SAMPLE CATASTROPHIC LEAVE CALL FOR DONATIONS LETTER

DATE

TO:

(College/Unit/Staff)

FROM
:
College/Unit HR Rep

RE:

Call For Donations under Catastrophic Leave Donation Policy

The College/Unit is currently accepting donations of leave time under the provisions of the Catastrophic Leave Donation Policy for one of our colleagues.  Donations under this program are voluntary and are used to provide paid leave for a staff member during a catastrophic medical event when the staff member’s own paid leave (e.g. sick and vacation) has been exhausted.

At this time, donations are being accepted in the form of (vacation or sick leave). In order to be eligible to donate leave, the following criteria apply:

· You must have been employed by the university for at least one year in a regular full or part time non-academic position

· The maximum amount of leave that may be donated per employee is 10 days, in total, per fiscal year

· You must have a minimum combined total of 15 days of vacation and sick leave after making the donation

· Donations must be in full day increments. (A full day equals one-fifth of your standard weekly hours of appointment.  E.g. 7.8 hours is one full day if you are scheduled for 39 hours per week.

· Accruals which you would otherwise forfeit or not be eligible to use are not eligible to be donated

The Human Resources Office for the college will be collecting donations starting immediately.  If you meet the criteria above and are interested in donating leave time, please complete and print out the Catastrophic Leave Donation Form which can be found at http://www.hr.cornell.edu/life/caring_community/cldf.html. Please complete the “Donor Information” section of this form and forward it to our office, keeping one copy for your records.  The Human Resources office, working in conjunction with central Payroll, will transfer collected donations to the recipient as they are needed and will deduct them from the donors’ balances accordingly.  Please note that it may take a number of weeks before such donations are deducted from your balances.

We remind you that participation in this donation program is voluntary.  All donations will be kept in confidence by the Human Resources staff.  Regardless of whether you choose to donate, please do your part to respect the confidential nature of this program.  The complete Catastrophic Leave Donation Policy can be found at http://www.dfa.cornell.edu/dfa/cms/treasurer/policyoffice/policies/volumes/humanresources/upload/vol6_9.pdf#page=24 Please contact us with any questions you may have.  

