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(b) An employee may request that 
annual leave be contributed to a speci-
fied bank member other than the leave 
contributor’s immediate supervisor. 

(c) A leave contributor shall become 
a leave bank member for a particular 
leave year if he or she submits an ap-
plication meeting the requirements of 
this section during an open enrollment 
period established by the leave bank 
board under paragraphs (d) and (e) of 
this section (or where applicable, dur-
ing an individual enrollment period es-
tablished under paragraph (f) of this 
section). 

(d) The leave bank board shall estab-
lish at least one open enrollment pe-
riod for each leave year of leave bank 
operation. 

(e) An open enrollment period shall 
last at least 30 calendar days. The 
agency shall take appropriate action to 
inform employees of each open enroll-
ment period. 

(f) An employee entering the agency 
or participating organizational subunit 
or returning from an extended absence 
outside an open enrollment period may 
become a leave bank member for the 
leave year by submitting an applica-
tion meeting the requirements of this 
section during an individual enroll-
ment period lasting at least 30 calendar 
days, beginning on the date the em-
ployee entered or returned to the agen-
cy or organizational subunit. 

(g) Except as provided in paragraph 
(h) of this section, the minimum con-
tribution required to become a leave 
bank member for a leave year shall 
be— 

(1) 4 hours of annual leave for an em-
ployee who has less than 3 years of 
service at the time he or she submits 
an application to contribute annual 
leave; 

(2) 6 hours of annual leave for an em-
ployee who has at least 3, but less than 
15, years of service at the time he or 
she submits an application to con-
tribute annual leave; and 

(3) 8 hours of annual leave for an em-
ployee who has 15 or more years of 
service at the time he or she submits 
an application to contribute annual 
leave. 

(h) The leave bank board may— 
(1) Decrease the minimum contribu-

tion required by paragraph (g) of this 

section for the following leave year 
when the leave bank board determines 
that there is a surplus of leave in the 
bank; 

(2) Increase the minimum contribu-
tion required by paragraph (g) of this 
section for the following leave year 
when the leave bank board determines 
that such action is necessary to main-
tain an adequate balance of annual 
leave in the leave bank; or 

(3) Eliminate the requirement for a 
minimum contribution under para-
graph (g) of this section when a leave 
bank member transfers within his or 
her employing agency to an organiza-
tion covered by a different leave bank. 

(i) If a leave recipient does not have 
sufficient available accrued annual 
leave to his or her credit to make the 
full minimum contribution required by 
this section, he or she shall be deemed 
to have made the minimum contribu-
tion. 

(j) The leave bank board shall deposit 
all contributions of annual leave under 
this subpart in the leave bank. Except 
as provided in § 630.1016(c), the leave 
bank board may not return a contribu-
tion of annual leave to a leave contrib-
utor after deposit in the leave bank. 

(k) A leave bank member may apply 
to contribute additional annual leave 
at any time. An employee who is not a 
leave bank member may apply to be-
come a leave contributor at any time. 

§ 630.1005 Limitations on contribution 
of annual leave. 

(a) In any one leave year, a leave con-
tributor may contribute no more than 
a total of one-half of the amount of an-
nual leave he or she would be entitled 
to accrue during the leave year in 
which the contribution is made. 

(b) In the case of a leave contributor 
who is projected to have annual leave 
that otherwise would be subject to for-
feiture at the end of the leave year 
under 5 U.S.C. 6304(a), the maximum 
amount of annual leave that may be 
contributed during the leave year shall 
be the lesser of— 

(1) One-half of the amount of annual 
leave he or she would be entitled to ac-
crue during the leave year in which the 
contribution is made; or 

(2) The number of hours remaining in 
the leave year (as of the date of the 
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contribution) for which the leave con-
tributor is scheduled to work and re-
ceive pay. 

(c) The agency shall establish written 
criteria permitting a leave bank board 
to waive the limitations on contrib-
uting annual leave under paragraphs 
(a) and (b) of this section. Any such 
waiver shall be documented in writing. 

(d) The limitations in this section 
shall apply to the total amount of an-
nual leave donated or contributed dur-
ing the leave year under subparts I and 
J of this part. 

§ 630.1006 Application to become a 
leave recipient. 

(a) A leave bank member may make 
written application to the leave bank 
board to become a leave recipient. If a 
leave bank member is not capable of 
making application on his or her own 
behalf, a personal representative may 
make written application on his or her 
behalf. 

(b) The leave bank board may require 
leave bank members to submit applica-
tions under this section within a pre-
scribed period of time following the 
termination of a medical emergency. 

(c) An application by a leave bank 
member to become a leave recipient 
shall be accompanied by the following 
information concerning the potential 
leave recipient: 

(1) The leave bank member’s name, 
position title, and grade or pay level; 

(2) The reasons leave is needed, in-
cluding a brief description of the na-
ture, severity, anticipated duration, 
and if it is a recurring one, the approxi-
mate frequency of the medical emer-
gency affecting the leave bank mem-
ber; 

(3) Certification from one or more 
physicians, or other appropriate ex-
perts, with respect to the medical 
emergency, if the leave bank board so 
requires; and 

(4) Any additional information that 
may be required by the leave bank 
board. 

(d) If the leave bank board requires a 
leave bank member to submit certifi-
cation from two or more sources under 
paragraph (b)(3) of this section, the 
agency shall ensure, either by direct 
payment to the expert involved or by 
reimbursement, that the leave bank 

member is not required to pay for the 
expenses associated with obtaining cer-
tification from more than one source. 

§ 630.1007 Approval of application to 
become a leave recipient. 

(a) The leave bank board shall review 
an employee’s application to become a 
leave recipient under procedures estab-
lished by the agency for the purpose of 
determining whether the employee is a 
leave bank member who is or has been 
affected by a medical emergency. 

(b) Before approving an application 
to become a leave recipient, the leave 
bank board shall determine that the 
absence from duty without available 
paid leave because of the medical emer-
gency is (or is expected to be) at least 
24 hours (or, in the case of a part-time 
employee or an employee with an un-
common tour of duty, at least 30 per-
cent of the average number of hours in 
the employee’s biweekly scheduled 
tour of duty). 

(c) In making a determination as to 
whether a medical emergency is likely 
to result in a substantial loss of in-
come, the leave bank board shall not 
consider factors other than whether 
the absence from duty without avail-
able paid leave is (or is expected to be) 
at least 24 hours (or, in the case of a 
part-time employee or an employee 
with an uncommon tour of duty, at 
least 30 percent of the average number 
of hours in the employee’s biweekly 
scheduled tour of duty). 

(d) The leave bank board shall pro-
vide timely written notification to the 
applicant of the action taken on the 
application. If the leave bank board 
disapproves the application, notifica-
tion shall include the reasons for dis-
approval. 

(e) The leave bank board may estab-
lish written policies limiting the 
amount of annual leave that may be 
granted to a leave recipient. 

[59 FR 67125, Dec. 29, 1994, as amended at 60 
FR 26979, May 22, 1995] 

§ 630.1008 Accrual of annual and sick 
leave. 

(a) Except as otherwise provided in 
this section, while an employee is in a 
shared leave status, annual and sick 
leave shall accrue to the credit of the 
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