—X Donated Leave Process

CLACKAMAS

COUNTY

Employee submits a request through
the Leave Administration website at:
www.clackamas.us/des/leave-administration

Leave Analyst determines whether the employee
qualifies for donated leave under EPP #46
emails employee with decision

If denied employee receives a denial letter
explaining the reasons the employee
did not qualify under EPP #46

If approved Department Coordinator is notified
by email of the decision with the Donation of
Vacation form and instructions

All County email sent to eligible employees
advertising the two-week donation period

Coordinator collects the donation forms
and submits them to Payroll at the end of the
donation period or earlier if hours are met

Processes the donation forms

move donor's vacation accruals to the donee's
sick time and emails the Analyst with the total
# of donated hours and the new Leave
Without Pay (LWOP) date

Sends the decision letter to the employee
which, if approved, includes the # hours
received and the new LWOP date.

@ Department
@ Leave Analyst

Please note: This is a general overview of the process @ Employee
and does not reflect all steps in the process. @ Payroll



