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	Applies to the following THA Group of Companies: 
	· THA Services, Inc.

· Island Health Care
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· Independent Life at Home
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· Integuhealth

	
	Included in the

Following manuals:
	Administrative Policies and Procedures

Talent Management


POLICY
The purpose of the PTO Donation program is to allow full-time and part-time employees to voluntarily transfer accrued PTO hours to another staff member who, because of a medical and/or other personal or family emergency, has exhausted all of their PTO and PTO Plus.
PTO may be donated under the following circumstances:
1. The staff member experiences a medical emergency (e.g., heart attack, cancer, car accident, hospitalization, surgery, etc.) requiring a prolonged absence from work, including intermittent absences related to the same illness or condition; or

2. The staff member is caring for an immediate family member who is experiencing a medical emergency, requiring a prolonged absence from work; or

3. The staff member needs extended time off following the death of an immediate family member (as defined in the Employee Bereavement Policy).
PROCEDURE
Donations are documented on the PTO Donation Authorization Form.  Time is donated on an hour-for-hour, not dollar-for-dollar basis.  
To donate PTO, the donating employee:
· Must receive signed approval from his or her immediate leader.
· Must have accrued PTO during the current calendar year.

· May donate up to 40 hours of PTO.  PTO Plus may not be donated.  In order to donate from  the PTO bank, employee must have used at least 40 hours of PTO during the current calendar year.
· Cannot reclaim the donated PTO time. 

· Cannot donate PTO time that exceeds the scheduled workdays remaining in the year.
To receive donated PTO, the receiving employee: 
· Must have exhausted all available PTO (i.e., PTO  and Plus Time).
· Must be absent as a result of his/her own serious health condition or the serious health condition of a spouse, parent or child or the death of an immediate family member.  Talent Management will assist leadership in this determination.  Leadership should not request any medical information other than that required under FMLA.
· Must use the donated hours within the current calendar year.
PROCESS
1. The Leaders will be responsible for verification of both the Donor’s and the Recipient’s current PTO balances.

2. The Talent Management department will verify the reason for the Recipient’s absence (Personal Emergency).

3. A PTO donation may be denied if the donation or the nature of the Recipient’s absence does not meet these guidelines.

4. The Talent Management department will notify Payroll of the amount of PTO hours to transfer from the Donor’s PTO bank to the Recipient’s PTO bank.

5. The Payroll department will convert and distribute the number of hours donated into the Recipient’s PTO account.

Policy Ownership and Maintenance

Talent Management is responsible for providing guidance to leadership in the administration of this policy.
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