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CHAPTER 1 |

GENERAL

_._...___...._._—-—.-—————--—_—.—__—_—.—-—_—-_-—____..____-—_—_...__.____-.._—._..-—__.—___-.__.__.-—.-_s—__.___

procedures for the administration of leave.

1-2. Applicability. This regulation is applicable to all civilian employees of
elements of Headquarters, U.S. Army Armament, Munitions and Chemical Command (HQ,
AMCCOM) , located at Rock Island Arsenal (RIA); RIA; tenant activities; and other
activities serviced by RIA Directorate of Personnel and Community Activities

(SMCRI-PC) .

1-3. Responsibilities. The Labor and Management-Employee Relations Divigion
(SMCRI-PCL) has overall respongibility for administering the leave system according
to law and regulations. Immediate supervisors are usually authorized to approve
leave. ‘Headg of organizations who report directly to the Commander are authorized to
approve advance of leave and extended leave without pay (LWOP). Authority to approve
leave requests is accompanied by the responsibility for ensuring the proper and .
business-like uge of annual, sick, and other forms of leave, in support of efficient

management and constructive employee-management relations.

1-4. Leave Time_Chargeg. (Instructions for time and attendance (TA) reporting are
provided by RIAR 37-9, chapter 9.) :

a. Annual Leave -~ multiples of 1 hour.

b. Sick Leave - multiples of 1 hour.

¢. Leave Without Pay - multiples of 15 minutes.

d. Absence Without Leave - multiples of 15 minutes.

e. Donation of Leave - 4 hour minimum donation.

f. Restoration of unused leave from leave transfer program - 1 hour minimum for
each leave donor.

1-5. Union_Agreement. Modification of the provigions of thig regulation may exist

in the terms of the union agreement covering a specific bargaining unit; in that
event, the provisions of the union agreement are to be followed.

1-6. Leave (Annual or_Sick) which will be earned at the end of a pay period isg
available for use during the pay period at the supervisor's digcretion. Approval
should only be granted in what the gupervisor considers an emergency gituation. The

reason(s) for the zero balance of leave should be congidered.

1-1
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1-7. References.
a. Federal Personne
b. FPM Supplement §
c. AR 690-990-2
d. RIAR 37-9

e. Office of Person

and Leave;'Temporary‘Leave Trang

8 March 1988; with subge
and 28 December 1980. (

i Manual (FPM)
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nel Management (OPM) Interim Rules and Regulations, Abgence
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SMCRI-PC (630)
SUBJECT: Changes to the Leave Regulation, RIAR 690-20

¢. Chapter 4, Leave for Parental and Family Responsgibili-
ties:

Page 4-2, Paragraph 4-3c(l) and (2) reiterates the policy
on use of sick leave to care for family members with contagious
diseases as outlined in Chapter 3.

d. Chapter 5, Excused Absences:

» (1) Page 5-1, Paragraph 5-3a, covers employees who give
blood for their own personal surgery.

(2) ©Page 5-3, Paragraph 5-3f, was added to give guidance
to supervisors in regard to civilian funerals. Attendance by
individuals is on a voluntary basis with the use of annual leave
or leave without pay should a person desire to attend a funeral
for a coworker or coworker’'s family member.

(3) Page 5-6, Paragraph 5-3s, covers excused absence for
EEO functions held during duty hours including ethnic
observances, such as American Heritage Week, training sessions
sponsored by special emphasis program managers, ceremonies, etc.

(4) Page 5-7, Paragraph 5-3w, clarifies excused absence
for special events (e.g. HOPE Festival, Recognition of
Volunteers, Tree-Lighting Ceremony).

(5) Page 5-8, Paragraph 5-5, notes that only the
installation commander has the authority to dismiss groups of
employees or close the installation. Supervisors do not have . the
authority to release employees early on occasions such as the day
after Thanksgiving or in conjunction with Christmas or New
Year's.

e. Chapter 6, Military Leave:

Page'6-2, Paragraph 6-4a, clarifies when military leave
ig used for nonworkdays occurring within or at the beginning/end
of an absence for military training duty.

f. Chapter 8, Leave Without Pay (LWOP) and Extended LWOP:

(1) Page 8-2, Paragraph 8-4a and b, explains the
procedures and approval level of employees who request LWOP up to
40 hours and the procedures for employees who request LWOP over
40 hours. :



SMCRI-PC  (630) 19 AUG 135!

MEMORANDUM FOR All Supervisors Serviced by RIA CPO

SUBJECT: Changes to the Leave Regulation, RIAR 690-20

l. The following highlights the changes that have been made to
the Leave Regulation, RIAR 690-20:

a. Chapter 2, Annual Leave:

Page 2-3, Paragraph 2-5, deals with returning to duty
after completion of local training.

b. Chaptef 3, Sick Leave:

(1) Page 3-2, Paragraph c(4) and (5), provides guidance
on use of gick leave to care for an immediate family member who
is il1 with a contagious digsease ‘(e.g., chicken Pox, mumps,
measles, etc.)

(2) Page 3-3, Paragraph 3-2f, adds a statement to
express the importance of employees calling in themselves when
requesting sick leave and that other persons should call in on
behalf of an employee only in an emergency sSituation or when the
employee is unable to contact the supervisor him/herself because
of the nature of the illness/injury. :

(3) Page 3-5, Paragraph 3-3a, expresses concern in
regards to counseling employees for use of sick leave. In no
case should an employee be counseled merely for exceeding a sick
leave goal. The number of hours used is not in itself an
indication of gick leave abuse. The supervisor should see a
clear pattern of abuse or flagrant misuse before resorting to
counseling or restriction.

(4) Page 3-5, Paragraph 3-3b, reminds supervisors that
when an employee has exhausted his/her sick leave, a supervisor
does not have to grant annual leave or leave without pay when the
employee requests sick leave, even if the illness or injury is
covered by a doctor's certificate. However, if annual leave is
denied, paragraph 3-3b lists certain factors that should be
considered. :
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CHAPTER 2

ANNUAL LEAVE

_.....____.-———_-._——_——_-.____.__-........__..____._.—-....._......._—..-—-————.-—_._.._____.._._..._—_——..._———————_...__..

a. Annual (or vacation) leave is subject to the approval of the supervisor and
will be granted freely when employees can be gpared from their dutieg. Although use
of annual leave may not be denied, it is the prerogative of management to make the
final decision ag to when leave can be used. Denial of uge of annual leave at any
apecific time will be based upon reagonable, equitable, and nondiscriminatory factors
ag determined by the supervigor. If an employee’s request for annual leave is
denied, the supervisor will work with them to regchedule it at a later date.

b. Employees are encouraged to use their annual leave for rest and relaxation
purpogses. Vacation time should be gcheduled during periods when attendance can best
be spared and early enough within the leave year to preclude forfeiture. During
emergency conditions which require maximum attendance, employees gshould be immedi-
ately notified and asked to forego the usge of annual leave until such time as their
abgence will not be detrimental to the organization. NOTE: See chapter 11 relative
to forfeiture and possible restoration of annual leave.

c. An SF 71 (Application for Leave) will be completed by the employee in advance
of the date for which annual leave is requested and gubmitted to the appropriate
supervisor. It 18 good practice to designate the alternate approving authority for
times when the supervisor is absent or unavailable. The supervigor will approve or
disapprove the request and go inform the employee asg soon ag possible. but normally
2 workdays prior to the scheduled date, or as otherwise specified by the applicable
negotiated agreement. Disapproval or cancellation should be in writing and should
include the reagon(s) therefore. Previously approved leave will not be canceled
except in the most extreme or emergency gituationg. Failure to obtain proper
approval in advance may result in a charge to absence without leave (AWOL) and
possible corrective action. Retroactive approval may be given if circumstances
warrant. However, it must not be agsumed that a mere report of abgence will result
in approval of leave for the absgence. Requests for annual leave for emergency v
reagons will be considered for approval on an individual bagis and may be approved
upon submigsion of explanation for the absence. Employeesg are to notify the
designated supervigor (generally by telephone) normally within 2 hours after the
beginning of their scheduled reporting time, or as soon thereafter ag posgible, to
requesat annual leave for emergency reasonsg.

d. Annual leave will be approved for employees appearing on their own before a
U.S. Commiggioner.

2-1
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2-2. Leave Accrual.

a. All full- and part-time employees accrue annual leave by pay periods asg
follows:

(1 E‘_Jl.l.:ﬁi99-59212!9§§-£§EEQQELQQ_Eé!_ESZEQQ-QQ-DQEIQl .

Category 4 - Less than 3 yearg creditable gervice - 4 hours

Category 6 -~ 3 but lessg than 15 years - 6 hourz (10 hours last pay
period of leave year)

Category 8 - 15 or more years - 8 hours

(2)  Part-time Employees_(scheduled pay period_less_than_80_hours).
Category 4 - 1 hour for 20 hours pay status
Category 6 - 1 hour for 13 hours pay status
Category 8 - 1 hour for 10 hours pay status
Full units (hours) in excesgs of multiples of above hours of pay gtatus
are carried forward to the next pay period for accrual,)

(3) Standby Employees_ (72 hours_standby tour_of duty). For each pay period

axcept the last full pay period in the calendar year, the following rate of accrual
ipplies: -

Category 4 - 7 hours
Category 6 - 11 hours
Category 8 - 14 hours

‘or the last full pay period in the calendar year, the rate ig ag follows:
‘Category 4 - 12 hours
Category 6 - 13 hours
Category 8 - 24 hours

b. Intermittent Employees (when employed). Not entitled to leave.

=3. Leave_Accumulation.

a. Employees may accumulate annual leave and carry it forward to the next year
7 follows: , '

(1) "Full-time and part-time employees - maximum 240 hours,

(2) Senior Executive Service (SES) ~ no maximum limitation while serving
der an SES appointment. When an SES employee leaves the SES pogition, annual leave
ich wag accumulated while gerving in the SES in excess of 240 hours shall remain to

e employee's credit.

(3) Seventy-two-hour gtandby employees - maximum 432 hours.

2-2.
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b. Employees with a previously egtablished maximum greater than the above, will
retain that maximum unless their use of leave by the end of the current leave year
reduces the accumulation below their previously established level.

2-4. Leave Charges.
~a. The minimum charge to annual leave ig 1 hour; additional charges will be
multiples of 1 hour.

b. In the event an employee doeg not have sufficient leave credits to cover the
entire period of an approved absence, LWOP will be approved for the time not covered.
The supervigor, as well ag the employee, is respongible for knowing whether or not
the employee has sufficient accrued leave to cover the absgence requested.

c. Requests for an advance of annual leave will be considered in accordance with
the provisions of chapter 10.

2-5. Leave_Policy at Completion_of Local Training. When an employee is in training,
they will adopt the tour of duty for that training clagg. Only 1 hour of excused
abgence may be granted to an employee on the last day of a training course conducted
locally. Any time remaining in the employee's tour of duty after this 1 hour of
excused absence will either be worked or covered ag annual leave (i.e., clags is held
from 8:00 - 4:30: a) on the last day clagg lets out at 2:30, you must either return
to work for the remaining 2 hours or take 1 hour annual leave in addition to the 1
hour of excuged leave; b) on the last day clasg lets out at 3:30, you may be excused.
from duty for the remaining hour). A liberal annual leave policy shall be in effect
for thoge employeed chooging not to return to their work gites as required (ref RIAR
690-13).

2-3
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SUBJECT: Changes to the Leave Regulation, RIAR 690-20

" (2) Page 8-3, Paragraph £-4b(5) clarifies when a SF B2
is required for LWOP.

€. Chapter 9, Other Leave:

Page 9-1, Paragraph 9-2, LLeave Policy at Completion of
Local Training and Paragraph 9-5, Leave Policy on Traffic/Parking
Tickets are an addition to Chapter 9.

h. Chapter 12, Leave Transfer Program:

(1) Page 12-1, Paragraph 12-1c(3) adds normal pregnancy
to the definition of medical emergency.

(2) Page 12-4, Paragraph 12-3e explains procedures for
employees who are able to come back from their medical emergency
on a part-time basis. )

(3) Page 12-7, Paragraph 12-4d, adds a note reminding
supervisors of the importance of notifying SMCRI-PCL and Payroll
when the medical emergency ceases.’

2. 1If you have any questions concerning the ugse of leave, you
are encouraged to contact the Employee Relations Specialist who
services your Directorate. If you are not familiar with your
servicing specialist, please call extension 21217.

a2 (] 1
TRIMK J. BRODERIC

Dips&ctor, Peksonnel Yand
Community Activities Directorate
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CHAPTER 3

SICK LEAVE

a. Authority for approving gick leave will be vested at the lowest practicable
level of supervision within the operating gegment, normally "firstline’ dupervisors.
The supervisor ig respongible for knowing whether or not the employee has a '
gufficient sick leave balance to cover the amount requested.

b. Sick leave ig earned at the rate of 4 hours for each full biweekly pay period
for full-time employees. Part-time employees earn sick leave at the rate of 1 hour
for each 20 hours in a paid status. There ig no maximum limit for accumulation of
gick leava. An abgence cannot be charged to gsick leave if an employee has no accumu-
lation (a zero balance). In such cases, the absence may result in a charge to AWOL
unless circumstances justify granting annual leave or LWOP even though the employee
ig known to be incapacitated for duty due to illness or injury. '

c. Sick leave is for use under the following circumstances:

(1) When an employee ig incapacitated for performance of duties because of
gickness, injury, pregnancy, or confinement.

(2) For medical, dental, or optical examination or treatment.

(3) After exposure to a. contagious disease when presence at work would
jeopardize the health of others by exposing fellow employees to the dizease. A
contagious digease is defined as one requiring quarantine, igolation, or restriction
of movement of the patient by health authorities having jurisdiction. If local
health regulations fail to gpecify how long the patient is gubject to quarantine or
igsolation, then a gtatement from a phygician stating the required period of restric-
tion is sufficient to gupport the uge of sick leave. The following is a list of #ome
diseases for which sick leave would be granted since exposure would jeopardize others

Anthropoid (mosquito borne) virug infection

Agiatic cholera

Crimean hemorrhagic fever

Diphtheria

Eastern equine encephalitis

Infectious hepatitis

Leprosy

Meningococcal meningitis

Plague - pneumonic and bubonic

Salmonellogis

Shigellosis

Smallpox

Typhoid fever

Western equine encephalitis

Yellow faever

and ag otherwise determined by proper medical authority
3-1 :
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(4) 1t an employee requests sick leave for an absence to care for an immedi-
ate family member who ig ill with a contagious digease, they must gubmit documenta-
tion from the gick person’'s phygician that states the nature of the illness, the fact
that the physician hag regtricted the patient’'s activities because they are conta-
gious, the gpecific dayg the patient isg restricted, and a statement certifying that
it is necessary that the employee be off work to care for the individual for thisg
period of time. Only with thisg certification can gick leave be authorized. The
pPatient must be restricted because they are contagious; if restriction is recommended
only becauge the individual 'ig too weak or ill to follow a normal routine, gick leave
would not bae appropriate. Sick leave isg only appropriately granted for the period
the empluyee isg bequired to stay home and care for an immediate family member who ig
contagious. If further care ig necesggary, the employee must use annual leave or
LWOP. The employee who ig geeking sick leave for such reasgonsg ig regpongdible for
obtaining and presenting a doctor’'s note and for enguring that it is detailed and
complete. Final approval lies with the immediate supervisor upon receipt of adequate
medical documentation. Immediate family is defined asg gpouse and unmarried dependent
children, under age 22, including legally adopted children and recognized natural
children. Stepchildren and foster children are included if they live with the em-
ployee. The following ligt are examples of contagious digeasges which may qualify an
employee for gick leave when the employee is caring for an incapacitated family
member. Thig ligt, while neither inclugive nor exclugive, ig intended for guidance
only.

Chicken Pox

Mumps

Meagles

Rubella

Polio

Meningococcal Digease
Scarlatina

Pneumonia

Fifth Digeage
Meningitis

(5) Children often suffer minor maladieg such ag ear infections, colds,
tomach ailments, and mysterious rashes. When the parent ig required to stay home
ith a child guffering such a routine illness, the absgence ghould ba charged to
nnual leave or LWOP.

(6) When an employee is waiting final action by the Office of Personnel
anagement (OPM) on a claim for digsability and cannot be retained in a duty status,
* when an employee appliesg for optional or discontinued service retirement while
1capacitated due to illness or injury, they shall be granted unused gick leave, as
ey request, if they submit evidence which supports a determination that they are
capacitated for performance of the duties of their position for the requested
‘meframe. Otherwise, the gick leave to the credit of an employee who is covered by
e Civil Service Retirement System who retires on an immediate annuity, shall be
‘edited in the computation of their annuity. (See FPM Supplement 831-S10-11.)

3-2
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(7) When a handicapped employee who depends on an aid, mechanical or other-
wise, to perform normally is incapacitated without the aid. A seeing-eye'dog, a
wheelchair, or any prosthetic device may be considered .an extension of the person and

a grant of sick leave for guch purposes as training, replacement, or repair isg
appropriate under the same conditions as any other incapacitation.

3-2. Application_for_and Reporting Sick_Leave.

a. Advance application for sick leave for medical, dental, or optical examina-
tion or treatment will be made by use of SF 71. Whenever poggible, employees are
encouraged to schedule such examinations/treatments during nonduty hours or on non-
working days. Supervisors ghould accommodate employee requegts for brief absences
(up to 15 minutes to be made up the gsame workday) in lieu of sick leave usage for
medical, dental, and optical appointments. Where flextime exists, consideration may
also be given to adjusting the tour of duty (up to 1 hour that workday) to accommo- .
date an employee’'s need.

¢

b. All employees will be required to furnish a doctor's certificate for periods
of absence on gick leave over 3 days (24 hours) of continuous duration. An
employee's written statement of the reason for their illness that exceeds 3 days (24
hours) but ig of no more than 4 days (32 hours) of continuous duration, may be
considered by the gupervigor in lieu'of a doctor's certificate when the employee's
illness did not require the services of a doctor, or a doctor was not involved due to
the remoteness of the locality, or an inability to secure medical gervices.
Acceptance of the employee's written statement by the supervisor ghall be made on an
individual bagis. However, on all periods of absence that exceed 4 days (32 hours)
of continuous duration, the employee will be required to furnish a medical certifi-
cata. The 4 days (32 hours) includeg any time authorized by the U.S. Army Health
Clinic (HSXP-FS-RIA). ~)

c. When it ig clearly indicated by the phygician/practitioner that the illness
will be of an extended duration (heart ailment, tuberculogis, mental illness, etc.),
a statement from the physician/practitioner at the beginning of the illness, attest-
ing to the probable duration of the illnessg, may be accepted in lieu of the SF 71.

d. The SF 71 should be furnished immediately upon return to duty.

e. A procedure for reporting illness shall be establigshed by each operating
official for use by employees of that department. The procedure will designate the
person{s) (including phone numbers) to whom all abgences due to illness will be
reported. This will normally be the first level gupervigor. Supervigors ghould
identify an alternate approving authority for times when the supervisor ig absent or
unavailable.

f. An employee is to notify their gupervigor as early asd practicable on the
firgt day of absence due to illness (generally by telephone) normally within 2 hours
after the beginning of their scheduled reporting time, or as soon thereafter as
pogsible) . At this time the employee gshould clearly establish as to when they will
expect to return to work and the gupervisor should make it clear when the individual
is expected to call in regarding any additional abgence. NOTE: Collect calls will
not be accepted. Employees are required to advise their gupervisor as to the nature

3-3
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ot expected to be a medical
a charge to AWOL unlegg cir-
Employees themselves should call in

of the illness when reporting their absence (thig is n
diagnosis). Failure to give such notice may regult in
cumstances justify use of annual leave or LWOP.
when requesting sick leave. Other persons should
only in an eémergency situation or when the employee is una
sor themself becauge of the nature of the illness/injury.

§. When an employee requests to be excused from work due
illness/injury, the Supervisor may either grant sick leave for the remainder of the
#orkday or if deemed hnecedsary or appropriate, order the employee to HSXP-FS-RIA.
3efore dismissing an employee from work, a supervigor must consider the employee's
ibility to travel home safely, and if in doubt, the gupervisor may either advise orpr
rder the employee to vigit HSXP-FS-RIA. Supervisors and time-keepers will ensgure
‘hat the absence isg charged to sick leave. The employee will be informed that

-pproval of sick leave isg for the remainder of that day only. 1If the employee ig
bsent from duty on the following day, they ‘must call in and report to their
upervisor.

to a nonoccupational

h. All employees returning to work after absence for childbirth reagong, or an
llness due to major surgery, contagious infection, gserioug digeage, hospitalization,
r disabling injury, of 5 consecutive workdays or more, will be required to provide
leir immediate gupervigor a written release from the attending physician/
‘actitioner before returning to duty. The written release will identify the
tployee, be gigned by the employes's physician/practitioner and indicate the date
le employee may return to work. The written statement will also note what
‘striction(s), if any, should be observed in the employee's work gituation. The

y telephone (ext 20801) HSXP-Fs-

if indicated,
HSXP-FS-RIA

ysician/practitioner.
2

2 employee will be interviewed by HSXP-FS-

RIA personnel to determine whether they
> capable of returning

to full duty or requires restricted duty for a temporary
“iod of time. HSXP-FS-RIA personnel will also determine if a visit to the

)loyee’'s worksite ig indicated or hecessary. When a releage ig required, the
ervisor will provide a copy of the employee's written release from the attending
'sician/practitioner for the employee’s confidential outpatient medical record.

i. Employees who are retired military or s

the facilitieg of HSXP-FS-RIA will, when receiving treatment during duty hoqrs,
& this vigit charged to gick leave in the fame manner ag any other employee
iting their private physician/practitioner.

pouded of active military entitled to

-4



2.6 Jun 1991 _.
RIAR 690-20

3-3. Sueeez&zns_gzieense

a. Normally, the employee's signature on the SF 71 and/or initials on the TA
card will be sufficient certification to support a charge to sick leave for an ab-
sence of 3 workdays or less. However, when there is reason to suspect misuse of sick
leave, the supervisor will discuss the matter with the employee. This discussion
will provide opportunity for the employee to explain their use of sick leave and for Vv
the supervigor to point out future implications of misuse. Continued or frequent use
of sick leave not supported by a physician's/ practitioner’s certification may sub-
ject the employee to restrictiong on its use (see figure 3-1 for sample of restric-
tion letter). The form letter ig algo available for issue through regular forms
requisitioning procedures. NOTE: Supervisors are cautioned to observe the provi-
gsions of the pertinent union agreement. Where those provisions conflict with provi-
gions of this regulation, the union agreement is controlling. In_no case should an
employee be counseled merely for exceeding a sick leave goal. The number of hours
uged is not in itself an indication of sick leave abuse. The supervisor ghould see a
clear pattern of abuse or flagrant misuse before resorting to counseling or restric-
tion. Formal counseling generally should precede placing an employee on gick leave .-
restriction. Only in unusual cages, such ag a known or flagrant violation of the
proper use of leave, ghould restrictions be imposed without prior counseling.

b. When an employee has exhausted their gick leave, a gupervisor doez not have
to grant annual leave or LWOP when the employee requests sick leave, even if the
illnegs or injury is covered by a doctor’'s certificate. However, if annual leave is
denied, certain factors should be consgidered:

(1) The employee's pergonal situation.
(2) The gick leave record of the employee.
(3) Whether the employee hag been counseled on leave use/abusge.

(4) Whether the employee has been warned that they may be charged AWOL when
gick leave isg exhausted.

(5) Workload in the organization is such that the employee iz needed on the
job and the request for annual leave or LWOP cannot be approved.

c. When an employee ig absent for short periods at frequent intervalg, their
supervisor may advise the employee to visit their physician/practitioner for a
physical checkup. Likewise, the gupervisor may make the employee aware that staff
members of the Employee Agsistance Program Office (SMCRI-PCE) are available for
congultation.

d. If the supervisor determines that an absence does not warrant uge of gick
leave, the absence may be charged to annual leave, LWOP, or AWOL, as appropriate.
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e. When an employee is being carried on annual leave or in a nonpay status
recause of failure to call in and report their illness and upon return to duty the

\bsence ig properly substantiated by acceptable evidence of illness, the period of
ibgence may be convertaed to gick leave,

f. When treatment of a specialist is required for an

illness and such servicesg
re not available in the local area,

time spent in traveling to obtain such treatment
ay be charged to sick leave if it is a reasonable amount. The supervisor will
ecide whether or not the time requested is reasonable and may charge an appropriate

ortion of the travel time to annual leave or LWOP, if it ig determined that the
equested travel time ig not reagonable.

3-6
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(690-20Ub)
MEMORANDUM FOK

SUBJECT: Official Written Notice on Use of Leave

1. A Summary ot your leave record for the period 1 Oct 88 through
28 Feb 89 is as follows:
Dates/Hours of _Dates/Hours of Dates/Hours of Totat Hours
aAnnual Leave Sick Leave AWOL
17 Oct 88 ~ 8 21 Nov 88 - 8 17 Jan 89 - 8 80
18 Nov 88 - 8 5 Dec 88 - 8 11 Feb 89 - 8
22 Dec 88 — 8 18 Feb 89 - 8
16 Jan 89 ~-8 :
7 Feb 89 - 8

2. To assure yod are aware of your responsibilities as 4 Federal employee
with regard to sick and annual leave, and to acquaint you with such
requirements a8 may apply to you. personally, the following information is
provided:

a. SICK LEAVE. It is required ‘that you notlfy your immediate supervisor
as to your absence as soon as practicable after the bepginning ot your regular
work shift (generally within two hours). Accumulated sick leave 18 available
for use:

(1) When an employee is incapacitated for performance of duties
because ot sickness, injury, or pregnancy.

(2) For medical, dental, or optical examination or treatment.

\3) When a member of the immediate family is afflicted with a
contaglous disease.

b. ANNUAL LEAVE. Annual leave 18 provided for vacation periods and for
personal business which can be disposed of only during the time in which you
would ordinarily be working. Requests for time off for these reasons must be
scheduled and approval received from your supervisor in advance of the date
the leave actually begins.

c. UNPLANNED ANNUAL LEAVE. You ghould notify your immediate supervisor
of your absence as soon as practicable after the beginning of your regular
work shift (generally within two hours) on each day it is neessary for you to
request annual leave for an emergency. The fact that you call is not to be
construed as a guarantee that your gsupervisor will approve your leave. 1t 1is
the right of management to determine 1f the circumstances surrounding an
emergency warrant approval of jeave. You may be required to present
documentary evidence of the facts constituting your emergency.

SMCR! A 304, 1 SEF 90 REPLACES EDITION OF 1 AUG 90, WHICH IS OBSOLETE.

FIGURE 3-1
3-7
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, \690-200b )
SUBJECT: Official Written Notice on Use of Leave

d. The Arsenal telephone extensions and home telephone number of your
supervisor are provided for your use. In case you cannot reach your
supervisor, you witl call his/her alternate.

Name Arsenal Telephone(s) Home Telephone

Supv.

Alt:

3. [:] Your use of sick leave is being questioned. Therefore, beginning
immediately, all requests tor sick leave must be accompanied by a doctor's
certificate or be authorized by the U.S. Army Health Clinic. An SF¥ 71,
Request for approval or Leave, should be used for the purpose of verification.
After 90 days, a review of thisg restrictions will be made, and if sufficient
improvement has been made, the restriction will be rescinded.

4. E:] The above requirements become effective upon receipt of this notice.
Failure to comply with the instructions contained herein may result in your
absence being charged as Absence Without Leave (AWOL). You are also advised
that this notice is intended to emphasize the requirements tor approval of
leave and will not become a part of your Official Personnel Folder.

5. [:] A review of the sick leave restriction placed on you as of
. indicates that you have/have not shown sufficient improvement.
Therefore the restriction is:

[:] Rescinded. [:] Extended for a period of 90idays.

Signature

" Title and organization

'varse of SMCRI FL 304

Figure 3-1 (Continued)
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CHAPTER 4

LEAVE FOR PARENTAL AND FAMILY RESPONSIBILITIES

4-1. General. This chapter provides guidelines on abgsence from duty to fulfill
various typesg of parental and family responsibilities, to include leave for the birth
of a child, leave for child care, leave for adoption and foster care, and leave for
other parental and family regpongibilities. Depending on the nature of the request,
leave may be granted in appropriate combinationsg of annual leave, gick leave, and

LWOP. Sick and annual leave can also be advanced to employees.

4-9. Statement of Policy. Being a parent or progpective parent carries certain

responsibilities that cannot be ignored or even postponed. Sound judgment must be
applied to strike a proper balance between the needs of the organization and the
needs of the family. Supervisgors should be supportive and understanding of employee
responsibilities, yet discreet where mission accomplishments would be adversely
affected.

4-3, Uge_of Leave. The following are gome of the parental and family resgponsibili-

ties which may require occagional or extended absence, and the appropriate type of
leave to be consgidered in each case.

a. Leave_ for Childbirth. Sick leave, annual leave, or LWOP ig appropriate for
the period of a mother's incapacitation for delivery and recuperation, Fathers who
requegt leave during and after a mother's hospitalization should be granted annual
leave and/or LWOP to meet family needs. The length of maternity abgence will be
egtablished on an individual bagig recognizing the physical capability of the
employee to perform the duties of the pogition, and in congideration of the advice
and guidance of the employee's physgician. For planning purposes HSXP-FS-RIA will
establigh the projected period of incapacitation until specific dates are provided by
the employee's personal physician. The burden of reasonableness in egstablishing a
specific date to begin leave and return %o work after childbirth regts with the
employee and her personal physician. NOTE: No pregnant employee will be permitted
to work when it is established by competent medical authority that such work would
not be in the best interest of the employee or of the Federal Government and would be
injurious to the employee's health. Final determination in this respect is the
regpongibility of the U.S. Army Health Clinic Medical Officer at RIA.

b. Leave for_ Adoption_and Foster Care. Adoptive and fogter parents are entitled
to the same congiderations as natural parents regarding commitments to stay home for
infant care, arrangements during an adoption process, and other compaggionate needs.
Leave for thege purpoges may be annual leave and/or LWOP. Sick leave ig not

appropriate in thege gituations.

HY Y et L L e e e S divr e me e s e e S pn dn g pR AR ——

dren may generally be granted annual leave and/or LWOP.
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(1) In gome cagez, an immediate family member may get highly contagious
.igeaged for which medical practitioners require the family member to be quarantined,
solated, and restricted. Employees who must stay home to care for a family member
'ith such a diseage, or who have been exposed to such a disease, should be granted
ick leave. In casesg such as these, the employee themself iz not necegsarily
ontagioud. To justify a charge to sick leave, the employee must presgent evidence
rom the patient's phygician which provides the diagnosis of the ailment and
ertifies the exact dates that the patient was contagious and wag required to be
solated/regtricted (see page 3-2 for further explanation).

(2) Children often suffer minor maladies guch as ear infectiong, colds,
tomach ailments, and mysterious rashes. When the parent i3 required to stay home

ith a child suffering such a routine illness, the absence should be charged to
mual leave or LWOP.

‘4. Procedures_for Maternity Absence.

a. Employee. The employee will report to HSXP-FS-RIA with a gtatement from her .
\ygician giving the expected date of childbirth. Subsequently, the employee will
‘'port to HSXP-FS-RIA periodically as determined by the Medical Officer. Under
rmal conditions (no complications in pregnancy), the employee will gubmit an SF 71
d support documentation to her gupervigor requesting appropriate leave to cover her
capacitation at leagt 30 days in advance of the leave period.

b. U.S. Army Health Clinic_(HSXP-FS-RIA).
(1) Receive physician's statement from employee, project date of last day of
rk prior to use of leave and enter this date on the physician's statement.

(2) Return statement to employee for delivery to employee's supervisor.

c. Supervigor.

(1) When becoming aware of the pregnancy ensure that employee vigits
(P-FS~-RIA, ag required. ;

(2) Review working conditions and requirements in the workplace that could
‘e an adverse effect on the employee. Reagonable efforts should be made to
ommodate any specific limitations recommended by the employee's phygician.- Heavy
ting or straining and other restrictions should be imposed and discussed with the
loyee. Due to medical gervice requirements, it is inadvisable to employ pregnant

en between the hours of 12:00 midnight and 8:00 a.m. Overtime work of pregnant
en should also be avoided,

(3) Receive SF 71 and physician's statement (annotated by HSXP-FS-RIA
gonnel) from employee at leagt 30 days prior to start of the leave period,

(4) Approve SF 71 and prepare letter to employee (in 3 copies) explaining
cedures concerning leave for childbirth (see figure 4-1 for sample copy). The

1ature of the supervisor authorized to approve leave will appear on thig letter.
‘ribute as follows:

4-2
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(a) Original to employee (attached blank SF 71).

(b) One copy to HSXP-FS-RIA.
(¢) Retain one copy in organization files. Destroy upon employee's return

to duty.

4-3
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(Applicable Letterhead)

SMCRI-PC

(Employee Name and Office Symbol)

1. This confirms the approval of your request to be absent for childbirth.
As requested and approved, you will be carried on sick leave, annual leave,
or leave without pay during your incapacitation.

2. After recuperation you must obtain a written statement from your
physician identifying the date you are able to resume work. He/she should
altso certify your absence on the enclosed SF 71. Both documents must be
Presented to me upon your return of work.

3. Should you desire additional time after recuperation to make arrange-
ments for the care of your child or to provide for a longer period of
adjustment, please contact me in advance to request appropriate leave.

4. (A personal paragraph may be added as appropriate.)

Encl Signature and
as Title of Supervisor Authorized

to Approve Leave
CF:
SMCRI-RMF-PC

1SXP-FS-RTA
file Copy

Figure 4-1

SAMPLE LETTER FORMAT - LEAVE FOR CHILDBIRTH NOTIFICATION
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CHAPTER 5

EXCUSED ABSENCES

a. An "excused absence’ is an absence administratively authorized or approved,
which does not result in a charge to any kind of leave with pay or in any loss of
bagic salary.

b. Excused absence will be authorized on an individual bagis except when the
ingtallation is cloged or a group of employees on a gpecific project is excused from
work. .

¢. While employees may be administratively excused from duty during a scheduled
overtime day, such abgences are not within the terms defined herein, and overtime pay
will not be allowed. : '

5-2. Authorization_and Approval. Absencesg from regularly assigned duties in
connection with the following activitieg are congideraed constructive duty time; as
guch, excused absence without charge to leave or losg of pay may be granted by
supervisors who normally have authority for approving annual and gick ledve., There
are numerous instances when employees are abgent from their normal productive
agsgignments to perform acts or gervices officially sanctioned by the activity
commander. In performing these acts or gservices, employees remain under management
control or jurigdiction and are thus considered in a duty status. Examples of such
absences would include medical examination to determine fitness for duty, merit
placement interviews at the employing activity, and utilizing personnel office
gservices. Supervigors are authorized. to make individual determinations that the act
or gervice is job-related and not chargeable to leave, and to place reasonable limits

on the length of such absences from normal asgignments.

5-3. Types_of Excuged Absences. NOTE: The following gituations/activities comprise
the more common and recurring reasong when one or more employees may be granted
gxcused abgence; it is not an all-inclugive list. There will be separate, special,
and/or distinct events (e.g., change of command ceremonies, etc.) which respective
commanderd may determine are of gufficient importance as to justify approval of

excused absgence.

a. Blood Donations. All employees who volunteer as blood donors, without
compensation, to the American Red Cross, to military hospitals, or other blood banks,
or respond to emergency calls for needy individuals, will be excused from work
without charge to leave for the time necessary to donate the blood, for recuperation
following blood donation, and for necessary travel to and from the donation site.
Donors may be excused up to 4 hours, except in unusual cases. Employees who donate
blood to be used later for their own personal surgery are also covered by the provi-
sions of this paragraph. It is to be noted that the 4 hours is given only if blood
is actually donated. If for any reason the donor is rejected, they must return to

work immediately; failure to do so will result in a time charge to AWOL for the
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absence. It isg the policy of RIA; HQ, AMCCOM; and all tenant activities to support
the plasmapheresis/cytopheregis program by providing that employees who volunteer ag
donors for the plasmapheresis program, without compensation, may be granted a maximum
of 4 hourg of excused leave no more frequently than once every 8 wesks. Excusged
leave shall be granted for actual donations only. Appointments will be made to
provide the least disruption of operations. Employees will request excused leave 2
iays in advance of appointment by submitting SF 71 with time of appointment shown.
Jonors rejected for any reason will return to work immediately; failure to do go will

“esult in a3 time charge to AWOL for the absence, unless alternate leave ig previously
ipproved.

b. Agggg_gggggg_ggég;gégiggg. Time gpent in reporting for and undergoing

to determine an employee's fitness for enligtment
't induction into the Armed Forces will be excuged, provided the absence isg supported
'y official notification from the appropriate military authority. If the abgence
xtends beyond 1 workday, the employee mugt submit a statement from the induction
tation showing the necesgity for the additional abgsence. 1If, through choice of the
mployee they are away from duty more than 1 day, the absence in excess of 1 day will
e charged to annual leave or LWOP. Medical examinations for regervigts for the
urpose of racall to active duty, military training duty, or to determine eligibility
or retention in the reserve component, are to be charged to sick leave unlegg the

edgervist is ordered to active duty for this‘purpose. in which case military leave
ill be charged. :

¢. lLllness Caused by Reguired Vaccinations_or_Immunizationg. When an employee
1 absent due to illness resulting from administratively required vaccinationg or
wunizationg, the absence will be considered an excused absence without charge to
‘ave or loss of pay provided the Medical Officer/practitioner administering the
‘eatment certifies to the neceggity for the absence,

_________________ Employees will be excused for time spent in regidtering
ce with the general gtatute requiring such regigtration.

gre regigtration ig not required on any particular day, the employee should arrange

register on a nonworkday if pogsible. Excused absence for thisg purpoge generally

11 not exceed 4 hours, and may not. exceed 1 day, including necegsary travel time to
d from the place of regigtration.

o.  Mili

(1) Employees who are veterans of any war, campaign, or expedition (for
ich a campaign badge has been authorized by the U.S. Government) or members of
orary or ceremonial groups of veteransg’ organizations, may be excused for sguch
3¢ as may be necessary, but not in excess of 4 hours in any 1 day to participate as
'ive pallbearers for members of the Armed Forces whoge remaing are returned to the
-ted States from abroad for final interment.
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(2) Employees may be excused for up to 3 dayd to arrange for or to attend
the funeral of an immediate relative killed in the line of duty while serving in the
Armed Forces. ‘Immediate relative® includes spouse and parenis thereof; children,
including adopted children, and gpouses thereof; parents, brothers and sgigters and
gpouges thereof; and any individual related by blood or affinity whose close
aggociation was gsuch to have been the equivalent of a family relationship.

f. Civilian_Funerals. Attendance by individuals ig on a voluntary basis with
the uge of annual leave or LWOP ghould a person desire to attend a funeral for a
coworker or coworker’'s family member. Employees are encouraged to pay respects to
the family of the deceased and to inform the gupervigory chain whenever death or

{1lness occurs to gomeone within the organization.

g. Taking Examinations. When the employer decides to gchedule an examination
during the employee's regularly gcheduled tour of duty, employees will be granted
excused absence without charge to leave or loss of pay for the period of time within
the employee's regularly scheduled tour of duty required to take the examination.
Examinations may be given outside the regularly scheduled tour of duty of all or some
employees. Employees taking examinations outgide their regularly scheduled tour of
duty will be considered to be doing so voluntarily and will not be eligible for
overtime or compensatory time. Examinations include but are not limited to examina-
tiong for promotion/reagsignment; examination or reexamination for their present job;

and conversion of temporary appointment.

h. YVoting and Registration
(1) Employees who desire to vote or register to vote in any election or in

referendums on a civic matter in their community may be excused at their request for
that purpose. As a general rule, where the polls are not open at leagt 3 hours
either before or after employee's regular hours of work, the employees may be granted
an amount of excused leave which will permit them to report for work 3 hours after
the polls open or leave work 3 hours before the polls cloge, whichever requires the
lesger amount of time.

(2) Employees living in Iowa will not be granted excused absence to
participate in elections or referendums since the polls are open 3 hours or more
after the close of business at this installation.

(3) Since the polls in Illinois are not open for 3 hours either before or
after gome of the business hours at this installation, employees living in Illinois
will be granted (at their specific request) excused absence in accordance with
criteria listed in h(1) above. If Illinois polls open at 6:00 a.m. and close at 7:00
p.m., excuded absence will be granted as in the following examples:

Shift Time Excugsed Abgence

7:30 a.m., %o 4:15 p.m. 15 minutes before cloge of business
7:45 a.m. to 4:30 p.m. 30 minutes before cloge of business
g8:00 a.m. to 4:45 p.m. 45 minuteg before close of business
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NOTE: Employees' request for excused absence to vote must be made to their immediate

jupervigsor gufficiently in advance of the elaction day to permit regcheduling of
#workload, if necesgsary.

(4) Employees on gecond or third shift will not be granted excused abgence
.0 participate in elections or referendums.

(5) No excused absence will be granted to employees who are on annual leave
v gick leave for all of the day which ig specified ag a voting or registration day.

(6) Employees on flexible work schedules will be excused only for those
ours which cannot be accommodated by their flexitour schedules. Employees will not
e required to change their established flexitour for voting purposes.

(7) When an employse must vote by absentee ballot due to their scheduled
bsence from this area on election day, excused absence may be granted only when

here is ingufficient time to obtain and return an abgentee ballot by mail or during
onduty hours.

___________________ gual Employment/Egual _Opportunity Office_ (SMCRI-EQ). Absgence

rom duty during the time an employee is utilizing the services of the Directorate of
argonnel and. Community Activities (SMCRI-PC) and the Equal Employment/Equal
>portunity Office (SMCRI-EO) may ba excused by the gupervigor for a mutually

mvenient time ag arranged with one of these offices, provided the employee has
>tained prior consent from the supervisor.

J. Emergency Rescue or Protective Work. This paragraph applies to employees
icupying Classification Act positions, including standby employees, and those

urly, per diem, and piecework employees who are eligible to be excused on holidays.

(1) When such employees are called to emergency duty in the National Guard
State Guard, or are called to participate in Civil Air Patrol gearched, they will
excused for such duty up to 5 working days. Such employees, when engaged in other
pes of emergency rescue or protective work, may be excused on a sgimilar bagig at
8 digcretion of the activity commander.- Employees may not be excused from duty
thout charge to leave for the purposge of performing regcue or guardsman duty which
herwise would be covered by military leave as authorized under 5 USC 6323.

(2)  Excused abgence under this policy will not exceed 40 normal work hours
any 1 calendar year except ag provided for by regulation for military duty.

(3) Employee requests for excused absence will be gubmitted by informal
rorandunm along with appropriate written verification by a local official (mayor,
.lage board president, etc.) through the supervisory chain to organizational heads
»'will, by 1st Endorsement, recommend approval or disapproval and forward same to
t applicable Commander for final approval/disapproval., Verification mugt be
mitted along with the employee's request within 2 working days after return to
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duty. The Commander's approval/disapproval in the 2d Endorsement will be directed to
Pay/Examination Branch (SMCRI-RMF-P) with a copy to the employee. Annual leave will
be charged until such time as excugsed absence ig approved.

(4) Abgences beyond a cumulative total of 5 days will be charged to annual
leave or LWOP. A liberal policy granting same will be followed.

k. Employment Interviews.
(1) Employees may be excuged without charge to leave or logg of pay to
participate in interviews when:

(a) Competition is for a posiﬁion within the Department of Army (DA} or the
individual is in a temporary duty (TDY) status for the purposge of an interview within
the Department of Defense (DOD) .

(b) The individual is under notice of separation or change to lower grade
for any reason except personal cause, and the interview is gcheduled/authorized by
the RIA Recruitment and Placement Divigion (SMCRI-PCR).

(2) Time spent in interviews in circumstances other than those above may be
charged ag excused absence. '

1. Absences_for_Relocation Purpoges. An employee may be excuged for a
reagonable time to make personal arrangements and to trangact personal business
directly related to a permanent change of station which is in the interest of the
U.S. Government, provided that guch businesgs or arrangements cannot be transacted
outgide the employee’'s regular working hours. This includes such things as making
arrangements for the packing and unpacking of hougsehold goods and obtaining driver's
licenge, auto tags, and passports. Thig also includes the absence of an employee

(and gpouge) during an approved house-hunting trip.

m. épggnsga_Ezigz_L9_93_9293_325Qza_Ezgg_Izézgl- Excused absences incident to
TDY travel will be as provided in Appendix A, RIAR 37-9. Specifically, a period of 2
hours will be allowed as excused absence on the employee's TA card prior to the
gcheduled departure by commercial carrier, by privately owned conveyance (pOC), or by
Government aircraft ag time required to prepare for temporary duty travel. On o
return, an additional 2 hours will be allowed as excused absence on the employee’'s TA
card after actual arrival by commercial carrier, by POC, or by Government aircraft as
time required to disengage from TDY. If circumstances warrant, the travel requesting
official may gubmit a written request, on an individual basis, to the travel
approving official for congideration of up to 1 additional hour. If approved, a cOpy
of the approved request will be submitted to the RIA Finance and Accounting Divigion

(SMCRI-RMF) with the TA card for the period involved.
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n. After_Prolonged Overtime_or Travel. When it ig not possible or reagonable to
‘eschedule an employee's duty or travel time and regular acheduling would require the
imployee to travel and/or serve in a duty statug for more than 16 hours, the employee
1ay be excused without charge to leave or lossg of pay for a reasonable time to
‘ecuperate from fatigue or logs of sleep. In determining the time to be allowed, the
dverse effect on work performance, health, or well-being, and any safety hazard

shich might result from working while fatigued, should be considered. Excused

.bsence under thig authority will not normally exceed 4 hours.

o. Holiday Digmissalg of Certain Employees_Under Premium Pay. Employees
eceiving premium pay under 5 USC 5545(c) (1) may be excused without charge to leave
n holidays when it ig administratively determined that their sarvices are not
equired on a particular holiday. When an employee's services are adminigtratively
equired on a holiday and the employee requests and is granted the day off for
ersonal reasong, the employee will be charged annual leave, sick leave, or LWOP, as
ppropriate.

pP. Practice Time for RIA Chorus_and Band. Practice days will be once each week
once for band and once for chorug). This time ig inclusive of travel to and from

he practice, ag well ag time to eat lunch. Therefore, employee members will be
xcused from duty at 1130 and are to return to duty by 1300 on practice days. Imme-
iate supervigors will adhere to and enforce this policy. Excused absence is granted
or this time plus performance time.

q. Absences_for_Members of the RIA Federal Credit_Union_ Board of Directorg and
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ragueg, or councilg if the purposge ig directly related to the DOD Credit Union
sogram.

r. Toagtmagter Club/International Training in Communicationg (formerly
)astmisgtress Club). These organizations meet for 2 hourg twice a month. One and
1e-half hours of each meeting will be excused absence, with the remaining half hour

1ing the employee's lunch period.

s. Equal Employment Opportunity (EEQ) Functions. An employee may be excuged up
1 4 hours during the calendar year to attend government sponsored EEO functiong held
iring duty hours including ethnic observances, such ag American Heritage Week,
‘aining deggions spongored by gpecial emphasig program managerd, ceremonies, aetc.

1@ time excuged for each function will normally be limited to the actual length of

@ function and travel time, To gimplify recordkeeping, the employee’'s SF 7-B
mployee Record) card will be annotated in pencil to show the number of hours used
der this provision (e.g., 1 Jun 90 ~ 2 hrs - excused abgence - RIAR 690-20, para
3s). Thege annotations are to be eraged at the end of the calendar year.

t. Junior_ Achievement_ (JA) Program. ~Employees representing RIA as advigorg for
e Junior Achievement Program are authorized to attend certain special events (i.e.,

rmal JA training sessiong, advisor luncheong, year-end JA luncheon) asg duty time
ost code 195).
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u. Conventions_and Conferences. Officials reporting directly to the Commander
(i.e., directors, project/product/program managers, office chiefs) are authorized to
grant excused absence of up to 5 working days per calendar year to employees to
attend conventions or conferences when guch attendance ig determined to be in the
best interests of the Government. When circumstances do not warrant participation at
a convention/conference/meeting as training or duty at Government expense (gea AR
690-400, chapter 410), attendance still may be considered to be of sufficient benefit
to the Government to Jjustify excused absence with any and all other costs at the

employee’'s own expense.

v. Union-Spongored Training.

(1) Union officers/gtewards may be granted excuged absence {normally, not to
exceed B8 hours in any 12 calendar month period) to -attend union-spongored training,
when it is determined such training is mutually beneficial to the employer and the
union.

(2) The employee will prepare a written request (informal memorandum) for
excugsed abgence for union-gpongored training. The informal memorandum will be
submitted to SMCRI-PCL for review.

(3) SMCRI-PCL will determine appropriatenegs of granting excused leave
(i.e., mutual benefit and eligibility of employee). If the request is appropriate,
SMCRI-PCL will forward the request to the supervisgor with a recommendation for
approval to release the employee for training, with a copy furnished to the employee.
At that time, the employee must submit an SF 71 to the supervisor for approval.

w. Special Events. Occagionally, special events are held on the installation
(e.g. HOPE fesgtival, Recognition of Volunteers, Tree-Lighting Ceremony) for which
participation ig encouraged but excused absence is not generally authorized. If it
ig not clearly indicated that the Commander has granted excuged leave for a
particular function, then employees must use their lunch period or annual leave or
LWOP to attend. If excused leave i8 authorized, notification will normally be made

by the Civilian Pergonnel Office through electronic mail.

5-4. Tardiness_and Brief Absences. The governing criteria for excuging tardiness is

to excuse that tardiness which clearly serves the best interests of the Government,
ags opposed to tardiness which serves the personal interest of the employee.

a. lnLzeggsns_lézéinggg_iiez_zélié_ngégen§l- If the tardiness occurs at the
beginning of the shift, return from lunch hour, or return from short duration of
leave taken during the shift, all gsupervigors may excuse up to and including 5
minutes. A total of 15 minutes at the beginning of the shift may (at the discretion
of supervisgor) be made up by the employee during the lunch period only, or be charged
to compensgatory time off (Class Act employees only), annual leave, or LWOP, ag ap-
plicable. (In the event a charge is made against annual leave, it mugt be in multi-
ples of 1 hour. The employee will immediately be notified and shall not be required
to work during the additional period covered by the charge against their annual
leave.) Over 15 minutes will normally be charged to compensatory time off, annual

leave, or LWOP, as applicable.
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therwise absent from duty without adequate excuse, such absences and tardiness may
2 charged to annual leave, LWOP, or AWOL, asg appropriate, and may become the bagig
or digciplinary action. In the event a charge is made againgt annual leave, it must
? in multipleg of 1 hour. The employes may not be required to work during the
lditional period covered by the charge againgt their annual leave. Continued tardi-

158 should be referred to SMCRI-PCL for appropriate action and resclution.

b. Tardinegg of Questionable Nature. When employees are chronically tardy or

c. Tardiness Due to_Weather, Bridge Openings. or_Traffic.
(1) Up_to_30 Minutes. Tardiness up to and including 30 minutes, due to
‘tremely bad weather conditions, delays regulting from traffic tie-ups, or bridge
‘8nings, or othaer contingencies, may be excused by all gupervigors.

(2)  In_Excesg_of 30 Minutegs. Tardiness due to extremely bad weather
nditions, excesgive delays or opening of bridges, or other contingenciesa, will be
cused in accordance with specific instructions of SMCRI-PCL who will coordinate
cigion with the Commander, RIA, and with the Personnel and Training Directorate
MSMC-PT) regarding amount of excused absence to be granted. Ag soon as posgible,
CRI-PCL will telephone all directors and office chiefs on RIA, advising them of the
cunt of excused absence authorized. If tardinesa exigts beyond the period of

cused absence, all gupervisors are authorized to make 8plit charges for the excused
1 the nonexcused absence (ref para a above). (To be aligible for excuged absence,

>loyeeg mugt be scheduled for work for the gpecific time that the excusged time/
ive ig granted.)

d. Adminigtrative Action on Tardiness.

(1) Employees will immediately report tardiness to gupervigor for approval/
tapproval of the time to be excused.

(2) Supervisors will then decide what action will be taken and immediately
orm the employee; send employee back to work after expiration of leave, if

rged; and notify timekeeper immediately of action taken, whether excuged, annual
ve or compengatory time, or AWOL.

Group Dismigsalg. It is within the adminigtrative discretion of the ingtalla-
n commander to close all or part of the activity. These situations may include,
are not limited to, extreme weather conditiong; natural disasters such ag-fire or
od; or breakdown of facilities or serviceg. It is important to note that only the
tallation commander hag the ‘authority to dismiss groups of employees or cloge the
tallation. Supervigors should be aware that they do not have the authority to
i8¢ employees for short periods of time other than those discussed above. For
tple, supervisors do not have the authority to release employees early on occa-

18 such ag the day after Thanksgiving or in conjunction with Christmas or New
\’s' . "
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CHAPTER 6

MILITARY LEAVE

a. Explanation_of Terms. Military leave is absence from a civilian position of

s L R e — s ——

those employees who are memberd of reserve components of the Armed Forces as listed
balow:

National Guard of the United States
Army Reserve

Naval Resgerve

Marine Corps Reserve

Air National Guard of the United States
Air Force Reserve

Coast Guard Resgerve

b. Active Military Duty. For the purposge of military leave, ‘Active Military

Duty'.includes:
(1) Duty on the active list.
(2) Full-time training duty.
(3) Annual training duty.

(4) Attendance, while in the military service, at a school designated as a
gervice school by law or by the Secretary of the military department concerned.

(5) Duty for the purpose of providing military aid to enforce the law. Such
abgsence must be for days during which they are on active military duty, or are
engaged in field or coast defense training under gection 6323(c) and 5519 of Title 5,
U.S. Code.

6-2. Granting Mil

o s e v s o o il v e e e o G v B W Ty o

a. Because of the primary mission of DA, the policy is to extend full coopera-
tion to all reserve components of the Armed Forces by granting leave of abaence for
military training purposes so far as practicable. Where authorization of military
leave is not appropriate, annual leave or LWOP should be authorized for this purpose.

b. Employees in receipt of military orders are responsgible for advising

appropriate officials (usually their immediate supervigor) as far in advance as
pogsible so that arrangements may be made for the continuation of work gschedule.
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c. If the number of employees ordered to duty at the same time ig sgo great asg to
nterfere with the operation of the installation or any of its activities, activity
ommanders ghould be notified of the situation.

d. Military leave i3 granted to members of regserve components of the Armed
orced who are regular full-time civilian employees sgerving permanent, temporary

ndefinite, or temporary appointments pending establishment of a register, or term
ppointments.

e. In general, military leave m3y not be granted to an employee who ig in a
d>npay statug when they enter on military duty.

f. Military leave may not be substituted for LWOP previously granted unlesg the

>sence wag for military duty and it is later determined that the employee was
1wwitled to military leave.

g. Military leave may not be substituted for any period of furlough either
rcause of lack of work or funds, or because of reduction in force.

h. When an employee ig called to military duty during the 60-day notice period

ior to geparation by reduction in force, military leave will be substituted for the
lance of the notice.

3. Supporting Evidence. In order for military leave to be granted, the military
der calling the employee to active duty will be sufficient evidence for the initial
thorization by the supervisor. A copy of the order will be submitted to

CRI-RMF-P by the supervisor before the employee leaves for active duty. Upon

turn to duty, the employee will submit, to their supervigor, official evidence of
tes signed by the Commander of the military unit. The supervigor will forward a

py of the official evidence to SMCRI-RMF-P. '

4. Computation.

a. Full-time employees eligible for military leave of absence with pay, as
sted in above paragraph 6-1b(1), (2), (3), and (4), are authorized 15 days per
ical year. Any portion of the 15 days (i.e., not to exceed 15 days) unusged in the
scal year may be carried over to the next fiscal year. Part-time career employees
1 defined in 5 USC 34-1(2)] are entitled to military leave on a prorated bagig.
* rate ig determined by dividing 40 into the number of regularly scheduled hours.
' military leave period is computed on a calendar-day bagis. Nonworkdays falling
:hin a period of absence on military training duty are charged against the 15 days
military leave allowed during the year but not nonworkdays occurring at the

iinning or end of the period. Military leave may not be charged in legs than full
" increments.
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b. Military leave of absence with pay, as listed in above paragraph 6-1b(5), is
limited to a maximum of 22 days during any oOne calendar year regardless of the number
of periodg of active military duty in the calendar year. The military leave period
is computed on a workday basis. Holidays and weekends will not be charged to
military leave when the duty is for the purpose of providing military aid to enforce
the law. Employees on uncommon tourg of duty will be charged with military leave :in
the game manner ad they are charged with annual and sick leave.

c. Where an employee exhausts the amount of military leave fixed and limited by
gtatute, they may be granted any available annual leave to continue military duty
without the imposition of any dual compensation restrictions. If the employee does
not have sufficient annual leave (or does not want to use annual leave) they must be
carried in a LWOP gtatus.

6-5. Regignation. A regervist who resigns from their civilian position prior to
entering upon active military duty ig not entitled to military leave for any portion
of the military duty irregpective of any right they may have to redtoration or re-
employment upon completion of military service. Employees resigning under these

circumgtanceg should be sgo advisged.
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CHAPTER 7

COURT LEAVE

-—__..._—_.....-—_.._._._____.———-————.—————--——.———_——_.————-—-~_.._-——_————-———_.—_—————-—_—___.._.._.

o - - i - —

a. Policy. DA considers it the civic duty of all its employees to respond to
callg for jury duty and other court gervices. To this end, requests that employees
be excuged from jury duty will be made only in those instances where their services
are required to meet essential work schedules and where public interests are better

gerved by the employees remaining on duty in their jobs.

b. Explanation of Terms. Court leave, as uged in this regulation, ig absence
from duty, without charge to leave or loss of basic salary, for the purposge of
attending court ag a witness on behalf of U.S. Government, or the Government of the
Digtrict of Columbia, or for jury duty. (The court may be a State, Federal, District
of Columbia, or Military court.) However, when a bagic galary ig paid to the

employee the following rules apply:

(1) If gerving in an official capacity as a witness for the United States or
Digtrict of Columbia, no court fees may be accepted by the employee.

(2) 1f serving in an official capacity as a witness in private litigation,
authorized witnegs fees and allowances for travel expense and subsistence ghould be
collected by the employee. The employee will then contact SMCRI-RMF for instructions

ag to digposition of collected funds.

7-2. Jury_and Court Fees.
a. When an absence is charged to court leave, the employes will accept the court
feeg and contact SMCRI-RMF for ingtructiong as to their digposition.

b. Jury fees for gervice in any Federal court may be kept by the employee only
for gervice on nonworkdays for which they receive no compensation from their employ-
ment, or for the holiday when the employee would have been excuged from their regular
duties. A part-time employee whoge hours of jury service do not conflict with their
regular scheduled hours of work, may retain the usual fee for jury duty. If there is
a partial conflict between their regularly schedule part-time hours of employment and

the hours of jury service, they may not receive or retain the jury fee on a pro rata
basgig.
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c. Fees from jury duty, in state or municipal courts, which are in excess of an
employee's normal groas g8alary for the period may be retained by the employee. Fees
for jury duty in state or municipal courts on nonworkdays or holidays when an

employee would have been excuged from their regular job may also be retained by the
employee.

d. When an employee is absent from duty for a fractional day because of jury
gervice, the amount to be turned in to SMCRI-RMF will be in an amount equal to the

gross compengation for the period covered by court leave, not to exceed the jury fees
received.

e. Court fees may be accepted and retained by the employee when their abgence
for court duty ig charged to annual leave or LWOP.

court leave for that night duty when called for court gervicesg during the day on
which the night tour of duty begine or ends, but not both. In guch cagesd, night
differentiale normally payable for the period covered by court leave, will be paid.

7-3. Scheduled Night Duty. 4n employee sgcheduled to work at night may be granted

7-4. Leave_Status. When an employee ig on annual leave at the time they are called
for court service, court lesave should be gubgtituted for annual leave previougly
granted. Periods of LWOP, however, may not be retroactively charged to court leave.

7-5. Return_to_Duty. If an employee ig excuged or released by the court for a day
or a gubstantial portion of a day (i.e., 2 hours or more), they are expected to
return to duty, unless the return would cause them undue hardship because of the
listance from home, duty stations, and the court. Local decisions will be made
iepending upon the circumstancesg of each case. Failure to return to duty as directed
nay result in a charge to annual leave, LWOP, or AWOL. Upon final release from jury
jervice, written evidence of attendance at the court ig required, showing dates (and

ours, if possgible) of gervice. Generally, guch statements are isgsued by the Clerk
>f the Court. :

'-6. Evidence to_be_ Submitted.

a. When an employee ig called for court Bervice, either ag a witness or a juror,
‘hey will present the court order, subpoena, or summons (if one was issued) to their
upervigor as far in advance ag posgible to permit workload planning. The supervisor
'ill complete Section I of SMCRI Form 2031 (Verification of Court Appearance)
original and two carbon copies), and give to employee. Upon final releagse by the
ourt and return to duty, the employee will complete Section II of the SMCRI Form.
031 to indicate amount of compensation received (or none, if no monies were
ccepted), and enter signature and date and return the forms (original and two carbon
opies) along with the official court documents, to their supervisor. The supervisgor
111 determine the dates and hours of employee's absence allowable for court leave,
omplete Section III, and gsign/date the forms.
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will forward the original of the form (and attached court documents) to SMCRI-RMF.
(A carbon copy should be given to the employee.)

c. If monies_were_received by the employee, the check should be cashed by the
employee and then the supervigor will gsend the employee to SMCRI-RMF with all copies
of completed forms (and court documents) and all fees received. NOTE: Collection of

fees (or part thereof) will be by cash only.
NATURE OF SERVICE TIME CHARGE COURT FEE DISPOSITION

I. Jury_Service Court Leave# Collect fee and contact SMCRI-RMF for
dispogition, except if TIME CHARGE wag
to annual leave or LWOP, collect fee
and retain.

II. Witnegg_Service Official Duty " Refuge fee.

A. On behalf of U.S.
or D.C. Government

B. On behalf of State
or Local Government

1. Official Capacity Official Duty Collect fee and contact SMCRI-RMF for

dispogition.
2. Unofficial Capacity Court Leavet Collect fee and contact SMCRI-RMF for

dispogition, except if TIME CHARGE was
to annual leave or LWOP, collect fee
and retain. :

1. O0fficial Capacity Official Duty Collect fee and contact SMCRI-RMF for
digpogition.

2. Unofficial Capacity

a. When the U.5., D.C., Court Leave ~ Collect fee and contact SMCRI-RMF for
or a State/Local dispogition, except if TIME CHARGE was
Government ig a party. to annual leave or LWOP, collect fee

and retain,

b. When the U.S., D.C., Annual Leave or Collect fee and retain.
or a State/Local LWOPp«x

Government ig NOT

a party,
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D. On_own_behalf, if the employee is a party in a sguit against the Government: The
time the employee-plaintiff spends in preparation for the trial, including answering.
the Government's interrogatories, and the time the employee-plaintiff spends observ-
ing the conduct of the trial is not included with the word "witness’ and does not
qualify for court leave. Annual leave or LWOP are appropriate for such periods. The
time the employee-plaintiff spends testifying on their cwn behalf does not meet the
requirement of having been summoned within the meaning of Section 6322 of Title 5 of
the U.S. Code and a grant of court leave for that time is not appropriate. Annual
leave or LWOP are appropriate for such periods.

xCourt leave cannot be granted for those employed on a substitute, when actually-
employed, or intermittent bagis. In such cages, annual leave when available and
requested, or otherwise LWOP, should be charged instead of court leave.

*¥Annual leave when available and requested, otherwise LWOP.

SOURCES: FPM Supplement 990-2, Subchapter S10: Court Leave.
CPR 600, Chapter 630, Subchapter 10: Court Leave.
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CHAPTER 8

LEAVE WITHOUT PAY (LWOP) AND.EXTENDED LWOP

a. Leave Without Péz (LWOP) isg a temporary nonpay status and absence from duty

b. Extended LWOP is defined ags that which exceeds 240 consecutive duty hours.

expectation that the employee will return to work at the end of the leave period.

c. Granting LWOP is a matter of administrative discretion. An employee cannot
demand it ag a matter of right, except in the cage of 1) disabled veterans entitled
to LWOP, if necessary for medical treatment under Executive Order 5396; 2) reservists
and memberd of the National Guard entitled to LWOP, if necesgsary for military
training duties in accordance with Section 9(g) of the Military Selective Service Act
of 1967; and 3) for limited periods, employees receiving injury compensation under

5 USC 81.

from the granting of extended LWOP.
a. Fulfillment of parental or family responsibilities (see phapter 4),
b. Increased job ability. .
c. Protection and/or improvement of the employee's health.
d. Retention of a desirable employee.

e. Furtherance of a program of interest in the goVernment (e.g., Peace Corpsd
Volunteers).

f. OPM and DA guidance indicated that LWOP ghould not be initially granted in
excess of 1 calendar year. Under gpecial circumstances the LWOP may be extended for
another year in increments of 6 months. Such circumstances will be the exception
rather than the rule,
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8-3. Policy.

a. When an employee requests leave for childbirth and has insufficient sick
leave credit and/or annual leave credit a

de granted as long as the em
the absence until she ig rel

8 appropriate to cover the period, LWOP will

ployee i3 still under a Physician's restriction to cover
eased to return to duty.

b. The following list includes exam

ples of types of cases for which approval of
ixtended LWOP would be proper, all other

factorg being favorable:

(1)

To attend to other parental or family regpongibilities as outlined in
‘hapter 4. ‘

(2) For educational

purposes which would contribute to the best interests of
he organization.

(3) For the purposze of recovery from illnesg or digability not of a
ermanent or disqualifying nature,

when continued employment or immediate return to
mployment would threaten impairment of the employee's health, or the health of other
nployees.

(4) Pending final action by OPM on a claim for disability retirement; and

inding final action by the Bureau of Employees' Compensation on a claim for
1ployment-connected injury or digeage,

(5) It is DA policy to grant 90 calendar days of LWOP to career and career-
‘nditional employees or excepted employees with competitive gtatus who are
linquighing their positions because the spouse is moving from one area to another
d who intend to sgeek Federal employment in the new area. The initial 90 days may

extended upon the request of the employee with each such request judged on itg own
rits,

4. Procedureg.

a. 40 _Hours_ or Lesgs.

e e S el

(1) Director, office chiefs

+ or activity heads will designate gupervisors
thorized to approve or digapprove

LWOP for 40 hours or less for valid reasons.

(2) The employee will prepare SF 71,
stification in block 6
‘approval.

to include the sgpecific reason/
v and gubmit to the immediate Supervigor for approval/

b. 41 Hours_or_More.

' A O e - e e o

(1) Directors, office chiefg, or activity heads will determine validity of

uest for LWOP and will approve or disapprove game when the request is for over 40
rs.

-2
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‘ (2) The employee will prepare Part I of SMCRI Form 2005 (Request for Advance
of Leave/Extended Absence), to include the gpecific reason/justification in block 10,
and submit it to the immediate supervisor for completion of Part II and approval by

the appropriate official as deéignated above,

(3) The immediate supervisor will check all blocks of Part I of the SMCRI

Form 2005, enter their own reason for recommending approval or disapproval in Part
I1, and forward through channels ag necegsary to the approving official as designated

in gubparagraph b{(l) above.

(4) The approving official, after consideration of the employee’'s request
and the supervigor's recommendation, will complete Part III of the SMCRI Form 2005,
and return it to the immediate supervisgor,.

(5) If the request is approved, the amount of LWOP approved is:

— v —

(a) 41 through 79 hours, the original copy of SMCRI Form 2005 will be
gubmitted to SMCRI-RMF-P with copy furnished to the employee and the supervisor.

(b} 80 hours or more, a letter (gee figure B8-1) must be prepared advising
the employee of their rights, benefitsg,. and respongibilities during the LWOP per1od
An SF 52 (Request for Pergonnel Action) must be completed when: v

Ir—

LWOP of 80 hours or more is granted because of an on-the-job illnegs or
injury. . .

2. LWOP ig granted for more than 30 workdays (240 hourg) for any other
reagon. The SF 52 must be submitted to the Technical Serviceg Divigion, ATTN:

SMCRI-PCS, with the copies of the SMCRI Form 2005 and the letter to the employee.
SMCRI-PCS will forward thege documents to payroll with the payroll copy of the SF 50.

(6) If the request is digapproved, the SMCRI Form 2005 will immediately be
delivered to the employee,

(7)) SMCRI-EMF-P will complete Part V of SMCRI Form 2005 on the final action
taken for approved requests.

NOTE: Sample of SMCRI Form 2005 ig provided at figure 8-2.

8-3



Ll QIU-2Ly 2 6 JUN 1991 - :"
SAMPLE FIGURE 8-1 ‘

(Applicable Letterhead)

(Employee Name and Address) - (Date)
Dear

Your request for leave'ﬁithout pay (LWOP) for days, SMCRI Form
2005, 4is approved for the period through .

During your absence in a nonpay statu

s
and receive certain consideration as fg:i{%
R
. A
a. You retain the right Rr ety \‘iq
expiration of the approved lea 9 Ya)i K
't

b. Any life insurance coverage will be maintained for the period of
approved LWOP, at no cost to you.

ogfiill retain certain rights
L

ork prior to or upon the

€. You will be required to Pay your share of premiums for health
benefits coverage while in a nonpay status. If salary due you is insufficient
to cover the required withholding, you will 'be notified as to the procedures
for collecting health benefit premiums. You have the option to cancel
federal health .benefit (FEHB) coverage to avoid premium indebtedness. You

may contact SMCRI-RMF-PC regarding premium payments and SMCRI-PCS regasding —
caricellation of FEHB caverage,

d. You will not receive full credit toward within-grade increases,
Such increases are dependent upon time in a pPay status.

e. The time you are in LWOP status is creditable toward retiremert.
The credit is limited to no more than 6 months in a LWOP status in each

calendar year. You are not required to pay any ies into the retirement
fund for time so credited.

A -\ v
f. Additionally, for employ \i\ g g are considered to be as
hough actively employed in the ggg,.§%$ y nge is made to the position you
i{ipie-. 3

:ncumber; e.g., promotion possib ob changes, rate changes, reduction
(n force, etc.

g. When the number of hours in a nonpay status in an employee's leave
‘€ar equals or exceeds 80 hours, his/her credits for leave must be reduced
'Y an amount equal to the amount of leave he/she earns during a pay period.
he net result is that during your period of leave without pay you will not
CErue any annual or sick leave. Accrued annual and/or sick leave balances
xisting at the start of the LWOP period are held in abeyance while in LWOP
tatus and recredited upon your return to pay status.

You may be expected to return to duty status on or before the workday
ollowing the expiration date of your LWOP. Failure to do so will result in
our removal from your position and the Federal Service for reason of failure —
O Teturn to work at the end of approved LWOP,

Sincerely,
1cl
YCRI Form 2005 8-4



v ¥9' REQUEST FOR ADVANCE OF LEAVE/EXTENDED ABSENCE riar 690-2

263U
4 ‘ (RIAR 690-20)
_PART 1 - EMPLOYEE _ . -
1. KAME OF EMPLOYEE: 2. SSK A 3. DATE:
JOHM DOE 123-45-6789 16 May 89
4 JOB TITLE & GRADE: | 5. ORGANIZATIONAL ELEMENT & COST CENTER: | 6. CHECK AS
cuonl APPLICABLE:
upp.¥ ‘ TEMPORARY APPOINTHENT NTE
- -3 cC 0000
Cataloger GS-7 SMCRI-XX PROBATIONARY/TRIAL PERIOD NTE
7. TYPE OF LEAVE: B. :%S/OFA 9. COMMENCING:
(] ADVANCED SICK LEAVE [ EXTENDED LEAVE OF ABSENCE S/DAYS: | pAY HONTH YR DAY HONTH YA
[] AOVANCED ANNUAL LEAVE ' 90 Days 1 Jun 89 1@ 30 sep 89

10. REASONS/JUSTIFICATION:

(SIGNATURE OF ENPLOYEE)

11. 1 HAVE REVIEWED THE APPLICABLE REQUIREMENTS AND CRITERIA OUTLINED IN RIAR 690-20.
as OF 16 May 89 IS 32  HRS SICK LEAVE__ 36 HRS ANNUAL LEAVE.

RECOMMENOATION: APPROVED - ALL PROVISIONS MET
DISAPPROVED - (EXPLAIN DISAPPROVAL HERE - CONTINUE ON REVERSE IF NECESSARY)

EMPLOYEE'S BALANCE OF LEAVE

(SIGNATURE OF SUPERVISOR)

~— (DATE)

12. .
DISAPPROVED - (EXPLAIN DISAPPROVAL HERE - CONTINUE ON REVERSE IF NECESSARY)

TYPED NAME- AND TITLE: SIGNATURE: DATE:

GEORGE JONES
Director, SMCRI-XX

'PART 1V - U.S. ARHY HEALTH CLINIC (HSXP-FS-RT
13. ACTION TAKEN:

WOTE: 10 BE CONPLEIED FOR ADVANCED SICK LEAVE OF :
NORE THAX 30 NRS OR REASONS OTHER TMAN CHILDALRIA:

TYPED NAME AND TITLE: SIGNATURE: DATE:

14, ACTION TAKEN:

(DATE) (SIGNATURE)
REPLACES EDITION OF 1 MOV B3 WHICH IS O0BSOLETE




PIAR 690-20 '
26 JUN 1991

PRIVACY ACT STATEMENT

1. Collection of the Social Security Number (SSN) is authorized
by Executive Order 9397. Disclosure of the number is voluntary.

2. The SSN is used by mangement, the Civilian Personnel Office,
and the payroll office to identify the employee and to insure that
leave records are correct.

ieverse of SMCRI Form 2005
Figure 8-2 (Continued)
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CHAPTER 9

OTHER LEAVE

.——.—.——.—.——-——.-__._.__.._.___.__.........__._..__-—.———.__-..__——————.—_—-_—_._..._.._.._.__......_._._.._—_._..__-—_.——_-..—.—_

9-1. Qgg!g_igg_zgéiging_ggzggggg. Absence for agsigned training at RIA, or within

or outside the Quad Citieg area, ig considered ag time on the job. The day's tirwe,
therefore, should be annotated in the regular time column of the TA card as 8 hours.

g-2. Leave Policy at Completion_of Local Training. Only 1 hour of excuded absence

may be granted to an employee on the last day of a training course conducted locally.
Any time remaining in the employee's tour of duty after this 1 hour of excused
abgence will either be worked or covered ag annual leave (i.e., Clagg is held from
8:00 - 4:30: a) on the lagt day clags lets out at 2:30, you must either return to
work for the remaining 2 hours or take 1 hour annual leave in addition to the 1 hour
of excused leave; b) on the last day class lets out at 3:30, you may be excused from
duty for the remaining hour). A liberal annual leave policy ghall be in effect for
those employees choosing not to return to their work giteg ag required (ref RIAR
690-13) .

9-3. gpggggg_wighggg_ggggg_LAEQLL. Is absence from duty which has not been approved
or authorized ag chargeable to any type of leave (thig includes instances where an
employee did not obtain advance authorization for annual leave or when a request for

leave on the bagig of alleged gickness has been denied).

9-4. épggggg_ggg_ggl;g;ggg_ﬂgligggg. It is the policy of DA to permit absence from
work for employeas who desire to obgerve religious holidays of their faith. Where
circumstances permit, and religious requirements can be met, work schedules may be
arranged to provide gubstitute work. Otherwise, the absence will be charged to
annual leave or, if no leave is available, to LWOP. Where it is possible to
rearrange work schedules, employees who bave religious convictions against working on
Saturdays should be assigned tours of duty with Saturday as their regularly scheduled

nonworkday.

9-5. EQQ!Q_EQLLQ!_QD-IEQiLiQLEéEElDE_IiQKEEé- Employees must be in an approved
leave status (i.e., annual leave or LWOP) when required to appear in traffic court.
The gupervisor may not grant excused leave if the employee ig abgent for this pur-

pode.
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CHAPTER 10

ADVANCED LEAVE (ANNUAL AND SICK)

a. Under certain circumstances, an advance of leave may be granted to employees.
Advanced leave ig applicable only to annual leave and gick leave.

c. SMCRI Form 2005 will be uged to approve or digapprove all requests for

10-2. Advanced Annual Leave.

a. Requests for advance 6f annual leave will be congidered on the basis of
individual circumstances. Requests must specify the beginning and ending dates
during which the leave will be uged, if approved.

b. The approving authority will determine the validity of requests for advance
of annual leave and will approve or disapprove them.

c. An advance of annual leave cannot exceed the employee's accrual which will be
earned during the balance of the current leave year (the leave year during which the
requegt is made). :

d. Where it ig known or reasonaﬁly ensured that an employee may not return to
work or is to be separated or retired during the leave year, advanced leave may not
exceed the amount which will accrue prior to the anticipated separation or retire-
ment,

10-3. Advanced Sick Leave.

a. It is the policy to advance sick leave in deserving cages of gerious ailments
or digability when the situation so warrants; however, 30 days of gick leave (240
hours) ig the maximum that can be advanced. '

b. Advanced sick leave credits may not be retroactively applied against any
period of leave for which LWOP was requested and granted.

c. An employee injured whilse oﬁ duty may request the advance of szick leave
credits as provided in this regulation.

10-1
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d. For employees on temporary appointment, or probationary or trial periodg,
\dvanced gick leave should not exceed an amount which it is reasonably ensured will
e subsequently earned.

e. JSupervisors are responsible for being aware of an employee’s use of leave,
or taking corraective action wheres indicated, for counseling and cautioning an
mployee about depleting their gick leave account, and in requiring certification of
ick leave if appropriate. In reviewing requests for advance of sick leave and in

etermining approval or disapproval, appropriate consideration must be given to the
ollowing elements;

(1) Current balance of sick leave and reagong for any near-zero balance.
(2) Pattern of past use of sick leave relative to indicationg of misuse.
(3) Age and length of service relative to probability for early retirement.

(4) Apparent and real physical condition relative to probability for
lgsability retirement.

(5) Employment history relative to conduct and performance.

(6) Repayment of a sick leave advance may not be obtained in the event of

.gability retirement, separation for digability, resignation becauge of illnegs, or
1ath of the employes.

f. All factors relating to the individual circumstances will be considered in
‘termining approval or disapproval. The final decision must be made in considera-

on of the best interests of the Federal Service with due consideration to the well-
ing of the employse.

~4. Procedures.

a. The employee will prepare Part I of SMCRI Form 2005 and include the specific
ason/justification in block 10. A statement from the employee's physician/
actitioner isg required for extended absence baged on medical reagong, indicating
e probable length of absence and anticipated return to duty date. The SMCRI Form
05 will then be submitted to the immediate supervigor for completion of Part II and
proval/digapproval by the appropriate official. If the employee is physically
ible to prepare the request, the gupervigor should obtain the medical gtatement and
itiate the SMCRI Form 2005 in the employee's behalf.

b. The immediate supervigor will check all blocks of Part I of the SMCRI Form
)5, enter their own reason for recommending approval/disapproval in Part II, and
‘ward it through channels to the approving official,

10-2
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c. The approving official, normally the director/office chief, after congidera-
tion of the employee's request and the supervigor's recommendation, will approve or
digapprove the request and provide any remarkg in Part III of SMCRI Form 2005.

d. If the request is approved, the approving official will forward it to the
immediate supervigor for digtribution as follows:

(1) Original fﬁrm to SMCRI-RMF-P if the request is for advanced annual
leave, or for advanced gick leave of lesg than 80 hours or for childbirth reasons. A
copy of these advanced gick leave approvals will algo be provided to HSXP-FS-RIA.

(2) Original form to HSXP-FS-RIA if the request is for advanced gick leave
of more than 80 hours and/or reagons other than for childbirth.

(3) A copy will be provided to the employee, and a copy retained for the
gsupervigor's records.

e. If the request is disapproved, the SMCRI Form 2005 will be returned to the
immediate supervisor for delivery to the employee.

f. HSXP-FS-RIA will review all approved requesgts for advanced gick leave of more
than 80 hours and/or reagond other than for childbirth. The medical statement will
be congidered to determine the employee's potential to repay the advanced leave.
Where reagonable doubt exists that repayment of the leave will be precluded by one of
the events stated in paragraph 10-3e (8), the SMCRI Form 2005 will be discugged with
or returned to the approving official for reconsideration/dizapproval, as annotated
in Part IV of SMCRI Form 2005. Appropriate requests will go be annotated in Part IV
and forwarded to SMCRI-RMF-P for action. A copy will be retained in the employee's
medical record.

g§. SMCRI-RMF-P will complete Part V of SMCRI Form 2005 on the final action taken
for approved requests.

10-3



» ¢97-20REQUEST FOR ADVANCE OF LEAVE/EXTENDED ABS

ENCE 26 yyy 159,

\RT 1 - EHPLOYEE i

. T STATEMENT ON REVERSE. @ ..
. NAHE OF EMPLOYEE: , . 2. SSN 3. DATE:
Mary Smith 123-45-6789 17 May 89

J0B TITLE § GRADE: | 5. ORGAMIZATIONAL ELEHENT € COST CENTER: | 6. CHECK AS
Clerk GS-4 - | SMCRI-ZZ  CC 1234 APPLICABLE:

erk bo= HbRL= TEHPORARY APPOINTHENT NTE

PROBATIONARY/TRIAL PERIOD NTE

TYPE OF LEAVE: . B. NO. OF 9. COMMENCING:
K ADVANCED SICK LEAVE [T EXTENDED LEAVE OF ABsence |  HRS/DAYS: DAY NONTH YR DAY HONTH YR
[ ADVANCED AKNUAL LEAVE . 240 HRS 28 May 85 '° 10 Jul &9

. REASONS/JUSTIFICATION:

jurgery to remove tumor.

(SIGNATURE OF EMPLOYEE)

I HAVE REVIEWED THE APPLICABLE REQUIREMENTS AND CRITERIA OUTLINED IN RIAR 690-20.
AS OF_17 May 89 15_12 HRS SICK LEAVE__L16 HRS ANNUAL LEAVE.

RECOHMENDATION: APPROVED - ALL PROVISIONS HET
DISAPPROVED - (EXPLAIN DISAPPROVAL HERE ~ CONTINUE ON REVERSE IF NECESSARY)

EMPLOYEE'S BALANCE OF LEAVE

(DATE)

(SIGKATURE OF SUPERVISOR)

X APPROVED [:::] DISAPPROVED - (EXPLAIN DISAPPROVAL HERE - CONTINUE ON REVERSE IF NECESSARY)
‘D NAHE AND TITLE: SIGNATURE: DATE:
HN BROWN
rector, SMCRI-ZZ i
S U S ARHY HEAI OTE: 10 € COMPLETED FOR AOVANCED SICX LEAVE OF ¢
ORE THAX 80 HRS OR REASONS OTNER THAN CAILOSIRIN
ACTION TAKEK:
D NAHE AND TITLE: 1 SIGNATURE: DATE:

V.~ PAY EXAHINATION BRANGH, (SHORT-RE)

ACTION TAKEN:

(DATE) (S1GNATURE)
RI FORM 2005, 1 JUL 87 FIGURE 10-1 10-4 REPLACES EOITION OF 1 NOV 83 WHICH IS O0BSOLETE
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PRIVACY ACT STATEMENT

Security Number (SSN) is authorized

1. Collection of the Social
mber is voluntary.

by Executive Order 9397. Disclosure of thé nu

2. The SSNis used by mangement, the Civilian Personnel Office.
and the payroll office to identify the employee and to insure that

leave records are correct.

Reverse of SMCRI Form 2005
Figure 10-1 (Continued)
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CHAPTER 11

RESTORATION OF FORFEITED ANNUAL LEAVE

a. Purpose. To provide specific guidance, resgpongibilities, and criteria

relative to the restoration of forfeited annual leave and the procedure necessary to
acquire restoration.

b. Policy. Public Law 93-181 (14 December 1973) provides for the restoration of
annual leave forfeited as a result of administrative error, sgickness (or injury or

~ any other medical condition for which paid sick leave would be approved), and
exigencies of the public business. Annual leave approved for restoration is intended
for use, not for accumulation. For this reason, regtored annual leave will not
affect the maximum carryover permitted at the beginning of the leave year; will be
established as a separate account; and mugt be used within the timeframe described in

paragraph 11-2.

(2) Sicknegg (or Other_Medical Condition). Annual leave logt to an ampioyee

ag a result of their sickness (or other medical condition) may be restored if:

(a) The annual leave which was forfeited was scheduled before the start of
the third biweekly pay period prior to the end of the leave year.

(b) The period of abgence due to sickness (or other medical condition)
occurred late in the leave year or was of such duration that the annual leave could
not be rescheduled to avoid forfeiture.

(3) Exigencieg of the Public Buginegs. Except in emergency gituations, an
operational demand must be approved as an exigency of the public business before it
can serve as the basis for disapproval of an employee's request for leave. Except in
emergency gituationg, the exigency must be approved in advance of the disapproval or
cancellation of the requested leave by the delegated authority to act in this
capacity (para 11-3c). Requests for approval of exigencies should be-routed through
supervigory channels to directors/office chiefs for concurrence and forwarded to the
approving authority for action. For emergency situations, where the suddenness or
uncertainty of the circumstances prevent advance approval, requests should be
forwarded within 1 workday following the onset of the emergency. General guidelines
regarding exigencies have been extracted from FPM Letter No. 630-22 and are at figure
11-1. Annual leave forfeited as a result of operational demands may be regtored if:

(a) The annual leave which was forfeited was scheduled before the start of
the third biweekly pay period prior to the end of the leave year.

(b) The exigency(ies) prevented the use of gscheduled annual leave or the
rescheduling of annual leave to avoid forfeiture.

11-1
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1@ two conditions specified above will be used within the timeframes addresgged
:low. If the employee gseparates prior to the expiration of the limits, lump sum
iyment may be made for all unuded restored leave to the employee's credit.

1-2. Time_Limit_for Use_of Restored Leave. Annual leave restored as a result of

a. If restored leave amounts to 40 hours or less, it will be used prior to the
e of normal accrued leave. Exceptions to this provision will be made if compliance
uld result in forfeiture of accrued leave.

b. Restored annual leave which excesds 40 hours will be used no later than the
d of the leave year ending 2 years after the effective date of restoration. The
arting date for this period isg computed based on the following:

(1) The date the annual leave was restored in cbrrecting an administrative
ror.

(2)  The date the employee ig determined to be recovered from their
ckness (or other medical condition) and is able to return to duty.

(3) The date fixed as the termination date of the exigency.

-3. Regpongibilities.

a. Employees are regponsible for requesting annual leave by use of SF 71
‘ficiently in advance to permit scheduling which will not interfere with migsion
:omplishment and which will minimize the potential for forfeiture. Al]l requests
* annual leave must be gubmitted and the leave scheduled prior to the beginning of

third full pay period before the end of the current leave year.

b. Supervisgors will:

(1) Act upon leave requests ag soon as they are received and record the
uest a¢ approved or digapproved.

(2) Schedule and reschedule (ag necegsary) subordinates’' annual leave to
imize the potential for the forfeiture of leave.

(3) Ensure that all subordinates' annual leave is requested by SF 71 and

3duled for use prior to the beginning of the third full pay period before the end
*he current leave year.

(4) Maintain a permanent record of all annual leave requesgted and approved
lisapproved; document reasons for all disapprovalg and provide the affected
-Oyees written documentation of any disapprovals,

(5) Forward approved SFs 71 to SMCRI-RMF in accordance with timekeeping
tirements as leave is used. ’

(6) In the event of restoration of leave forfeited by a subordinate
oyee, ensure that all leave ugsed against their restored account is specified as
tored leave’ on both the TA cards and on the SFs 71.

11-2
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to approve exigencies of the public business for employees under their command and
subsequent restoration of forfeited leave. Heads of supported activitiesg are
delegated the authority to approve such actions for employees in their activity. The
of ficial with delegated authority to approve exigencieg must personally sign the
approval of the determipation that an exigency exists. However, no official with
delegated authority may approve exigencies which affect employees for whom they are
the leave approving authority.

d. The Director, Pergonnel_and Community Activities Directorate (SMCRI-PC) after
review of the propriety and adequacy of the documentation submitted in support of a
request for restoration of forfeited annual leave, will approve or disapprove
restoration of annual leave forfeited as a result of administrative error or because

of gicknegs (or other medical condition).

e. The_Finance and_Accounting Division (SMCRI-RMF) will establish and maintain
control of employee restored leave accounts. Individual leave accounts will contain
the date such leave was restored for use, the amount of leave credited, the expira-
tion date for use of the restored leave, the use of such leave, and any remaining

balance.
11-4. Procedures_for_ Reguesting Regtoration of Forfeited Leave Baged on Sickness or

a. The employee requesting regtoration will initiate SMCRI Form 2004, (Request
for Restoration of Forfeited Annual Leave) in four copies and submit them to their
immediate supervigor. Requestg for restoration may not be initiated prior to the end
of the leave _year. The following information must be provided in gupporting facts in
block 7 of Section I: -

(1) The nature of the events causing the forfeiture. This information
should contain complete details of the events.

(2) The inclugive dates of the period of sickness (or other medical
condition) or the date of the administrative error which caused leave to be
forfeited.

(3) Thé calendar dates the leave was gcheduled; i.e., approvéd.
b. Supervigor.

(1) Complete Section II of SMCRI Form 2004 and provide clarification/
additional documentation not submitted by the employee. .

(2) Forward the completed forms through supervisory channels to the director
or office chief for concurrence.

c. Director or Office Chief will complete Section III of SMCRI Form 2004 and

forward all coples to SMCRI-PC.

11-3
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d. The Director, Personnel and Community Activities Directorate (SMCRI-PC).

Jetermine validity of the request and complete Section IV of SMCRI Form 2004.
Jistribute completed forms ag follows:

(1) Origihal to supervisgor for retentioni

(2) One copy to SMCRI-RMF (or other designated servicing payroll office).
(3) One copy to empioyee.

(4) Retain one copy in SMCRI-PCL files.

e The Finance and Accounting Division (SMCRI-RMF) will establigh a restored
eave account for the employee, provide the employee with current status information
nd maintain record information, as required. Section V of SMCRI Form 2004 will bae

nnotated to reflect action taken.

(1) In the event a gupervisor determinea that an exigency is of such
mportance that employees cannot be excugsed from duty, and there is no reasonable
.ternative to cancellation of scheduled leave, the sgupervigor sghall prepare an
formal memorandum to be signed by the director/office chief for approval of the
tigency by the appropriate official.

(2) Informal memorandum for approval of the exigency must include a
atement that adequate documentation exists to gupport regtoration of forfeited
nual leave. The general guidelines regarding exigencies (figure 11-1) outlines the
ecific requirements of the documentation. Evidence of the leave scheduling ghould

available to the director/office chief, but need not accompany the requegt for
proval.

b. Director/Office Chief is regpongible for reviewing the evidence to ensure
at documentation ig adequate to jugtify restoration of annual leave. Incomplete/
ficient actiong will be rejected/resolved to préclude unlawful restoration of
ave. Valid requests will be forwarded to the appropriate approving official.

¢. Receive the approval of the exigency and simultaneous restoration of leave
1 the immediate_supervigor will notify the affected employee(s) in regards to their

sponsibility to request restoration. A copy -of the approved exigency mugt be
>vided to the employee to accompany any request for restoration.

d. Employee requesting restoration must initiate SMCRI Form 2004 (Requesgt for
ftoration of Forfeited Annual Leave) in three copies and submit them to their
>ervisor. A copy of the approval exigency must be enclosged. (NOTE: A request may
. be initiated prior to the end of the leave year.)

11-4
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e. The immediate_supervisor shall complete Section II of SMCRI Form 2004 and
indicate the amount of hours to be restored. Sections III and IV ghould be annotated
as "Not Required.” Distribute the completed SMCRI Form 2004 and supporting exigency

approval as follows:
(1) Retain the original for the supervigor's records.

(2) One copy to'SMCRI-RMF (or other designated servicing payroll office).

(3) One copy to the employee.

11-5
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The following information ig extracted from FPM Letter No. 630-22 regarding
restoration of annual leave forfeited because of exigencies of the public business
inder the provision of Public Law 93-181.

a. ggiggggigg_gj_ghg_fgplig_gggigggg. There are no specific guidelines for
nanagement's use in reaching a decision, that specific kinds of operational require-
lents are of such magnitude or significance that employees cannot be excused from
luty to avoid forfeiture of annual leave. In reaching the decigion however,

anagement should be guided by the following:

(1) The determination that the exigency is of such importance that employees
annot be excused from duty for the duration ig a separate decision. Normally, this
acigion i's to be made in advance of the cancellation of sgcheduled leave, or the
ssignment of employees who will be affected by the work requirement generated by the
xigency. Only a bona fide emergency would preclude making the decision in advancae.

(2) There ig no reasonable alternative to the cancellation of the gcheduled
eave, or the asgdignment of thoge individual employees who will forfeit annual leave
ecause of the work requirement generated by the exigency. Thisg also ig a geparate
ecigion distinct from the decigion about the importance of the exigancy.

(3) The above two decigiong must be .approved by the head of the agency or
omeone designated by them to act for them specifically on this matter. The decision
ust be outsdide the immediate organizational unit affected by the exigency and may
>t be made by any employee whoge leave would be affected by the decisgions.

(4) A specific beginning date and ending date of the exigency period mugt be
ixed in advance, unless the guddennegs or uncertainty of the circumstances prevents
lvance decigion. These dates must establish the gpecific time period within which

nployees were prevented from uging gcheduled leave and thusg gubzequently forfeited
iavea.,

b. Restoration of_Annual Leave. Annual leave forfeited becauge of exigencies of
e public business may be temporarily regtored for usge provided that the annual
tave wasg gcheduled in advance before the gtart of the third biweekly pay period
‘ior to the end of the leave year. Positive action should be taken to ensure that
mnual leave ig gcheduled for use during the year 8o as to avoid situations where
iployees approach the end of the leave year with a gignificant amount of annual
ave that must be used or forfeited. For example, if an exigency should occur
ring the year that results in the cancellation of scheduled leave, action musgt be
ken to regchedule the leave for use before the end of the leave year to avoid
rfeiture. The gcheduling and, ag necesgary, regcheduling of annual leave must be
writing. Documentation must include the following:

(1) The calendar date the leave wag gcheduled; i.e., approved by the
ficial having authority to approve lsave.

(2) The date(s) during which the leave was scheduled for actual use and the
ount of leave (days/hours) that was scheduled for use.

Figure 11-1
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(3) Reason(s) for subsequent canceling of approved leave (e.g., if because
of an exigency of the public business, documentation must include the beginning and

ending dates of the exigancy and a copy of the approved action).
(4) The calendar date the canceled leave was rescheduled for use.

(5) The date(s) during which the leave was rescheduled for use and the
amount of leave (days/hours) that was rescheduled for use.

Figure 11-1 - Continued
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CHAPTER 12

LEAVE TRANSFER PROGRAM

a. Purpogse. The purpose of thig chapter is to get forth procedures and
requirements for a temporary leave transfer program under which the unugsed accrued
annual leave of one employee may be transferred for use by another employee who needs

guch leave because of a medical emergency.

b. Policy. Public Law 100-560 provides for the establighment by regulation of a

program under which the unuged accrued annual leave of officers or employees of the
Federal Government may be transferred for ude by other officers or employees who need
such leave becaude of a medical emergency.

c. Explanation of Terms.

(1) ‘Leave Donor’ meansg an employee whose voluntary written request for
transfer of annual leave to the annual leave account of a leave recipient is approved
by their own employing agency.

(2) “Leave Recipient’ means a current employee for whom the employing agency
has approved an application to receive annual leave from the annual leave accounts of
one or more leave donors.

(3) "Medical Emergency’ means a medical condition of an employee or a family
member of such employee that ig likely to require an employee's absence from duty for
a prolonged period of time and result in a gubstantial losdg of income to the employee
becauge of the unavailability of paid leave. Absence for childbirth ig included in
thig explanation.

(4) “Family Member' means the fol;owing relatives of the employes:
(é) Spouse and parents thereof.

(b) Chi}dren. including adopted children, and gpouses thereof.

(c) Parents. |

(d) Brothers and sisters, and gpouses thereo!.

(e) Any individual related by blood or affinity whose close association with
the employee is the equivalent of a family relationship.

12-1
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2-2. Iimg_gi@gg_forvEligibilitx_and Duration_of_Leave Transfer Program. Annual

eave transferred under thig program may be subgtituted retroactively for periods of
WOP, or usged to liquidate an indebtedness for advanced annual or sick leave granted
n or after a date fixed by the leave recipient’s employing agency as the beginning
f the period of the medical emergency for which LWOP or advanced annual or gick
eave was granted. The temporary leave program will terminate on 3! October 1993,

f the temporary leave transfer program terminates before the termination of the
edical emergency affecting a leave recipient, any annual leave transferred to the
eave recipient before the termination of the temporary leave transfer program shall

*main available for use by the leave recipient until the termination of the medical
nergency.

?-3. Requirements for Leave Transfer_Program.

3. Application for_Leave Trangfer Program.
(1)  Applications for the leave transfer program must specify the beginning

id ending dates during which the medical emergency ig expected to exist. The
:dical emergency must be expected to result in an absence from duty without
‘ailable paid leave for at least 80 hours in order to be eligible for leave transfer
ogram. In the cage of a part-time employee or an employee with an uncommon tour of
ity, the expected absence must be the average number of hoursg of work in the
iployee’'s biweekly scheduled tour of duty.

(2) An approving official (the director/or office chief) will determine the
lidity of an application for the leave transfer program and approve or disapprove
within 10 working days after the date the application is received. 1If

gapproved, the approving official must provide the reasons to the employee in
iting,

(3)  The leave recipient must be in an approved leave status in order to uge
8 transferred annual leave. An employee may not uge donated annual leave in lieu
AWOL and cannot retroactively subatitute donated annual leave for previous charges
AWOL. An exception to this would occur if the employee is initially charged AWOL,
>duces acceptable documentation to excuse the absence, and management changes the
)L to an approved leave gtatus.

(4) While an employee is in a transferred leave status, annual and gick

ive will accrue to the credit of the employee at the game rate as normally -earned.
-le using transferred leave, a leave recipient may accrue up to 5 days (40 hours)
annual leave and up to 5 days (40 hours) of sick -leave for use after the medical
‘rgency terminates., The 5§ day limit ig also used for employees on an uncommon tour
duty, such ag firefighterg. No leave will be earned after the maximum has been
'rued. This leave is credited to geparate leave accounts of the employee and is
-+ available for use until transferred to the employee's appropriate leave account

first pay period beginning after the date on which the medical emergency endsg.
the employee's Federal service is terminated, however, no leave isg credited to the
loyee.
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b. Leave Donations.

{1) Leave donationg will norm;lly only be accepted from employees gserviced
by SMCRI-PC. However, a leave recipient's employing agency will accept the transfer
of annual leave from leave donors employed by one or more other agencies when:

(a) The leave donor is a "family member ™ of the leave recipient.

(b} The leave recipient’'s employing agency determines that the amount of
annual leave donated within the agency may not be gufficient to meet the needs of the-

leave recipient.

(¢) In the judgment of the leave recipient's employing agency, acceptance of
leave transferred from another agency would further the purpose of the voluntary

leave trangfer program.

(2) In an inter-agency transfer, the employing agency of a leave donor who
wighes to donate annual leave to a leavse recipient in another agency will:

(a) Verify the availability of annual leave in the leave donor's annual
leave account. ’

(b) Determine that the amount of annual leave to be donated does not exceed
the limitations set forth in (5) below.

(c) Ascertain that the leave fecipient's employing agency hag made a
determination that inter-agency transfer is appropriate per paragraph 12-3b(l) above.

(d) If all requirements are met, the employing agency of the leave donor °
will then reduce the amount of annual leave credited to the donor's account and
notify the employing agency of the leave recipient of the amount of tranzferred

leave.

(3) Leave donationg will not be made to a leave donor's immediate
gupervisor.

(4) Leave donation must be a minimum of 4 hours,

(5) In any 1 leave year, a leave donor may donate no more than a total of
one-half of the amount of annual leave they would be entitled to accrue during the
leave year in which the donation is made. Example: If an employee ig accruing 4
hours per pay period, then no more than 52 hours of accrued leave may be donated in
the current leave year. Alsgo, a leave donor who is projected to have annual leave
that otherwige would be subject to forfeiture under 5 USC 8304(a) may donate no more
than the number of hours remaining in the leave year (as of the date of the transfer)
for which leave donor is scheduled to work and receive pay. Example: Leave donor
may not donate 40 hours of “use or lose® when only 32 hours of scheduled work time

remaing in the leave year.
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c. ISEEiDéEiQD-Qi-Ebé-IEéD§£§E-9£-LEé!§- Leave transferred to an approved leave
‘ecipient will terminate: .

(1)  When the leave recipient's Federal employment is terminated,

edical emergency. (NOTE:
pecific date that the medic

(3) At the end of the biweekly
oploying agency received notice t
ttirement of the leave recipient.

pay périod in which the leave recipient’s
hat OPM has approved an application for disability

€ expected back to work.

the termination date of the transferred leave to SMCRI-PCL and to the leave
zipient's servicing payroll office. If the emergency ig extended beyond the
iginal ending date, the 8upervigor must obtain medjcal documentation from the

‘loyee attesting to their expected return and forward thig immediately to
‘RI-PCL.

e. Employees who are able to
ve recipients., In gome cageg,
porary or part-time bagig even
minated. If a leave recipient
k leave earned while the employ
ual and sick leave accountsg,
le working on a temporary or p
nsferred leave. The 40 hours
“tained in a Separate account.

work on an intermittent bagig are authorized to be
employees may be able to return to work on a
though the medical emergency hag not yet

ig able to work some of the time,
ee ig working will be placed in th
The leave recipient must uge Up any leave earned
art-time basis before using any additional
referred to in paragraph 12-3a(4) will still be

the annual and
eir regular
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f. Restoration of Unuged Trandferred Leave. Any transferred annual leave

AL T A L A e e R e Sk

remaining to the credit of a leave recipient when the medical emergency terminates
gshall be restoraed by transfer to the annual leave accounts of leave donors currently
employed by a Federal agency on the date the medical emergency terminates provided a
minimum of 1 hour of annual leave is available for restoration to each leave donor.
The following procedures will be used to determine the amount of unused transferred

leave to be restored to.each leave donor:

(1) Divide the number of hours of unused transferred annual leave by the
total number of hours of annual leave transferred to the leave recipient.

(2) Multiply the ratio obtained in (1) above by the number of hoursg of
annual leave trangferred by each leave donor eligible for restoration.

(3) Round the result obtained in (2) above to the nearest one hour increment
of leave.

1f the total number of eligible leave donors exceeds the total number of hours of
annual leave to be restored, no unuged transgferred annual leave shall be restored.

In no case shall the amount of annual leave restored to a leave donor exceed the
amount trandferred to the leave recipient by the leave donor. Trangferred annual
leave restored to the account of.a leave donor before the beginning of the third
biweekly pay period before the end of the leave year ghall be gubject to the
limitation of maximum hours of annual leave that an employee may carry forward to the
next leave year; i.e., normally 240 hours. A leave donor has the option, at any time
leave ig restored, to have the annual leave credited to the account of the current
leave year, or to the account of the following year, or may elect to donate restored
leave in whole or in part to another leave recipient. '

g. Prohibition_of_cosrcion. An employee may not directly or indirectly
intimidate, threaten, or coerce, or attempt to intimidate, threaten, or coerce any
other employee for the purpose of interfering with any right such employee may have
with respect to donating, receiving, or using annual leave under this chapter., The
terme ‘intimidate, threaten, or coerce’ include promiging to confer or conferring any
benefit (such as an appointment or promotion or compensation) or effecting or
threatening to effect any reprisal (such as deprivation of appointment, promotion, or
compensation). Furthermore, the donation of leave for monetary gain is prohibited.
Violation of the prohibition against coercion may result in disapproval of participa-

tion in the leave trangfer program and may result in disciplinary action.

12-4. Procedures.

a. Application to become a leave recipient:

(1) An employee who has been affected by a medical emergency and who wishes
to participate in the leave transfer program will prepare Part I of SMCRI Form 2060
(Request for Leave Transfer Program) and include a brief description of the nature
and severity of the medical emergency in block 8. In addition, a statement from a
physician/practitioner must be attached to the SMCRI Form 2060. The medical state-
ment must indicate the probable length of the medical emergency and the anticipated
date the employee will be available to return to duty. If the employee is not
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rapable of making application on their own behalf, another employee covered by

‘his regulation may complete and submit the application, with the exception that
anagers and supervisors may not make application for a gubordinate employee. If the
pplication is completed by someone other than the leave recipient, written congent
wst be obtained from the leave recipient (or an individual having power of attorney)
o release and publish information concerning the medical emergency. This written
onsent is necessary to inform other employees of the approved leave recipient's necd
or leave donations. Employees may limit the information to be released and the

cope of the releage, Upon completion of Part I of SMCRI Form 2060, it will be
ubmitted to the applicant's immediate supervisor for completion of Part II and
pproval/disapproval by the director/office chief.

(2) The immediate supervisor will review all blocks of Part I of SMCRI Form
360, enter their own reason for recommending approval/disapproval in Part II, and
orward it through channels to the approving official. Review should include
onsideration of such factors as the duration of the medical emergency, and losgs of
e employee's services for the period covered as well a9 the likelihood of the
nployee returning to duty, and any other relevant factors. If the employee is
iriously i1l and is not expected to return to work for more than a 1 year pariod,

ey should be counseled on the procedures for filing a digability retirement
plication (if eligible). '

(3) The approving official shall consider the employee's request and the
ipervisor’'s recommendation, and ghall approve or disapprove the request in Part III
"~ SMCRI Form 2060. Approval or digsapproval will be made within 10 working days
‘ter receipt of the employee’'s application by the immediate supervisgor.

(4) If the application ig disapproved, the approving official will return
[CRI Form 2060 to the employee with the reasons for digapproval so annotated.

(5) If the application ig approved, the approving official will forward
CRI Form 2060 to SMCRI-PCL for verification that the employee's request and
proval meet the provisions of the temporary leave transfer program.

(6) SMCRI-PCL will notify the employee through supervisory channels of the
proval of their application to become a leave recipient. Notification to the

pPloyee will normally be made within 15 calendar days after receipt of the approved
CRI Form 2060 in SMCRI-PCL.

(7) SMCRI—PCL‘will complete Part IV of SMCRI Form 2060 and forward to

RI-RMF-PC (or appropriate servicing payroll office) for transfer of leave and pay
rposes.

b. Notification to other employees_of the_approved leave recipients - A variety
methods will be available to uge to inform employeesg of names and other applicable
formation concerning the approved leave recipients. Such methods may include
“ices in the Weekly Bulletin, communications signed by line official, and other
‘ms of publications. Normally, supervisory and managerial channels will be used to
sseminate information to employees concerning the need for leave donors for
roved leave recipients. Supervigsors should refer questions regarding releagse of
fical emergency data to SMCRI-PCL or the Office of Counsel, General Law/
igressional Affairs Division (AMSMC-GCS). '
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c. Receipt_of_donation_of_accrued_annual_ leave from leave donors - Employees
covered by this regulation may donate leave by completing Part I of SMCRI Form 2061
(Statement of Leave Donor) and submitting it to their immediate gupervigor for
completion of Part II. The immediate supervisor will review the statements in Part I
and approve or disapprove the donation, based on considerations such ag the leave
donor's accrued leave balances and the total amount of donated leave. The leave
donor's immediate supervisor will forward approved SMCRI Form 2061 to SMCRI-PCL for

verification and submittal to the leave donor's servicing payroll office.

d. When the medical emergency no longer affects the leave recipient, the approv-
ing official (or their representative) will prepare an informal memorandum notifying
SMCRI-PCL and the leave recipient's servicing payroll office of the date that the
medical emergency terminated with a copy furnished to the leave recipient. It is
important that this be done immediately after the medical emergency ceases.

e. Restoration of unugsed transferred leave. SMCRI-RMF-P {or appropriate payroll

office of the leave recipient) will compute the number of hours, if any, to be
restored to each leave donor. The minimum number of hours to be restored to each
donor must be at least 1 hour. The servicing payroll office will provide written
notification to the leave donor through supervisory channels of the amount and
effective date of the restoration of leave. The leave donor must then notify the
payroll office to which leave year to credit the restored leave (current or
following) or whether they wish to donate the restored leave in whole or part to
another leave recipient. If the employee does not respond to the payroll office by
the gugpense date given, the restored leave will automatically be credited to .the
account of the current leave year.
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