UNIVERSITY OF

South Carolina
Absence Management Job Aids

Employee Self Service: Request to Donate Leave

How to request to donate leave: This job aid outlines how an employee can request to donate
leave to the Leave Transfer Pool or to another employee.

Navigation: Employee Self Service > Time and Absence > Manage Leave Donation

1) On the Employee Self Service landing page, click the Time and Absence tile.
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2) Click the Manage Leave Donation tile to donate leave to a leave pool or a specific employee.

View Requests Cancel Absences Payable Time

Extended Absence Request Manage Leave Donation
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ESS: Request to Donate Leave

3) Click the Donate Leave option.

Manage Leave Donation
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What would you like to do?

[ﬁ] Donate Leave
== >

Donate leave time to either an eligible employee or to a leave bank

Iﬁ-l Receive Leave Donation
+

Request donated leave from a leave program for yourself or on behalf of another employee

4) To begin, click Add Leave Donation.

Leave Donation
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Return to selection page

This page may be used to donate Annual Leave or Sick Leave to the appropriate leave pools (Annual Leave Pool/Sick Leave Pool)

1. Year-End donations to the leave pool must be made prior to the established deadline in December each calendar year.

2_You may not donate more than one-half of the annual and/or sick leave that you have currently accrued this calendar year (Ex_ If you accrue annual leave at a rate of 9.38 hours per month and are making
a year end donation, the maximum amount of annual leave that you can donate is 56.28 hours. Calculation: 9.38 (monthly accrual rate) X 12 (months) = 112.56 hours divided by 2 = 56.28 hours).

3. You must maintain at least 15 days of sick leave in your leave balance. Calculation: Average hours worked per day X 15 (days) = Conversion of leave hours to # of days

4. After your leave donation is transferred, it will not be returned or restored to you.

5. Upon the approval of SC Legislative Proviso 117.115, an employee may donate annual or sick leave to another University employee. The donor must meet the criteria stated above and the recipient must
be eligible fo receive the leave. To review the eligibility criteria, please refer to the Leave Transfer Policy.

Add Leave Donation

NOTE: Be sure to read the top of the Leave Donation page for important information regarding
the number of days that can be donated and the number of days that must be maintained
in your sick leave balance.

5) Click the drop-down list and select the appropriate leave program. Click Done.

Leave Program Details

*Leave Program ‘ Sick Leave Donate to Empl. V|

Annual Leave Donate to Empl.
Annual Leave Pool

Select Program

Sick Leave Donate to Empl.
Sick Leave Pool
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ESS: Request to Donate Leave

6) Click in the Hours to Donate field and enter the number of hours you would like to donate.

You will receive an error when the:

e Donation is more than half of your Year-To-Date accrued balance of annual and/or sick
leave.
e Request exceeds the 15 days of sick leave balance that must be maintained.

Define Donation for Sick Leave Donate to Empl.

Required Field Legend

* Indicates required field
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Return to Program Summary

Program Details Expanded View |
Leave Contribution 1 row
Entitlement YTD Accrued Balance Hours to Donate Recipient Name
Sick Leave v| 938 | 2.00/ || Q ‘ + ‘ | - |

e

Requester Comments

NOTE: The hours to donate will need to be adjusted before you can complete/submit the
donation.

NOTE: In this example, we are requesting to donate sick leave to an employee, so the entitlement
will default to sick leave.

7) Click the Recipient Name field and begin by typing the employee’s last name. A list of
potential employees will appear, so click to select the person you are donating to.

Leave Contribution 1 row
Entitlement YTD Accrued Balance Hours to Donate Recipient Name
Sick Leave v| 938 2.0 | Q ‘ + ‘ ‘ - ‘
Requester Comments Add additional info here. 5

NOTE: If you are donating to a leave pool, the Recipient Name field will not show.
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ESS: Request to Donate Leave

Optional: Use the Add a Row button to add another line in which you can add an additional
request.

8) Click in the Requester Comments field to enter additional information. These comments are
routed to the Leave Administrator located in the HR central office.

9) Click in the Agreement and Compliance box to confirm you read and comply with the given
statements. Click the Confirm and Accept button to submit the request for approval.

Agreement and Compliance X

+« | have reviewed USC’s Leave Transfer Policy (HR 1.10).

. Upon the approval of my leave donation, | understand that my sick and/or annual leave will be
decreased by the number of leave hours that | have specified.

» | understand that the leave that | have donated will not be returned or restored to my leave balance.

I hereby confirm that | have read and comply with the given statements.

Confirm and Accept

10) Click Return to Selection Page to return to the Donate/Request Leave page.

Leave Donation
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[Return to selection page)

This page may be used to donate Annual Leave or Sick Leave to the appropriate leave pools (Annual Leave FPool/Sick Leave Pool).

1. Year-End donations fo the leave pool must be made prior to the established deadline in December each calendar year.
2. You may not donate more than one-half of the annual and/or sick leave that you have currently accrued this calendar year (Ex. If you accrue annual leave at a

rate of 9.38 hours per month and are making a year end donation, the maximum amount of annual leave that you can donate is 56.28 hours. Calculation: 9.38
(monthly accrual rate) X 12 (months) = 112.56 hours divided by 2 = 56.28 hours).

3. You must maintain at least 15 days of sick leave in your leave balance. Calculation: Average hours worked per day X 15 (days) = Conversion of leave hours to
# of days.

4_After your leave donation is transferred, it will not be returned or restored to you.

5. Upon the approval of SC Legislative Proviso 117.115, an employee may donate annual or sick leave to another University employee. The donor must meet the
criteria stated above and the recipient must be eligible to receive the leave. To review the eligibility criteria, please refer to the Leave Transfer Policy.

Add or Review Donation Request

1 row
-+
Program Name Program Type Submit Date Approval Status
Sick Leave Donate to Empl. Voluntary 03/17/2026 Submitted >

The request has been submitted and is now waiting to be approved by the Leave Administrator

located in the HR Central office. The Request History and approval route will appear on the
Donate /Receive Leave Request page.

You have successfully learned how to request to donate leave to a pool or another employee!
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