West Virginia Northern Community College

CATASTROPHIC LEAVE

Effective Date: March 25, 2004
Date Approved by WVNCC Board of Governors: March 25, 2004

Authority Reference: HEPC Title 133 Procedural Rule Series 38, Section 8

Replaces previous policy dated:

Rule: Catastrophic leave is provided for employees and a catastrophic illness is defined as: a
medically verified illness or injury which is expected to incapacitate the employee and
which creates a financial hardship because the employee has exhausted all leave and other
paid time off. Catastrophic illness or injury shall also include an incapacitated immediate
family member if this results in the employee being required to take time off from work
to care for the family member and the employee has exhausted all leave and other paid
time off.

A direct transfer provides for sick and annual leave to be donated at the request of the
employee upon appropriate medical verification that the individual is unable to work due
to the catastrophic illness or injury as determined by the President of the institution.

Upon approval for an employee to receive direct transfer of catastrophic leave, any
employee may, upon written notice to the Human Resources Department, donate sick
and/or annual leave in one-day increments. No employee shall be compelled to donate
sick leave. Any leave donated by an employee, but not used by the employee to whom it
was donated, shall be returned to the donating employee and reflected in her/his leave
balance.

An employee receiving the transfer of leave shall have any time which is donated credited
to such employee’s leave record in one-day increments and reflected as a day-for-day
addition to the leave balance of the receiving employee. The leave record of the donating
employee shall have the donated leave reflected as a day-for-day reduction of the leave
balance.
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Use of the donated credits may not exceed a maximum of twelve (12) continuous
calendar months for any one catastrophic illness or injury. The total amount of leave
received by transfer or withdrawn from a bank may not exceed an amount sufficient to
ensure the continuance of regular compensation and shall not be used to extend insurance
coverage pursuant to Section 13, Article 16, Chapter 5 of the Code, which relates to
insurance coverage for State employees. The employee receiving donations of leave shall
use any leave personally accrued on a monthly basis prior to receiving additional donated
leave.

Direct transfer of leave or deposits into a leave bank may be inter-institutional. The
President or her/his designee shall notify in writing other institutional Presidents
requesting that the institution consider the transfer of leave by either the direct transfer
method or from the institution’s leave bank. Upon approval of the receiving President,
transfer leave will be made through appropriate institutional procedures.
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