar value of shared leave received

| Step 2: Calculate the dollar value of shared leave reverting back to the donor:

o

Dollar value of shared leave reverting back to donors =
% calculated x Shared leave hours remaining x Donee's original total salary rate

| Step 3: Calculate leave hours returned to the donor:

Dollar value of reverting shared leave from Step 2 =~ Donor's current total salary rate

| Converting the dollar value of returned shared leave into donor hours =

Note: A special reversion situation occurs when a donee depletes the initial shared leave hours received,
and then receives additional donations. In this case, should there be a reversion of the additional leave
received, do not include in the reversion proration the donor(s) and the hours of the initial donation. In
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effect, batches of donated shared leave are used on a first-in, first-out basis and reversion is limited to the
remaining batch. Each batch (pool) is considered closed at the time its available shared leave balance
reaches zero.

To comply with the cost containment provisions of RCW 41.04.670(3), accounting batches may be
restricted to record only the amount of shared leave actually needed by donees on a payroll period by
payroll period basis from a list of potential donors maintained on a first-in, first-out basis.

Agencies should communicate to potential donors the agency's shared leave policy in regard to how
shared leave donations will be applied.
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25.40.10.j Formula for fringe benefit rate

Formula for Deriving the Fringe Benefit Rate:

Benefits (Object B) as a percentage of salaries and 33.00%
Wages Accrued holidays, sick leave, and vacation 14.56% **
leave Total 47.56% (Rounded to 48%)

** The additional 14.56% provides for holidays, sick leave, and vacation leave that an emplovee

could potentially earn while on shared leave. The following formula is the method OFM has
historically used to derive the percentage.

Holidays 12 days a year
Sick Leave 12 days a year
Vacation Leave 14 days a yvear
Total 38 days a year
X 8 hours per day
TOTAL 304 hours

304 - 2,088 = 14.56%
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