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Purpose
The Medical Leave Assistance Program is a means by which a plan member may donate accrued
sick leave to a pool or directly to another plan member who is unable to work for an extended
period of time. This plan encourages prudent use of accrued leave, but provides access and
direct assistance to members with extraordinary medical issues (see life-threatening or
emergency medical condition definition below). It can also provide a limited bridge between
accrued leave and the University’s short- or long-term disability plan.

Policy
It is the policy of Augusta State University to provide a means for University employees to
voluntary contribute sick leave to a leave pool to be used by fellow employees who have
exhausted all leave, and because of a medical emergency are in need of additional sick leave.

Definitions
Employee: Any employee of the University who earns or accrues sick leave as a benefit of
his/her employment by the University.

Plan member: Any benefitted employee, who voluntarily applies for membership to the
Medical Leave Assistance Program, meets the terms and conditions for membership and
contributes the required sick leave.

Leave donor: An employee making a voluntary written request to transfer sick leave to an
account of a leave recipient.

Leave recipient: A current benefitted employee who has completed his/her employment
provisional period and for whom Human Resources has approved an application to receive leave
from the sick leave accounts of one or more leave donors.

Caregiver for an Immediate Family Member: Those individuals who live in the same household
as the employee and are related by kinship, adoption, or marriage; or are foster children; and an
employee’s minor child regardless of whether the child lives in the same household. If notin
the same household, an immediate family member is strictly limited to the employee’s spouse,
child or parent. The employee may be eligible for a leave grant when he/she has caregiver
responsibilities for an immediate family who has a severe, extraordinary, or life-threatening
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illness or injury, and the employee has used or is about to use all of the employee’s eligible
annual and sick leave.

Life-threatening or emergency medical / mental condition: A health condition involving a
serious, extreme, or life-threatening iliness, impairment, or condition that is likely to require an
employee’s absence from duty for a period of time longer than the amount of sick and annual
leave available to the employee, and the health condition is such that it is not medically
appropriate for the employee to delay the absence in order to accrue additional sick or annual
leave prior to the absence. The medical condition requires on-going treatment and supervision
by a health care provider.

Some examples of such conditions include: advanced or rapidly growing cancers, acute life-
threatening illnesses, chronic life-threatening conditions in need of immediate care, life-
threatening infections, severe injuries arising from automobile or other serious accidents, and
severe or life-threatening conditions involving failure of bodily organs or intermittent, as in
periodic absences for chemotherapy or other procedures.

Membership
e To be eligible for membership to the Medical Leave Assistance Program, an employee
must hold a “benefit eligible” position and accrue paid sick leave.
e Employees making the required sick leave donation to the Bank become “members.”
e Only members may apply for leave grants from the Medical Leave Assistance Program.

Enrollment

e At least forty-five (45) initial members are required to implement this program.

e Membership to the Medical Leave Assistance Program will be offered twice a year
during the months of October and May.

e Only program members can donate and apply for leave from the Medical Leave
Assistance Program.

e To become a program member, an employee must contribute a minimum of two (2)
days or sixteen (16) hours of sick leave.

e Members must retain at least one-hundred and sixty (160) hours of combined sick and
annual leave after any donation.

Required Donation from Members

e All donated leave must be given voluntarily.

e Members will initially donate two (2) days or sixteen (16) hours of sick leave by
completing a Medical Leave Assistance Program Membership Form.

e An additional contribution of eight (8) hours per calendar year to be taken out
annually on December 31 is the minimum amount required to continue being a
member of the leave grant pool.

e A member may contribute up to a maximum of one-hundred (100) hours of sick leave
during each calendar year.

e Donated leave will be deducted from the member’s accumulated leave accrual and
transferred to the Medical Leave Assistance Program Bank by Human Resources.
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Mid-year assessments of up to one additional day may be transferred from member’s
sick and/or annual leave accrual if the Bank reserve falls below 40 total days or 320
hours. Members will be notified if such deductions are necessary.

The automatic charge to replenish the pool may occur only one time per calendar
year. Should the pool be depleted a second time in a given calendar year, no further
requests for Sick Leave will be accepted.

Leave requests will be honored in the order in which they were placed when the pool
is replenished, unless it is a person-to-person donation.

Leave donations to the Bank are non-refundable and non-transferable.

A member may withdraw from Bank participation during the months of October and
May. Membership withdrawal shall result in forfeiture of all hours previously
contributed.

Person-to-Person Donation

Any participating plan member may donate additional hours (above the amount
required to be a member in good standing) directly to another plan member employee
who is requesting Medical Leave Assistance and has completed the application process.
The same conditions and qualifications must be met and approved by the Medical Leave
Assistance Program Committee.

The Health Insurance Portability and Accountability Act requires personal health
information to remain confidential. If a leave recipient makes it known to other
employees that he/she is in need of leave, the requestor should alert the Committee of
such. The person-to-person donation process would supersede the request of Bank
hours. If the requestor does not receive sufficient hours from the person-to-person
process, remaining hours may be granted from the Bank.

The same restrictions, minimum balances, application process, etc., apply when an
employee donates directly to an identified employee in need of leave.

Voluntary Donation from Terminating Employees

Upon termination of employment from Augusta State University, a member may
contribute a maximum of 80 hours from their unused sick leave to the Medical Leave
Assistance Program Bank. This donation can be done anytime throughout the year and
not only during the months of May and November.

Routine Childbirth

A member with less than 4 weeks of accumulated sick and annual leave accrued at the
time of birth may request up to fifteen (15) days of paid leave immediately following the
birth of the child. Accumulated sick and annual leave must be used first before shared
leave will be authorized. An employee may request leave before exhausting all of their
own personal leave.

Procedure for requesting leave

Members must complete the required Medical Leave Assistance Program application
form.
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The member’s medical care provider must complete the Medical Leave Assistance
Program Physician’s Confirmation of Qualifying Medical /Mental Health Condition form
(LINK) and return the form to the Medical Leave Assistance Program Committee.

In the event a member is physically or mentally unable to make a request to the Medical

Leave Assistance Program Committee for use of the Leave Bank, a family member or
agent may file the request.

The Medical Leave Assistance Program Committee will review all applications within ten
(10) days of receipt.

Donors and recipients must complete all required forms.

Department heads may be asked for input before the Medical Leave Assistance Program
Committee makes their decision.

The Medical Leave Assistance Program Committee will consider the member’s overall
attendance and job performance records, if applicable.

A donor may designate the recipient of their days donated above the requirements for
membership. See person-to-person donation section above.

Leave taken under this policy must qualify under the Family and Medical Leave Act and
must be taken concurrently with leave under FMLA. (FMLA POLICY LINK)

Recipient Benefits

Repayment

Restrictions

Employees granted Medical Leave Assistance from the Leave Bank reserve will continue
to accrue sick and annual leave if applicable.
Recipients will be paid at their current rate of pay while on Medical Leave Assistance.

Members utilizing sick leave hours from the Medical Leave Assistance bank will not have
to replace these hours, except as a regular contributing member to the bank.

A member may not receive Medical Leave Assistance until they have exhausted all
personal accumulated sick and annual leave, and any applicable compensatory time.
Medical Leave Assistance granted from the Bank shall not be for more than twenty (20)
consecutive workdays or 160 work hours for which the applicant would have otherwise
lost pay.

A member may submit a request for an extension of his/her leave grant before or after
their prior grant expires.

Sixty (60) days is the maximum number of days any member may receive in any twelve
(12) month period.

The maximum number of leave days any participant may receive during the life of their
employment is 180 days.

Leave may be granted only for absences that will occur in the future, not for absences
that occurred prior to the review of the Medical Leave Assistance Program Committee.
If the Leave Bank falls below 320 hours, the recipient will be granted no more that 20%
of the available hours. Exceptions will be made for person-to-person requests.
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If no days are available in the Leave Bank, grants will not be awarded.

Employees who become eligible for other paid benefits will be considered ineligible for
Medical Leave Assistance Program. For example, but not limited to: Workers’
Compensation, short or long term disability, disability retirement benefits.

Medical Leave Assistance Committee

A five-member Medical Leave Assistance Program Committee will be appointed by the
President and chaired by the Leave Administrator in Human Resources.
The committee will be comprised of the following:

0 Staff Council Representative

O Faculty Senate Representative

0 Three (3) at-large members
Each member will serve on the committee for at least five (5) years for continuity and
historical reasons.
The committee will monitor the program; make policy recommendations; review and
rule on employee applications for Medical Leave Assistance Program grants.
Committee members shall take action with ten (10) days of receiving a request.
Committee members will consider medical documentation, the employee’s attendance
and performance record.
A quorum of three members is required to meet and act upon a request for medical
leave assistance.
All forms and records pertaining to the Medical Leave Assistance Program and actions
by the Committee will be maintained in confidential files in the Human Resources
Department.
The decision of the Committee is final and not grievable.
The Committee will follow all HIPAA laws and regulations.
The identity of donors and recipients will be kept confidential, except as required to
administer the policy and for any required legal action.
When a recipient returns to work, the medical condition ends, or employment
terminates, Medical Leave Assistance leave remaining in the recipient’s balance will be
restored to the Medical Leave Assistance Leave Bank.
When a member’s employment is terminated, Bank leave will not be included in any
lump-sum payment for payout or be useable for TRS service time.

Loss of Benefits

A member will lose their right to plan benefits if they:
v Resign or terminate employment
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Cancel plan membership

Are on an approved leave of absence in a non-pay status for reasons other than
illness, injury or disability

Engage in activities or work deemed to be inconsistent with their medical
certification while receiving Medical Leave Assistance

Misrepresent their medical condition or disability

Retire

Fail to make an annual contribution.
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