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Procedures for Leave Donation Program

Upon receipt of the Office of Administration’s approval for leave donation, agencies should notify all employees within the recipient’s agency that donations are being accepted. As donations are received, date and time stamp each Request to Donate Leave form so that donations can be applied in the order in which they are received. SPF Absence Coordinators/Time Advisors should use the following steps to properly decrease donors’ absence quotas and increase recipients’ absence quotas.

IMPORTANT: Do NOT begin this process near a pay processing date. All of the steps must be completed prior to pay processing; an incomplete process may result in pay errors.

Donor Procedures:
1. Using the current date, decrease annual and/or personal quota* via PA61, Infotype 2013 – Quota Correction. Enter the number of hours donated in the “Quota number” field, select the “Reduce generated entitlement” radio button and select “Transfer collected entitlement immediately” from the Change transfer time dropdown box. Note: Donations must be made in full-day increments, based on the donor’s hours in one standard day, between one and five days. Use the Edit > Maintain Text feature (F9) to note leave donation as the reason for the adjustment. Do NOT include any details about the recipient (example: reduced anticipated and actual annual absence quota by 7.5 hours per Request to Donate Leave form dated 7/29/2009. 

* Quota Types: Decrease both anticipated and actual absence quotas, subtypes 10 and 11 (or 11 only for non-perm employees) for annual absence quota, and 30 and 31 for personal absence quota. However, if the donor has a quota extension, which has not yet expired, do not adjust the anticipated absence quota (10 and/or 30). Instead, adjust the actual and the extension absence quotas (11 and 12 and/or 31 and 32).

2. If the donation was deducted from the donor’s absence quota but was not used by the recipient (reference step #8 under Recipient Procedures for reasons for returning donations), return the unused absence quota (in one to five full-day increments based on the donor’s hours in one standard day) to each donor in inverse order (the donor of the last form received should be the first to receive returned quota). If a partial day of unused donated quota remains, return remaining quota in inverse order of donation. Hours returned via quota corrections must zero out the leave donations. Use the Minute to Decimal Conversion chart in the Absence Program Manual to ensure quota is in minute increments.  

3. Using the date when the absence quota was first reduced, increase annual and/or personal absence quota via PA61, Infotype 2013 – Quota Correction. Increase both anticipated and actual absence quotas (see Quota Types in #1 above); enter the number of donated hours being returned in the “Quota number” field; select the “Increase generated entitlement” radio button; and select “Transfer collected entitlement immediately”. Use the Edit > Maintain Text feature (F9) to note return of a leave donation as the reason for the adjustment. Do NOT include any details about the recipient (example: leave donation being returned). Do not delete or change the original entry. Note: Extensions will be generated upon return of unused quota as appropriate. Annual and personal absences taken during the extension period should be resaved if they are not properly deducted from the extension quota.
 

Recipient Procedures:

1. Delete all unpaid absences related to the condition beyond the 20-day waiting period via PA61, IT2001. For agencies that enter absences through CATS, delete the absence from CAT2 instead of IT2001. If a long term LWOP action was entered, the action and all associated infotypes must also be deleted (IT0000, IT0001, IT2003, IT0014). Please contact the HR Service Center at 877.242.6007 to have the line of history on IT0008 associated with the action deleted. 

2. Request time evaluation to be run (ra-oatimeeval@state.pa.us), or wait until after time evaluation has run. Note: When a recipient is approved for leave donation and the recipient is expected to be absent on a long-term basis, it is recommended to delay the entry of the long-term LWOP action unless a request to donate absence has not been received within a month from the last donation. 

3. If the recipient has a negative anticipated sick absence quota, subtype 20, complete this step. Otherwise, proceed to step #4. 
a. Using the first date the employee is eligible to receive donations, increase anticipated sick absence quota (20) by the number of hours that will make the absence quota equal zero, select the “Increase generated entitlement” radio button and select “Transfer collected entitlement immediately.” Use the Edit > Maintain Text feature (F9) to note that this is a temporary adjustment to accommodate a leave donation (example: Temporary adjustment to facilitate leave donation – to be deleted).

b. Create a task or tickle date to delete the above temporary absence quota correction on the date that the donated leave will end or the end of the leave calendar year. Note: If the employee returns to work or separates before donated leave is used or before the beginning of the next leave calendar year, delete the adjustment the day the employee returns to work or day before separation. 

c. Request time evaluation to be run, or wait until time evaluation has run overnight.

4. Increase sick absence quota by the total number of hours received via PA61, Infotype 2013 – Quota Correction using the first day donations* are eligible to be received. Adjust both anticipated and actual sick absence quotas (20 and 21), enter the number of hours donated, select the “Increase generated entitlement” radio button and select “Transfer collected entitlement immediately.” Use the Edit > Maintain Text feature (F9) to note that the reason for the adjustment was for a leave donation. Do NOT include any details about the reason for the donation (example: Received 50 days of donated absence quota on 5/5/09 – increased sick absence quota (20 & 21) by 375 (or 400) hours). Request time evaluation to be run, or wait until time evaluation has run overnight.

* Only increase sick absence quota by the amount of hours needed. For example, recipient who works 7.5 hours in a day was approved to receive up to 30 days (225 hours) of donated leave. Since the recipient only needed 225 hours and a total of 227.5 hours were donated by 7.5 and 8 hourly employees, the last donor will only donate a total of 5 hours. 

Please note that if an 8.0 hour employee donates to a 7.5 hour employee, the 7.5 hour employee should receive 8.0 hours; not 7.5.  If a 7.5 hour employee donates to an 8.0 hour employee, the 8.0 hour employee should receive 7.5 hours; not 8.0 hours. In other words, the amount that is being donated/removed from the donor’s quota is the amount that should be added to the recipient’s quota. 

5. Create a task, “Misc-need to remove unused donated leave?” in the SPF Tracking system to remove unused donated quota at the end of the leave calendar year, if appropriate. 
6. Enter the paid absences using the appropriate SPF donated absence type (YZD for Employee and YZDF for Family Member) resulting from the donated leave via PA61, Infotype 2001.

7. After donated leave is exhausted and if a long-term absence will resume, enter the unpaid absence via PA61, Infotype 2001 and PA40 effective the first FULL day of leave without pay after all donated leave is exhausted. Note: If recipient is on a long-term LWOP absence at the end of the leave calendar year, recipient cannot be returned to a paid status in order to anticipate absence quota for the purpose of qualifying for a leave donation in the following leave calendar year. If the absence is short-term, enter the unpaid absence via PA61, Infotype 2001. 

8. Donated leave must be removed if it is not used due to one of the following reasons: 

· Employee is released for full-time work

· Family member’s condition no longer requires the employee’s absence 

· Leave calendar year ends, if appropriate

· Employee or family member dies

· Employee separates from commonwealth employment

Reduce the absence quota using the date the employee is no longer eligible to use donated leave. Decrease both absence quotas (20 and 21), enter the hours not used in the “Quota number” field, select the “Reduce generated entitlement” radio button and select “Transfer collected entitlement immediately” from the Change transfer time dropdown box. Use the Edit > Maintain Text feature (F9) to note that the reason for the adjustment was for the return of a leave donation. DO NOT include any details about the reason for the donation (example: Removing donated leave; no longer qualifies/requires donated leave). Do not delete or change the original entry.

If you have policy questions, please contact Nicole Shoop at ra-benhelp@state.pa.us or 717.787.9872.

Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the time category. You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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