VOLUNTARY LEAVE TRANSFER PROGRAM

Application To Be A Leave Recipient. An employee who has been affected by a medical emergency may make written application to his/her first level supervisor or leave approving official to become a leave recipient. If such an employee is not capable of making application, due to physical or mental impairment, the leave applicant or immediate family member may designate a personal representative in writing to make the application.

Application Requirements. Each application must include the following:

The name, position title, pay plan, grade/step, hourly/annual rate of pay of the applicant,

specific organization, and office symbol of employment.

Social security number.

Annual and sick leave balance as of the date of application. (Applicant should attach a

copy of the latest leave and earnings statement to reflect current leave balances.)

Expected date on which available paid leave will run out.

Accrual rate for annual leave.

Expected duration of the hardship.

Description of the hardship (include physician(s) certification and/or any attachments

that may be used as evidence that will assist the approving official in making a decision).

The applicants must agree to the use of their names and approve the public release of the

existence of a hardship for any publicized efforts to collect donated leave. If the employee

chooses anonymity, they should be advised that anonymity would likely result in minimal leave

donations. (NOTE: Optional Form 630, Leave Recipient Application Under the Voluntary Leave

Transfer Program, has a block for the employee to check for anonymity. Anonymity should not

preclude the Air Force from receiving donations for the leave recipient as in the case of donations from relatives and close friends.)

Telephone number during the period of hardship.

Name, address, and telephone number of the person to contact on behalf of the appli-cant, if applicable.

The completed application will be forwarded to the first level supervisor for verification of the employment data and endorsed to the approving official.

Approval of the Application to Become a Leave Recipient. Upon receipt of an application to receive transferred annual leave, the first level supervisor will verify and validate the employment information contained in the application. The application must be returned to the applicant if correction or additional information is required. The supervisor must determine that the employee’s absence from duty without available paid leave because of the medical emergency is or is expected to be at least 24 hours and is likely to result in a substantial loss of income to the employee because of the unavailability of unpaid leave. Note: In the case of a part-time employee or an employee with an uncommon tour of duty, at least 30% of the average number of hours in the employee’s bi-weekly scheduled tour of duty will be the deter-mining

factor. Once the application receives supervisory endorsement, it is forwarded to the approving

official within 5 workdays from the date of receipt of the application. The supervisor will provide informal notice to the CPF that the employee has filed an application to receive transferred annual leave. The supervisory endorsement will include the following:

A statement acknowledging and verifying as correct, the employment information contained in the application.

An acknowledgment that if approved, the supervisor will validate the continuing nature of the hardship each pay period and upon termination of the hardship, stop the allocation of transferred leave.

An acknowledgment that if approved, the supervisor is responsible to properly annotate time and attendance records to insure that all available paid leave is exhausted before any transferred annual leave is used by the applicant. The supervisor must work closely with the civilian payroll office to monitor the use of transferred leave.

A recommendation to the approving official indicating approval or disapproval of the

employee’s absence from the workplace.

A recommendation for the approval or disapproval of the application based on the hardship as described by the applicant.

Approving Official’s Responsibilities . The approving official or designee will complete the following applicable actions within 10 calendar days after receipt of the application from the supervisor.

If the application is disapproved, provide direct written notice to the applicant that the application has been disapproved and the reasons for disapproval. Copies of the disapproval will be furnished to the first level supervisor.

A copy of the approved application will be provided to the applicant with copies to the first level supervisor, the civilian payroll office, and the servicing CPF. For approved leave recipients who have agreed to the release of their names, instruct the first level supervisor to arrange appropriate publicity to employees of the recipient’s organization of assignment to canvass the desire to transfer annual leave to the recipient. Publicity efforts must be consistent for all employees who have approval to receive transferred annual leave. If insufficient donations are received to cover the period without pay, the supervisor with assistance from the CPF may expand the publicity effort to other offices within the leave recipient’s organization of assignment. If the donations remain insufficient, the supervisor in cooperation with the CPF, may expand publicity in the following order:

· Other organizations on the installation.

· Parent MAJCOM of applicant.

· Other AF installations.

· Other federal agencies.
