L)
pesssinal W

GVI CAREGIVER’S LEAVE POLICY

EFFECTIVE: JUNE 25, 2026

1. PURPOSE

This Caregiver’s Leave Policy aims to ensure an orderly and uniform process for administering
Caregiver’s Leaveforfulltime employees of the Government of the Virgin Islands inaccordance with 3
V.I.C. 8 590b. This policy, in conjunction with any relevant rules and regulations, shall be used to
determinewhetheremployeescanreceive Caregiver’sLeave.

2. AUTHORITY

Pursuant to 3 V.I.C. § 590b, the Director of the Division of Personnel shall promulgate regulations
necessarytocarry outthe purpose ofthis section.

3. APPLICABILITY

This policy applies to all full-time employees of the Government of the Virgin Islands, including
employees of allindependent boards, commissions, agencies, autonomous and semi-autonomous
agencies,andinstrumentalitiesofthe Governmentofthe Virgin Islands.

4. DEFINITIONS

For the purposes of this policy:
¢ Full-TimeEmployeemeans anemployee whose normalworkschedule is atminimum eighty
(80) hours each bi-weekly pay period.

e Primary Caregiver means an employee who has primary responsibility for providing or
coordinating essential non-paid assistance, care, or support to a qualifying individual who,
due to age, illness, disability, or a medical or behavioral health condition, requires help with
activities of daily living, medical care, supervision, or transportation to and from
appointments or supportive services, regardless of whether other individuals also provide
support. This definition does not require cohabitation.

e Serious Ilness means a physical or mental health condition that requires ongoing medical
treatment, supervision, or assistance and that substantially limits the individual’s ability to
performactivities of dailyliving orotherwise requires theactiveinvolvementofacaregiver.

e Legal Dependent means an individual for whom the employee has a legally recognized
responsibility for care or support, including but not limited to a dependent established by
court order, guardianship, conservatorship, or other lawful determination, or an individual
otherwiserecognizedas adependentunderapplicableVirginlslandsorfederallaw.
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e DependentAdultmeansany person between the ages of 18 and59 years whoresides inthe
U.S.Virgin Islands and has physical, mental, or emotional developmental disabilities that
substantiallyimpairthe person’s abilityto carryoutnormalactivitiesand protectthe person’s
ownrightsandinterests, pursuantto34V..C.8452(j)

e OlderAdultmeansany personresidinginthis territory, 60 years of age orolder, pursuantto 34
V..C.8452(k)

¢ AdvancedNoticemeansnotice providedpriortothe absencewhere practicable.

o Health Care Professional means alicensed individual authorized under the laws of the U.S.
Virgin Islands or another U.S. jurisdiction to diagnose, evaluate, treat, counsel, or provide
health-related services for physical, mental, behavioral, developmental, or cognitive
conditions, including but not limited to physicians, physician assistants, advanced practice
registered nurses, registered nurses acting within scope, psychologists, psychiatrists,
licensed clinical social workers, licensed counselors, therapists, and other similarly
credentialedprofessionals.

o Active Eligibility Approval Period means the period during which an employee's caregiver
leave eligibility has been approved for a specific qualifying individual and remains valid for
purposes of requesting Caregiver’s Leave underthis policy.

5. ELIGIBILITY AND LEAVEENTITLEMENT
A. EligibleEmployeesare:
Full-time GVI employees who are:

1) Theprimarycaregiverofaseriouslyillspouse,child, parent,orlegaldependent;or
2) Entrustedwith orhaveassumedresponsibility forthe care of:

a. An “olderadult” as defined herein, pursuantto 34 V.l.C.§452(k); or
b. A“dependent adult” as defined herein, pursuantto 34 V.I.C. §452(j).

B. Amount of Leave

1) Eligibleemployeesareentitledto uptofour(4) hours ofadministrative leave permonth,
eachcalendaryear.

2) Leavedoesnotrolloverand mustbe usedinthe monthitis accrued.
3) Leave may be used in increments, not to exceed total allowable in any given month,
consistentwithagency/GVItimekeepingpractices.
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A. Establishment ofEligibility
Employees requesting Caregiver's Leave for the first time shall complete and submit a Caregiver’s
Leave Application (provided by the Division of Personnel) to include all required documentation
necessarytoestablisheligibilityunderthis policy.

1) AcCaregiver'sLeave Applicationshallbe required perqualifyingindividual.

2) Once an application establishing eligibility is approved for a qualifying individual, such

approvalshallgenerallyremainvalidforup totwelve (12)monthsunless:

circumstances materiallychange;

6. PROCEDURE

the employee identifies a new qualifying individual;
updateddocumentationis reasonablyrequestedbytheagency;or
d. eligibilityotherwise expires underthis policy.

3) During an Active Eligibility Approval Period, the employee may rely upon the existing
approvalandis notrequiredto submita newCaregiver's Leave Applicationforthe same qualifying
individualunless circumstanceschange orupdated documentationis otherwiserequired.

4) Notwithstandingthe establishmentofeligibility requirements of this policy,employees are
also required to submit proof that time off is taken in accordance with this policy as outlined
below.

0D oo

B. Notice

1) Employees shall notify theirimmediate supervisor, in writing, of the need to use Caregiver’s
Leave in advance where practical, or as soon as reasonably possible (not more than twenty-
four(24)hours afterthe start oftheabsence).

o Failuretoprovide advance noticemaydisqualifytheleave. However,itdoesnot, by
itself,disqualifythe leave.

e General agency leave notification requirements continue to apply except
where this policy establishes a different notice requirement, timeframe, or
procedure.

2) Caregiver’s Leave is not subject to pre-approval where circumstances do not permit
advance notice, provided that required documentation is submitted within the required
timeframe(s)ofthis policy.

3) Employeesshallfurther notify theirimmediate supervisorandrespective HRProfessional if:

a. caregiving responsibilitiesend;

b. the qualifying individualno longerrequirescare;

C. theemployeeisnolongereligibleunderthis policy; or
d. previously submittedinformation materiallychanges.
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C. Proof

1) Employees mustprovide proof that Caregiver'sLeave wastakenin accordance withthis
policynolaterthan forty-eight(48) hoursafterthe startofthe absence.
2) Forinitial requests for Caregiver's Leave, proof shall be submitted as part of the
Caregiver’sLeave Applicationand supporting documentation process.

3) Duringan Active Eligibility ApprovalPeriod:

a. Employees shall provide their immediate supervisor with a copy of the
applicable Caregiver’s Leave Approval Letter for the approved qualifying
individualinaccordance withthetiming requirements of this section.

b. Employees seeking to utilize Caregiver’s Leave for the same qualifying
individualare notrequiredto resubmitanew Caregiver’s Leave Application
unlessotherwiserequested. However, if seekingtoutilize this leavefora
different qualifying individual a new Caregivers’ Leave Application must be
submittedforreviewandapproval.

4) Notwithstandinganythingelseinthissubsection,allemployeesarerequiredto
complywiththe notice requirements of section6(B) inthis policy.

5) Failure to submit proof within the required timeframe is sufficient for the employer
to not pay the employee underthis policy for the time not worked. An employee who
fails to submit proof and/or provide notice of leave taken under this policy shall be
subjecttoleave denialand maybe subjectto progressive discipline at the discretion of
agencymanagement.

D. QualifyingCategoriesandRequired Documentation

Documentation requirements shall vary based on the type of qualifying category and shall not be
more burdensome than necessary to establish eligibility. Documentation is intended toprove
eligibility and shall not require disclosure of confidential medical diagnoses or unnecessary
personalinformation.

1) Seriously IllSpouse, Child, Parent,LegalDependent
Employees must provide documentation sufficient to establish:

a. That the individual to be cared for has a serious illness requiring caregiver
involvement;

b. Theeligiblerelationshipof caregiverto individual;and

C. Thattheemployeeis the caregiver of that individual.

Required documentation:

o Caregiver'sLeave(CGL)MedicalCertification confirming need for caregiving
(no diagnosis disclosurerequired);

o Legaldocumentation establishing eligible relationship and/ordependent status
(ie.marriagecertificate, birthcertificate,courtorder); and

o Employeecertification of caregiverresponsibility
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2). OlderAdult

Employees must provide documentation sufficient to establish:

a. Thattheindividualtobecaredforisanolderadultas defined in this policy; and
b. Thatthe employee has been entrusted with or assumed responsibility for providing or
coordinatingcareforthe olderadult.

Required documentation:

o Proof of age(i.e.,government-issuedID)of older adult; and
o Employee certification ofassumption of responsibility

3). DependentAdult
Employees must provide documentation sufficient to establish:

a. Thatthe individual to be cared foris a dependent adult as defined in this policy;
and

b. That theemployee has beenentrusted with or assumedresponsibility for providing
or coordinating care for the dependentadult.

Required documentation:

o Legaldocumentation establishingdependentadultstatus; and
o Employeecertification of assumption of responsibility

4) Employee Certification

In all cases, a sighed employee certification shall be requiredandshallconfirm the employee's
role ascaregiverorpersonresponsiblefororassumingcare.

The Division of Personnel may request additional documentation reasonably necessary to verify
eligibility, resolve inconsistencies, investigate suspected misuse, or ensure compliance with this
policy.

7. AGENCYRESPONSIBILITIES

A. Withinfive (5) business days of receivingacompletedemployee Caregiver’'sLeaveApplication,
a designatedAgencyHRProfessionalshall:

1) Reviewallsubmitteddocumentationanddetermine employee eligibility;

2) Confirm required proof and supporting documentation was submitted within the
requiredtimeframe;

3) Determine whether the leave qualifies under this policy based on the Caregivers
Leave Applicationsubmitted;

4) Approve ordeny the requestand provide comments documenting the basis for the
determination;

5) Forapprovals:

a. provide comments to include a standard notation such as:’Employee met
all verification requirements under the Caregiver’s Leave Policy,’
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b. applyappropriate Caregiver's Leave ERP Code: (CGL 352) whenentering
employeetimeinagencytimekeepingsystem.
6) Fordenials,providecomments that specifically identify the basis for the denial;
7) Update DOP ifthere are anychangestothe designated HRProfessionalrole.

B. Duringan Active Eligibility Approval Period and within five (5) business days of receiving notice and
required proof,the designated AgencySupervisorshall:

1) Reviewemployeenoticeandproofdocumentationtodetermine whetherthe request
complieswiththe requirements ofthis policy;
2) Confirm notice and proofwas submittedwithinthe requiredtimeframe;
3) Approveordenytherequestasfollows:
a. Forapprovals, enter employee time in agency timekeeping systemusing
applicable Caregiver'sLeave ERP Code: (CGL 352);
b. Fordenials, provide employee with written justification identifying the basis
forthedenial.

C. Agencies mayrequire additional supporting documentation where there is reasonable concern
regarding misuse.

D. Questions regarding employee eligibility shall first be referred to the designated Agency HR
Professional forreview.

8. Enforcement &0Oversight

A.The Division of Personnelshall oversee compliance and issue guidance as needed. Misuse
or misrepresentation may result in denial of leave, recovery of improperly paid leave,
payment of improperly denied leave, disciplinary action, and/or referral for further
investigation consistentwithapplicable personnelrulesandthe GVlethicalcode of conduct.

B. Failure of agency personnel to follow the requirements under this policy may result in
disciplinaryaction.

C. Any questions regarding interpretation of this policy shall be directed to the Director of the
Divisionof Personnel.

*Upon promulgation of formal Rules and Regulations, this policy may be updated to ensure
consistency with such regulations.

Approvedby:

& %&/(_ 6/9/2026
Cindy L. Richardson’ Date
Director

Divisionof Personnel
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