(Shared Leave: Opportunity to Donate Template (campus only)

Subject: Opportunity to Donate Shared Leave to EMPLOYEE NAME

Dear Colleagues,

There is an opportunity to donate leave to EMPLOYEE FULL NAME, a co-worker in DEPARTMENT NAME.  EMPLOYEE FIRST NAME is about to exhaust their own leave balances as they take leave from work due to their own serious health condition/family member’s serious health condition.  

OR

There is an opportunity to donate leave to EMPLOYEE FULL NAME, a co-worker in DEPARTMENT NAME.  EMPLOYEE FIRST NAME is welcoming a new child.  You can assist by donating time off hours for their parental leave.  

Employees may donate vacation time off, sick time off, and/or their Personal Holiday.  The minimum donation is 4 hours and the following limitations apply when donating:

· To donate vacation time off, a balance of at least 10 days (prorated for part-time) of vacation time off must remain in your balance.
· To donate sick time off, a balance of at least 176 hours of sick leave must remain in your balance.

Classified employees may not donate any vacation time off hours accrued in excess of the 280-hour maximum if they would otherwise not have had sufficient time to use the hours before their next anniversary date.  Employees leaving the University may not donate more hours than they could have used from the date they start the donation process in Workday.

To donate your shared leave in Workday, see the Leave of Absence – Donate Shared Leave – Campus Staff User Guide.   
Important: Please ensure that you are indicating the following information in the comments section of the request:
· EID of the recipient: EMPLOYEE EID
· Name of the recipient: EMPLOYEE FULL NAME
· Department: EMPLOYEES DEPARTMENT
· If this information is not included, your donation request will be sent back.
For further information on the donation process, contact hrleaves@uw.edu or HR PARTNER FULL NAME.

Thank you for any help you can lend!
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