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Administrative

Purpose:
The Okolona Fire Department  SEQ CHAPTER \h \r 1recognizes that employees may have a family emergency or a personal crisis that causes a severe impact to them resulting in a need for additional time off in excess of their available sick/personal time. To address this need all eligible employees will be allowed to donate sick/personal time from their unused balance to their co-workers in need in accordance with the policy outlined below. This policy is strictly voluntary.
Eligibility

· Employees who donate emergency leave time must be employed with the Okolona Fire District for a minimum of 6 months. It is the responsibility of the employee to submit the attached form to their Shift Chief for approval.
· All employees who voluntarily participate in the program must initially donate 12 hours of time from their current emergency time off bank which may not exceed 50% of their current bank, once an employee’s emergency time off bank is maxed out the monthly 4 hrs. awarded will be rolled into the leave sharing donation bank. 

· An employee who initially ops out of the voluntary program has the option of participating at any time in the future with the donation of 12 hrs. This employee will not be eligible to draw from the emergency leave time for 90 days. 
Guidelines 



Employees who would like to make a request to receive donated sick/personal time from their co-workers must have a situation that meets the following criteria: 

· Family Health Related Emergency- For eligibility reference the Sick, Emergency Leave and Family Medical Leave policy listed under family and medical leave act. 
· Other Personal Crisis- A personal crisis of a severe nature that directly impacts the employee. This may include but not limited to a natural disaster impacting the employee’s primary residence such as a fire or severe storm. 
· At no time can any hours that are voluntarily donated to the emergency time off bank be rescinded by the employee who donated them to go back into their personal bank.

Procedure:
· Prior to an employee being eligible to draw from the emergency time off bank he/she must exhaust all the time in the current emergency leave and vacation/ holiday time bank. 
· Employees who would like to make a request to receive donated sick/personal time are required to present a letter to the Okolona Fire District Board of Trustees requesting the use of the emergency time off bank. If a member is unable to attend the meeting he/she may request that the firefighter trustee representative present the request to the board.
· Any employee who is receiving time form the emergency time off bank must make this request monthly to the Okolona Fire District Board of Trustees. 
· All written request shall be maintained in the employee’s personal file for future reference.
Standard Operating Procedures are meant only to be guidelines.  Actual conditions may warrant alternative actions.
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