EMERGENCY LEAVE TRANSFER PROGRAM
TO ASSIST EMPLOYEES AFFECTED BY THE TERRORIST ATTACKS OF SEPTEMBER 11, 2001

SUMMARY 

As directed in President Bush's memorandum of September 12, 2001, the Office of Personnel Management (OPM) has established an emergency leave transfer program (ELTP) to assist employees affected to transfer unused annual leave to Federal employees adversely affected by the terrorist attacks at the World Trade Center and the Pentagon.  The emergency leave transfer program is separate from the Voluntary Transfer of Annual Leave Program.  

CRITERIA FOR DONORS

Donors must complete OPM Form 1638 (below)

(1)  Donors may donate unused annual leave in increments of no less than 1 hour and no more than 104 hours in a leave year to the ELTP.  

(2)  Donors may NOT designate specific recipients.  Leave is credited to recipients of the same or other agencies who have been approved as recipients.

(3)  Donated annual leave that is not used by the emergency leave recipients will be returned to the donating agencies for restoration to its emergency leave donors. The amount of donated leave returned will be proportional to the amount of annual leave donated by the agency to the emergency leave transfer program.

CRITERIA FOR RECIPIENTS

Potential recipients complete OPM Form 1637 (below) to include a statement describing the severe hardship to the employee or family member to such a degree that the employee's absence from work is required.

Approved recipients may use leave donated under the emergency leave transfer program for personal needs or to care for a family member, as a result of the declared emergency.  Family member, as defined in 5 CFR 630.902, includes the following relatives of the employee:


-  Spouse, and parents thereof;


-  Children, including adopted children, and spouses thereof;


-  Parents;


-  Brothers and sisters, and spouses thereof; and


-  Any individual related by blood or affinity whose close association with the employee 


is the equivalent of a family relationship.

The maximum amount of leave that can be credited to a recipient is 240 hours at any one time.

USE OF DONATED LEAVE

(1)  Use of donated leave is not restricted to medical emergencies, 

(2)  Recipients are not  required to exhaust their own accrued and accumulated annual and sick leave before using donated annual leave. 

(3)  A leave recipient may use donated annual leave only for purposes related to the terrorist attack.

(4)  Donated leave may be substituted retroactively (beginning no earlier than the date of the emergency, 12 September 2001) for any period of leave without pay (LWOP) as a result of the emergency or to liquidate an indebtedness for advanced annual or sick leave, as a result of the emergency.  However, donated annual leave cannot be substituted retroactively for annual leave, sick leave, or excused absence previously used during the emergency. 

Donated annual leave may not be--

(1) Included in a lump-sum payment under 5 U.S.C. 5551 or 5552;

(2) Recredited under 5 U.S.C. 6306 upon reemployment by a Federal agency; or

(3) Used to establish initial eligibility for immediate retirement or to acquire eligibility to continue health benefits into retirement under 5 U.S.C. 6302(g).

While an employee is using donated annual leave transferred from the emergency leave transfer program, he or she will continue to accrue annual and sick leave at the same rate. 


TERMINATING THE EMERGENCY 

The emergency leave transfer program will terminate--

(1) When OPM determines, after consultation with affected agencies, that the disaster or emergency has terminated;

(2) When the emergency leave recipient's Federal service terminates;

(3) At the end of the biweekly pay period in which the emergency leave recipient, or their personal representative, notifies the employing agency that he or she is no longer affected by the emergency;

(4) At the end of the biweekly pay period in which the employing agency determines, (after written notice from the agency and an opportunity for the emergency leave recipient or their personal representative to answer), that the emergency leave recipient is no longer affected by the emergency; or

(5) At the end of the biweekly pay period in which the emergency leave recipient's employing agency receives notice that OPM has approved an application for disability retirement for the emergency leave recipient under the Civil Service Retirement System or the Federal Employees' Retirement System.
FORMS FOR RECEIVING/DONATING/TRANSFERRING LEAVE 
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