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EFFECTIVE: JUNE 25, 2026 

 
 

GVI CAREGIVER’S LEAVE POLICY 
 
 

1. PURPOSE 

This Caregiver’s Leave Policy aims to ensure an orderly and uniform process for administering 
Caregiver’s Leave for full time employees of the Government of the Virgin Islands in accordance with 3 
V.I.C. § 590b. This policy, in conjunction with any relevant rules and regulations, shall be used to 
determine whether employees can receive Caregiver’s Leave. 

2. AUTHORITY 

Pursuant to 3 V.I.C. § 590b, the Director of the Division of Personnel shall promulgate regulations 
necessary to carry out the purpose of this section. 

3. APPLICABILITY 

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

4. DEFINITIONS 

For the purposes of this policy: 
• Full-Time Employee  means  an  employee  whose  normal  work  schedule  is  at     minimum       eighty 

(80) hours each bi-weekly pay period. 
 

• 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. 

• Serious Illness means a physical or mental health condition that requires ongoing medical 
treatment, supervision, or assistance and that substantially limits the individual’s ability to 
perform activities of daily living or otherwise requires the active involvement of a caregiver. 

• 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 
otherwise recognized as a dependent under applicable Virgin Islands or federal law. 
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• Dependent Adult means any  person   between  the  ages  of  18  and  59  years  who  resides  in  the 
                 U.S. Virgin Islands and has physical, mental, or emotional developmental disabilities that 
              substantially impair the person’s ability to carry out normal activities and protect the person’s   
               own rights and interests, pursuant to 34 V.I.C. § 452(j)      
  

• Older Adult means any person residing in this territory, 60 years of age or older, pursuant to 34 
V.I.C. § 452(k) 

 
• Advanced Notice means notice provided prior to the absence where practicable. 

 
• Health Care Professional means a licensed 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 
credentialed professionals. 

 
• 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 under this policy. 

 
 

5. ELIGIBILITY AND LEAVE ENTITLEMENT 

A. Eligible Employees are: 

Full-time GVI employees who are: 

1) The primary caregiver of a seriously ill spouse, child, parent, or legal dependent; or 
2) Entrusted with or have assumed responsibility for the care of: 

a. An “older adult” as defined herein, pursuant to 34 V.I.C. § 452(k); or 

b. A “dependent adult” as defined herein, pursuant to 34 V.I.C. § 452(j). 

B. Amount of              Leave 

1) Eligible employees are entitled to up to four (4) hours of administrative leave per month, 
each calendar year. 

2) Leave does not roll over and must be used in the month it is accrued. 
3) Leave may be used in increments, not to exceed total allowable in any given month, 

consistent with agency/GVI timekeeping practices. 
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6. PROCEDURE 

A. Establishment of Eligibility 
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 
necessary to establish eligibility under this policy. 

1) A Caregiver's Leave Application shall be required per qualifying individual. 
2) Once an application establishing eligibility is approved for a qualifying individual, such 

approval shall generally remain valid for up to twelve (12) months unless: 
a. circumstances materially change; 
b. the employee identifies a new qualifying individual; 
c. updated documentation is reasonably requested by the agency; or 
d. eligibility otherwise expires under this policy. 

3) During an Active Eligibility Approval Period, the employee may rely upon the existing 
approval and is not required to submit a new Caregiver's Leave Application for the same qualifying 
individual unless circumstances change or updated documentation is otherwise required. 

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

B. Notice 

1) Employees shall notify their immediate 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 after the start of the absence). 

• Failure to provide advance notice may disqualify the leave. However, it does not, by 
itself, disqualify the leave. 

• 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) of this policy. 

3) Employees shall further notify their immediate supervisor and respective HR Professional if: 

a. caregiving responsibilities end; 
b. the qualifying individual no longer requires care; 
c. the employee is no longer eligible under this policy; or 
d. previously submitted information materially changes. 
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C. Proof 

1) Employees must provide proof that Caregiver's Leave was taken in accordance with this 
policy no later than forty-eight (48) hours after the start of the absence. 
2) For initial requests for Caregiver's Leave, proof shall be submitted as part of the 

Caregiver’s Leave Application and supporting documentation process. 

3) During an Active Eligibility Approval Period: 
a. Employees shall provide their immediate supervisor with a copy of the 

applicable Caregiver’s Leave Approval Letter for the approved qualifying 
individual in accordance with the timing requirements of this section. 

b. Employees seeking to utilize Caregiver’s Leave for the same qualifying 
individual are not required to resubmit a new Caregiver’s Leave Application 
unless otherwise requested. However, if seeking to utilize this leave for a 
different qualifying individual a new Caregivers’ Leave Application must be 
submitted for review and approval. 

4) Notwithstanding anything else in this subsection, all employees are required to 
comply with the notice requirements of section 6(B) in this policy. 

5) Failure to submit proof within the required timeframe is sufficient for the employer 
to not pay the employee under this 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 
subject to leave denial and may be subject to progressive discipline at the discretion of 
agency management. 

 
D. Qualifying Categories and Required 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 to prove 
eligibility and shall not require disclosure of confidential medical diagnoses or  unnecessary 
personal information. 

1) Seriously Ill Spouse, Child, Parent, Legal Dependent 

Employees must provide documentation sufficient to establish: 

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

b. The eligible relationship of caregiver to individual; and 
c. That the  employee is  the caregiver of that individual.  

Required documentation: 

o Caregiver’s Leave (CGL)Medical Certification confirming need for caregiving 
(no diagnosis disclosure     required); 

o Legal documentation establishing eligible relationship and/or dependent status 
(ie. marriage certificate, birth certificate, court order); and 

o Employee certification of caregiver responsibility 
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2). Older Adult 

Employees must provide documentation sufficient to establish: 

a. That the individual to be cared for is an older adult as defined in this policy; and 
b. That the employee has been entrusted with or assumed responsibility for providing or 

coordinating care for the older adult. 

Required documentation: 

o Proof  of  age (i.e., government-issued ID) of  older  adult; and 
o Employee certification of assumption of responsibility 

3). Dependent Adult 

Employees must provide documentation sufficient to establish: 

a. That the individual to be cared for is a dependent adult as defined in this policy; 
and 

b. That     the employee  has  been       entrusted  with  or  assumed      responsibility  for  providing  
or coordinating  care  for  the dependent adult. 

Required documentation: 

o Legal documentation establishing dependent adult status; and 
o Employee certification of assumption of responsibility 

4) Employee Certification 

In all cases, a signed employee certification shall be required and shall confirm the employee's 
role as caregiver or person responsible for or assuming care. 

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. AGENCY RESPONSIBILITIES 

A. Within five (5) business days of receiving a completed employee Caregiver’s Leave Application, 
a designated Agency HR Professional shall: 

1) Review all submitted documentation and determine employee eligibility; 
2) Confirm required proof and supporting documentation was submitted within the 

required timeframe; 
3) Determine whether the leave qualifies under this policy based on the Caregivers 

Leave Application submitted; 
4) Approve or deny the request and provide comments documenting the basis for the 

determination; 
5) For approvals: 

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. apply appropriate Caregiver's Leave ERP Code: (CGL 352) when entering 

employee time in agency timekeeping system. 
6) For denials, provide comments that specifically identify the basis for the denial; 
7) Update DOP if there are any changes to the designated HR Professional role. 

B. During an Active Eligibility Approval Period and within five (5) business days of receiving notice and 
required proof, the designated Agency Supervisor shall: 

1) Review employee notice and proof documentation to determine whether the request 
complies with the requirements of this policy; 

2) Confirm notice and proof was submitted within the required timeframe; 
3) Approve or deny the request as follows: 

a. For approvals, enter employee time in agency timekeeping system using 
applicable Caregiver's Leave ERP Code: (CGL 352); 

b. For denials, provide employee with written justification identifying the basis 
for the denial. 

C. Agencies may require 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 for review. 

8. Enforcement & Oversight 

A. The Division of Personnel shall 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 consistent with applicable personnel rules and the GVI ethical code of conduct. 

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

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

 
 

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

 
 

Approved by:  
 

6/9/2026 
 

 

Cindy L. Richardson Date 
Director 
Division of Personnel 
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