
ESS – Donating Leave Time
Illness Leave Bank Donations: Specific Information for Local 459, 512 Supervisors and Non-Represented Employees

Local 459 – Large, RN, Residential Techs and Overnight Techs may donate Sick/PDO/PTO to any other Large, RN, Residential  
Tech or Overnight Tech requesting donations once their Illness Leave Bank is available to accept donations in Connect.
Donations cannot be made retroactively, and will expire 30 calendar days from the date the Illness Leave Bank is established  
in Connect. Any unused hours will be transferred to the Local 459 General Illness Leave Bank.

512 Supervisors – 512 Supervisors may donate Sick time to any other 512 Supervisor requesting donations once their Illness  
Leave Bank is available to accept donations in Connect. Donations cannot be made retroactively, and will expire 30 calendar  
days from the date the Illness Leave Bank is established in Connect. Any unused hours will be voided and are not available for  
use by any other member.

Non-Represented Employees – Non-Rep employees may donate sick time to any other Non-Rep employee requesting  
donations once their Illness Leave Bank is available to accept donations in Connect. Donations cannot be made retroactively,  
and will expire 30 calendar days from the date the Illness Leave Bank is established in Connect. Any unused hours will be  
voided and are not available for use by any other member.
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Illness Leave Bank Donations:

Select Me to display your employee  
functions

Click Time and Absences
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3. Click the Donations tile
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4. To submit a donation, click +

5. You can either enter a new date or  
accept the default of the current  
date

6. Enter Title

7. Enter the desired qualified plan

8. Enter Recipient Type (Individual or 
pool)

5. Enter the desired recipient

6. Enter the donation amount in  
terms of hours between 1 and 90  
in increments of 1

7. Click save
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8. The donation will 
automatically  approve as soon 
as Connect  processes the
donation

Note: It may take a few minutes  
for the transaction to display  
“Approved”
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End of Procedure

9. A notification will appear at the  
bottom of your home page under  
Things to Finish indicating you  
have successfully donated time
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