
824 

5 CFR Ch. I (1–1–12 Edition) § 630.1003 

§ 630.1003 Establishing leave banks 
and leave bank boards. 

(a) Each agency that participates in 
the voluntary leave bank program 
shall, in accordance with this subpart— 

(1) Develop written policies and pro-
cedures for establishing and admin-
istering leave banks and leave bank 
boards; 

(2) Establish one or more leave bank 
boards to perform the duties author-
ized by this subpart; and 

(3) Establish and begin operating one 
or more leave banks. 

(b) No more than one leave bank 
board may be established for each 
leave bank. 

(c) Each leave bank board shall con-
sist of three members. At least one 
member shall represent a labor organi-
zation or employee group. 

(d) Each leave bank board shall— 
(1) Establish its internal decision- 

making procedures; 
(2) Review and approve or disapprove 

each application to become a leave 
contributor under § 630.1004 and a leave 
recipient under §§ 630.1006 and 630.1007; 

(3) Monitor the status of each leave 
recipient’s medical emergency; 

(4) Monitor the amount of leave in 
the leave bank and the number of ap-
plications to become a leave recipient; 

(5) Maintain an adequate amount of 
annual leave in the leave bank to the 
greatest extent practicable in accord-
ance with § 630.1004; and 

(6) Perform other functions pre-
scribed in this subpart. 

(e) Annual leave may not be bor-
rowed, contributed, or otherwise trans-
ferred between leave banks. 

§ 630.1004 Application to become a 
leave contributor and leave bank 
member. 

(a) An employee may make voluntary 
written application to the leave bank 
board to become a leave contributor. 
The application shall specify the num-
ber of hours of annual leave to be con-
tributed and any other information the 
leave bank board may reasonably re-
quire. 

(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; 
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