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DONATING 
Leave to the Uniformed Service Shared Leave Pool (USSLP) 

Eligibility to Donate Leave to the USSLP

An employee may donate vacation leave, sick leave, or all or part of a personal holiday to the USSLP if the donating employee’s employer approves the employee’s request to donate leave and:   

· Vacation leave: The donation will not cause the donor’s vacation leave balance to fall below 
80 hours after the transfer. For part-time employees, requirements for vacation leave balances are prorated. 

· Sick leave: The donation will not cause the donor’s sick leave balance to fall below 176 hours after the transfer. 

· Personal holiday: The donating employee's employer approves the employee's request to donate all or part of their personal holiday to the USSLP.
Other Important Information Regarding Leave Donations   

· Participation in the USSLP, must at all times, be voluntary on the part of the donating and receiving employee.

· Donations shall only be allowed to the USSLP and not to an individual.  Employees who would like to donate to an individual will need to utilize their agency / institution’s shared leave program.  

· Employees who donate leave to the USSLP may not rescind their donation later.

Leave Donation Process 

1.  Employee 

· Request to donate leave to the USSLP following their agency / institution 
procedure / process.  
2.  Agency/ Institution Designated Shared Leave Staff 

· Approve or deny the employee’s request to donate leave ensuring compliance with applicable WACs, RCWs and agency / institution policies and procedures. 

· If approved, deduct the leave from the employee’s leave balances(s) in HRMS or institution personnel / payroll system and convert employee’s leave to dollars and forward payment to the USSLP following the USSLP Accounting Procedures. 
3.  Military Department Payroll Staff
· Document the donation in the USSLP account as outlined in the USSLP Accounting Procedures.  
