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           COUNTY OF MENDOCINO

        COVID-19 LEAVE DONATION FORM
IMPORTANT:  This policy was negotiated and agreed through the collective bargaining process.  It was put in place to create a bank of hours that could be used to support employees in their time of need. Donations made to this bank begin March 18, 2020 through the duration of this declared emergency. 

Leave that is eligible to be donated includes accrued vacation and compensatory time only.
· Non-management employees may donate both vacation and compensatory time.
· Department Heads, Unrepresented, and Management employees may donate vacation time only.
· Leave donations to this bank are irrevocable.
· Donations must be in whole hours only.
The donating employee must have a vacation leave balance of at least twenty-four (24) hours after the donation of vacation leave.

To: 
Department Payroll Clerk

I,                                                                                                                  , hereby donate:

            (Donating Employee’s Name – Please Print)




______________________

                   
_____​​​​​​​​​​_____        __           __

Employee Signature


Phone number
Employee number
           Date

__________________________
__________  
____________________

Department Payroll Clerk

 
Phone number
Department

 FORMCHECKBOX 
  Hours entered by Payroll clerk (please initial) _______ Pay Period ________
Donate to the COVID-19 Leave Bank








� FORMCHECKBOX �� _______ Hours of CTO (Compensatory Time Off)     	AND/OR


	(** FLSA defined Exempt Employees may not donate CTO)


� FORMCHECKBOX �� ��������������______ Hours of Vacation                  _______Holiday Bank (DSA only)





You may donate to both the COVID-19 Leave Bank or to a specific person.





Donate to a specific person on COVID-19 Leave


	________________________________________	____________________


		   Name of Receiving Employee	       	          Department





� FORMCHECKBOX �� _______ Hours of CTO (Compensatory Time Off)     	AND/OR


	(**FLSA defined Exempt Employees may not donate CTO)


� FORMCHECKBOX �� ��������������___ ___ Hours of Vacation              ________Holiday Bank (DSA only)











** Under Fair Labor Standards Act (FLSA), CTO is not compensable for Management employees and therefore cannot be donated

                                      Payroll clerk keeps a copy of form and forwards original to Human Resources                                rev 031720

