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Town of Windsor
 

Memorandum
 

October 17,2008 

TO: All Town Employees 

FROM: John 1. Rowe, Jr., Interim Town Managerq~ 

SUBJECT: New Administrative Policy - Employees Shared Leave Program 

I am attaching a copy of a new administrative policy that establishes an "Employees Shared 
Leave Program." 

This policy is in effect as of today. If you have any questions, then please do not hesitate to talk 
with me. 

Thank you. 



-- ----- ----- -- --- -- ---

Shared Leave - Recipient's Request Form 

Please send completed/arm to the Town Clerk/Treasurer 

Recipient's Name: 
(Please print FULL name) 

Donor's Name: 
(Please print FULL name) 

Recipient's Department: 

Sick, vacation and/or holiday leave may be donated to a qualifying named recipient or to the 
Shared Leave Bank. Leave must be donated on one hour increments. Employees donating leave 
must maintain a combined balance of 12 days of vacation and sick leave (not to include holiday 
time). Maintaining required minimum balances is solely the responsibility of employees. 

ISickIHoms of Leave Requested 

Recipient or Supervisor's Signature 

Approvals: 

Date 

Payroll Date Town Manager Date 

Leave Account Information 
Vacation Sick Totals 

Recipients Leave Account Balance Prior 
to Donation 

As of: 

Recipient's Leave Balance After 
Donation 

As of: 


