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PR-417  Employee Leave Sharing Program  

 

A.  The Employee Leave Sharing Program (ELSP) allows for employees to 
donate accrued PTO to fellow employees who are approved for medical leave 
under the Family Medical Leave Act (FMLA).    

1. Employees approved for leave under FMLA may seek limited financial 
relief through the donation of accrued PTO from fellow employees. 

2. Donation of accrued PTO may be made by all Yuma County employees 
and is based on the dollar value of the PTO donated.   

3. The ELSP shall fund eligible employees by using accrued PTO, donated 
by fellow employees. All donations shall be strictly voluntary and must 
be made directly to a specific eligible employee.    

4. The dollar ratio of donated PTO will be adjusted proportionately to the 
salaries of the donor and recipient. The Payroll office is responsible for 
making such calculations. The recipient has no obligation to repay any 
of the donated hours once they have been used. 

B.     Policy 

  
Yuma County recognizes the existence of circumstances under which time 
away from work for medical leave under the FMLA can cause strain on 
employee’s PTO balances. It is the objective of Yuma County to mitigate any 
hardships that may be associated when utilizing FMLA leave. This opportunity 
in the form of donated paid PTO is a privilege, not a right. The County has 
established the following process through which employees may donate or 
seek the use of donated hours.  

C. Eligibility  

  An employee may receive PTO donations under the ELSP if the employee, as 
defined under the FMLA, suffers from a non-job related serious health 
condition or if an employee's family member, as defined under the FMLA, 
suffers from a serious health condition which requires the employee's care, or 
qualifies under the service member or caregiver leave (as defined under 
military statutes). Employees must submit for FMLA approval before 
submitting an application to receive donated PTO. 

1.  The recipient must obtain FMLA approval for themselves or a qualified 
family member.  



Chapter IV (Benefits) 

 

2. The recipient must have exhausted all accrued PTO to be eligible to 
receive donations from the ELSP. 
 

3. The recipient must not be receiving funds from workers' compensation, 
or long-term disability. 

4. The amount of donated PTO an eligible employee may receive is as 
follows:  

a. Employees on FMLA are eligible to receive and utilize 
        up to 480 donated hours while on protected leave 

b. Employees on intermittent FMLA must apply for                    
recertification to receive donated hours every six months. 

c. The maximum cumulative donated PTO that may be 
given to a recipient will be 480 hours within a 12-month 
period. The 12-month period will commence on the date 
of the first day of the utilization of the ELSP.  

d.  A potential recipient may apply before paid PTO balances 
are exhausted, and if accepted, payment will be made 
when eligibility begins.  

D.     Procedures To Request Donated Hours: 

Requesting ELSP: An employee seeking to utilize the ELSP must submit a 
completed form to the appropriate Human Resources representative. In the 
event the employee is unable to do so, an employee may designate a 
personal representative to submit the request on their behalf.  

1. The appropriate Human Resources Representative will process the 
request, by reviewing for eligibility. 

2.  The approved request will be forwarded to the Payroll Division and will 
be announced via email, in compliance with HIPAA regulations. 
Employees shall not directly solicit any donations outside of this policy.  

3.  Once the request is approved, the appropriate Human Resources 
representative shall notify the employee.   

4.  Payment of approved hours will be dependent upon donations 
received. There will be no retroactive ELSP hours applied, except to 
correct administrative errors.   

5.  In the event an application is denied, Human Resources shall notify the 
employee.   
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6.  The usage of donated hours or unpaid leave does not allow for the 
accrual of any other paid leave or for the payment of holiday pay. 

E.     Procedure to donate hours: 

 An employee wishing to donate accrued PTO may do so by completing 
a donation authorization form and forwarding it to county Finance, 
Attention: Payroll.  All donations made must be a direct donation to a 
specific eligible employee under this policy. Employees may not make a 
donation to an employee within their supervisory chain.     

2. Any unused portion of a donation made to a specific employee will be 
transferred back to the donor. 

3. Donors will remain anonymous.  

4. If the donation request is fully funded, the Payroll Office will notify the 
donor. 

F.  The value of a donation is determined by the original value of the time before 
donated and transferred to the specified employee and the same will retain this 
value. To Illustrate:  

a.  Jane Doe earns $20.00 an hour. She donates 10 hours, valued 
at $200 to John Roe, who earns $15.00 an hour. This donation is 
valued at 13.33 PTO hours for John Roe.  

Historical Note: Adopted, Eff. 07/19/1999 

Amended: 07/20/2009, 06/24/2012, 07/17/2017, 11/04/2024 


