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SUBARTICLE 1. ABSENCE AND LEAVE

1001. Policy. Annud leave will be granted fredy when employees can be spared from their
duties and sick leave and other types of leave will be granted whenever attendant circumstances
warrant their respective use.

1002. Responghility

a Each activity head is responsible for the proper adminigtration of leave regulations insofar
as they pertain to that activity's employees.

b. The servicing HRO Personnel Management Specidist will provide technica advice and
ass stance to management and employees on specific cases or questions.

c. Inapproving and disapproving leave, supervisors will comply with the proceduresin this
section. However, negotiated agreements with recognized organizations must be complied with
in the adminigration of leave and other absences in addition to the provisions of this section.

103. Genegd Information

a Minimum charge. An activity may charge annud leave, Sick leave, and leave without pay
in increments of less than one hour when: (1) economicdly feasble, (2) compatible with the
gppropriate labor distribution cost system, and (3) the mgor clamant's centrally designed
accounting and reporting system can accommodate such increments. Except where adifferent
minimum charge is established by an activity, the minimum charge for leaveis one hour.

b. Policy and procedures concerning Federd holidays are contained in Article 12610, Hours
of Duty and Holidays.

104. Adjusment of Work Schedules for Rdligious Obsarvances

a Employees may request time off without charge to leave when persond religious beliefs
require that the employee abstain from work during certain periods of the workday or workweek.
An employee's "persond religious belief* does not have to be based on an established religion,
nor does it necessarily have to be a recognized requirement of an established religion in order to
satisfy the intent of thelaw. It only hasto be apersond bdief of the employee which isrdigious
in nature and which requires the employee to abstain from work during a period for which (s)he
is scheduled to work. An activity, therefore, is not to question whether the employee's persond
religious bdlief is based on a recognized requirement of an established religion. Rether, the
activity will be expected to accommodate the employee's request for compensatory time off or
overtime work for this purpose, unless such modifications in the individua's work schedule
would serioudy interfere with the efficient accomplishment of mission.

b. Activities are encouraged to approve requests for annua leave or leave without pay or to
make other reasonable accommodations to the religious needs of an employee to the extent that
such accommodations do not cause undue hardship on the business of the activity. "Reasonable



accommodations' to these needs may include such arrangements as changing atour of duty,
subgtituting another qualified employee, or granting compensatory time off when appropriate.
However, excused absence (adminidrative leave) is not appropriate for this purpose. The
servicing HRO Personnd Management Specidist should be contacted for further information
and appropriate procedures on this subject.

SUBARTICLE 2. ANNUAL LEAVE
2[01. Generd

a. Annud leaveisaccrued by and granted to employees in accordance with applicable
regulations. The Director of the HRSC will determine the amount of Federal Service each
employee has which is creditable for annua leave accrud purposes and so notify the cognizant
Payroll Office upon employment or reemployment or as soon as possible thereafter.

b. Annua leave will be charged in accordance with Subarticle 1003a.

c. Leavewill be charged only for absence on days which an employee would otherwise work
and receive pay and will be exclusive of Sundays which do not occur within aregular tour of
duty, holidays, and dl non-workdays established by Federal statute or by Executive or
Adminigrative Order. When aholiday is declared by General Adminigtretive Order to be a

workday, an employee who is absent from work without permission on that day will be subject
to loss of 1 day's pay.

2002. Earning Retes
a Full-time Employees (those with basic 8 hour workdays)
(2) With lessthan 3 years of creditable service [ 4 hours per biweekly pay period.

(2) With 3 but less than 15 years of creditable service [0 6 hours per biweekly pay period
except for the last full period of the calendar year when they earn 10 hours.

(3) With 15 or more years of creditable service [J 8 hours per biweekly pay period.
b. Part-time Employee

(2) To earnannud leave, part-time employees must have aregularly assgned tour of duty
on at least 1 day of each week in the pay period.

(2) Part-time employees with less than 3 years of creditable service [ 1 hour for each 20
hoursin apay datus.

(3) Part-time employees with 3 years but less than 15 years of creditable service [0 1 hour
for each 13 hoursin a pay datus.



(4) Part-time employees with 15 or more years of creditable service O 1 hour for each 10
hoursin apay datus.

2003. Application for Annud Leave

a Applicationsfor annud leave will be submitted in advance on Request for Leave or
Approved Absence, OPM Form 71, origina only, to the supervisor. (R)
All employees gpplying for annud leave will be notified ordly, if goproved, or inwriting, if
disapproved, with the reason for disapproval. If disapproved the request will be rescheduled at a
mutudly agreed upon time.

b. In cases of emergency or when otherwise impracticable to obtain approvad of annud leave
prior to the day of absence because of sudden and unusual occurrences, employees will request
such leave by telephone, telegram, or mail, preferably by telephone. If by telephone, approva
must be obtained as soon as possible but not later than 3 hours after the beginning of the regular
shift. (Activitieswith acdl-in time different than this should issue an addendum to this Article,
Activities with Labor-Management Agreements will comply with annud leave provison
therein.) Requests by letter, telegram, or postal card must be dated or postmarked on the first day
of absence. Employees who request annua leave by telephone will be advised at the time
whether or not the leave is gpproved unless there are circumstances which indicate investigation
and further congideration is necessary. In such cases, the employee will be notified that the
approvad is tentative pending further consderation, and that (s)he will be required to substantiate
the requirement for emergency annuad leave by submission of evidence as deemed necessary and
reasonable. Immediately upon return to duty, such an employee will complete a Request for
Leave or Approved Absence, OPM 71. (R)

c. All employeeswill be advised of the individuas to be contacted in case of emergency if
the immediate supervisor is not available.

204. Granting of Annua Leave

a Taking of Leave

(1) Authority to approve gpplications for annud leave is ddegated to immediate
supervisors. It isgood practice to designate an aternate gpproving authority.

(2) When employees can be spared from their duties, annua leave will be granted fredly
for persond or emergency purposes. Large accumulations should be avoided. Normdly,
employees will not be denied the use of annud leave when they may otherwise be required to
forfet their accruas by reason of maximum accumulation or forfeture rules. Denid of annud
leave use will be based upon factors which are reasonable and equitable and which do not
discriminate againgt any employee or group of employees. Denid of aleave request normdly
needs to be based on the necessity for the employee's services and will not be for arbitrary or
capricious reasons. The denid is not disciplinary in character and must not be used as a punitive
measure.



(3) Although annud leaveisaright of an employeein that its accrud may not be denied, it
is the prerogative of management to make the find decision on when leaveisto be used. For
this reason, the use of annua leaveis subject to prior gpproval of the appropriate supervisor.
Retroactive approva may be given where circumstances warrant. 1t must not be assumed,
however, that amere report of absence will necessarily result in favorable action.

b. Management Responsbility. Management has the primary respongbility for determining
when and the extent to which annud leave is granted, as well as the responghbility of requiring
annud leave to be taken when circumstances warrant such action. Management will ensure that
adequate planning is undertaken to provide scheduled vacation periods and to otherwise grant or
direct the use of annud leave o asto prevent any unintended loss of annua |eave at the end of
the leave year. To the extent permitted by local work conditions, management will plan to dlow
each employee annualy an extended period of leave for rest and relaxation to assst in
maintaining maximum efficiency and productivity.

(1) Management's responsibility for the planning and effective scheduling of annud leave
for use through the leave year has taken on greater Significance by virtue of Public Law 931181,
sgned 14 December 1973. The law provides for the temporary restoration of annual leave
forfeited because of "exigencies of the public business' or sickness, provided that the annua
leave was scheduled in advance.

(2) While employees dso have an obligation to request annud leave in atimey manner,
failure on their part to do so does not relieve management of its responsibility to assure that the
leaveis, in fact, scheduled for use. When an employee chooses not to request or to use annud
leave to avoid forfeiture, heis not entitled to have the forfeited leave restored for later use.

(3) The decision to schedule annud leave for use shal be made in writing before the Sart
of the third biweekly pay period prior to the end of the leave year. (The leave may be scheduled
for use during the last three pay periods of the leave year.)

(4) While the above cutoff date is gpplicable only to those stuations involving the possible
forfeiture and restoration of annua leave, management and employees should not wait until this
date approaches to schedule leave. Positive action should be taken to assure that annud leaveis
scheduled for use during the year so asto avoid Stuations where employees approach the end of
the leave year with asgnificant amount of annua leave that must be used or forfeited. For
example, if an exigency should occur during the year that resultsin the cancellation of scheduled
leave, action must be taken to reschedule the leave for use before the end of the leave year to
avoid forfeiture.

(5) An OPM Form 71, Request for Leave or Approved Absence, supplemented, (R)
as required, may be used to document the scheduling and, as necessary, rescheduling of the
annud leave. There mugt be written documentation including the following: The cdendar date
the leave was scheduled; approved by the officid having authority to gpprove leave; the date(s)
during which the leave was scheduled for actud use and the amount of leave (days/hours) that
was scheduled for use; reason(s) for subsequent cancelling of approved |leave; the calendar date
the cancelled leave was rescheduled for use; the date(s) during which the leave was rescheduled



for use and the amount of leave (days/hours) that was rescheduled for use. See subparagraph
206 for information on retoration of annual leave.

c. Employees Responsihility. Employees have the responghbility for cooperating with
management in scheduling vacation periods and for requesting leave during periods when their
services can best be spared.

2005. Required Annud Leave. It iswithin adminidrative discretion to place employeeson
annua leave with or without their consent, subject to paragraph 205a below, under the following
types of circumstances.

[0 Breakdown of equipment, power failure, etc.
O Lack of materid.

O Trangportation strikes.

0 Storms, floods, and other naturd phenomena

0 Annud or sami-annud shutdowns of indudtria
activities for purposes of retooling and over-
hauling of plant equipment.

[0 Temporary reduction in workload.
[0 To reduce annud leave accumulation.
[0 For temporary periods when plant operation is uneconomica.

This discretion does not gpply to a persond, disciplinary type stuation when the employeeis
ready, willing, and able to work, in which case suspension procedures apply.

So that an employee's leave record accurately reflects the kind of leave taken, acharge against
annud leave which represents enforced absence of the employee for any reason shdl be so
identified on the timecard to digtinguish it from annua leave requested by the employee.

a Annua Leavevs. Excused Absence. In cases of interrupted or suspended operations,
employees who cannot be assigned to other work will be required to use annud leave if 24 hour
advance notice can be given. When such stuations develop too late to give 24 hour advance
notice, employees who cannot be assigned to other work will be required to use annud leave,
only if natice can be given before the end of the shift immediately preceding the one in which
they are to be placed on leave. Effortswill be made to kegp to a minimum the occasions when
an employee is required to take leave with less than 24 hour notice and such leave may not
exceed 5 daysin any leave year. In Stuations when neither 24 hours notice nor notice before the
end of their immediately preceding shift is possible, employees who cannot be assgned to other
work will be excused in accordance with applicable regulations. Thus, when employees are



prevented from working by circumstances arising after the end of their immediately preceding
shift, they must be excused in dl instances not to exceed 8 hours. Such employees will then be
placed on enforced annua leave for subsequent continuous absence required beyond 8 hours,
provided 24 hours advance notice can be given. The foregoing applies only to conditions which
cannot reasonably be foreseen; e.g., power or equipment failure, wesather conditions affecting
only certain kinds of work but not the activity asawhole, etc. Circumstances such as reduction
of leave accumulation for budgetary reasons, etc., are not considered "unforeseen” and must be
handled in accordance with other procedures.

b. Requiring Absence When No Annua Leaveis Avallable

(1) When the use of annud leave is directed and the employee has no annud leave
available, a the employee's request the employee will be granted leave without pay (LWOP) or,
following activity practices, will be advanced annua leave not to exceed the expected leave
accrud for the balance of the leave year. If neither LWOP nor advanced annud leaveis
requested by the employes, (S)he will be furloughed and the following will be applicable:

() Except as provided in (b) below, a 30 day notice period must be observed in
furloughing employees. Furloughs exceeding 30 days are subject to reduction-in-force
regulations.

(b) Advance noticeis not required when furlough is necessary because of unforeseesble
circumstances such as a sudden breakdown of equipment, acts of God, or emergencies requiring
immediate curtailment of activities. Lack of fundsis not an "unforeseesble circumdance’ in this
context.

2006. Redoration of Annud Leave. The normd rule which requiresthat any annud leavein
excess of the maximum permissible carryover be automatically forfeited at the end of the leave
year istemporarily suspended under three conditions. The three conditions are: (1)
Adminigrative error when the error causes the loss of annua leave; (2) Exigencies of the public
business when such leave was scheduled in advance; (3) Sickness of the employee when such
annud leave was scheduled in advance. Annud leave forfeited because of one or more of these
three reasons must be restored to a separate leave account.

a Restored annud leave must be scheduled and used no later than the end of the leave year
ending two years after the following Sarting detes

(1) The date of restoration of the annud leave forfeited because of adminigtrative error; or

(2) The date fixed by the agency head or designated officid as the termination date of the
exigency of the public business which resulted in the forfeiture of the annud leave; or

(3) The date the employee is determined to be recovered and able to return to duty if the
leave was forfeited because of sickness.



b. The amount of the restored leave does not in any way increase or change an employee's
norma maximum permissible carryover of annud leave into anew leave year. The separate
leave account shall identify:

(1) The date the leave was restored for use.
(2) The amount credited.

(3) The specific schedule established for use.
(4) The amount of usage and baance.

(Thereisno changein the usud requirements for earning, crediting, or usage of annud leave for
employee's regular leave accounts.)

c. Management and employees have amutud obligation to plan and schedule the restored
leave for use as expeditioudy as circumstances permit but not longer than the specified 2 year
limit. (Regular annud leave dso must be scheduled during the year to avoid forfeiture))

d. Any restored leave unused at the expiration of the 2 year limit is again forfeited with no
further right to restoration.

2007. Officia Desgnated to Approve Exigencies. The Head of the Agency or someone
designated to act for hinvher has the authority to gpprove exigencies. Before annud leave may
be restored, the determination that an exigency is of mgor importance and that therefore annud
leave may not be used by employees to avoid forfeiture must be made by the Agency Head or
designated officid. In reaching a decision that specific kinds of operationa requirements are of
such magnitude or sgnificance that employees cannot be excused from duty to avoid forfeture
of annua leave, the following should be used as guidance:

a. The determination that the exigency is of such importance that employees cannot be
excused from duty for the duration is a separate decision. Normaly, this decison will be made
in advance of the cancellation of scheduled leave or the assgnment of employees who will be
affected by the work requirement generated by the exigency. Only a bonafide emergency will
preclude making the decison in advance.

b. Thereis no reasonable dternative to the cancellation of the scheduled leave or the
assgnment of those individua employees who will forfeit annua leave because of the work
requirement generated by the exigency. Thisis also aseparate decision distinct from the
decison about the importance of the exigency.

c. A specific beginning date and ending date of the exigency period must be fixed in advance
unless the suddenness or uncertainty of the circumstances prevent advance decison. These dates
must establish the specific time period within which employees were prevented from using
scheduled |eave and thus subsequently forfeited leave.



SUBARTICLE 3. ADVANCED ANNUAL LEAVE

301. Policy. In case of emergency and when the exigency of the Stuation requires, annud leave
in excess of earned leave may be granted an employee. This advance of annud |eave may nat,
however, exceed that which will accrue during the leave year. Where separation or other action
is anticipated or pending which would preclude norma accrua during the remainder of the leave
year, only leave currently to the credit of the employee will be granted. An employee may be
placed on leave without pay upon reques,, in lieu of unadvanceable annud leave.

302. Procedure. Employees desiring annud leave in excess of that currently to their credit will
submit an OPM Form 71, long with awritten request, viathe chain of commandtothe  (R)
activity head or designee for approva/disapproval. The request must state the number of
additiona hours desired, the reasons for desiring an advance of annua leave, and any pertinent
additiond information. This request must be endorsed by the supervisor with arecommendation
for gpprova or disapproval.

SUBARTICLE 4. SICK LEAVE
4001. Approva of Sick Leave. Authority is delegated to immediate supervisors to gpprove

gpplications for sick leave of employees under their supervision. Itisagood practice to
designate an dternate approving authority.

4[12. Conditions Under Which Sick Leave |s Granted

a Sick leave will accrue and be granted in accordance with gpplicable regulation to an
employee when the employee:

(1) Receives medical, dentdl, or optical examination or trestment;

(2) Isincapacitated for the performance of duties by physical or menta illness, injury,
pregnancy, or childbirth;

(3) Provides care for afamily member as aresult of physicad or mentd illness; injury;
pregnancy; childbirth; or medical, dentd, or optical examination or treatment; (See subparagraph
A012f for criteria)

(4) Makes arrangements necessitated by the death of afamily member or attends the
funerd of afamily member; or

(5) Would, as determined by the hedlth authorities having jurisdiction or by a hedth care
provider, jeopardize the health of others by his or her presence on the job because of exposure to
acommunicable disease.

b. A supervisor may grant sck leave only when supported by evidence administretively
acceptable. Regardless of the duration of the absence, the supervisor may consider an



employee's certification as to the reason for absence as evidence administratively acceptable.
However, for an absence in excess of 3 workdays or for alesser period when determined
necessary, the supervisor may aso require amedica certificate or other adminigratively
acceptable evidence as to the reason for an absence for any of the purposes described above.

C. Treatment for Disabled Veterans. Disabled veterans will be granted sick leave, if
available, to receive medica treatment or for the time necessary to make an appointment for
treatment. If Sck leaveisnot avalable, the time off will be charged to annud leave or leave
without pay. Thisleave grant is obligatory provided appropriate evidence is presented to support
the necessity for treatment and provided the veteran gives prior notice of definite days and hours
of absence required for such treatment. This dso gppliesto situations in which aleave of
absence mugt be authorized for a disabled veteran, as well as examinations and absences from
duty in connection with the disahility.

d. Sickness Occurring During Annua Leave. An employee who becomesill during a period
of annud leave may have the period of illness charged to sick leave and the charge againgt
annua leave reduced accordingly. Application for such subgtitution of sick leave for annua
leave will be substantiated in the same manner as any other request for sick leave.

e. Sick Leave Preceding Death. An employee who dies without returning to duty and
without making application for sick leave may be adminigratively granted accrued sick leave for
the period immediately prior to death for illness or disability which caused the employee's
absence. (The Director of the Human Resources Office may, if gppropriate, instruct the
employee's survivor who is filing the death claim to present a doctor's certificate certifying to the
employee'sincapacitation.) The cognizant payroll office will make payment for the amount of
leave involved without reference to the employees office. All inquiries regarding payment of
sck leave will be referred to the cognizant payroll office for appropriate action.

f. Family Friendly Leave Act. The Federd Employees Family Friendly Leave Act, effective
2 December 1994, dlows employeesto take sick leave to care for afamily member as aresult of
physical or menta illness, injury, pregnancy, childbirth, or medica, denta, or optica
examination or treatment. Sick leave may a0 be taken to make arrangements necessitated by
the desth of afamily member or to attend the funerd of afamily member. For purposes of
Family Friendly Leave entitlement, the definition of family member means. spouse and parents
thereof; children, including adopted children, and spouses thereof; parents; brothers and sisters,
and spouses thereof; and any individud related by blood or affinity whose close association with
the employee is the equivdent of afamily relationship.

(1) Criteria. The amount of sick leave granted an employee for the above purposes may
not exceed atota of 104 hours (or, in the case of a part-time employee or an employee with an
uncommon tour of duty, the number of hours of sick leave normaly accrued by that employee
during aleave year). To be granted sick leave for the above purposes in excess of 40 hours (or,
in the case of a part-time employee or an employee with an uncommon tour of duty, the average
number of hours of work in the employee's scheduled tour of duty each week), the employee
shdl retain in hisher sck leave account abalance of at least 80 hours (or, in the case of a part-
time employee or an employee with an uncommon tour of duty, the amount equa to twice the



average number of hours of work in the employeg's scheduled tour of duty each week). The
amount retained in the sick leave account shdl, in each instance, be a least equd to the
minimum prescribed above after deducting the amount of sick leave used for purposes described
in Subarticle 4012f.

(2) Request for Family Friendly Leave. An employee shal request Family Friendly Leave
on an OPM Form 71 in accordance with the provisions of Subarticle 4013. (R)
The sck leave block must be annotated and remarks section identify the sick leave as Family
Friendly Leave.

(3) Recordkeeping Requirements. Beginning with leave year 1995, each activity shal
maintain the following information by leave year for each employee usng Family Friendly
Leave:

(8 The grade or pay level and gender of each employee.

(b) Thetota number of hours of sick leave used by each employee in connection with
the Family Friendly Leave Act.

0. Sick Leave in Connection with Retirement. An employee who applies for retirement,
ether disability or optiond, will not automaticaly be permitted to use Sick leave. A retirement
gpplicant needs to furnish the same documentation of incapacitation that any other employee
must provide. Activities are encouraged to take actions which permit an employeeto remainina
duty status. Such actions which may be taken to avoid a need for absence include atemporary
detail to duties which the employee can perform and the use of light duty in hisher current
position. An employee gpplying for optiond retirement at the expiration of sck leave may be
required to meet the same criteria as an employee applying for disability retirement. This criteria
includes

(1) Documentation of a deficiency in service with respect to performance, conduct, or
attendance.

(2) Documentation of amedica condition [] disease or injury.

(3) A relationship between the service deficiency and the medica condition such that the
medica condition caused the service deficiency.

(4) The duration of the medica condition, both past and expected.

(5) Theincompetibility of the medica condition with ether useful servicein or retention
in the postion.

h. Sick Leave for Adoption Purposes. The Office of Personnel Management (OPM) has
issued interim regulations permitting employees to use sick leave for purposes related to the
adoption of achild. In accordance with Subarticle 4013, employees may request sick leave for
appoi ntments with adoption agencies, socid workers and attorneys; to attend court proceedings,



required travel; and any other activities necessary to alow the adoption to proceed. The
entitlement to use Sck leave for adoption purposes isin addition to an employee's entitlement to
unpaid leave for the placement of a child with an employee for adoption under the Family and
Medica Leave Act. (SeeArticle 12630.2) An employee may subdtitute his’her accrued and
accumulated sick leave for dl or any portion of any annua leave used for purposes relating to
the adoption of a child between September 30, 1991, and September 30, 1994, provided (s)he
submits a written request with gppropriate documentation to support the grant of that request.
(The HRO can provide activities with information regarding pecific documentation
requirements.) |If the request is approved, the employee should be cautioned that possible
forfeiture of annud leave may result from retroactive substitution of sSck leave for annud leave.

43. Submisson of Application for Sick Leave

a An application for sick leave will be submitted by employees on the OPM Form 71, (R)
origind only. Any gpplication for sck leave covering a period of absence of more than 3
workdays must be supported by amedica certificate. In lieu of amedica certificate, supervisors
may accept a Sgned satement from the employee indicating the nature of illness and the reason
why amedicd cetificate is not furnished when it is unreasonable to obtain such certificate
because of shortage of physicians, remoteness of locdity, or because the circumstances
surrounding the employee's absence did not require the services of a physician. Except as
provided in paragraph 4004 below, employees will not be required to furnish amedica certificate
to substantiate requests for sick leave unless such leave exceeds 3 workdays continuous duration.
Employees who are absent alegedly due to illness but who are on leave without pay by request
or dueto lack of sck leave must submit a doctor's certification covering their abbsence from
work. If gpplicable, consult negotiated agreement for appropriate procedures.

44. Suspected Abuse of Sick Leave Privileges

a Reguirements. Certificates to support an gpplication for sick leave of 3 workdays or less
may be required in individua cases on the fallowing basis

(2) Thereis subgtantia evidence thet the employee has abused sick leave privileges.

(2) The employee has been furnished written notice that (S)he must furnish amedicd
certificate for each absence which (s)he clamswas dueto illness.

b. Failureto Comply. Anemployegsfailure to comply with this requirement may be
congdered abassfor denying sick leave but will not, in itsdf, be consdered an offense
justifying disciplinary action. Disciplinary action may, however, be based on unauthorized
absence resulting from denid of leave.

c. Review. The supervisor will review at least annually the sck leave record of each
employee required to furnish amedica certificate for each absence which (s)he clams was due
to illness; and, where such review reveals no substantia evidence that the employee has abused
sck leave privileges during the review period, the employee will be notified in writing that a



medica certificate will no longer be required for each absence which was claimed to be due to
illnessfor periods of three workdays or less.

4015. Application for Leave for Absence Dueto llinessin Excess of 3 Working Days. An OPM
Form 71, with supporting medica certificate, will be retained by the activity inwhichthe  (R)
employee works for aperiod of 4 years, or until a Generd Accounting Office (GAO) audit,
whichever occursfird.

4016. Noatification to Supervisor of lliness. When an employeeis unable to report for work due
toillness or injury, (She will natify the immediate supervisor within 1 hour of the sart of the

shift. (Activities with adifferent cdl-in time should issue an addendum to this Article.
Activities with |abor-management agreements should ensure compliance with provisons

therein.) When it is not practicable to report by telephone, notification may be made by |etter,
postcard, or telegram postmarked within the first day of absence. Employees who have notified
the employer in advance of a predictable length of illness will not be required to telephone the
supervisor each Monday. However, if the employee is unable to return on the predicted date, the
supervisor must be advised each Monday thereafter. Failure of an employee to notify the
supervisor in compliance with these ingtructions will not, within itsdf, be conddered a basis for
denying such leave since gpprova or disgpproval of sick leave must be on the basi's of whether
or not the employee was incapacitated to perform highher duties. Such notification is necessary
in order to place the employeein apaid sick leave, paid annud leave, or leave without pay status
as appropriate.

4007. Adminigrative Procedure Upon Notification of 1liness

a When an employee natifies higher supervisor that (Sheisill and unable to report for
work, (s)he will be carried on sick leave pending submission of an OPM Form 71 (R)
goplication for sick leave, and such substantiating evidence as may be required in an individua
case.

(D) If dck leave is not available, employees will be carried on annud leave if available, or
on leave without pay. Noatification of illnesswill be consdered tantamount to request for
approved leave; therefore, placing employees who have requested sick leave on leave without
pay if no other leave is available does not condtitute placing them on LWOP without their
consent. Non-pay statuswill be utilized, however, only when the employees have neither sck
nor annud leave to their credit. However, an employee may request leave without pay in lieu of
sck leave.

(2) If the absence lasts beyond the end of the pay period (and the employee hasbeenin a
pay satus), the employee will be paid unless the supervisor has reasons to doubt vaidity of the
sck leave. Inthisingance, sdary payment may be withheld pending decision on the case.

(3) As an exception to the above, an employee who is under requirement to support al
requests for sick leave by amedical certificate may be carried in a pending (non-pay) satus until
the certificate has been submitted and a determination made as to the validity of the Sck leave.



b. If, upon the employee's return to duty, the leave request is disapproved, the period of
absence will ordinarily be converted to absence without leave (unauthorized absence).

(1) There may arise circumstances in which the requested absence does not judtify granting
sck leave but could warrant granting annud leave or leave without pay. In such ingtances,
officids authorized to approve leave may exercise judgment to grant another type of leave rather
than to require conversion to absence without leave.

(2) The non-pay steatus resulting from absence without leave is not in itsdf adisciplinary
action. When, however, requested sick leave is disgpproved and corrective action is consdered
necessary, the employee may be disciplined. Consult your HRO Personnd Management

Specididt.

4018. Procedure on Return to Duty from IlIness. Immediately upon return to duty from illness,
the employee will report to hisher immediate supervisor the facts surrounding the absence for
which sick leave is being requested. Employeeswill be presumed to be able to perform the full
range of duties of their positions unless credible medical documentation concerning any
limitations has been provided in accordance with 5 CFR 339. See Article 12810 regarding
respong bility in employees returning from continuation of pay as aresult of on-the-job injuries.)

409. Iliness after Reporting for Duty. When an employee becomesiill after reporting to work, a
Supervisor, based on a judgment that the employee cannot perform higher dutiesin a safe and
hedlthful manner, may approve requested sick leave, refer the employee to an on-base medica
facility for emergency treatment if apparently warranted, or require or offer the employee an
activity medica examination in accordance with 5 CFR 339.

40110. Sick Leave Without Consent. Asagenerd rule, employees may not be placed on sick
leave without their consent. However, if the available medica evidence supports aconclusion
that the employee is incapacitated for norma work, and thereis no temporary light duty
available, the employee may be placed on enforced sick leave, following the procedures listed
below. In some Situations, management may have reason to question employees physica or
mental ability to perform their jobs. 1f the requirements of 5 CFR 339 can be met, the employee
may be examined by an activity-sdected physician. If those requirements cannot be met, the
following options are available:

a Assgn the employeeto light duty.

b. Suggest to the employee that (s)he gppears to be incapacitated for duty, that (s)he should
request sick leave, and that (S)he should bring in medica evidence of his’her condition. (The
supervisor may offer to have an activity sdected physician conduct the examination.)

c. If the employee maintains that (S)he is capable of working hisher regular job and refuses
to take sick leave or be examined by a physician, then the activity should determine whether or
not placing the employee in his’her job would endanger safety. If it would, the employee should
be placed on adminigrative leave immediately. Consult your HRO Employee Relations

Specidis.



4[111. Control of Sick Leave. Whileit is desired and intended that employees be granted sick
leave when entitled under exigting regulations, it isincumbent on dl levels of management to
prevent the abuse of sick leave privileges by ensuring that employees are not granted sick leave
when they are not entitled to it. Particularly, it isincumbent on al levels of supervison to
maintain an intengve campaign in dl officesto acquaint al employeeswith the legd
requirements for entitlement to sSck leave; to impress upon them the monetary benefits to
themsdvesin not using their sick leave unless absolutdy necessary, thereby |etting it accumulate
to their credit for usein case of along and serious iliness or injury; and to teach and encourage
the desire on the part of the individua employees throughout the activity to reduce sick leave
usage to aminimum. This can be best accomplished by direct and persona contact between
supervisor and employee.

4012. Investigation of Reported lliness. Officids authorized to approve sick leave gpplications
will be responsible for ensuring thet the cause of absence judtifies gpprova. Accordingly, such
officidswill arrange for prompt investigation of the cases of reported illnessin which the
circumstances leave them in doubt as to the authenticity of the daimed illness. Such
investigations should be made by supervisory personnd only. Consult your HRO Personnel
Management Specidis.

SUBARTICLE 5. ADVANCED SICK LEAVE

5001. Policy

a Sick leave may be advanced for serious disability or allments when the exigencies of the
gtuation require. The amount of advanced sick leave to an employee's account may never
exceed 30 days at any onetime.

b. All available accumulated sick leave to an employee's credit must be exhausted.
Consideration may aso be given to requiring an employee to use excess annud leave which
might otherwise be forfeited.

c. Sick leave will not be advanced to an employee known to be contemplating retirement or
resignation or is anticipated to be separated.

d. There must be a reasonable assurance that the employee will return to duty.

e. Inthe case of employees serving under temporary gppointments, advanced sick leave will
not exceed an amount which is reasonably assured will be subsequently earned.

502. Procedure

a An employee may request advanced sick leave by submitting arequest to the activity heed
viathe chain of command. The request will:

(1) State the number of hours of sick leave desired.



(2) State the beginning date of such leave.
(3) State the anticipated date of return to duty.
(4) Include a statement from the employee's attending physician indicating:
(& Thelength of time the employee will be incapacitated for work.
(b) Diagnosis.
(c) Prognosis for recovery.
(d) Approximate date employee will be able to return to duty.

b. Requests must be endorsed by intermediate levels of the chain of command to indicate
recommendation asto gpproval/ disgpprova. If disgpprova is recommended, the reason(s) must
be shown.

SUBARTICLE 6. ABSENCE DUE TO MATERNITY/PATERNITY REASONS
6011. Genera

a Maternity leave isaperiod of approved absence for reasons related to pregnancy and
confinement where the employee does not contemplate resgning. It is chargesble to sick leave
or any combination of sck leave, annud leave, and leave without pay.

b. See Article 12630.2, Family and Medicd Leave, for additiond information.
SUBARTICLE 7. LEAVE WITHOUT PAY
701, Generd

a Leave Without Pay (LWOP) is atemporary non-pay status and absence from duty granted
upon an employee's request. LWOP covers only those hours which an employee would
otherwise work or for which pay is authorized. 1t does not include non-pay status on days for
which an employee would be paid on an overtime basis and does not include days on which an
employee is not scheduled to work. The permissive nature of LWOP digtinguishesit from
Absence Without Leave (AWOL), which is a non-pay status resulting from a determination that
leave of no type will be granted (including LWOP) for a period of absence for which the
employee did not obtain advance authorization or for which arequest for leave on the basis of
aleged sickness has been denied.

b. For additiona information on LWOP, see Article 12630.2.



702. Privilege. Authorizing LWOP isameatter of administrative discretion. An employee
cannot demand that LWOP be granted as a matter of right except in the case of disabled veterans
who are entitled to LWOP if necessary for medical trestment under Executive Order 5396,
reservigts and National Guardsmen who are entitled to LWOP to perform military training duties
and for limited periods, employees receiving injury compensation under Chapter 81 of Title 5,
United States Code, and for reasons in accordance with Article 12630.2.

7003. Standards. The following standards are non-regulatory but are issued as guidance to
activitiesin acting upon LWOP requests. Each request for LWORP should be examined closdly to
assure that the value to the Government or the serious needs of the employee are sufficient to
offsat the costs and adminigtrative inconveniences that result from the retention of an employee
inaLWOP gtatus. Among the mattersto be consdered are:

a Encumbrance of apostion.
b. Lossof services that may be vitd to the organization.
c. Obligation to provide employment at the end of the gpproved LWOP.

d. Creditable service for such benefits as retirement, leave accrud, within-grade increases,
and severance pay.

e. Eligihility for continued coverage (without cost to the employee for up to 1 year) for life
insurance and continued coverage (with payment of employee's portion of the premium by the
employee for up to 1 year) for hedth insurance benefits.

704. Conditions. Asabasic condition to gpprova of extended leave without pay, there must be
areasonable expectation that the employee will return to duty at the end of the approved period.
Leave without pay is discretionary when the services of the employee can be spared without
detriment to the work on which (s)he is engaged and one of the following benefits would result:

a Improved performance capability.
b. Protection or improvement of the employee's hedth.
c. Retention of a desirable employee.

705. Examples. Thefollowing (not necessarily dl indusive) are examples of casesin which
extended leave without pay may be approved.

a. For educationa purposes when the course of study or research is related to the work of the
activity and its completion would be in the activity's best interests.

b. For temporary service with non-Federa public or private enterprise, when thereisa
reasonable expectation that the employee will return and when one or both of the following will
result:



(1) The service to be performed will contribute to the public welfare.
(2) The experience to be gained by the employee will serve the agency's interests.

c. For the purpose of recovery from illness or disability not of a permanent or disqudifying
nature, when continued employment or immediate return to employment would threaten the
employee's hedth or the hedth of other employees.

d. For the purpose of protecting employee satus in the following circumstances.

(1) Pending find action by OPM on aclam for disahility retirement after al sick and
annua leave has been exhaugted. [Itisthe policy of the Department of the Navy that activities
will, without exception, grant LWOP up to 1 year pending fina action by the Office of Workers
Compensation on employment connected injury or disease)]

e. For the purpose of permitting the employee to participate in programsin which the
Federal Government is participating or is encouraging participation (e.g., Peace Corp
Volunteers).

f. For the purpose of serving on atemporary basis as an officer or representative of aunion
representing Federal employees.

g. For an employed family member of trandferring military or Federd civilian personnd to
obtain employment a the new location. Employed family memberswill be advised by
supervisors of their entitlement to request 90 days LWOP prior to separation incident to the
trandfer of their sponsors. LWOP will be granted only when the family member expressesan
intent to seek Federa employment at the new location and the family member's work
performance has been satisfactory so asto continue Federa employment. "Family members' as
used herein refers to any federally employed family member whose separation is incident to the
trandfer of amilitary or Federd civilian sponsor.

7006. Length Except in unusud circumstances, or in furtherance of a program of interest to the
Government (e.g., Peace Corps Volunteers), when it is known in advance that the period of
absence will exceed 1 year, LWOP will not be authorized initidly for any period in excess of 52
calendar weeks.

707. Authority. Grants of LWOP (not to exceed 30 caendar days) may be made by an
appropriate designated official. Employees desring LWOP beyond 30 caendar days will submit
written gpplication indicating thereon the reasons for such extended LWOP. The application will
be submitted to the Activity Head viathe chain of command. The agpplication must be endorsed
by intermediate levels of the chain of command to indicate recommendetion for
gpprova/disapproval and why. An SF-52 may be used for this purpose. |If the request isfor
recovery fromillness or injury, asupporting medica certificate must be atached. If the request
is for educationa purposes, evidence of acceptance at a college or school must be attached
including the course list of subjects being taken.



SUBARTICLE 8. MILITARY LEAVE

801. Entittement. An employeeis entitled to time off at full pay for certain types of active or
inective duty in the National Guard or as a Reserve of the Armed Forces. Any full-time Federd
civilian employee whose gppointment is not limited to 1 year is entitled to military leave.
Military leave under 5 U.S.C. 6323(a) is prorated for part-time career employees. The reserve
components of the Armed Forces are:

The Army Nationad Guard of the United States
The Army Resarve

The Navd Resarve

The Marine Corps Reserve

The Air Nationd Guard of the United States
The Air Force Reserve

The Coast Guard Reserve

802. Required Documentation. Officia orders and an OPM Form 71 requesting (R)
Military Leave must be presented to the immediate supervisor prior to the impending absence.
Upon return to duty, an officid statement from the military reserve component concerned
showing calendar dates of attendance must be submitted to the supervisor for further submisson
to the servicing payroll office for fina adjusment of the employees leave.

803. Typesof Military Leave.

a 5U.S.C. 6323(a) provides 15 cdendar days per fisca year for active duty, active duty
training, and inactive duty training. An employee can carry over amaximum of 15 daysinto the
next fiscd year.

b. Inactive duty training is authorized training performed by members of a Reserve
component not on active duty and performed in connection with the prescribed activities of the
Reserve component. 1t consists of regularly scheduled unit training periods, additiond training
periods and equivaent training.

c. 5U.S.C. 6323(b) provides 22 workdays per caendar year for emergency duty as ordered
by the President or a State governor. This can be for law enforcement or the protection of life

and property.

804. Daysof Leave. Military leave should be credited to a full-time employee on the basis of
an 8-hour workday.

a The minimum chargeto leaveis 1 hour. An employee may be charged military leave
ONLY for hoursthat the employee would otherwise have worked and received pay.



b. Employees who request military leave for inactive duty training (which generdly is 2, 4,
or 6 hoursin length) will now be charged only the amount of military leave necessary to cover
the period of training and necessary travel.

¢. Members of the Reserves and/or National Guard will no longer be charged military leave
for weekends and holidays that occur within the period of military service.

d. A full-time employee working a 40- hour workweek will accrue 120 hours of military
leave in afiscd year, or the equivaent of three 40-hour workweeks. Military leave under
6323(a) will be prorated for part-time employees and for employees on uncommon tours of duty
based proportionally on the number of hoursin the employee' s regularly scheduled biweekly pay

period.

8-5. Combined with Other Leave. Absenceis not chargegble to military leave of absence with
pay may be charged to annud leave or, when appropriate, leave without pay. Pay for annud
leave beyond the 15-day period chargegble to military leave may be received concurrently with
military pay and alowances for training or active duty.

Examples

Hoursinthe | Ratioof hoursinthe | Hours of military leave Pay Periods of military
regularly regularly scheduled accrued each fisca year leave accrued each fiscal
scheduled pay period to an 80- yedr.
biweekly pay | hour pay period(the
period number of hoursin

the pay period= 80)
40 .5 (40 + 80) .5x 120 = 60 hours 1.5 80-hour pay periods
106 1.325(106 + 80) 1.325 x 120 = 159 hours | 1.5 106-hour pay periods
120 1.5 (120 + 80) 1.5 x 120 = 180 hours 1.5 120-hour pay periods
144 1.8 (144 + 80) 1.8 x 120 = 216 hours 1.5 144-hour pay periods

8-6. Effect on Civilian Pay. Anemployeeis entitled to military leave without loss of pay, time
or performance or efficiency rating for active duty training, inactive duty training, or engaging in
fiedd or cost defense training.

a Anemployeeg s civilian pay remains the same for periods of military leave under 5 U.S.C.
6323(a) and (c), including any premium pay an employee would have received if not on military
leave.

b. For military leave under 5 U.S.C. 6323(b), the employee s civilian pay is reduced by the
amount of military pay for the days of military leave. However, an employee may choose not to
take military leave and instead take annual leave or compensatory leave in order to retain both
cvilian and military pay.



807. Law Enforcement. State or federa military duty for the purpose of enforcing the law, asin
ariot or to prevent looting following a natura disaster, is covered by a nondiscretionary grant of
up to 22 workdays per calendar year, 5 USC 6323(b). It isnot subject to accumulation beyond
the year in which earned. Comptroller Generd Decision B-231760 of 17 February 1989 states
that there must be evidence in the wording of the orders and the nature of the duties performed
thet the function in the fidd require the maintenance of law and order and the protection of
property to grant military leave under 5 USC 6323(b).

a The purpose of thisleaveis different from that of 15-days per year military leave;
therefore, they are not interchangeable. That is, this leave may not be used to authorize any days
in excess of 15 for training or other nonlaw enforcement duty. However, if the 22-days per year
law enforcement leave is exhausted, the employee may be granted either 15 days per year
military leave or annua leave for additiond law enforcement duty. Until the 22-workday limit is
exhausted, law enforcement leave used is nondiscretionary; that is, neither the employee nor the
agency may choose to use any other type of leave charge or excused absenceinitsplace. This
prohibition will not alow subgtituting annua |leave & the end of aleave year to avoid forfeture.

b. Grants of law enforcement leave are in 8 hour workdays, however, they may be converted
into hours and charged in such unitsin figuring pay entitlements for employees on abnormal
shifts. Leaveis charged on the same basis as annuad and sick leave.

SUBARTICLE 9. COURT LEAVE

9001. Definition Court leave is the authorized absence (without loss of or reduction in pay,
leave to which otherwise entitled, credit for time or service, or performance or efficiency rating)
of an employee from work status for jury duty or for attending judicia proceedingsin anon
officid capacity as awitness on behdf of a State or loca government. The court of judicid
proceeding may be located in the Digtrict of Columbia, a State, aterritory, or possession of the
United States, including the Commonwedlth of Puerto Rico, the Cand Zone, or the Trust
Territory of the Pacific Idands. The term "judicia proceeding” contemplates any action, suit, or
other proceeding of ajudicid nature (including any condemnétion, preliminary, unfunctiond, or
other such proceeding but does not include an administrative proceeding. Insofar as court leave
for witness sarvice is concerned, dl stages (preliminary hearing, inquest, trid, or deposition
taking) of the proceedings would be covered, including hearings and conferences before a
Committing Court, Magidtrate, or Commission, Grand Jury proceedings, Coroner's inquests, and
hearings and conferences conducted by a prosecuting attorney for the purpose of determining
whether an investigation or charge should be mede in a particular case.

912. Employee Higihility

a Court leave for jury duty is granted to both permanent and temporary employees of the
United States and Didtrict of Columbia, both full-time and part-time except for those employed
on a substitute, when actudly employed, or intermittent bas's.

b. A night shift employee who performs jury service during the day is granted court |leave for
his’her regularly scheduled night tour of duty and is entitled to the night shift differentid. Since



the statute makes it mandatory that the compensation of any employee shdl not be diminished by
reason of jury service, the employee is entitled to night differentia for the periods otherwise
properly excused from the performance of duty while serving as ajuror.

903. Pdlicy. Requeststo release employees from jury duty will be made only in exceptiond
gtuations where the public interest would be better served by an employee remaining on the job;
i.e., where the services of the employee are absolutely necessary to meet critical work deadlines.

9004. Generd. An digible employee may not choose to take annud leavein lieu of court leave.
An employee on annua leave when called to jury service will be placed on court leave if (Sheis
entitled to such leave. An employee on LWOP, dthough otherwise digible, may not be granted
court leave when cdled to jury duty. Such leave is available only to those employees who,
except for jury duty, would be on duty or on leave with pay. An employeein anonpay status
may retain jury fees and per diem alowed for each day's attendance in court and for the time
used in going to and from court.

90J5. Duraion An employee under summons from a state or federal court to serve on ajury
will be granted court leave for the entire period, from the date sated in the summons on which
(9)heisrequired to report to the court to the time (s)he is discharged by the court, regardless of
the number of hours per day or days per week (s)he actualy serves on the jury during the period.
However, the term of jury service does not include periods during which the employee is
excused or discharged by the court, either for an indefinite period subject to call by the court or
for adefinite period in excess of 1 day. An employee will be required to return to duty or suffer
acharge againgt annua leave when (s)he is excused from duty for a day unless a hardship exists
such as current assgnment to night duty, if a work or (s)he lives or works along distance from
the place where court is held.

9UJ6. Jury Fees

a If an employeeis absent from hisher regularly scheduled dutiesto serve asajuror ina
state or local court, (s)he should collect dl fees and dlowances payable under sate or locd laws
asareault of thejury service.

b. An employeewho isin a LWOP status when caled for jury service, and consequently not
entitled to court leave, may retain jury fees and per diem alowed for each day's attendance in
court and for the time necessarily occupied in going to and from the court.

c¢. For information and guidance concerning retention of fees'reimbursements, contact the
HRO Personnel Management Specidis.

o07. Witnesses

a When an employee is summoned or assigned by hisher activity to tedtify in an officid
capacity or to produce officid records, (Sheisin an officid duty status and entitled to regular
compensation without regard to any entitlement to court leave. An employeeis considered to be
awitnessin hisher officid capacity when (Sheis cdled asawitnessin the officid capacity of a



former position (S)he held in the Federd Service, aswell as when cdled asawitnessin the
offica capacity of the postion in which (9heis currently serving.

b. When an employee is summoned as awitnessin ajudicia proceeding to testify in anon
officid cgpacity on behdf of agtate or loca government, (heis entitled to court leave during
the time (9heis absent asawitness. When an employee is summoned or assigned by hisher
activity to testify in anon-officid capacity on behdf of the United States Government or the
Government of the Didrict of Columbia, (9heisin an officid duty satus and entitled to regular
compensation without regard to any entitlement to court leave. If the witness servicein anon
officia capacity is performed on behdf of a private party in connection with any judicid
proceeding to which the United States, the Digtrict of Columbia, or a state or loca government is
aparty, the employee's absence from duty may be charged to court leave. If the summons itself
is not specific or is unclear about the party for whom the witness service is to be rendered, the
supervisor must take whatever action is necessary to make this determination and annotate the
records accordingly.

¢. An employee who performs witness service in an officia duty status on days for which
(9he would have been entitled to receive overtime compensation had (s)he rendered servicein
his/ her civilian pogtion, is entitled to the overtime compensation (s)he would have received on
those days.

d. Employees shdl not be paid witness fees when testifying on behdf of the United States or
the Government of the Didtrict of Columbia; however, they shdl be paid ther regular sdaries
(plus any appropriate overtime pay). Thetime served as awitnessis officia duty and cannot be
deducted from annua leave. An employee who is caled as awitness for the United States
Government or the Government of the Digtrict of Columbiawhile absent from his’her dutieson
leave without pay for the entire period (S)he serves as awitness may accept and retain witness
fees. Allowances for expense of travel and subsstence may be retained by the employee if not
pad by the employing agency. If an employee testifiesin anonofficid capacity on behdf of a
private party, thereby having to take annud leave or leave without pay, (Sheis entitled to the
usual fees and expenses rdated to such witness service.

9008. Procedures. Procedures for securing court leave are asfollows:

a Upon receipt of summons for jury service, the employee will provide a copy of the
summons to hisher supervisor.

b. The employee will present the summons to the Clerk of Court upon reporting for jury duty
to have the time recorded to cover the period or periods of jury service and fees received.

c¢. Upon return to duty, the employee will present the summons aong with an OPM Form 71
(request for court leave) (R
to the) supervisor. If required to do so, the employee will aso turn in the fees recaeived to the
appropriate payroll office.



SUBARTICLE 10. VOTING AND REGISTRATION
100J1. Policy. Encourage employeesto exercise theright to vote.

1002. Vating. Adminidrative excused time will be given to digible employeesto votein
nationd, state, or municipa

elections or referendums cons stent with gpplicable Federd rules and regulations. In this
connection, eigible voters will be excused without charge to leave for the purpose of voting on
the following bass

a. Wherethe polls are not open at least 3 hours either before or after an employee's regular
hours of work, (s)he may be granted an amount of excused leave which will permit hinvher to
report for work 3 hours after the polls open or leave work 3 hours before the polls close,
whichever requires the lesser amount of time off.

b. Under exceptional circumstances where the genera rules do not permit sufficient time, an
employee may be excused for such additiond time as may be needed to enable him/her to vote,
depending upon the particular circumstances in his’her individua case, but not to exceed afull

day.

c. If the employee's voting residence is in a state other than South Caroling, time will be
dlowed only if voting by absentee balot is not permitted.

1003. Regidration For employees who vote in jurisdictions which require regigtration in
person, excused time to register will be granted on the same basis asfor voting. No time will be
granted if registration can be accomplished on a nonworkday and the place of regidration is
within reasonable, 1 day, round-trip travel of the employee's resdence.

SUBARTICLE 11. EXCUSED ABSENCES

11071, Definition An excused aisence is an absence from duty adminigtratively authorized
without loss of pay and without chargeto leave. Theterm "adminidrative leave" is sometimes
used to refer to excused absence from duty without loss of pay or chargeto leave. Theterm
"adminidrative leave' is not mentioned in law or regulation.

1102. Policy/Guidance. Excused absence may be granted in limited circumstances which
should:

a Bedirectly rdated to the employing agency's mission.

b. Enhance the professona development or skills of the employee in his’her current
position.

c. Beofficidly sponsored/sanctioned by the head of the employing agency.



Excused absences as outlined below are for specific purposes and

times authorized. 1t isincumbent on the individua employee to

return to duty at the end of the specified period or make arrangemerts, whenever possible, to
request from the immediate supervisor another gppropriate leave. If such arrangements are not
made, the employee may be carried in an "absent without leave' gatus.

1103. Paticipaion in Military funerals. Excused absence for this purposeislimited to funerd
ceremonies for members of the Armed Forces whose remains are returned to the United States
from abroad for find interment in the United States. Employees who are veterans of any war,
campaign, or expedition for which a campaign badge has been authorized, or members of honors
or ceremonia groups of organizations of such veterans, may be excused up to four hoursin a day
to participate in funerd services as active pdl bearers, members of firing squads, or honor
guards. This does not gpply to honorary palbearers.

110104, Civil Defense Activities. Employees (full-time pay status) may be excused to participate
in federdly recognized civil defense programs for a reasonable amount of time up to 40 hoursin
acaendar year.

1105. Blood Donation. Participation in the DOD Blood Donor Program is strongly encouraged
and employees who serve as blood donors will be excused from work without charge to leave for
the time necessary to donate the blood and for recuperation following blood donation. Normally,
the excused timeis up to 4 hours. Additiond time, not to exceed one day, is permissblein cases
where the employee must travel an unusua distance or where unusua need for recuperation
occurs.

1106. Tardiness and Brief Absence

a Brief absences from duty of lessthan 1 hour and tardiness may be excused when the
reasons are judtifiable to the supervisor. When not justifiable, the abbsence must be made up or
charged to an gppropriate leave account; in addition, the absence may become the basis for
disciplinary action.

b. If thetardiness or brief absence is excused, compensated by additional work or charged
against compensatory time, annud leave, or leave without pay, it may not be the basis for
disciplinary action. When tardiness is neither excused nor charged to leave or leave without pay
and the employee is charged with being absent without permission, (S)he is charged for the full
amount of time absent in the activity leave increment closest to, but not less than, the absence.

1107. Taking Examinations

a. Employees who take examinations required by their present positions, including
reexaminations, may be granted excused absence.

1108. Attending Conferences or Conventions. Employees may be granted excused absence to
attend conferences or conventions when attendance will serve the best interests of the Federa




service. Excused absence may be redtricted to those Stuationsin which the employeeisan
officid representative of the agency or a contributor on the agenda.

1109. Representing Employee Organizations. Reasonable time as provided for in existing
agreements will be dlowed employee organization representatives.

11010. Appeds and Grievances

a Appdlants and representatives who are current employees will be alowed a reasonable
amount of officid time (normally not in excess of 4 hours) to obtain information not reasonably
available outside working hours, for the presentation of the employee's gpped. Consult with the
HRO Personnd Management Specidist for additiond information.

b. All current employeeswill normaly bein aduty status during the grievance or appedl
hearing. Employees whose scheduled duty tours are not within the hours during which they will
participate in a hearing will either have their shift hours changed in accordance with applicable
indructions or will be paid overtime or granted compensatory time during their participation.

110011. Draft Regigration and Examination

a. Employees required to register under the Act of 24 June 1948 as amended, 50 App. USC
451 et seq. (retitled Military Sdlective Service Act of 1967), will be excused for thetime
necessary, not to exceed 1 day, without charge to leave or loss of pay. Timein excessof 1 day is
chargeable to annua leave. Where fadilities for registration are made available a the activity
and employees choose to register esewhere, the absence will be charged to annud leave,

b. Employees cadled for examination for duty in the Armed Forces under the Act will be
excused without charge to leave or loss of pay. If absence for this purpose exceeds 1 day, the
employee will be required to submit a satement from the examining officer explaining the
necessity for the additiona absence.

110012. Emergency Rescue or Protective Work

a. Individua employees may be granted excused absence to participate in civil activities
which the Government is interested in recognizing or encouraging.

b. Employees (permanent or temporary indefinite) who are called to emergency duty in the
Nationd Guard or State Guard for the purpose of providing military aid to enforce the law are
entitled, during and because of such service, to leave without loss for time or service, or
performance rating. Leave so granted will not exceed 22 workdays (176 hours) in a caendar
year. Anamount (other than travel, trangportation, or per diem alowance) received by an
employee for which (s)he is entitled to leave will be credited againgt the pay payable to the
employee or individua with respect to his’her civilian posgtion for that period. (See Subarticle
806 for additiona information.)

11013. Funerd of an Immediate Rdative Killed in the Line of Duty in Armed Forces




a Anactivity shdl grant an employee such funerd leave as is needed and requested by
him/her not to exceed 3 workdays, without loss of or reduction in pay, leave to which (Sheis
otherwise entitled or credit for time or service, and without adversely affecting higher
performance or efficiency rating. Funerd leave is granted to dlow an employee to make
arrangements for or to attend the funeral or memorid service for an immediate relative who died
as the result of awound, disease, or injury incurred while serving as a member of the Armed
Forcesin acombat zone. The 3 days need not be consecutive but if not, the employee shal
furnish the approving authority satisfactory reasons justifying a grant of funerd leave for
nonconsecutive days.

b. An activity may grant funera leave only from a prescribed tour of duty, including
regularly scheduled overtime.

110114. After Prolonged Overtime or Travel. When it is not possible or reasonable to reschedule
an employegs duty or travel time and regular scheduling would require the employee to travel
and/or serve in aduty status for more than 16 hours, the employee may be excused without
chargeto leave or loss of pay for areasonable time to recuperate from fatigue or loss of deep. In
determining the time to be alowed, the adverse effect on work performance, hedlth, or well

being, and any safety hazard which might result from working while fatigued, should be
consdered. Excused absence under this authority will not normally exceed 4 hours.

11015. Absences for Relocation Purposes. An employee may be excused for areasonable time
to make persond arrangements and to transact personal business directly related to a permanent
change of gation which isin theinterest of the U.S. Government, provided that such business or
arrangements cannot be transacted outside the employee's regular working hours. Thisincludes
such things as making arrangements for the packing and unpacking of household goods and
obtaining driver's license, auto tags, and passports.

110016. Physicd Fitness. Excused absence may be granted for short periods for participating in
officidly sponsored and administered physicd fithess programs.

110017. Serving as aBone Marrow or Organ Donor. Effective

30 September 1994, Public Law 1031329 provides Federal employees with up to 7 days of paid
leavein acadendar year (in addition to Sck or annua leave) to serve as a Bone Marrow or Organ
Donor.

111118, Absence in Connection with Funerds for Fellow Federd Law Enforcement Officers or
Frefighters By Public Law 1031329, afederd law enforcement officer or firefighter shal be
excused from duty to attend the funera of afelow law enforcement officer or firefighter.
Attendance at such a service isto be considered officid duty, and the activity may pay the
employee'stravel, trangportation and subs stence expenses as provided under 30 USC 1345.




