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DEPARTMENT OF THE ARMY
Headquarters, Joint Readiness Training Center and Fort Pol k
Fort Pol k, Louisiana 71459-5341

JRTC & FP Regul ati on 24 Cctober 1997
Nunber 690- 20

G vilian Personnel
LEAVE ADM NI STRATI ON AND ABSENCES

The pronouns he, his, and hi mwhen used in this regulation are
intended to include both the masculine and fem nine genders. Any
exception to this will be so noted. Any conflict arising between
this regulation and regul ati ons of higher authority will be
resolved in favor of the regulations of the higher authority.
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1-1. PURPCSE. The purpose of this regulation is to establish
procedures and assign responsibilities to managers and super-
visors on the adm nistration of |eave and absences. It is
intended to aid nmanagers and supervisors in carrying out their
responsibilities to ensure that the handling of |eave and
absences is fair, taking into consideration the personal needs of
t he enpl oyees versus the m ssion requirenents of the agency.

1-2. REFERENCES.
a. Title 5, United States Code (U.S.C.), Chapter 63 - Leave.

b. 5 Code of Federal Regulation (CFR), Part 63, Absence and
Leave.

c. Negotiated Agreenent between Fort Pol k and Nati onal
Associ ati on of Governnent Enpl oyees (NAGE) Local R5-168.

d. Negotiated Agreenment between Fort Pol k and I nternational
Associ ation of Firefighters (I AFF) Local F-215.

1-3. SCOPE.

a. Part | and Part Il of this regulation apply to al
commands, staff offices, and activities served by the Directorate
of Cvilian Personnel (DCP) that have enpl oyees paid from
appropriated funds. Were this regulationis in conflict with a
Departnent of the Arnmy (DA) approved negoti ated uni on- nanagenent
agreenent, the provisions of the agreenent will be applicable,
unl ess changes are required by |aw or by regul ati ons of
appropriate authorities.

b. Part Ill of this regulation applies to all DA appro-
priated fund civilian enpl oyees assigned to Forces Comrand

1-1
(FORSCOM) or tenant activities, who are eligible to accrue and
use |l eave and are serviced by the DCP of this installation.

c. Part IV of this regulation applies to all enployees, as
identified in subparagraph a above, who have conpl eted at | east
12 nonths of service as enployees (not required to be 12 recent
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or consecutive nonths). Intermttent enployees or tenporary
enpl oyees serving on an appointnment for 1 year or less are
excl uded from coverage under this part.

1-4. H STORY. This is the first printing of this revised publi-
cation. This publication is the result of conbining Joint

Readi ness Training Center (JRTC) and Fort Pol k Panphl et 690- 3,
Supervi sor's Handbook, Absence and Leave Adm nistration, and
Joi nt Readi ness Training Center and Fort Pol k Regul ati on 690- 20,
Vol untary Leave Transfer Program

1-2
CHAPTER 2
POLI CI ES AND PRCCEDURES

2-1. POLICY. Leave admnistration is both a personnel and a
fiscal matter. This installation's |eave policy and adm nistra-
tive procedures are outlined in this regulation. Each supervisor
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is responsible for being thoroughly famliar with the regul ation,
and applying it equitably and consistently.

2-2. RESPONSI BI LI Tl ES.

a. Commanders are responsible for delegating responsibility
for actual adm nistration of |eave to the |owest practicable
| evel of supervision.

b. Supervisors are responsible for the follow ng:

(1) Ensuring that leave is adm nistered effectively.
Thi s i ncludes approval and di sapproval of |eave based on
j udgnments of m ssion requirenents.

(2) Scheduling work of the organizational elenent, inso-
far as practical, to ensure that enployees may use their | eave
when conpatible with m ssion requirenents.

(3) Scheduling planned vacations. Were negoti ated
uni on- managenent agreenents are applicable, scheduling wll be
acconplished in accordance with the negoti ated agreenents.

(4) Initiating informal and formal disciplinary actions,
based on the nmerits of each individual case, on enpl oyees who
absent thenselves fromwork w thout approved | eave.

(5) Ensuring enpl oyees are inforned of persons author-
i zed to approve/ di sapprove | eave, the types of |eave, and the
procedures for requesting and obtaining approval of |eave.

c. Enployees are responsible for the follow ng:
(1) Regul ar, dependabl e presence on the job.

2-1
(2) Requesting and obtai ning supervisory approval of
| eave prior to its use.

(3) Reporting unexpected absences as soon as possi bl e,
normally no later than 2 hours after the beginning of their tour
of duty or in accordance with the negoti ated agreenents, as
appl i cabl e.
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(4) Planning vacations in advance to assist their
supervi sors in workl oad pl anni ng.

d. Oher responsibilities are defined under the specific
types of |eave or absences covered in the other chapters of this
regul ati on.

2-3. PROCEDURES. Procedures for | eave and absences are outlined
in the individual chapters of the regul ation

2-2
CHAPTER 3
ANNUAL LEAVE

3-1. EXPLANATION OF TERM Annual |eave is the absence fromduty
with pay to provide the enployee with vacation tinme or other tine
of f for personal reasons.

3-2. ACCRUAL.
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a. The anmount of annual |eave a full-tine enpl oyee earns
varies with his years of Federal service, as follows:

(1) Enployees with less than 3 years of service accrue 4
hours each pay period, or 13 workdays annually.

(2) Enployees with 3, but |ess than 15, years of service
accrue 6 hours each pay period (10 hours for the last conplete
pay period of the cal endar year), or 20 workdays annually.

(3) Enployees with 15 or nore years of service accrue 8
hours each pay period, or 26 workdays annually.

b. Part-time enployees accrue annual |eave in direct
relationship to the nunber of hours worked. Intermttent
enpl oyees and enpl oyees on tenporary appoi ntnments of |ess than
90 days do not accrue annual | eave.

3-3. ACCRUAL DURI NG ABSENCE. Annual |eave accrues to the

enpl oyee's credit while he is in a pay status, including periods
of absence with pay. It also accrues for any period of non-pay
status, except under the conditions below, provided there is a
return to duty.

a. \When absences w thout pay total the equivalent of the
base hours of a pay period (80 hours), no annual |eave will be
earned for this period.

b. During absence without pay for periods of disability, no
accrual will be credited if the enployee is receiving disability
conpensati on.

3-1
3-4. CREDI TI NG AND CHARG NG OF LEAVE. Leave accrues to the
enpl oyee' s | eave account in 1-hour units and is credited at the
end of the pay period in which it is earned. Leave is charged
only for absences on days which are schedul ed workdays and is not
charged for holidays or other nonworkdays.

a. The m ni num chargeabl e annual |eave tinme is 15 m nutes.
Absences of less than 15 minutes will not be accumnul ated from day
to day for the purpose of charging annual leave. It is within



JRTC & FP Reg 690-20

adm ni strative discretion, however, to accunul ate absences within
a single day for |eave charge purpose.

b. Enpl oyees cannot be required to work during any period
for which | eave is charged. An enployee will not be charged with
annual | eave when he is in his seat or is accounted for in the
wor k area when the tour of duty begins.

3-5. SCHEDULI NG ANNUAL LEAVE. The two main considerations in
scheduling | eave are the effect of insufficient vacation or |eave
time on enployees and the effect of |eave on productive tine.
Leave wi Il be schedul ed and approved when it can best be taken

W t hout seriously affecting production. Annual |eave wll be
schedul ed early in the cal endar year, or as specified in the
negoti ated agreenents, and such schedul e nust be based on antici-
pat ed wor kl oad and enpl oyee desires. As soon as practicable
thereafter, the | eave schedule wll be prepared and made known to
t he enpl oyees so that they can make their plans accordingly.

3-6. GRANTI NG ANNUAL LEAVE. Al though an enpl oyee has an
absolute right to use or take annual | eave when |l eave is to be
used i s a managenent prerogative. Annual |eave will be granted
to enpl oyees at such tines and in such anmounts as work conditions
permt. Wen enpl oyees can be spared fromtheir duties, annual

| eave will be granted freely for personal or energency purposes
to avoid | arge accunul ati ons.

a. Normally, enployees will not be denied an opportunity to
use annual |eave which they wll otherwi se be required to forfeit
at the end of the | eave year by reason of maxi num accunul ati on
and forfeiture rules. Denial of its use will be based upon

3-2
factors which are reasonabl e and equi tabl e and whi ch do not
di scri m nate agai nst any enpl oyee or group of enpl oyees.

b. Enployees will normally apply for annual |eave prior to
absence. In energency situations when circunstances warrant,
retroactive approval may be given. 1In the event of a conflict in
schedul i ng between enpl oyees at the sane grade | evel and position
and within the sane departnent or section, length of time in the
job will be the determning factor. Once the vacation | eave has
been schedul ed, the enpl oyee concerned may request a change,
provi ded the | eave choi ce of another enployee is not changed. To
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assi st in maintaining maxi num efficiency and productivity of each
enpl oyee, and to the extent permtted by work conditions,
supervisory officials wll plan to allow each enpl oyee annually
an extended period of |eave for rest and relaxation (normally 2
weeks) .

c. Authority for approving leave will be delegated to the
first full level of supervision; determnation as to the anpunt
of leave granted wll generally, be based on nutual agreenent
bet ween the enpl oyee and his supervi sor.

d. The procedures for granting annual |eave to non-
supervi sory enpl oyees of the Directorate of Public Wrks, Fire
and Energency Services, will be in accordance with the
appropriate negoti ated agreenent.

3-7. EMERGENCY ANNUAL LEAVE.

a. Wen energencies arise requiring the use of annual | eave
not previously approved, approval of the | eave may not be
presuned by the enpl oyee.

(1) Except where circunstances beyond the control of the
enpl oyee do not permt, the enpl oyee nust contact his supervisor
or ot her designated person either personally or by phone and
request and obtain perm ssion for the absence. This will not
occur later than 2 hours after the beginning of the enpl oyee's
wor kday.

3-3

(2) Enployees engaged in patient care and nutrition care
must contact their supervisor either personally or by phone as
early as possible but not later than the begi nning of the workday
and request and obtain perm ssion for the absence. Enployees in
patient care are Nursing Assistants, Licensed Practical Nurses,
and Medical Cerks-Receptionists in the Medical Departnent
Activity (MEDDAC), Cinical Support Division.

(3) A non-supervisory enployee of the Directorate of
Public Wrks, Fire and Energency Services, nust contact his
supervi sor or designated representative by tel ephone or other
appropriate neans as early as possible, but not later than 15
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m nutes after the beginning of the enployee's tour of duty and
request and obtain perm ssion for the absence.

b. The fact that a request is nade is not tantanmount to
approval. The supervisor will request the enpl oyee provide an
explanation at the tine of the tel ephonic request so that the
supervisor is in a position to approve, deny, or stipulate
conditions which need to be net for approval.

c. |If acondition for approval was established and not net,
upon the enployee's return to duty, the absence may be charged to
absence without |eave (AWOL).

3-8. MAXI MUM ACCUMULATI ON. The majority of Federal enployees
may accumul ate annual |eave for later use up to a maxi num of 30
wor kdays (240 hours). Under certain conditions, enployees
serving outside the United States may accunul ate up to 45 days of
annual | eave.

3-9. CANCELI NG ANNUAL LEAVE. Wien it is necessary to wthdraw
approval of vacation | eave, the supervisor will notify the

enpl oyee as soon as possible prior to the enpl oyee's schedul ed
vacation period. Approval will not be wi thdrawn during the 30
days i mredi ately precedi ng an enpl oyee's schedul ed vacati on

peri od except for conpelling reasons that necessitate retaining
himon duty. Canceling annual |eave as a result of an exigency
of public business, which will result in forfeiture of annual

| eave, is discussed in paragraph 3-10d bel ow.

3-4
3-10. RESTORATI ON OF FORFEI TED ANNUAL LEAVE.

a. Annual |eave which an enpl oyee forfeited because of
adm nistrative error, exigencies of the public business, or
si ckness may be restored to a separate | eave account. The |eave
whi ch was forfeited nmust have been scheduled in witing at |east
t hree biweekly pay periods prior to the end of the | eave year in
order to be considered for restoration.

b. Enployees, who forfeit annual | eave under the conditions
|isted in paragraph a above, may submit a witten request to
their imedi ate supervisor asking for restoration of annual |eave
no later than the end of the | eave year follow ng the | eave year
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in which the annual |eave was forfeited. The request wll
i nclude the foll ow ng docunentati on:

(1) The calendar date the | eave schedul e was approved
(the annual | eave nust have been schedul ed and approved at | east
three pay periods prior to the end of the | eave year in order to
be considered for restoration).

(2) The date(s) during which the | eave was schedul ed for
use and the amount of |eave (days/hours) that was schedul ed.

(3) Reason(s) for subsequent canceling of approved |eave
(in the case of an exigency of the public business). This
docunent ati on nust include the begi nning and endi ng dates of the
exi gency and a copy of commander's approval of the exigency (see
par agr aph d bel ow).

(4) The cal endar date the cancel ed | eave was reschedul ed
for use.

(5) The date(s) during which the | eave was reschedul ed
for use and the anount of |eave (days/hours) that was to be used
on each date.

(6) A Standard Form (SF) 71, Application for Leave,
indicating the total anmount of forfeited annual |eave requested
for restoration, signed by the enpl oyee, and approved by the
i mredi at e supervi sor.

3-5

c. Upon receipt of the enployee's request for restoration of
forfeited annual |eave, the supervisor will determ ne whether or
not the docunentation is adequate. |If the docunentation is not
adequate, the request will be returned to the enployee with an
explanation. |If the docunentation is adequate, the supervisor
and his chain of command will reconmend the restoration of |eave
and forward the recommendati on and all supporting docunentation
to the Directorate of Civilian Personnel (DCP), Labor/Managenent -
Enpl oyee Rel ati ons and Training (LMERT) Division for processing.

d. In cases when annual |eave was forfeited due to exigen-
cies of the public business, the existence of the exigency nust
be approved by the commander before the enpl oyee's request for
restoration of annual |eave can be granted. This is normally
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done in advance of the cancellation; however, bona fide
energencies wll preclude making this decision in advance.

(1) The determ nation that the exigency is of such
i nportance that the enpl oyee cannot be excused fromduty is a
separate decision. The decision nust be nade outside the
i mredi at e organi zational unit affected by the exigency, and may
not be nmade by any enpl oyee whose | eave will be affected by the
decision. Therefore, the organization nust obtain approval from
t he conmander or appropriate authority for the existence of an
exi gency before recommendi ng that | eave be restored to an
enpl oyee under these conditions.

(2) The request for approval of an exigency with
supporting justification will be submtted to the DCP, LNMERT
Di vision, for processing as soon as possible after the know edge
of the exigency is known.

e. Restored annual |eave nust be schedul ed and used not
| ater than the end of the | eave year ending 2 years after:

(1) The date of restoration of the annual |eave
forfeited because of adm nistrative error; or

(2) The date the enployee is recovered and able to
return to duty if the | eave was forfeited because of sickness; or

3-6
(3) The date fixed by the agency head, or his/her
designee, as the termnation date of the exigency of the public
business that resulted in forfeiture of the annual | eave.

f. Except as noted in paragraph g below, any restored |eave
unused at the expiration of the maxi num 2-year limtation is
forfeited with no further rights to restoration.

g. In the case of an extended exi gency, restored annual
| eave nust be schedul ed and used within a period equal to tw ce
t he nunber of full cal endar years, or parts thereof, during which
t he exigency existed. This period begins at the beginning of the
| eave year following the | eave year in which the exigency is
declared to be ended. An extended exi gency nmeans an exi gency of
such significance as to:
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(1) Threaten the national security, safety, or welfare;
(2) Affect a segnent of an agency or occupational class;
(3) Last nore than 3 cal endar years; and

(4) Preclude subsequent use of both restored and accrued
annual | eave within the 2-year tine limt.

h. The authorization for restoration of annual |eave wll be
forwarded to the appropriate payroll office by the LMERT Division
and will include a statenent as to the regulatory tinme limt for
use. One copy of the approval will be sent through the i mediate
supervisor to the enpl oyee.

3-11. ADVANCI NG ANNUAL LEAVE.

a. Directors are delegated the responsibility for approving
requests for advanced annual |eave. Annual |eave which w il
accrue to an enployee during the current | eave year nay be made
avai |l abl e in advance of the actual credit to the enpl oyee's
account .

3-7
(1) |If the enployee's request for advance |leave is
deni ed, the denial will be based upon factors that are

reasonabl e, equitable, and do not discrimnate.

(2) Enployees known to be separating or retiring during
the year may not be advanced an anmount to exceed that which wll
accrue prior to the forthcom ng separation or retirenent.

(3) Enployees serving under tenporary limted, term
appoi ntments, or under probationary or trial periods, my be
advanced or have made available to themonly that anmount of
annual | eave which is reasonably assured will be subsequently
earned. However, granting advance |leave will not normally be
appropri ate because the nature of these positions is such that
they nmay be termnated with m ni num or no advance noti ce.
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b. The procedures to request advance annual |eave are as
fol |l ows:

(1) An enployee will submt his request for advance
annual |eave, to his supervisor using the format Figure 3-1.
The request will explain the purpose of the requested | eave and a

conpleted SF 71 wll be attached.

(2) Upon receipt, the supervisor will consider the
fol | ow ng:

(a) The enployee's current |eave bal ance, the nunber of
hours requested, and the anount of |eave the enployee will earn
by the end of the | eave year.

(b) History of the enployee's | eave usage.
(c) The reason for the requested | eave.
(d) The inpact of the absence on the m ssion.

(e) The enployee's status (tenporary limted, term
probationary, retiring, etc.).

3-8
(3) The supervisor will forward the request, with his
recommendati on and the basis for the recommendati on, through the
chain of command to the director/activity commander for fina
approval / di sapproval .

c. The approved request (i.e., signed SF 71, request,
reconmendati on, and approval) for advance annual |eave nust be
sent to the appropriate payroll office prior to the | eave being
taken. A copy of the approval will be furnished to the enpl oyee.
A di sapproved request will be returned to the enployee with an
expl anation of the reason for denial. The DCP does not need to
review the request for advance annual | eave.

d. Refunds will be required for any negative annual |eave
bal ance remaining at the end of the | eave year, except when the
negati ve balance is a result of extended Leave Wthout Pay



JRTC & FP Reg 690-20

(LVWOP). I n such instances, negative bal ances may be carried
forward to the next |eave year

3-12. REQUI RI NG ANNUAL LEAVE TO BE TAKEN

a. \Wien an enpl oyee's services are not needed for short
periods of time, or when it is otherw se desirabl e, nmanagenent
may direct the use of annual |eave to the extent that such
credits are available for use, except that an enpl oyee may not be
pl aced on annual |eave without his consent during any period of
notice of adverse personnel action for cause. The authority to
require that annual | eave be taken is delegated only to the
director. Shortages of work and/or funds may require that al
enpl oyees or groups of enployees on particul ar projects or
activities be placed on annual | eave.

(1) Wen a 24-hour advance notice can be given,
enpl oyees who cannot be reassigned to other work nust be placed
on annual |eave with or wthout their consent.

(2) Wen unavoi dabl e circunstances nmake a 24-hour notice
i npractical, enployees may be placed on annual |eave with or
w thout their consent if notice is given before the end of the
wor k period inmediately preceding the one in which they are to be
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pl aced on | eave. Such action will be proper and not consi dered
di scrimnatory.

(3) In no cases will annual |eave be charged as a
di sci plinary neasure.

b. The commander deci des whether or not to close the instal-
| ation during inclement weather. |f the commander determnes in
advance of the beginning of a tour of duty that the activity wll
remai n open, all regularly schedul ed personnel are expected to
make a reasonable effort to report for duty. 1In this case, if an
enpl oyee deci des that weather or road conditions in his locality
are too hazardous to conmute to work, the enployee wll request
annual |eave, follow ng nornmal procedures. |f the enployee does
not request annual |eave to cover his absence, the supervisor
will advise him that the absence will be charged as AWOL.
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3-13. TRANSFER OF ANNUAL LEAVE. An enployee may request to be a
reci pient of donated annual |eave under the Voluntary Leave
Transfer Program upon experiencing a nedical energency. A

nmedi cal energency is a nedical condition of an enpl oyee or a
famly menber of such enployee that is likely to require his

prol onged absence fromduty and to result in a substantial |oss
of income to such enpl oyee because of the unavailability of paid
| eave. Specific criteria and procedures are outlined in Part I
of this regul ation.

3-14. PAYMENT FOR ANNUAL LEAVE. Enpl oyees are entitled, upon
separation, to paynment for all annual |eave to their credit.
This includes their regular carryover bal ance fromthe previous
| eave year, any accrued and unused annual |eave during the
current | eave year, plus any unused restored annual | eave

mai ntai ned in a separate account.

3-15. INLIEU OF SICK LEAVE. Periods of approved absences which
are properly charged to sick leave will, if sick |eave credits
are exhausted, be charged to annual |eave, or LMWOP if no annual

| eave i s accrued.
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CHAPTER 4
SI CK LEAVE

4-1. EXPLANATI ON OF TERMS.

a. ADOPTION refers to the | egal process in which an indivi-
dual becones the | egal parent of another's child. The source of
an adopted child, e.g., whether froma licensed placenent agency
or otherwise, is not a factor in determning eligibility for
| eave under this chapter

b. FAMLY MEMBER neans the following relatives of the
enpl oyee:

(1) Spouse, and parents thereof;

(2) Children, including adopted children, and spouses
t her eof ;
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(3) Parents;
(4) Brothers and sisters, and spouses thereof; and

(5) Any individual related by blood or affinity whose
cl ose association with the enployee is the equivalent of a famly
rel ati onshi p.

c. FOSTER CARE neans 24-hour care for children in substitu-
tion for, and away from their parents or guardian. Such
pl acenent is made by or with the agreenent of the State as a
result of a voluntary agreenent by the parent or guardian that
the child be renoved fromthe hone, or pursuant to a judicial
determ nation of the necessity for foster care, and invol ves
agreenent between the State and foster famly to take the child.

d. IN LOCO PARENTIS refers to the situation of an individual
who has day-to-day responsibility for the care and financi al
support of a child or, in the case of an enpl oyee, who had such
responsibility for the enpl oyee when the enployee was a child. A
bi ol ogi cal or legal relationship is not necessary.

4-1
e. MEDI CAL CERTIFI CATE neans a witten statenent signed by a
regi stered practicing physician or other practitioner certifying
to the incapacitation, exam nation, or treatnent, or to the
period of disability while the patient was receiving professional
treat nent.

f. HEALTH CARE PROVI DER neans:

(1) A licensed Doctor of Medicine or Doctor of
Ost eopathy or a physician who is serving on active duty in the
uni formed services and is designated by the uniformed service to
conduct exam nati ons;

(2) A person providing health services who is not a
medi cal doctor, but who is certified by a national organization
and licensed by a State to provide the service in question; or

(3) A Christian Science practitioner listed with the
First Church of Christ Scientist, in Boston, Massachusetts.
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g. PARENT neans a bi ol ogi cal or adoptive parent or an
i ndi vidual who stands or stood in |oco parentis to an enpl oyee
when the enpl oyee was a child. This termdoes not include
parents "in-law."

h. SERI OQUS HEALTH CONDI TI ON neans an il lness, injury,
i mpai rnment, or physical or nental condition that involves the
fol | ow ng:

(1) Any period of incapacity or treatnent in connection
Wi th or consequent to inpatient care (i.e., an overnight stay) in
a hospital, hospice, or residential nedical care facility;

(2) Any period of incapacity requiring absence from
wor k, school, or other regular daily activities, of nore than 3
cal endar days, that also involves continuing treatnent by, or
under the supervision of, a health care provider; or

(3) Continuing treatnent by, or under the supervision
of, a health care provider for a chronic or long-termhealth
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condition that is incurable or so serious that, if not treated,
will likely result in a period of incapacity of nore than 3

cal endar days; or
(4) Prenatal care.

i. SON or DAUGHTER neans a biol ogi cal, adopted, or foster
child; a stepchild; a legal ward; or a child or a person standing
in loco parentis who is:

(1) Under 18 years of age; or

(2) Eighteen years of age or older and incapabl e of
sel f-care because of a nental or physical disability. A son or
daughter incapable of self-care requires active assistance or
supervision to provide daily self-care in several of the
"activities of daily living" or "ADLs."
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J. SPOUSE neans a husband or wfe, as defined or recognized
under State |aw for purposes of marriage, including common |aw
marriage in states where it i s recognized.

4-2. SICK LEAVE USAGE. Sick leave will be granted to an
enpl oyee as foll ows:

a. For the purpose of receiving nedical, dental, or optical
treatment or exam nation

b. Wuen it is established that an enployee is unable to
perform his/or her duties because of physical or nental illness,
i njury, pregnancy, or childbirth;

c. Wen his presence on the job will, as determ ned by the
heal t h authorities having jurisdiction or by a health care
provi der, jeopardize the health of others because of exposure to
a comuni cabl e di sease;

d. \When he nust be absent fromduty for purposes relating to
the adoption of a child, including appointnents with adoption
agenci es, social workers, and attorneys; court proceedi ngs;
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required travel; and any other activities necessary to allow the
adoption to proceed,

e. In order to provide care for a famly nenber as a result
of physical or nmental illness; injury; pregnancy; childbirth;
or nedical, dental, or optical exam nation or treatnent; or

f. To make arrangenents necessitated by the death of a
famly menber or to attend the funeral of a famly nenber.

4-3. COVMUNI CABLE DI SEASE.

a. An enployee can use sick leave during the tine a health
authority or a health care provider determ nes that the
enpl oyee' s exposure to a conmmuni cabl e di sease will jeopardize the
heal th of other enployees. The key determ nation is whether a
particular illness will jeopardize the health of other enpl oyees.
Leave approving officials will rely on the expertise of health
authorities or health care providers in determ ning whether a
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comuni cabl e di sease will place the health of other enployees in
danger.

b. Once the determination is made that an enpl oyee's expo-
sure to a comruni cabl e di sease no | onger jeopardizes the health
of other enployees, this provision no | onger applies. |If the
enpl oyee wants to provide care to the affected famly nenber, the
enpl oyee can request sick |eave, under the famly care
provi sions, or other appropriate |eave (e.g., annual |eave).

4-4. ADOPTION. As of 2 Decenber 1994, an enpl oyee can use sick
| eave for purposes relating to the adoption of a child. Sick

| eave is justified for an activity that is necessary to allow an
adoption to proceed. For exanple, if an adoption agency or
court, orders or requires adoptive parent(s) to take a specific
period of time off to bond with the child, sick | eave can be
granted. However, sick leave is not justified if adoptive
parent (s) wish, on their ow, to remain at home to bond with the
child. Activities necessary to allow the placenent of a child
with an enpl oyee for foster care are not included under this
provi sion. Enpl oyees cannot use sick |eave for such purposes.
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4-5. FEDERAL EMPLOYEES FAM LY FRIENDLY LEAVE ACT (FFLA). The
FFLA, Public Law 103-388, was signed by the President of the
United States on 22 COctober 1994. The Act provides for a 3-year
pi |l ot program wherein Federal enployees nay use a |limted anount
of sick leave for famly care or bereavenent as indicated in
par agr aph 4-2e and f above. The use of sick | eave under the FFLA
becane effective 2 Decenber 1994.

a. As of 2 Decenber 1994, sick |eave can be used by an
enpl oyee to give care or otherwise attend to a fam |y nenber
having an illness, injury, or other condition which, if an
enpl oyee had such condition, will justify the use of sick |eave.
In other words, if the famly nenber were an enpl oyee, and his
condition will justify the use of sick |eave, then the enpl oyee's
use of sick leave to care for that famly nmenber is justified.
For exanple, the enployee's child has the flu. If that child
were an enpl oyee, sick leave will be justified. Therefore, sick
| eave is justified for the enpl oyee who gives care to that child.
As anot her exanpl e, an enpl oyee's parent has a nedi cal exam na-
tion. |If that parent were an enpl oyee, sick |eave will be
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justified. Therefore, sick leave is justified for the enpl oyee
to acconpany the parent to the exam nati on.

b. As of 2 Decenber 1994, enpl oyees can use sick |eave for
purposes related to the death of a famly nenber, to include
maki ng the arrangenents necessitated by the death and/or
attending the funeral. Exanples are travel and attending
menorial services, pre-funeral gatherings/cerenonies, or the
reading of the will.

4-6. LIMTED AMOUNT OF SI CK LEAVE USED UNDER THE FFLA.

a. Full-tine enployees may use up to 40 hours (5 workdays)
of sick | eave each | eave year for the follow ng:

(1) To provide care for a famly nenber

(2) To nmake arrangenents necessitated by the death of a
famly menber or attend the funeral of a fam |y nenber.
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b. There are no simlar limts on the anount of sick |eave
an enpl oyee can use for exam nation or treatnent, incapacitation,
comuni cabl e di sease, or adoption. This sick |eave does not
count toward the limts described in subparagraphs (1) and (2)
above.

c. In addition, a covered full-tine enpl oyee, who mai ntains
a bal ance of at least 80 hours of sick |leave, will be able to use
an additional 64 hours (8 workdays) of sick |eave per year for
t hese purposes, bringing the total anmpbunt of sick | eave avail able
for fam |y care and bereavenent purposes to a maxi num of 104
hours (13 workdays) per year for enployees who satisfy this
condi tion.

d. Part-time enployees, or enployees with an uncommon t our
of duty, may use the nunber of hours of sick |eave that is equal
to the average nunber of hours of work in the enpl oyee's
schedul ed tour of duty each week. |In addition, a part-tine
enpl oyee, or an enployee with an uncommon tour of duty, who
mai ntai ns a sick | eave bal ance equal to at |east tw ce the
average nunbers of hours of work in the enployee's schedul ed tour
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of duty each week, nmay use an anount equal to the nunber of hours
of sick leave normally accrued by the enployee during a | eave
year.

e. Requests for sick | eave under the provisions of the FFLA

wi |l be considered, approved, and processed in the sanme manner as
ot her sick | eave, except that an SF 71 will be required to
docunent the | eave usage (see paragraph 4-11 below). "Famly

Friendly Leave Act" or "FFLA" will be annotated in the remarks
section of the SF 71 in order to maintain statistics as required
for reporting purposes. Medical docunentation, for the purpose
of taking sick leave to care for a fam |y nmenber under these
procedures, will be required in the same manner as normally
applies to the enpl oyee taking sick | eave. See paragraph 4-12
bel ow.

f. If an enployee does not use any or all of the anount of
sick | eave provided for famly care or bereavenent purposes in a
| eave year, it cannot be accunul ated in succeeding years to be
used to care for a famly nmenber or for bereavenent purposes.
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4-7. ACCRUAL. Sick |leave accrues to the enployee's credit at
the rate of 4 hours each pay period beginning with the first ful
pay period, regardl ess of type of appointnent, years of service,
or conpletion of a qualifying period. There is no maxi nrumwi th
regard to the accrual of sick |eave. The unused hours wll be
carried forward fromyear to year to furnish protection in case
of extended illness. The m ninumcharge of sick |eave is 15
m nutes, and additional charges to sick leave are in multiples
t her eof .

4-8. SUBSTI TUTI ON OF SI CK LEAVE FOR ANNUAL LEAVE. When sickness
occurs during a period of annual |eave, the period of illness may
be charged to sick | eave, and the charge agai nst annual |eave
reduced accordingly. The substitution of sick |eave for annual

| eave nay al so be requested for famly care provided the condi -
tions are net. GCenerally, the enployee will be required to
return to duty before a substitution is nade; however, where the
incapacity is such as to preclude return to duty, the
substitution may still be made.

4-9. RETROACTI VE SUBSTI TUTI ON OF LEAVE. Sick | eave accrued
after a period of absence may not be retroactively substituted
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for such absence. Accunul ated or accrued sick | eave credits may
not be retroactively applied to any period of LWOP which was
requested and granted. Annual |eave may not be substituted for a
period of sick |eave previously granted.

4-10. | NSUFFI Cl ENT SICK LEAVE TO COVER ABSENCE. Wen an

enpl oyee's sick | eave credits are exhausted during a period of
illness, the portion of absence which is not covered by sick

| eave wil|l be charged to annual |eave. Wen annual |eave credits
are exhausted, |eave w thout pay may be approved.

4-11. PROCEDURES FOR REQUESTI NG SI CK LEAVE.

a. Requests for sick | eave because of incapacitating
physical or nmental illness or injury shall be nade by the
enpl oyee, to the supervisor or his designated representative, by
t el ephone or other appropriate neans as early as possible, but no
| ater than 2 hours after the beginning of the enployee's tour of
duty except where circunstances beyond the control of the

4-7
enpl oyee preclude the contact. Enployees engaged in patient care
(Nursing Assistants, Licensed Practical Nurses and Medi cal
Cl erks- Receptionist in the MEDDAC, Cinical Support Division) and
MEDDAC, Nutrition Care Division, nust contact their supervisor or
hi s desi gnated representative by phone as early as possible but
not later than the beginning of the workday, and request and
obtain perm ssion for the absence except where circunstances
beyond the control of the enployee preclude contact.

b. Unless other arrangenents have been nade, requests for
sick | eave nust be nade on each day of absence. Requests for
sick | eave for prearranged nedical, dental, or optical appoint-
ments nmust be made at | east 24 hours in advance. Failure to give
the notice may result in a charge to AWOL.

c. Requests and approval of sick | eave under the provisions

of the FFLA will be processed in the same manner as other sick
| eave, except that an SF 71 will be required to docunment the
| eave usage. "Famly Friendly Leave Act" or "FFLA" will be anno-

tated in the remarks section of the SF 71 in order to maintain
statistics as required for reporting purposes. Supervisors wll
be required to maintain records of sick | eave usage under this
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act for reporting purposes. The specific data required, as a
mninmum wll include the follow ng:

(1) The total nunber of hours of sick | eave used each
year per enployee under the FFLA; and

(2) The grade or pay |evel and gender of each enpl oyee.

4-12. GRANTING SI CK LEAVE. Use of sick |eave is subject to the
approval of the supervisor. Approval will be based on the
determ nation that requests for sick | eave neet the conditions
specified in paragraph 4-1 above, and that any required
supporting evidence is properly conpleted and signed. Unless

ot her arrangenents have been made, requests for sick |eave nust
be made on each day of the absence. Were there is no reason to
doubt that the absence nay be properly charged to sick |eave,
approval will be given at the tine of notification. Wen it has
been established that an absence does not neet the conditions for
granting sick | eave, no sick |l eave will be approved. The
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supervi sor nmust determ ne whether to charge the absence to annual
| eave, LWOP, or AWOL, whichever is appropriate. See Chapter 9
for procedures and bases for chargi ng AWOL.

4-13. REQUI REMENT FOR CERTI FI CATI ON.

a. Normally, an enployee's certification will be sufficient
to support a charge to sick | eave for absences of 3 workdays or
| ess. Absences resulting in a charge to sick | eave in excess of
3 workdays will be supported by a nedical certificate froma
physi ci an.

b. Periods of absence on sick |eave in excess of 48 hours
will normally be supported by a nedical certificate fromthe
physi cian for all non-supervisory enpl oyees of the Directorate of
Public Wrks, Fire and Energency Services.

c. Enpl oyees who, because of illness, are excused fromduty
by their supervisor shall not be required to furnish a medica
certificate to substantiate sick | eave for the day excused from
duty. Subsequent days of absence shall be subject to the
provi sions of this chapter or the appropriate negoti ated
agr eenent .
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d. An enployee shall have one full pay period follow ng his
return to duty to furnish the required evidence to support a
charge to sick leave. |In cases of prolonged absence because of
i1l ness, an enpl oyee nust furnish support evidence at reasonable
intervals (biweekly) in order to avoid overpaynent resulting from
failure to obtain such evidence because of nonreturn to duty.

e. The failure to tinely submt the evidence may result in a
charge of annual |eave, |eave wi thout pay, or absence w thout
| eave, as the circunstances may justify.

4-14. | NJURY OR | LLNESS OCCURRI NG DURI NG DUTY HOURS

a. An enployee injured in the perfornmance of his duties wll
be considered to be in a duty status for the tine he receives
energency treatnent to the extent that such time falls within
duty work hours for the day of injury. Enployees will report to
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their supervisors any injury sustained in the performance of
their duties, no matter how slight. Enployees of the United
States Government, who are injured in the performance of duty,
are covered by the Federal Enployees Conpensation Act (FECA),
but, in order to claimbenefits under this Act, certain proce-
dures and regul ations nmust be foll owed. For specific procedures
to follow, refer to JRTC & FP Reg 690-9, Job Related Injuries and
Il nesses, and the designated Activity Conpensation Coordi nator.

b. The enpl oyees have the option to report to MEDDAC,
Preventive Medicine, Qccupational Health Section, for limted
palliative treatnent of non-occupational conditions. Benefits to
be derived are the appropriate disposition of ill enployees,
opportunities for health education, and increased awareness on
the part of occupational health personnel of the types of health
probl ens enpl oyees are having. Enployees requiring definitive
treatment of nonoccupational health problenms will be referred to
t heir personal physician or other appropriate health resource.
Firefighter personnel will report to the Cccupational Health
Section or, if after 1600, to the Emergency Room (ER), Bayne-
Jones Arny Community Hospital (BJACH) prior to departing the
wor ksite because of an illness. Enployees will not be charged
with | eave while being evaluated at the MEDDAC, Preventive
Medi ci ne, Cccupational Health Section.
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c. In the event of serious illnesses or injuries, the
foll owm ng procedures will be foll owed:

(1) If an enpl oyee becones seriously ill or injured
while on duty, the enployee will be taken directly to the ER
Emergency cases will not be brought to the MEDDAC, Preventive
Medi ci ne, Cccupational Health Section. Emergencies can be
defined as those situations in which enpl oyees experience the
following while on the job:

(a) Life-threatening synptons of heart attack or stroke,
severe difficulty breathing, profuse bleeding, or |oss of
consci ousness.
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(b) Injuries that may have caused broken bones, second
and third degree chemcal or thermal burns, or penetrating wounds
to the eye or chest.

(2) Co-workers at the scene of an energency wll
continue to provide necessary first aid.

(3) When an enployee is transported directly to BJACH,
t he supervisor or his representative will ensure that the
foll ow ng things have been acconplished:

(a) Alerting the ER, phone 531-3368, that a victimis en
route.

(b) Obtaining the victims health record fromthe
MEDDAC, Preventive Medicine, Occupational Health Section and
taking it to the ER

(c) If the emergency is an on-the-job injury, taking a
Form CA-17, Duty Status Report, to the ER It is suggested that
several of these fornms be conpleted as nmuch as possible and kept
on hand for energency situations. |f an anbul ance is required,
the supervisor will call extension 531-3361/3362.
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(4) If nmedical personnel determ ne the on-post facili-
ties are not adequate for treatnent of the enployee's condition,
the enpl oyee will be transported to another treatnent facility by
anbul ance or other appropriate transportation. For enpl oyees of
activities not |located at Fort Pol k, the supervisor wll arrange
for appropriate transportation to take the enployee to the
nearest appropriate treatnent facility. |In case of injury, the
supervisor will ensure that the enployee receives the CA-1 form
to conplete. The supervisor will not conplete the formon the
enpl oyee's behalf to preclude controversy at a |ater date. The
enployee will remain in a duty status for any part of the
remai nder of the tour of duty during which he is receiving
treat nent.

d. If an enpl oyee appears to be under the influence of
al cohol or other drugs on duty, the supervisor will do the
fol | ow ng:
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(1) Imediately contact the assigned Enpl oyee Rel ations
Speci al i st at extension 531-2804/4431 for assistance. Wen
dealing with a nenber of the bargaining unit, the |ocal union
steward, if readily available, wll be advised of the suspicion.

(2) If the enployee is disruptive or poses an i medi ate
threat to persons or property, the supervisor will take action to
i sol ate the enpl oyee, but not to confront the enployee with the
suspi ci on of being under the influence of alcohol or drugs.
Deficiencies in performance or peculiarities in conduct wll be
docunented for future reference when citing the circunstances
giving rise to the suspicion. |In questioning wtnesses, the
supervi sor nmust use caution not to nmake a spectacle of an
unknown. Forced renoval fromthe workplace (by Mlitary Police)
will be a last resort.

(3) The supervisor and an Enpl oyee Rel ati ons Speci al i st
will arrange with the MEDDAC for an immediate Fitness for Duty
Exam nation, to include a breathal yzer or blood and/or urine test
for al cohol or drug content. This will be done even when the
enpl oyee admts to using or being under the influence of alcohol
or drugs during duty hours.

(4) The enployee will be infornmed of the suspicion at
this time and requested to acconpany the supervisor to the exam -
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nation point to submt to exam nation and release the results to
the enpl oyer. Refusal to submt to an exam nation or confirma-
tion of intoxication may result in adverse action against the
enpl oyee.

(5) Wen the enployee is found to be inpaired, the
supervisor will release the enployee only into the custody of
sonmeone who can drive them hone, preferably a famly nmenber
ot herwi se, the enployee will be isolated at the worksite. The
supervisor will consult with the Enpl oyee Rel ati ons Speci al i st
and decide the appropriate status of the enployee; i.e. annual,
sick | eave, or AWOL. An approved | eave status does not excuse
t he enpl oyee frompenalty for the precedi ng behavior. Actions to
di scipline and rehabilitate the enployee will be coordinated with
the LMERT Divi si on.
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4-15 RETURN TO DUTY AFTER ABSENCES DUE TO | LLNESS OR | NJURY.

a. Enployees will report to MEDDAC, Preventive Medi cine,
Qccupational Health Section, for evaluation upon return to duty
from absences of 1 work week or nore due to illness or injury.
Food handl ers and patient care personnel will report to MEDDAC,
Preventive Medicine, Qccupational Health Section, for evaluation
after any absence due to ill ness.

b. MEDDAC, Preventive Medicine, Qccupational Health Section,
w Il evaluate the health status of enployees returning to duty
after any absence due to a job-related illness or injury. This
is normally coordi nated through the LMERT D vision, Wrkers
Compensati on Branch.

4-16. ADVANCI NG SI CK LEAVE. Subject to the provisions contained
in this paragraph, sick | eave may be authorized in advance of
accrual. The amount of sick | eave advanced to an enpl oyee may
never exceed 240 hours at one tinme. Sick |eave under the

provi sions of the FFLA may be advanced up to the anount aut hor-
ized for use. Since the advance is to be liquidated by sick

| eave subsequently accrued when it is known that an enpl oyee is
to be retired or separated, the anmpbunt may not exceed the anpunt
that will accrue prior to separation.
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a. Before a request for advance of sick | eave may be
granted, the follow ng conditions nust be net:

(1) Al available accunul ated sick | eave to an
enpl oyee's credit nust be exhausted.

(2) The request nust be supported by nedical certifica-

tion. The nedical certificate will clearly state the period of
time the enployee is expected to be incapacitated fromduty and
the nature of the illness or injury, and will be signed by a

nmedi cal doctor.

(3) There nust be reasonabl e assurance that the enpl oyee
wWill return to duty. 1In cases where a separation/disability
action is pending and the enpl oyee has exhausted all sick and
annual |eave, and is unable to work, an advance of sick | eave may
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not be granted. Such enployees may request LWOP. The enpl oyee
may al so consider submitting a request to be a recipient of
annual | eave under the Voluntary Leave Transfer Program outlined
in Part 11l of this regulation.

b. Requests for advance sick |leave will be approved only by
activity directors/commanders. Wen an enpl oyee desires an
advance of sick |eave, the enployee will prepare his request, in
witing, using the format Figure 3-1, explaining the circum
stances in full; attach a nedical certificate testifying to the
actual need for advance | eave; and forward the request to the
supervi sor having approval authority for | eave.

c. The supervisor will consider the foll ow ng:
(1) The adequacy of the nedical documentation;
(2) The sick | eave bal ance;

(3) The enployee's past work history and attendance
record; and

(4) The enployee's status (tenporary limted, term
probationary, retiring, etc.).
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d. The request will then be forwarded through channels to
the director/commander of the enployee's activity. The request
and SF 71 will reference that the sick |eave is being taken under
FFLA, as appropriate. Such |leave will be granted with care and
di scretion, and will be dependent upon circunstances surroundi ng
the request as well as the recommendati ons of the enpl oyee's
supervi sor, the enployee's past work history, and his attendance

record. |If the request is not favorably considered, it will be
returned to the enployee stating the reasons. |f approved, the
appropriate payroll office will be notified. Medical certifica-

tion will be submtted with the notice to the payroll office or
with the enpl oyee's tine and attendance card.

e. The payroll office will initiate action to notify
enpl oyees of sick | eave indebtedness upon their retirenment or
resignation (to ascertain the course of repaynent). No repaynent
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w Il be obtained from enpl oyees approved for disability
retirenent.

4-17. DI SABLED VETERANS. Supervisors nust grant disabled

vet erans such | eave as nay be necessary in order that the veteran
may receive nedical treatnment. This grant (240 hours of advance
sick leave) is obligatory when the veteran presents an offici al
statenent froma properly licensed nedical practitioner or

of ficer of a governnent hospital that treatnment is necessary.

The veteran nmust notify his supervisor far enough in advance to
permt making arrangenents for carrying out work during his
absence. The notice nust also state the days on which the

enpl oyee expects to be absent.

4-18. SICK LEAVE CONTROLS. Supervisors are responsible for
ensuring that the reasons for the absence warrant the granting of
sick | eave. Supervisors are responsible for nonitoring sick

| eave usage. Prudent use of sick |eave can be encouraged and
sick | eave controlled through proper exercise of supervisory
authority. Sick leave is a benefit to which enpl oyees are
entitled by |aw and nust be approved when warranted. Supervisors
must know the extent of their authority to grant sick | eave, as
well as the limtations on that authority.

a. The supervisor is responsible for the orientation of new
enpl oyees with respect to privileges, restrictions, and
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responsibilities provided by the regul ati ons governing | eave
adm ni strati on.

b. Supervisors will periodically dissemnate information to
ensure that enployees are fully aware of their responsibilities
in the proper use of sick |eave. Supervisors will actively

encour age enpl oyees to seek help and early resolution of health
problens, in order to decrease sick | eave usage and to prevent
sick | eave abuse.

(1) When an enpl oyee's sick | eave usage, or pattern of
usage, is excessive or indicates possible sick | eave abuse, the
i mredi ate supervisor will discuss the findings with the enpl oyee.
A pattern of sick |eave usage in conjunction with weekends,
hol i days, paydays, or a repetitive use of sick |eave in 3-day
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increnents is indicative of possible sick | eave abuse. The
purpose of the interviewis to find out the state of the
enpl oyee's health and point out to himthat the anmobunt and or
pattern of sick | eave used suggests possible abuse. The
di scussion will be used to help uncover problens in the work
situation which nmay be producing tensions and frustrati ons which
can cause illness, or which can | ead the enpl oyee to use sick
| eave for mnor ills. Al counseling sessions will be docunented
by a Menorandum for Record.

(2) If the discussion fails to provide a satisfactory
expl anation for the excessive use of sick |eave, the enployee
will be advised, in witing, that he will be required to submt a
nmedi cal certificate for each subsequent absence for illness. The
supervisor will submt a draft letter with the sick | eave usage
data, to DCP, LMERT Division, for review prior to issuance. The
supervisor will review the enployee's sick | eave record peri od-
ically. Once the review reveals a substantial inprovenent in
attendance and usage of sick | eave, the enployee will be
notified, in witing, that a nedical certificate will no | onger
be required for each absence. If there has been no satisfactory
i nprovenent, the enployee willbe advised, in witing, at |east
every 6 nonths that the requirenent will be continued.

4-19. RESTRICTI ON DURI NG PERI OD OF SI CK LEAVE. Enpl oyees are
required to contact their supervisor, by tel ephone or other
appropri ate neans, and secure approval prior to engaging in
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out si de enpl oynent on one or nore days for which sick | eave has
been approved.
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O fice Synmbol (690) Dat e

VEMORANDUM FOR

SUBJECT: Suspected Abuse of Sick Leave

1. A review of your |eave record from t hr ough , as
shown on the enclosure, reflects that you have used hour s of
annual | eave and hours of sick |eave, nmuch of which was not
schedul ed i n advance, and you were carried in an Absent Wt hout
Approved Leave (AWOL) status for _ hours. There were hour s
avai l able for work during this period, of which you were absent a
total of __ hours or _ %of the tine. of these absences

occurred on either paydays or consecutive days adjacent to
paydays. As a result of this review, your use of unschedul ed

| eave, and absences wi t hout | eave appears excessive. There is
reason to believe that you are abusing the sick |eave privilege.

2. You were previously counsel ed concerning your use of unsched-
ul ed | eave and the charges of AWIL.

3. The purpose of this counseling is to assist you in correcting
your poor attendance and advi se you that your deficiencies in
attendance cannot continue. If you believe that a personal
problemor difficulty may be affecting your attendance at work, |
will arrange for referral/counseling through any of several
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appropriate sources. Wiile personal difficulties can be
extrenely bot hersonme, they nust not be allowed to interfere with
the duties of your job. Again, you are advised that your

conti nued absenteei sm cannot be tol erated.

4. | amnaturally concerned about your health and general well -
bei ng. However, as a supervisor, | nust concern nyself not only
wi th hel ping enpl oyees conserve | eave for unexpected energenci es,
but with the efficient operation of our assigned m ssion as well.
Qovi ously, any significant nunber of absences from duty

Figure 4-1. Sanpl e Menorandum of
Suspect ed Abuse of Sick Leave
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O fice Synbol
SUBJECT: Suspected Abuse of Sick Leave

negatively inpacts those concerns. Therefore, this is notifica-
tion to you that there is reason to suspect that you nay be
abusing your sick |eave privilege. For this reason, you are
hereby notified that the foll ow ng procedures will govern the
granting of |eave, effective immediately:

a. You nust nmake all requests for |leave directly to nme for
each day of absence, either personally or by tel ephone at 531-
or . If I amnot avail able, you nust contact
at . Only I or , In nmy absence, can approve your
request for |eave.

b. Wen incapacitating sickness or injury prevents you from
reporting to work as schedul ed, you must request energency sick
| eave within 2 hours after your scheduled tine for reporting to
duty. You are required to call each day unless it is known and
approved in advance that the absence will last |onger than 1 day.
Any absence charged to sick leave wll require a doctor's
stat enent upon your return to duty. The doctor's remarks on this
statenment nust i ncl ude:

(1) The diagnosis and prognosis of the illness or
injury.
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(2) A statenent that your illness or injury prevented
you from wor ki ng.

(3) The day(s) and time(s) during which your illness or
injury prevented you from worki ng, and

(4) |If your absence is due to exposure to a contagi ous
di sease, a certificate fromthe appropriate health authority is
required.

c. Sick leave for prearranged nedical, dental, and opti cal
appoi ntments nust be requested at | east 24 hours in advance. The
24- hours advance notice requi renent may be waived in cases beyond
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O fice Synbol
SUBJECT: Suspected Abuse of Sick Leave

your control. In this case, you are required to request |eave as
far in advance as possible. Proof that you did in fact have the
schedul ed appointnment will be required.

d. Annual leave will be approved only if scheduled in

advance or if a valid energency exists. A request for energency
annual | eave nust be nade no later than 2 hours after the

begi nni ng of your tour of duty. The validity of the energency
will be determined by ne. When a hardship is created by your
request for energency |eave, only those energencies caused by the
death or energency hospitalization of an imediate fam |y nenber,
your involvenment in an accident, or other simlar energency

situations will be accepted, subject to ny approval on a case-by-
case basis. Wthin 3 workdays of your return from energency

| eave, you will be required to provide me with witten proof that
a bona fide energency existed. |I|f you do not have acceptable
proof, you will be charged as absent w thout approved |eave
(AWODL) .

5. Failure to conply with the provisions set forth in this
letter may result in your absence being charged to AWOL. Such a
charge may al so result in formal disciplinary action, ranging
froma witten reprimand or suspension, w thout pay, to renoval
fromthe Federal Service.
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6. This nmenorandumis intended to encourage you to use your

| eave with nore care. It will remain in effect for a period of 6
nonths fromthe date of your receipt. |If your |eave usage

i nproves, the requirenents of this menorandumw || be w thdrawn.
If not, the time period will be extended. 1In either case, you
will be advised in witing.

7. 1f you have any questions pertaining to these policies and

procedures, or you do not understand the contents of this
menor andum and what is expected of you, or if | can assist you in
any way, please let ne know
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O fice Synbol
SUBJECT: Suspected Abuse of Sick Leave

8. You will acknow edge receipt of this nmenorandum by signing
and dating the record copy.

Encl Si gnature
1. Leave Usage Sunmmary

This is to certify that | have received the original of this
menor andum  Acknow edgenent of recei pt does not signify
agreenent with the contents.

Si gnature Dat e
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4- 20
CHAPTER 5
LEAVE W THOUT PAY (LV\OP)

5-1. CGENERAL. Leave without pay is a tenporary non-pay status
for a specific period of time which may be granted an enpl oyee
under the conditions and procedures specified below Leave

Wi thout pay is a formof approved | eave and may not serve as the
basis for formal disciplinary action. An enployee cannot denmand
that he be granted LWOP as a matter of right, except in the case
of disabled veterans, who are entitled to | eave without pay if
necessary for nedical treatnent; reservists and National Guards-
nmen, who are entitled to LMWOP if necessary to performmlitary
training duties; and enpl oyees requesti ng LWOP under the

provi sions of the Fam |y and Medical Leave Program Periods of
LWOP are charged in nultiples of 15 mnutes (15 mnutes is the

m ni nrum char ge) .

a. Leave without pay will not be used indiscrimnately in
pl ace of annual |eave. Annual |eave is an enployee right. |[If an
enpl oyee has an annual | eave balance, it is his right to use it.
The supervisor, however, may deny its use at a specific time for
consi derations of adverse inpact of the enpl oyee's absence on
m ssi on acconplishnment at that particular tine. Except in the
cases listed in paragraph 5-1 above and in subparagraph b bel ow,
there is no such right to LWOP

b. Leave without pay is not to be used in lieu of AWOL. The
granting of LWOP indicates the supervisor's approval of the
enpl oyee' s absence fromthe job. Hence, it is not a basis for
di sci plinary action.
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c. Leave without pay generally will not be granted for
pur poses of accepting enploynment in private industry or for an
ext ended vacation. Likew se, extended LWOP will not be
appropriate for a tenporary limted enpl oyee.

5-2. CONDI TI ONS GOVERNI NG THE GRANTI NG OF LWOP. \Wen LWOP is
requested for reasons of illness or injury, both sick and annual
| eave credits nust be exhausted before LWOP can be approved.
Leave wthout pay will be denied to any enpl oyee who has accrued
| eave to his credit, except under the follow ng circunstances:

5-1

a. \Wen an enpl oyee requests LWOP for the purpose of seeking
further enploynment at a new |ocation to which his spouse is being
transferred in Federal (civilian or mlitary) Service. Fort
Pol k's policy is to initially grant 120 cal endar days' LWOP to
career, career-conditional, and excepted service enpl oyees
occupyi ng non-tenporary positions, who depart a Fort Pol k
position to acconpany a famly nenber to another area. The
enpl oyee must intend to seek Federal enploynent in the new area.
At the tine a request for LWOP is approved under this provision,
the enpl oyee will be expected to sign a resignation to be
effective upon expiration of the approved LWOP or upon request
fromthe enployee to term nate LWOP for any reason

(1) Except in the situation |isted in subparagraph (2)
below, if the enpl oyee has not obtained further Federal
enpl oyment during the initial period of LWOP, he may request
addi tional LWOP by submtting a witten request to his activity
prior to the expiration of the LWOP. The Director nay approve an
extension of LWOP not to exceed (NTE) 1 year.

(2) Enployees of the MEDDAC will be granted a maxi num of
120 cal endar days of LWOP under this provision. Extensions of
LWOP beyond the initial 120 days will only be approved where a
former enpl oyee has been selected for a Federal position and the
entrance on duty (EOD) date is scheduled to be after the initial
120-day LWOP period ends.

b. Wen a reservist requests LWOP to enter on active
mlitary duty for a period of 3 nonths or |ess for training.
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c. Wen granted to enpl oyees who are participating in
cooperative training prograns or who are in recei pt of awards or
grants for study or research purposes.

d. Wen an enpl oyee requests up to 12 weeks of LWOP during
any 12-nmonth period under the Fam |y and Medi cal Leave Program
Refer to Part |1V of this regulation.

e. \Wien an enployee is injured in the line of duty. The
enpl oyee must be granted LWOP for the entire period for which he
is paid disability conpensation by the Ofice of Federal Wrkers
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Conmpensation, regardl ess of whether or not he has |eave to his
credit.

5-3. LWOP FOR 30 DAYS OR LESS. In nost cases, LWOP of 30

cal endar days or less is the result of a lack of sufficient
credits to an enployee's | eave account to cover all or a portion
of a requested period of absence. |In such circunstances, the
absence is subject to the sane approval as that required had
there been sufficient |leave credits. Requests for LWOP for

peri ods of 30 days or less will be handled in the sane nanner as
requests for annual |eave and may be approved by the supervisor.
Enpl oyees in a duty status will apply for |eave in advance on SF
71, stating the reason(s) for which | eave is being requested in
the "Remarks" section. Wen |eave is requested for nedical
reasons, nedical certification is required. |If the authority to
approve LWOP is del egated to supervisors other than those desig-
nated as certifying officers for tine and attendance reports, the
appropriate payroll office nust be notified.

5-4. EXTENDED PERI ODS (LONGER THAN 30 CALENDAR DAYS).

a. Except for the enpl oyee who nust rel ocate because his
spouse is being transferred, eligibility for an extended peri od
of LWOP is not dependent upon type or tenure of appointnment. It
may be granted at the supervisor's discretion to any enpl oyee to
whom t here has been established a regularly schedul ed tour of
duty. However, for the reasons stated bel ow, and because peri ods
of LWOP not exceeding 6 nonths during a cal endar year are
creditable for retirenent purposes, the follow ng considerations
are prescribed for the guidance of supervisors.
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(1) Each request for LWOP for an extended period nust be
carefully exam ned to ensure that the value to the Governnent is
sufficient to offset the cost and adm ni strative inconvenience to
the organi zation which results fromthe retention of an enpl oyee
in an LWOP status. Anong these costs and i nconveni ences are:

(a) A vacant position which may necessitate the
initiation of a personnel action to fill the position by detail,
tenporary pronotion, or reassignnent.
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(b) Loss of services needed by the organization.

(c) Conplication of retention registers in the event of
reduction-in-force.

(d) Obligation to provide active enploynent at the end
of the approved | eave peri od.

(e) Credit of 6 nonths of each year toward retirenent.

(f) Eligibility for continued coverage (w thout cost to
the enpl oyee for up to 1 year in a nonpay status) under the
Federal Enployee's G oup Life Insurance Act and under the Federal
Enpl oyee's Health Benefits Act.

(2) As a basic condition for approval of an extended
period of LWOP, there nmust be a reasonabl e expectation that the

enpl oyee will return to duty in an active, productive capacity at
the end of the period of absence, except for enployees relocating
with their spouses. |If considered desirable, witten assurance

of return to duty may be obtained. The supervisor nust also
determ ne that at |east one of the follow ng benefits wll
result:

(a) Increased job ability, such as the result of an
absence to attend a course of instruction directly related to the
type of work being performed, and conpletion of which wll
contribute to the organi zations's best interests.

(b) Protection or inprovenment of an enployee's health
such as an absence for recovery fromillness or disability not of
a pernmanent nature.
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(c) Protection of job status while awaiting approval of
an application for disability retirenent.

(d) Retention of a desirable enployee.

(e) Furtherance of a programof interest to the
Governnent (e.g., Peace Corps vol unteers).
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b. Requests for LWOP in excess of 30 cal endar days may be
approved only by the Director/Commander in an anount not to
exceed 12 cal endar nonths. Except for enployees with relocating
spouses, approval may be given as a one-tinme grant of 12 nonths,
or an initial grant of a | esser anmount with extensions thereof,
not to exceed a total of 12 nonths.

(1) An SF 52-B, Request for Personnel Action, nust be
submtted to the DCP, Technical Service Division, for all LWOP in
excess of 30 days. The reason and dates for which LWOP was
granted will be shown in the "Remarks" bl ock.

(2) Al SFs 52-B for LWOP nust have a not to exceed
(NTE) date specified. Those SFs 52-B that do not reflect an NTE
date will be returned to the submtting office. An SF 52-B
subm tted for an enpl oyee acconpanying his spouse to a new duty
station will also have a resignation SF 52-B to be effective at
the end of the period of LWOP.

(3) In cases where an enpl oyee does not return to duty
at the end of a period of LWOP in excess of 30 days, supervisors
will forward an SF 52 to extend the period of LWOP through the
adjusted return to duty date.

(4) If LMWOP was originally schedul ed for 30 days or
| ess, but extends over 30 days, an SF 52-B will be submtted
i ndicating the date LWOP began as the effective date, and the NTE
dat e.

c. Wien LWOP is granted to allow the enployee to apply for
or receive conpensation fromthe U S. Departnent of Labor, Ofice
of Workers' Conpensation, the supervisor nust submt an SF 52-B
if LMOP is expected to extend beyond 80 hours.
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(1) In block ¢ of the "Personnel Action Requested”
section, the supervisor will state "LEAVE W THOUT PAY NTE U
In block I, "Remarks By Requesting O fice," supervisor wll
state, "On-the-Job Injury. To (or expect to) be paid under 5
US. C 81. On-the-Job Traumatic Injury.”
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(2) Where an SF 52-B is submitted to cover LWOP origi-
nally schedul ed for 30 days or less, but it extends to nore than
30 days, a corrected SF 52-B nust be submitted to reflect the new
NTE date. The following remark will be added: "Correction due
to extension of LWOP beyond 30 days." This correction is only
necessary when LWOP was originally requested in on-the-job injury
cases.

d. Upon the enployee's return to duty after any LWOP
previ ously docunmented by an SF 52-B, another SF 52-B, indicating
the action requested as "Return to Duty," wll be sent to DCP,
LMERT Division. The "Remarks" block will show the reason for
whi ch LWOP was granted and a date of return to duty. |If the
ci rcunstances permt the enployee to return to duty earlier than
the established term nation date of LWOP, he will contact his
supervi sor and arrange an earlier return.

e. Requests for LWOP beyond a 12-nonth period will be
referred, by the supervisor, through channels to DCP, LNMERT
Di vision. The supervisor and his supervisors will reconmend
approval or disapproval of the extended peri od.

f. \WWere advance approval of LWOP is not possible
(unexpected | eave requirenents in connection with extended
illness, hospitalization, recuperation frominjury, or simlar
situations), and the enpl oyee does not have sufficient |eave to
cover the period of absence, the supervisor will tel ephone or
wite the enpl oyee and nmake arrangenents to secure the
i nformati on needed and docunents required for the approval of

LWOP. |If the anount of tinme needed is not known, |eave will be
approved for 30 days or |ess pending establishnment of a date for
return to duty. The enployee will be informed of the action

taken. Supervisors wll consult their Enployee Rel ations
Speci alist in DCP, LMERT Division.
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5-6
CHAPTER 6
M LI TARY LEAVE

6-1. CENERAL. Mlitary leave is an absence froma civilian
position without charge to | eave or | oss of pay.

a. Entitlenent is limted to those enpl oyees who are
menbers of reserve conponents of the Armed Forces (listed bel ow)
on days during which they are on active mlitary duty or are
engaged in field or coast defense training. The reserve conpo-
nents of the Armed Forces are: The National Guard of the U S.,
the Arny Reserve, the Marine Corps Reserve, the Air National
GQuard of the U S., the Air Force Reserve, and the Coast CGuard
Reserve.

b. Eligible enployees nust be engaged in active duty or
active duty for training before they can use mlitary | eave;
mlitary | eave is not authorized for periods of inactive duty
training (usually weekend drills).

c. Enployees with tenporary appointnents in excess of 1 year
are entitled to mlitary | eave.

d. \When authorization of mlitary |leave will not be
appropriate, annual |eave or LWOP will be granted.

6-2. ACCRUAL. Effective 1 Cctober 1980, Section 6323 (A), 5
U S. C, was changed to convert accrual of mlitary |leave froma
cal endar year basis to a fiscal year basis, to allow sone carry-
over of unused mlitary leave from1l year to the next and to
provide sonme mlitary | eave entitlenment for part-tine enpl oyees.

a. An enployee, who does not use all of his entitlenent to
mlitary | eave during a fiscal year, may carry over a naxi mum of
15 days to the next year. The carryover from1l year to anot her
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w Il never exceed 15 days. The maxi num carryover of 15 days, in
addition to the credit at the beginning of the fiscal year of 15
additional days of mlitary |eave, gives the enployee the benefit
of 30 days of mlitary |eave for use during the fiscal year

6-1
b. Part-tinme enployees will accrue mlitary | eave according
to the nunber of regularly scheduled hours in their workweek.
For exanple, a part-tinme enployee with a regularly schedul ed
wor kweek of 20 hours, half of a full-tinme workweek, will accrue 7
and 1/2 days of mlitary | eave per fiscal year, half of the
accrual of a full-time enpl oyee.

c. Enployees who are nenbers in a reserve or National CGuard
unit are entitled to 22 workdays of mlitary | eave a year when
called to active duty to provide mlitary aid to enforce the |aw.

6-3. COVPUTATI ON.

a. Mlitary leave is conputed on a cal endar-day basis rather
than on a workday basis. Hence, nonworkdays falling wthin a
period of mlitary |leave are charged against the mlitary | eave
account; al though nonwor kdays occurring at the beginning or end
of the active duty period are not charged.

b. An enployee is allowed a naxi mum of 30 days of mlitary
| eave to be used in any fiscal year. The mlitary | eave nay be
used during one or nore periods of mlitary duty during the
fiscal year. An enployee nay also take the full 15 days of mli -
tary |l eave imedi ately at the beginning of a fiscal year, even if
t he maxi num of 30 days had been taken at the end of the prior
fiscal year, if the enployee continues on mlitary |leave into the
new fiscal year. Thus, an enployee has the potential for using
up to a maxi mum of 45 days of military | eave during an extended
period of mlitary duty that crosses fiscal years.

6-4. PROCEDURES. Enployees in receipt of mlitary orders wl|
advi se their supervisors as far in advance as possible so that
arrangenents nmay be nmade for continuation of work schedul e.

a. The enployee will submt a request for mlitary | eave on
an SF 71 together with a copy of his mlitary orders.
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b. Wen the | eave is approved, the SF 71 and the supporting
docunment will be forwarded to the appropriate payroll office with
t he enpl oyee's tine and attendance report.

6- 2
c. Upon return to civilian duty, the enployee nust furnish
official evidence of his performance of mlitary duty. The
evidence may be a certificate of conpletion or a certified letter
stating the dates the duty was perforned. This docunent wll be
forwarded to the payroll office with the enployee's tine and
attendance report.
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CHAPTER 7
COURT LEAVE

7-1. CGENERAL. Court leave is an authorized absence from duty,
w t hout charge to | eave or |oss of pay, for jury duty or for
attending judicial proceedings in a non-official capacity as a
W tness on behalf of any party to which the United States, the
District of Colunbia, or a state or |ocal governnent is a party.
Absence fromduty to serve as a witness in a court trial between
private parties is chargeable to annual |eave or LWOP. Judici al
proceedi ng neans an action, suit, or other proceeding, but does
not include an adm nistrative proceedi ng.

7-2. POLICIES. The DA considers it the civic responsibility of
all of its enployees to respond to calls for jury duty and ot her
court services. To this end, supervisors will not request that
their enpl oyees be excused fromjury duty except in those

i nstances where enpl oyees' services are required to neet essen-
tial schedules. Requests for enployees to be excused fromjury
duty nust be sent through channels to the commander for approval.

7-3. PROCEDURES.

a. \Wien an enployee is called for court services, either as
a wtness or a juror, he is required to present the court order,
subpoena, or sumons to the supervisor. Upon return to duty,
witten evidence of attendance at court froma court official
(clerk of court or judge) is required, show ng the dates (and
hour, if possible) of the service.

(1) Any fees received in connection with court services
and all amounts the court pays to a witness or juror, whether in
the formof a per diemfor attendance or per diemin |lieu of
subsi stence, nust be reported to the enpl oyee's servicing payrol
of fice.

(2) An enployee called as a witness in his official
capacity will be considered on duty and witness fees will not be
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accepted. An enployee called to witness for the U S in
litigation which has nothing to do with his official capacity
will be granted court | eave.

7-1
(3) Enployees enployed on an intermttent basis are not
eligible for court |eave.

b. Court leave is granted only for absence within the
enpl oyee's regularly schedul ed tour of duty during which tinme he
perforns service in court or is held by the court pending
performance of specific services. |If an enployee is excused or
rel eased by the court for any day or substantial portion of a
day, he is expected to return to duty, provided the return wll
not cause the enpl oyee hardshi p because of the di stance from hone

or fromthe place of duty to the court. The enployee will not be
expected to return to duty when only an hour or 2 renmains in the
daily tour. Supervisors will be sure the enployee is clearly

instructed in regard to return to duty.

c. Enployees working an irregular tour of duty wll be
changed to a standard tour of duty for the duration of the
judicial proceeding. Court |leave will be granted accordingly.
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CHAPTER 8
OTHER LEAVE CATEGCORI ES

8-1. FUNERAL LEAVE. An agency shall grant an enpl oyee such
funeral |eave as is needed and requested by him not to exceed 3
wor kdays, w thout |oss of or reduction in pay, |eave to which he
is otherwise entitled, or credit for time or service, and w thout
adversely affecting his performance or efficiency rating.

Funeral leave is granted to allow an enpl oyee to nake arrange-
ments for, or to attend the funeral or nenorial service for an

i medi ate relative who died as the result of a wound, disease, or
injury incurred while serving as a nenber of the arned forces in
a conbat zone. The 3 days need not be consecutive, but if they
are not, the enployee shall furnish the approving authority

sati sfactory reasons justifying a grant of funeral |eave for
nonconsecuti ve days.

8-2. HOVE LEAVE. An enployee is entitled to hone | eave only
when he has conpl eted a basic service period of 24 nont hs of
continuous service abroad. A grant of hone |leave is at the

di scretion of the agency. An agency may grant honme | eave in
conmbi nation with other |eaves of absence in accordance wth
establ i shed agency policy. An agency may grant hone | eave for
use only in the US., the Cormobnweal th of Puerto Rico, or a
territory or possession of the U S. Hone | eave may be used only
during an enpl oyee's period of service abroad, within a reason-
abl e period after his return fromservice abroad when it is
contenplated that he will return to service abroad i mredi ately,
or on conpletion of an assignnent in the U S

8-3. SHORE LEAVE. An officer, crewrenber, or other enployee
serving aboard an oceangoi ng vessel on an extended voyage nay be
granted | eave of absence at a rate not to exceed 2 days for each
30 cal endar days of that service without regard to other |eave.

a. An enployee has an absolute right to use shore | eave,
subject to the right of the head of the agency to fix the tinme at
whi ch shore | eave may be used.
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b. Shore | eave may be granted during a voyage only when
request ed by an enpl oyee.

8-1
c. An enployee shall submt his request for shore |leave in
witing. Wen an enpl oyee's request for shore | eave is denied,
the denial shall be in witing.
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8-2
PART |1
OTHER PROVI SI ONS FOR LEAVE AND ABSENCES

CHAPTER 9
ABSENCE W THOUT LEAVE ( AWOL)

9-1. EXPLANATION OF TERM Absence without |eave (AWL) is any
absence fromduty (including tardiness, |eaving the work area,
etc.) which has not been authorized or approved by the supervisor
in accordance with | eave regul ations. Absence w thout |eave wll
result in loss of pay for the entire period of absence.

9-2. CHARG NG AWOL. Periods of AWDL are charged in increnents
of 15 m nutes and may be applied when an enpl oyee is absent for

| ess than 15 minutes. |If an enployee is 5 mnutes |ate, he may
be charged 15 m nutes AWOL. The enpl oyee will not, however, be
allowed to performhis duties for the remaining 10 m nutes of the
AWOL charge. Supervisors have full authority to charge an

unaut hori zed absence to AWOL.

9-3. BASIS TO CHARGE AWOL.

a. To support an AWOL charge, the supervisor nust show both
that the enpl oyee was absent and that either the absence was not
aut horized or that a request for |eave was properly deni ed.

I ndi scrim nate changes from AWOL to a pay status (i.e., approved
| eave) will not be condoned. |In every case, the supervisor nust
j udge whet her or not the circunstances warrant a change to
approved | eave.

b. The supervisor may deny |eave to an individual who has
i nproperly requested |leave. |If the enpl oyee subsequently re-
gquests sick | eave for the absence, but has no sick | eave accrued,
t he supervisor has the discretion of granting LWOP or charging
t he enpl oyee AWOL, regardl ess of whether the enpl oyee has presen-
ted acceptabl e evidence of incapacity. However, if the enpl oyee
has sufficient sick | eave and subsequently provi des acceptable
evidence as to the reason for the absence, the supervisor nust
grant sick | eave upon request of the enployee. This does not
relieve the enpl oyee of the responsibility of follow ng the
proper procedures for requesting and obtaining approval of |eave.
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c. A charge to AWDL may be namde even though an enpl oyee has
reported for duty. Sone exanples will be an enpl oyee returning
| ate frombreak or lunch, reporting for duty late or |eaving
before the end of the tour of duty. Another exanple will be
enpl oyees renoved fromthe work area by the police for wllful
m sconduct such as fighting at the worksite, theft of governnent
property, selling or possession of an illegal substance, or other
m sconduct resulting in an enpl oyee's arrest.

9-4. PROCEDURES.

a. \Wien a supervisor determ nes that an enpl oyee will not be
granted | eave (including LWOP) for a period of absence, the
absence will be charged to AWDL, the enployee's Tinme and Atten-
dance Card so annotated, and the enployee inforned of the charge.
The enpl oyee's initials are not required on the Tine and Atten-
dance Card. Wen it is later determ ned that an absence w t hout
prior approval, initially charged to AWOL, is excusabl e because
of conditions which rendered prior approval inpracticable, the
charge to AWOL may be changed to annual |eave, sick |eave, or
LWOP, as appropri ate.

b. Wen an enployee fails to report to duty and does not
contact the supervisor in regard to the absence, the supervisor
is required to take pronpt action to contact the enployee to
determ ne the reason for the absence and the enpl oyee's intention

to return. |If the enpl oyee cannot be reached and does not return
to duty within 5 workdays, DA regulations require that the
enpl oyee be contacted by certified mail in order to determne his
intentions. 1In such cases, the supervisor will contact his

Enpl oyee Rel ations Specialist for information and assi stance with
proper procedures.

9-5. DI SCI PLI NARY ACTI OV SEPARATI ON FOR ABANDONVENT OF PCSI Tl ON.
Dependi ng on circunstances, charges to AWOL nmay be the basis for
initiating formal disciplinary action or a separation for
abandonnent of position. Supervisors will contact their Enpl oyee
Rel ati ons Specialist for guidance and assi stance on neeting

regul atory requirenents in such cases.
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9-2
CHAPTER 10
EXCUSED ABSENCE

10-1. EXPLANATION OF TERM An "excused absence" is an absence
adm ni stratively authorized or approved which does not result in
a charge to any kind of leave with pay or in |oss of salary.
Excused absences are posted on the Tinme and Attendance Report as
duty hours. Excused absences are authorized on an i ndividual
basi s except when it is necessary to close the installation.

10-2. DI SM SSALS DURI NG TEMPORARY SUSPENSI ON OF OPERATI ONS.

a. Supervisors will ensure that they have neans of contac-
ting each subordinate at honme in an energency. |In nost cases,
t he hone tel ephone nunber will suffice. Wen the installationis

cl osed by the Garrison Commander, the supervisor can reasonably
expect public nedia, such as radio and television, to reach nost
enpl oyees.

b. Wen the commander determ nes that an energency condition
exi sts during the normal workday which necessitates an early
di sm ssal, enployees will be notified through supervisory
channel s.

(1) Dismssals will be staggered, to the extent
possi ble, like normal quitting times, to avoid tie-ups and
congested traffic. The inmedi ate supervisor nmay nake individual
exceptions for carpools.

(2) Wether an enployee will or will not be charged
| eave for an absence depends on his duty status at the tinme of
dism ssal; there will be no charge of |eave for the remaining
hours of the work shift followi ng dismssal. Tine and Attendance
Cards will be posted to reflect admnistrative dismssal due to
the emergency conditions for the period between dism ssal and the
end of the schedul ed tour of duty.

(3) If the enployee did not report for duty, the entire
absence will be charged to the appropriate type of |eave; no
admnistrative dismssal will be substituted. |If the enployee
was on duty and departed on annual | eave because of the energency

10-1
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conditions after the word of the dism ssal was received, but
before the time set for dismssal, annual |eave will be charged
fromthe tinme he left until the time set for dismssal. |If the
enpl oyee departs before official word of the dismssal is

recei ved, annual |eave will be charged for the renai nder of the
tour to duty.

c. |If an emergency situation devel ops during non-working
hours, the commander wi || deci de whether to open as usual, but
excuse tardiness, or to suspend all but critical operations. |If

the decision is to open as usual, enployees who report late for
wor k because of the emergency situation may be excused for
tardi ness as foll ows:

(1) The inmedi ate supervi sor may excuse absences up to 1
hour .

(2) Absences in excess of 1 hour, but not nore than
2 hours, may be excused by the director. An enployee in this
category must request excused absence through his i mediate
supervisor, who will relay the request to the head of the
operation, staff office, or directorate.

(3) Absences in excess of 2 hours may be excused by the
commander, Garrison Conmander, or appropriate authority in tenant
activities. Enployees in this category will request excused
absence, in witing, through channels to the deciding official.

d. When the commander decides to close the entire activity
i n advance of the beginning of a tour of duty, all enployees who
were in a pay status on either the workday before the closing or
the workday after will be carried in an excused absence status on
t he workdays of the closing, regardl ess of whether the pay status
was duty or |eave. An enployee, who had | eave approved in
advance for a day on which the activity was closed, is to be
carried in excused absence status. Enployees in a non-pay status
on both the workday before the closing and on the workday after

will be carried in the same non-pay status for the period of the
closing. For exanple, an enployee who was on LWOP on the
wor kdays before and after the closing will be carried on LWOP for

the period of the closing.

10-2



JRTC & FP Reg 690-20

e. Although it nmay be necessary to excuse nost enpl oyees for
all or part of a day, there are certain critical operations which
cannot be suspended or interrupted. Essential enployees wll be
so notified in witing. Personnel required to remain on duty or
to report to duty when others are rel eased or excused will not
earn prem um pay for working their normal tour of duty. Overtine
and/ or holiday pay, as appropriate, will be paid for work during
ot her than normal duty hours.

10-3. BONE MARROW OR ORGAN DONOR.  An enployee is entitled to 7
days of paid | eave each cal endar year to serve as a bone marrow
or organ donor. \When used, this entitlenment needs to be recorded
in the time and attendance systens the sane way ot her type of
excused absences (e.g., blood donation) are recorded. Although
this absence is being admnistratively recorded as excused
absence, | eave approving officials have no discretion to deny
such requests. This is a statutory right of an enpl oyee. Si nce
there will be no separate category in the payroll systemto track
usage, |eave approving officials nmust ensure authorized limts
are not exceeded. Medical procedures and recuperation depend on
the circunstances of each case. In many situations the excused
absence will not cover the length of the absence. Enployees are
encouraged to use other forns of |eave (e.g., sick |leave, annual

| eave, LWOP, advance |eave, or donated | eave).

10-4. ABSENCES CONNECTED W TH EMPLOYMENT. Enpl oyees may need to
be absent fromtheir worksite for a nunber of reasons connected
with their enploynent. These include attendance at | ocal
hearings in connection with grievances and appeal s, required
enpl oynment medi cal exam nations, merit placenment interviews, and
utilizing the services of the DCP. 1In perform ng these acts or
servi ces, enployees renmai n under managenent control or jurisdic-
tion and are thus considered as in a duty status. Supervisors
will allow enpl oyees reasonable tinme for these absences w t hout
charge to |l eave, but will ensure that the absences are not
unnecessarily often or long. Enployees nust request perm ssion
i n advance and report back to the supervisor upon return.

10-5. ABSENCES FOR RELOCATI ON PURPOSES.

10-3
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a. Supervisors nmay excuse enpl oyees, who are under author-
i zed Permanent Change of Station (PCS) orders, a reasonable
anount of time, normally not to exceed a total of 3 workdays, to
make arrangenents or transact personal business resulting from
the PCS nove. The personal business nust be directly related to
the PCS and cannot be transacted outside the enpl oyee's regular
wor ki ng hours. Exanpl es of such business will include the
shi ppi ng of vehicles or pets, opening or closing of personal bank
accounts, and obtaining state driver's |license or car tags.
Excused absence under this provision applies to enpl oyees who are
departing or arriving at Fort Pol k.

b. The tinme involved in conplying wwth PCS requirenents is
considered official duty as outlined in paragraph 10-4 above.
Exanpl es of such PCS requirenents include obtaining travel
orders, passport and vaccinations, adhering to governmnment housing
authority requirenents, or being present for packing and
recei ving of househol d goods.

c. Enployees nust contact their supervisors to give advance
notice so that the absence does not interfere with m ssion
acconpl i shnent .

10- 6. ABSENCES FOR VOTI NG AND REG STRATI ON.  Enpl oyees may be

al |l oned absence fromduty without charge to | eave or | oss of pay
for a reasonabl e anount of tinme needed to register and vote in
national, state, and |ocal elections, or to vote in any el ection
or referendumwi thin the conmunity. Absence is allowed only when
practicable wi thout seriously interfering with operations.

Enpl oyees may be excused fromduty so as to permt themto report
to work 3 hours after the polls open or to | eave work 3 hours
before the polls close, whichever results in the | esser anmount of
time off, if any. Enployee requests for excused absence for
voting will be nade not |ater than 5 workdays before the
election, and will be directed to the i medi ate supervi sor so
that appropriate plans nmay be nade to reschedul e the enpl oyee's
wor K.

10-7. ACTIVITIES IN THE PUBLI C | NTEREST - BLOOD DONATIONS. To
t he maxi num extent practical, supervisors are encouraged to
rel ease enployees to participate in blood donations, keeping in

10-4
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m nd m ssion acconplishnment requirenents. Enployees nust request
perm ssion prior to |eaving the work area to participate in bl ood
donation. Those enpl oyees released to participate as bl ood

donors will be excused fromduty upon their request for
recuperative purposes for a period not to exceed 4 hours, except
i n unusual cases. The enployees will be excused for the anount

of time it normally takes themto travel fromthe worksite to the
site where blood is being given, the tinme required to actually
give blood, and the time to travel back to the worksite. Wen

t he enpl oyee nmust travel a |ong distance, or an unusual need for
recuperation occurs, up to 4 additional hours nmay be authorized.

10-8 PARTI CI PATI ON I N HEALTH PROGRAMS. Federal enpl oyees may
voluntarily participate in the GCvilian Counseling Services,

Al cohol Drug Abuse Prevention and Control Program Snoking Cessa-
tion C asses, and Bi of eedback. Enployees will be excused from
duty without charge to | eave for initial screening/evaluation and
enrollment in these progranms. Absences for foll owup appoint-
ments will be charged to annual |eave, sick |eave, or |eave

Wi t hout pay, as appropriate. NOTE: Referral to biofeedback is
made by MEDDAC, Preventive Medicine, Cccupational Health Section
only.

10-9. BRI EF PERI GDS OF ABSENCES AND TARDI NESS.

a. Supervisors have the authority to excuse up to 1 hour of
enpl oyee absence fromthe worksite, but this authority is not to
be used for absences that are nore properly charged to annual or
sick |l eave or to any conpensatory | eave which the enpl oyee nay
have to his credit. It is to be used for occasional tardiness or
ot her brief absences fromthe worksite. |[If any enployee is tardy
or otherw se absent during duty hours and provi des an acceptabl e
expl anati on, the supervisor may excuse up to 1 hour w thout | oss
of pay or charge to | eave.

b. The criteria for excuse of absence are whether the
absence is an infrequent event and whether the enployee wll have
been able to foresee the need to be absent. |[If the enployee is
frequently tardy or absent, or the absence is for reasons that
t he enpl oyee can foresee (i.e. having a vehicle repaired, atten-
ding a funeral, or picking up children fromschool), a charge of

10-5
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| eave is appropriate. |If the enployee is frequently tardy or
absent fromthe worksite w thout advance approval, the supervisor
may Wi sh to consider charging AWOL for the period. An AWOL can
be charged in 15-mnute increnents. An enployee can not be
required to work during any period for which he is charged AWOL.

10-6
CHAPTER 11
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ABSENCES FOR MATERNI TY REASONS

11-1. CGENERAL. Absence for maternity reasons is the period of
absence taken for reasons related to pregnancy and chil dbirth.
The granting of |eave can nean a conbination of as many as three
ki nds of |eave: sick |eave, annual |eave, and LWOP, in that
order. \Wien accunul ated sick | eave credits have been exhausted,

all accrued annual |eave credits will be used, and then LWOP may
be granted. The enployee may request advance | eave instead of
LWOP. It will be recognized that there is not a separate

maternity | eave as a type of | eave.

11-2. PERIOD OF ABSENCE. There is no mnimum or maxi num peri od
of absence for maternity reasons. The sanme | eave policies,
regul ati ons, and procedures which are applicable to requests for

| eave will generally apply. Childbirth or conplications of
pregnancy are tenporary disabilities and will be treated for

| eave purposes in the sane manner as any ot her physical condition
whi ch incapacitates the enpl oyee for the performance of duty.
When i ncapacity is properly established by nedical authority, the
use of sick and annual |eave for maternity reasons is an

enpl oyee' s right, regardless of type of appointnent.

11-3. PROCEDURES.

a. An enployee will informher supervisor of her intent to
request |eave for maternity reasons, including the type of |eave,
approxi mate dates, and anticipated durations. Enployees and
supervisors will follow the procedures prescribed in Chapter 4 of
this regul ation, when an enpl oyee requests | eave for maternity
reasons. Simlarly, if sick |eave is exhausted, an enployee w ||
request annual |eave, follow ng the procedures of Chapter 3 of
this regulation. After exhausting sick and annual |eave, the
enpl oyee may request LWOP or advance | eave. Procedures for
requesting LWOP are found in Chapter 5 of this regul ation.
Procedures for requesting advance annual and sick | eave are found
in Chapters 3 and 4, respectively.

b. The initial grant of |eave, and each request for
extension, wll be supported by proper nedical docunentation

11-1
specifically stating that the enpl oyee is incapacitated for duty
during the period of absence.
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11-4. ADVANCE OF SICK LEAVE. See guidance and procedures in
paragraph 4-16. The nedical certification will state the
expected date of delivery and the estinated period of

i ncapaci tation.

11-5. MODI FI CATION OF DUTIES. |If the pregnant enpl oyee, after
consul ting her physician, requires physical restrictions from
portions of her duties, every reasonable effort wll be made to
accomodat e t hese restrictions.

11-6. FAMLY AND MEDI CAL LEAVE PROGRAM The enpl oyee is
entitled to use LWOP under the provisions of the Famly and

Medi cal Leave Program for the purpose of the birth of a son or
daughter and the care of such son or daughter. Refer to Part |1V
of this regulation.

NOTE: Upon notification that an enpl oyee is pregnant, the
supervisor will refer the enployee to the MEDDAC, Preventive
Medi ci ne, Cccupational Health Section, for screening.

11-2
CHAPTER 12
LEAVE FOR PARENTAL AND FAM LY RESPONSI BI LI Tl ES
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12-1. GENERAL.

a. Being a parent or prospective parent carries certain
responsibilities that cannot be ignored or even postponed.
Maternity is certainly chief anong them and supervisors have
becone increasingly accustoned to dealing with | eave needs of
expectant parents in a responsible and sensitive way. Super-
visors need to show the sane concern for other aspects of child
care and famly life as well.

b. Prol onged absences of enployees nmake it harder to reach
organi zational goals. At tinmes, work pressures nmake it hard for
supervisors to enpathize with the problens of parents. Still,

t hrough sound judgnment and agency policies, it is possible to
strike a proper bal ance between the needs of the organization and
the needs of the famly. Responsiveness to famly needs works,
in the long run, to the advantage of the organization. Good
norale and the retention of experienced and productive enpl oyees
contribute to a healthier organization.

c. Leave for parental and famly responsibilities consists
of appropriate conbinations of annual |eave, sick |eave, and
LWOP. Sick and annual |eave can al so be advanced to enpl oyees.
Speci fi ¢ gui dance on these kinds of |eave is found Chapters 3, 4
and 5 of this regul ation.

12-2. LEAVE FOR CH LD CARE.

a. A new nother may need tinme beyond her recuperation period
to adjust to a new fam |y nenber and devel op a close relationship
with the infant. At the sane tinme, additional responsibilities
may fall upon a father who may be needed at hone during and after
a nother's hospitalization to help with household duties, to care
for other children, and to build a close relationship with the
newborn. Single parents or couples will often need sone tinme to
make arrangenents for the care of children before returning to
wor k. Supervisors will consider the inportance of this period
for the well-being of both parents and children. Annual | eave,

12-1
LWOP, and limted amounts of sick |eave are appropriate to neet
t hese needs. See Chapter 4, Sick Leave, and Part IV, Famly and
Medi cal Leave Program
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b. Parents take their babies to the pediatrician periodi-
cally for check-ups to ensure the baby is exhibiting the normnal
devel opmental signs and is otherw se healthy. The check-ups
continue, at decreasing intervals, as the child grows ol der.
These responsibilities require | eave only for a few hours or, at
nost, a day here and there. But they are responsibilities that
cannot be postponed as readily as other |eave plans. Annual
| eave, limted amounts of sick | eave, and LWOP are appropriate.

c. Children often suffer mnor nal adies such as ear infec-
tions, colds, stonmach ailnents, and nysterious rashes. As a
result, supervisors may find that parents take nore unschedul ed
| eave than ot her enployees. There is often nothing a working
parent can do other than stay home with the child. Fortunately,
these routine illnesses are usually short-term Annual | eave,
limted anounts of sick | eave, and LWOP are appropriate for this
pur pose.

d. Unfortunately, children still get highly contagious
di seases for which public health officials require the child to
be quarantined, isolated, and restricted. Enployees, who nust
stay home to care for a child with such a di sease, or who have
been exposed to such a disease, may be granted sick | eave.

12-3. LEAVE FOR ADCPTI ON AND FOSTER CARE.

a. Adoption is often a |long and arduous process for a
prospective parent. There are nmany arrangenents that adoptive
parents nust make. For exanple, an adoptive parent often nust
make a conmtnent to stay home with the adopted child for the
first several nonths. Supervisors will be flexible and conpas-
sionate in the granting of l|eave during this inportant tine.
Certainly adoptive parents are to be given the sane consideration
as natural parents. Leave for adoption nmay be annual | eave or
LWOP. Criteria for the use of sick | eave for adoption purposes
are outlined in Chapter 4.

12-2
b. As with adoptive parents, agencies need to be flexible
and conpassionate in the granting of |eave for enployees who are
foster parents. Annual |eave and LWOP are appropriate for
enpl oyees who nust take care of the needs of foster children.
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c. There has been increasing enphasis in recent years on
encour agi ng the adoption of children who have historically been
difficult to place; for exanple, children with nental or physical
handi caps. Enpl oyees who take on this enornous responsibility
may need even nore support and encouragenent than parents of
children who are not di sadvantaged. Annual |eave and LWOP are
appropriate for such purposes.

12-4. LEAVE FOR OTHER PARENTAL AND FAM LY RESPONSI BI LI Tl ES.

a. Fromtinme to tine parents are obligated to attend events
such as teacher conferences, school plays, pageants, sporting
events, and other activities. Agencies will be flexible in
granting | eave for these occasions. Annual |eave and LWOP are
appropriate for these activities.

b. Young children of a single working parent or a worKking
couple are usually placed in some kind of day care situation
outside the hone. Sone children are placed wwth a sitter, rather
than in a day care center. Sitters get sick, need tinme off for
personal reasons, and have energencies. This neans that the
wor ki ng parent nmay have no alternative but to stay home with the
child. Annual |eave and LWOP are appropriate for this purpose.

c. Anong the nore typical famly responsibilities is the

care for the elderly and the infirm There will be tines when
enpl oyees will need tinme off to attend to the nedical and perso-
nal needs of these dependents. Annual |eave, |imted anounts of

sick | eave, and LWOP are appropriate for this purpose. Provi-
sions for limted use of such leave is outlined in Chapter 4.

12-3
CHAPTER 13
HCOLI DAYS

13-1. NATI ONAL HOLI DAYS.
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a. Except for the necessary staff needed to support required
operations, enployees will be excused fromduty (with pay) on
Federal |egal holidays. Wen a holiday falls on a schedul ed non-
wor kday ot her than Sunday, or a day designated in place of
Sunday, the workday i medi ately before the designated day w |
counted as a holiday. Wen a holiday falls on Sunday, or a day
in place of Sunday (the first nonworkday of the admnistrative
wor kweek for Arny), the workday i mrediately followng will be
observed as a holiday.

b. The 10 Federal holidays are as follows:

1 January New Year's Day

3rd Monday in January Martin Luther King, Jr. Day
3rd Monday in February Presi dent’ s Day

Last Monday in May Menori al Day

4 July | ndependence Day

1st Monday in Septenber Labor Day

2nd Monday in Cctober Col unbus Day

11 Novenber Vet er ans Day

Last Thursday i n Novenber Thanksgi vi ng Day

25 Decenber Chri st mas Day

c. The occurrence of holidays may not affect the designation
of the basic workweek. When a holiday occurs on a Monday, such
hol i days may be schedul ed as a day within the basic workweek for
DA enpl oyees who have a normal wor kweek of Tuesday through Satur-

day. The succeeding Tuesday will be a nonworkday. This neans
t hat Sunday and Tuesday wi || be nonworkdays and Monday, a work-
day, will be treated in the usual nanner applicable to a holiday

that falls on a workday (see first line on the chart bel ow).

d. The chart belowis useful in determ ning on which day in
t he wor kweek a holiday is observed when the holiday falls on one
of the two nonworkdays in Colum 1. To use the chart, first find
the correct conbi nation of nonworkdays in Colum 1, and then find

13-1
the corresponding day (letter Aor B) in Colum 2. This is the
day on which the holiday is observed.

COLUW 1 COLUWN 2
NONWORKDAYS DAY THE WEEK HOLI DAY | S OBSERVE

A B SAT] SUN] MON | TUE [ VED [ THU [ FRI | SAT | SUN
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SUNDAY MONDAY B A

SUNDAY TUESDAY AB

SUNDAY VEDNESDAY A B

SUNDAY THURSDAY A B

SUNDAY FRI DAY A B
SUNDAY SATURDAY A B
MONDAY TUESDAY A

MONDAY WEDNESDAY AB

MONDAY THURSDAY A B

MONDAY ERI DAY A B
MONDAY SATURDAY A B
TUESDAY WEDNESDAY B A
TUESDAY THURSDAY AB

TUESDAY ERI DAY A B
TUESDAY SATURDAY A B
WEDNESDAY  THURSDAY B A
VEDNESDAY _ FRI DAY AB
VWEDNESDAY  SATURDAY A B
THURSDAY FRI DAY B

THURSDAY SATURDAY AB
FRI DAY SATURDAY B

e. Here is an exanple for an enpl oyee whose regul ar tour of

The enpl oyee is off on Friday

To find out which day in this workweek is observed

go to Colum 1 and Col unm 2 unti
W

duty is Sunday through Thursday.
and Saturday.
as a holiday,
colum with the corresponding letter
observe as a holiday if the holiday falls on Fri-
follow the Iine across

enpl oyee w | |

Figure 13-1, Holiday Determ nation Chart

day. |If the holiday falls on Saturday,

the chart to Colum 2 and find the corresponding letter "B,"
whi ch indicates Thursday is the day the enployee wll

t he hol i day.

f. Absences on |egal
when the enployee is already on | eave w ||
t he enpl oyee's | eave credits.
wor k on a hol i day,
hol i day pay regul ati ons.
a legal holiday and fails to do so,
as AWOL unless it

he will

13-2
hol i days whi ch fal

one finds the
Sunday is the day the

during a period

not be charged agai nst
When an enployee is required to

be paid for the day in accordance with
If an enployee is instructed to work on
t he absence w |
i s caused by reasons other than unwllingness

observe as

be counted
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to work as instructed. No paynment will be nmade for a holiday if
it falls within a period during which an enployee is in a non-pay
status, that is, if the enployee is in a non-pay status both
before and after the holiday.

13-2. STATE AND LOCAL HOLI DAYS. Absences on state and | ocal
hol i days will be charged to annual |eave, or to LWOP if the

enpl oyee has no | eave credits. The supervisor is not required to
gi ve any speci al consideration because of the holiday; however,
in ternms of good supervision, he will not arbitrarily deny the
request if the enpl oyee's services can be spared.

13-3. RELI A OQUS HOLI DAYS. Enpl oyees, who request |eave to

observe religious holidays, will be granted the request whenever
it does not seriously interfere with the supervisor's overal
wor k schedul e. Leave on religious holidays will be charged to

annual |eave, or LMOP if |eave credits are not available. The
sanme procedure is used for local religious services.

13-4. ALTERNATE WORK SCHEDULE. For personnel assigned to an AWS
tour of duty that has 3 consecutive days off (or nonworkdays),
when a holiday falls on one of these nonworkdays, the foll ow ng

wll apply:

a. |If the holiday falls on the first nonworkday, then the
precedi ng workday will be observed as the holiday.
b. If the holiday falls on the second or third nonworkday,

then the follow ng workday will be observed as the holiday.

13-5. PART-TI ME EMPLOYEES. Part-tine enpl oyees, who have
regularly schedul ed tours of duty, will be paid for excused
absence on holidays that fall within their tours of duty. This
hol iday treatnent applies only to the actual cal endar days on

13-3
which the holiday falls, since no entitlement to a day in |lieu of
a holiday exists. However, when an activity is closed on an "in-
| ieu-of" holiday that falls on a part-tinme enployee's regularly
schedul ed wor kday, the enployee, if prevented from working that
day, will be granted the day off admnistratively with no charge
to | eave.
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13-6. | NTERM TTENT EMPLOYEES. Enpl oyees working on an inter-

mttent basis may not be paid for holidays on which no work is
per f or med.

13-4
PART |11
VOLUNTARY LEAVE TRANSFER PROGRAM

CHAPTER 14
GENERAL PROVI SI ONS AND PROCEDURES

14-1. EXPLANATI ON OF TERMS. For the purpose of this Part, the
foll owi ng definitions apply:
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a. EMPLOYEE neans a DA appropriated fund enpl oyee assi gned
to a FORSCOM or tenant activity at Fort Polk, who is eligible to
accrue and use | eave.

b. MEDI CAL EMERGENCY neans a nedical condition of an
enpl oyee, or a famly nmenber of such enployee, that is likely to
require an enpl oyee's absence fromduty for a prol onged period of
time and to result in a substantial |oss of incone to the
enpl oyee because of the unavailability of paid | eave.

c. | MVEDI ATE SUPERVI SOCR is the official who assigns work,
approves leave, and initiates performance appraisals.

d. APPROVED LEAVE RECI PI ENT is an enpl oyee neeting the
requi renents as stated herein, whose application to receive
transferred | eave has been approved.

e. LEAVE DONOR is a DA appropriated fund enpl oyee who
voluntarily requests transfer of a portion of his annual |eave to
t he annual | eave account of a DA appropriated fund enpl oyee
assigned to Fort Pol k.

f. LEAVE RESTORATI ON neans the return of unused transferred
| eave to the | eave donor.

g. FAMLY MEMBER neans the sane as defined in Chapter 4.

14-2. PROH BI TION OF CCERCION. An enpl oyee nmay not directly or
indirectly intimdate, threaten, coerce, or attenpt to intim -
date, threaten, or coerce, any other enployee for the purpose of
interfering with any right such enpl oyee may have with respect to

14-1
donating, receiving, or using annual |eave under the Voluntary
Leave Transfer Program

14-3. ELIGBILITY. In order to be eligible to receive trans-
ferred | eave, an enpl oyee nust be eligible to accrue and use
| eave, and nust:

a. Have been affected by a nedical energency which resulted
(or is resulting) in an absence fromduty for at |east 24 hours
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W t hout available paid |leave and is likely to result in a
substantial | oss of incone.

b. Have exhausted all avail able annual and/or sick |eave, as
appropriate. Sick | eave nust also be counted as "avail abl e paid
| eave" when the enpl oyee is being considered as a recipient for a
famly menber's nedi cal energency. Advance |eave (annual and/or
sick) is not considered avail abl e | eave and therefore does not
have to be requested to be eligible to apply. However, trans-
ferred | eave may be used to |iquidate annual and/or sick |eave
i ndebt edness when the | eave was advanced under the nedi cal
energency conditions described herein. Wen | eave has been
advanced, the "24 hours w thout pay" rule still applies.

c. Not have been approved for disability retirenment. Having
applied for disability retirement is not disqualifying, but
effective at the end of the biweekly pay period in which witten
notice of approval is received, the nedical energency is
considered term nated. The transfer recipient nmay not receive or
use any additional transferred | eave.

14-4. APPLI CATI ON FOR CONSI DERATI ON.  Application for considera-
tion for annual |eave transfer may be initiated by the enpl oyee
or, when the enployee is not capabl e of making application, by
anot her enpl oyee or representative by using the format Figure
14-1. Application will be submtted in witing through the
supervi sor to the DCP, LMERT Division, and nust include the
follow ng informati on concerning the potential |eave recipient:

a. Nane, position title, grade, and pay step.

14-2
b. A brief description of the nature, severity, and antici-
pat ed duration of the nmedical enmergency; if it is a recurring
one, the approximate frequency of the nedical energency affecting
the potential |eave recipient. Supporting nedical docunentation
nmust be provi ded.

c. Proof of loss of at |east 24 hours' pay due to the
emer gency.

d. A statenent fromthe potential recipient or recognized
representative which releases the informati on supplied under sub-
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paragraphs a through c above, for publication to the work force
for the purpose of inform ng potential donors of the identity and
ci rcunst ances of the enployee. |If release is denied, publicity
of the crisis will be the responsibility of

the requesting party.

e. A statenment fromthe enpl oyee's supervisor that the
enpl oyee is not under any notice of suspected abuse of | eave
privileges. |If the current supervisor of the position occupied
is not avail able or know edgeabl e, a higher |evel supervisor nmay
provi de the information.

14-5. REVI EW AND APPROVAL. The application will be reviewed by
an Enpl oyee Rel ations Specialist. A decision on the application
will be rendered within 10 workdays of receipt of the conpleted
application (excluding Saturdays, Sundays, and |egal public
hol i days). Applications neeting the eligibility requirenents as
stated herein will be approved by the Chief, LMERT Division, and
forwarded to the Defense Finance and Accounting Service, Defense
Accounting O fice, or other payroll office, as appropriate, with
instruc-tions to accept properly designated transfers fromthe

| eave accounts of authorizing | eave donors. Wen doubt exists as
to the energency nature of an illness of the enployee or
dependent, the matter will be referred to the MEDDAC, Preventive
Medi ci ne, Cccupational Health Section, (Federal Medical Oficer)
for eval uation.

14-3

a. \Wen the application is approved, the enpl oyee (or other
party making the application) will be notified of their eligibil-
ity and of the Civilian Personnel Bulletin (CPB) nunber under
whi ch the need will be nmade known to the workforce, if authorized
by the applicant; otherw se, enployees may request the transfer
of annual |eave to the account of the | eave recipient wthout
benefit of formal advertisenent.

b. If the application is disapproved, the enpl oyee (or other
party making application) will be notified of the disapproval and
t he reasons therefor.
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14-6. SOLI CI TATI ON FOR DONATI ONS. Approved | eave recipients
will be advertised (at the recipient's option) in a dedicated CPB
"Care Bulletin" under which | eave transfers may be processed for
a period of 30 cal endar days. |If additional |eave is needed by
the recipient beyond the initial 30-cal endar-day period, the CARE
Bulletin will be extended and additional donations of annual

| eave wi Il be accepted and processed. |If the enployee declines
to participate in the publicity nmedium the need cannot be w dely
comuni cat ed, and contributions fromoutside the i med ate

organi zation will probably be limted. Care Bulletins will be
distributed to reach all Fort Pol k organi zati ons where DA
civilians are enployed, and donations will be accepted from any

DA enpl oyee assigned to Fort Pol k, subject to instructions under
par agraph 14-7, bel ow.

14-7. DONATI NG LEAVE. An enpl oyee may donate annual |eave to an
approved recipient subject to the foll ow ng:

a. Donations may not be nmade to the donor's immedi ate
supervi sor.

b. Only one-half of the annual |eave accrued during the
| eave year may be donated to ot her enpl oyees.

c. In the case of a | eave donor who is projected to have
annual |eave that otherwise will be subject to forfeiture at the
end of the | eave year under 5 U S.C. 6304(a), the maxi num anount
of | eave that nay be donated during the | eave year shall be the
| esser of the follow ng:

14-4
(1) One-half of the anmbunt of annual |eave he will be
entitled to accrue during the | eave year in which the donation is
made; or

(2) The nunber of hours remaining in the | eave year (as
of the date of the transfer) for which the | eave donor is
schedul ed to work and receive pay.

d. The maxi num anmount of annual |eave determ ned by b and c
above may be wai ved by the approving official when the | eave
donor:
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(1) |Is working under an approved exigency, in which case
three-quarters of the annual |eave accrued during the | eave year
may be donat ed,;

(2) Has restored | eave froma previous exigency. In
this instance the enpl oyee may donate all restored | eave in
addition to all owances under paragraphs b and c above;

(3) Is afamly nmenber of the | eave recipient, in which
case three-quarters of the annual accrual may be donated; or

(4) Is eligible for optional retirenment and has nore
than 240 hours of annual |eave, in which case any anount by which
t he donor's annual | eave account exceeds 240 hours may be
donat ed.

e. Annual |leave wll be accepted fromleave donors enpl oyed
by ot her agenci es when:

(1) Afamly nenber of a |leave recipient is enployed by
anot her agency and requests to transfer annual |eave to the | eave
reci pient; or

(2) Upon determ nation by the enployer that the anount
of annual |eave transferred fromleave donors who are serviced by
DCP is not sufficient to neet the needs of the | eave recipient.

f. Enployees neeting the criteria of subparagraphs a through
e above may nake donations by conpleting in duplicate and

14-5
forwarding a FP Form 25, Leave Transfer Authorization, to DCP,
LMERT Division, for reviewto determne eligibility of the
reci pient and that the | eave recipient is not the supervisor of
the donor. Approved FP Fornms 25 will then be forwarded to the
appropriate payroll office for |eave transfer. |In nost cases the
appropriate payroll office will be the Defense Finance and
Accounting Service, Defense Accounting O fice (DFAS, DAO, DAC
CL, Code | XNAB, 130 West Avenue, Suite A, Pensacola, Florida
32508-5120.

14-8. PROCESSI NG DONATI ONS. The DFAS, DAO, or appropriate
payroll office, will receive by special transmttal from DCP,
LMERT Division, a copy of each Care Bulletin, or separate notice
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of the approved | eave recipient, and will establish a Leave
Transfer File for each approved recipient, wherein the records of
transfers, usages, term nations of usage, and restoration of
unused transferred | eave to donors will be maintained. The
servicing payroll office will do the foll ow ng:

a. Conpare the information on FP Form 25 with the donor's
| eave records and verify the amount of annual | eave eligible for
transfer.

b. Transfer the appropriate anmount of |eave to the recipient
or forward the FP Form 25, if appropriate, to the appropriate
payrol |l office.

C. Post the | eave transfer to the Leave Transfer File.

d. Transfer leave that is accrued by the enployee while in a
transferred | eave status as required in 5 CFR 630. 907.

e. Respond to notices of Term nation of Medical Energency by
ceasing to pay fromthe transferred | eave, and cal cul ati ng | eave
to be restored. Ascertain and process | eave donors choice of
options available for restoration as foll ows:

(1) Crediting the restored annual |eave to the | eave
donor's annual | eave;

14-6
(2) Crediting the restored annual |eave to the donor's
annual | eave account effective as of the first day of the first
| eave year beginning after the date of election; or

(3) Donating such |eave in whole or in part to another
| eave reci pient.

f. Make necessary adjustnments using appropriate fornul as
when firefighters donate to non-firefighters or vice versa.
Al ternate Wrk Schedul es and standard tours of duty are
considered as the same for |eave transfer purposes.

g. Provide to the recipient, upon request, the nanes of
| eave donors if authorized by the donor.
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h. Provide to DCP, as necessary, any information required
for DA or Ofice of Personnel Managenment (OPM reporting
pur poses.

14-9. TERM NATI ON OF MEDI CAL EMERCGENCY

a. The nedical energency affecting a | eave recipient will be
term nat ed:

(1) Wen the recipient's Federal Service is term nated,

(2) At the end of the pay period during which the
enpl oyer determ nes that the medi cal energency has ended; or

(3) At the end of the pay period during which the
enployer is notified that OPM has approved the recipient's
application for retirenent.

b. Wen the personal energency term nates, no further
requests for transfer of annual |eave may be granted, and any
unused transferred leave will be restored to the donors under 5
CFR 630. 911.

c. The | eave approving supervisor of the recipient wll
nonitor the energency conditions, approve |eave by pay period
according to established guidelines, and notify DCP, LMERT

14-7
Di vi sion, when the enployee is no longer eligible for |eave under
t he emergency conditions.
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14-8
PART |V
FAM LY AND MEDI CAL LEAVE PROGRAM

CHAPTER 15
GENERAL PROVI SI ONS AND PROCEDURES

15-1. GENERAL. The Famly and Medi cal Leave (FM.) Program
provi des for enployees to be given a total of 12 wor kweeks of
unpaid | eave (LWOP) during any 12-nonth period.

15-2. EXPLANATI ON OF TERMS. The explanations of terns outlined
in the other Parts of this regulation are applicable as well to
this Part, except those redefined below. |In addition, the
followi ng definitions apply.
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a. CONTI NUI NG TREATMENT BY A HEALTH CARE PROVI DER neans one
or nore of the following situations in which an enpl oyee or an
enpl oyee' s spouse, son, daughter, or parent:

(1) Is treated two or nore tinmes for an illness or
injury by a health care provider

(2) Is treated two or nore tinmes for an illness or
injury by a health care provider under the orders of, or on
referral by, the individual's health care provider or is treated
for the illness or injury on at |east one occasion which results
in a reginen of continuing treatnment under the supervision of the
health care provider to resolve the health condition; or

(3) |Is under the continuing supervision of the health
care provider, but may not necessarily be actively treated by the
health care provider, due to a serious long-termor chronic
condition or disability which cannot be cured.

b. EMPLOYEE nmeans any Fort Polk civilian enpl oyee as
identified in Chapter 1, 1-3c.

c. ESSENTI AL FUNCTI ONS neans the fundanental job duties of
t he enpl oyee's position.

15-1
d. |INTERM TTENT LEAVE refers to | eave taken in separate
bl ocks of time rather than for one continuous period of tinme, and
may i nclude | eave periods of 1 hour to several weeks.

e. REDUCED LEAVE SCHEDULE refers to a work schedul e under
whi ch the usual nunber of hours of regularly schedul ed work per
wor kday or wor kweek of an enpl oyee is reduced. The nunber of
hours by which the daily or weekly tour of duty is reduced is
counted as | eave for the purpose of this regul ation.

15-3. LEAVE ENTI TLEMENT
a. An enployee shall be entitled to a total of 12 adm ni -

strative workweeks of unpaid | eave during any 12-nonth period for
one or nore of the foll ow ng reasons:
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(1) The birth of a son or daughter of the enpl oyee and
the care of such son or daughter

(2) The care of a spouse, son, daughter, or parent of the
enpl oyee, if such individual has a serious health condition;

(3) The placenent of a son or daughter with the enpl oyee
for adoption or foster care; or

(4) A serious health condition of the enployee that
makes t he enpl oyee unable to performthe essential functions of
his position.

b. An enployee shall take only the amount of FM. that is
necessary to manage the circunstance that pronoted the need for
| eave under subparagraph a above.

c. Except as provided in subparagraph d below, the 12-nonth
period referred to in subparagraph a above begins on the date an
enpl oyee first takes |eave for an FML need specified in that sub-
paragraph and continues for 12 nonths. An enployee is not
entitled to 12 additional workweeks of |eave until the previous
12-nmonth period ends and an event or situation occurs that
entitles the enployee to another period of FM.. (This may
i nclude a continuation of a previous situation or circunstance.)

15-2
d. The entitlenent to a total of 12 adm nistrative workweeks
of | eave under subparagraphs a(l) and (2) of this section:

(1) WMy begin prior to or on the actual date of birth or
pl acenent for adoption or foster care; and

(2) Shall expire 12 nonths after the date of birth or
pl acenent. Leave for a birth or placenent nust be concl uded
within 12 nonths after the date of birth or placenent.

e. Leave under subparagraph a above is available to full-
time and part-time enployees. A total of 12 admnistrative
wor kweeks wi Il be made available equally for a full-time or part-
time enployee in direct proportion to the nunber of hours in the
enpl oyee's regul arly schedul ed adm nistrative workweek. The 12
adm ni strative workweeks of |leave will be cal culated on an hourly
basis and will equal 12 times the average nunber of hours in the
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enpl oyee's regul arly schedul ed adm ni strative workweek. |If the
nunber of hours in an enpl oyee's workweek varies fromweek to
week, a weekly average of the hours schedul ed over the 12 weeks
prior to the date | eave commences shall be used as the basis for
this cal cul ation

f. If the nunber of hours in an enployee's regularly
schedul ed adm ni strative workweek is changed during the 12-nonth
period of FM., the enployee's entitlenent to any remai ni ng FML
wi |l be recal cul ated based on the nunber of hours in the
enpl oyee's current regularly schedul ed adm ni strative wor kweek.

15-4. PROCEDURES FOR LEAVE USAGE.

a. An enployee nust invoke his entitlenent to the | eave
under the FM. Program

(1) Wen the need for leave is foreseeable, an enpl oyee
must provide notice to nmanagenent (normally the enployee's first-
| i ne supervisor or designated managenent official who has | eave
approving authority for the enployee) of his intent to take | eave
not | ess than 30 cal endar days before the date leave is to
commence. A personal representative providing the notice nust be
designated in witing by the enpl oyee.

15-3
(2) Wen events beyond the control of the enpl oyee do
not provide 30 days advance notice, the enployee will provide

managenent as much notice as is possible so that managenent has
anpl e opportunity to plan the work during the enpl oyee's absence.

(3) If the need for leave is foreseeable, and the
enpl oyee fails to give 30 cal endar days' notice with no
reasonabl e excuse for the delay of notification, managenent may
delay the taking of the |leave until at |east 30 cal endar days
after the date the enpl oyee provides notice of his need for FM.

b. An enployee's initial notice of his intention to take
| eave may be provided in person, in witing, or by tel ephone,
facsimle, telegraph, or other electronic neans.

c. An enployee will provide the first-line supervisor a
conpleted SF 71, with remarks, to:
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(1) Identify the |leave as "FM." for either "famly
| eave" (for a birth, adoption or foster care, or the care of a
spouse, son, daughter, or parent with a serious condition) or
"medi cal | eave" (for the enployee's serious health condition);
and

(2) Docunent the beginning and endi ng dates of the
enpl oyee's "12-nonth period® of FML entitlenent.

15-5. MEDI CAL CERTI FI CATI ON.

a. Leave to care for a spouse, son, daughter, or parent of
the enpl oyee, or for the enpl oyee's own serious health condition,
must be supported by nedical certification issued by the health
care provider to nmanagenent in a tinely manner.

b. The witten nedical certification will include the
fol | ow ng:

(1) The date the serious health condition comrenced;

(2) The probable duration of the serious health
condi ti on;

15-4
(3) The appropriate nmedical facts within the know edge
of the health care provider regarding the serious health condi-
tion, including a general statenent as to the incapacitation,
exam nation, or treatnent that nay be required by a health care
provi der;

(4) For famly |leave, a statenment fromthe health care
provi der that the spouse, son, daughter, or parent of the
enpl oyee requires psychol ogi cal confort and/or physical care;
needs assi stance of basic nedical, hygienic, nutritional, safety,
or transportation needs or in making arrangenents to nmeet such
needs; and wll benefit fromthe enpl oyee's care or presence; and

(5 For famly |eave, a statenment fromthe enpl oyee on
the care he will provide, and an estimte of the anount of tine
needed to care for his spouse, son, daughter, or parent.
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(6) For nedical |eave, the nedical certification nust
include a statenment that the enployee is unable to performthe
essential functions of his position.

c. Questionabl e nedical docunentation nmay be forwarded to
the Cccupational Health Section for review and opinion. |If the
opi nion fromthe MEDDAC, Preventive Mdicine, Cccupational Health
Section, differs fromthe original certification, nmanagenent may
require the enployee to obtain the opinion of a second health
care provi der designated or approved by nanagenent.

(1) The health care provider designated by nanagenent
shal |l not be enployed by or under the adm nistrative oversight of
the enployer. |[If the second opinion differs fromthe original
certification, managenent may require that the enpl oyee obtain
the opinion of a third health care provider. Mnagenent and the
enpl oyee nust agree jointly on the health care provider that wll
provi de the third opinion.

(2) The third opinion is final and binding on the
enpl oyee and managenent. The enpl oyer (enployee's activity) wll
be responsible for the nedical costs associated wi th obtaining
the second and third nedical opinions.

15-5
d. If an enployee is unable to provide the requested nedi cal
certification before |leave is to begin, the agency will grant
| eave on a provisional basis (i.e., "provisional |eave") pending

final witten medical certification. To the extent that an

enpl oyee is unable to provide certification at the tinme it is
necessary to begin |l eave or if the agency questions the validity
of the initial certification provided by the enpl oyee, nanagenent
will, neverthel ess, grant provisional |eave pending final
certification.

e. Toremain entitled to | eave under the FML Program the
enpl oyee or his spouse, son, daughter, or parent, as appropriate,
must conply with any requirenment from managenent to submt to
exam nation (though not treatment) by a health care provider
(other than the individual's health care provider) to obtain a
second or third nmedical certification. |If the individual refuses
to submt to such exam nation and the enployee fails to provide a
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conpl eted nedical certification to nmanagenent, the enpl oyee may
be deni ed | eave under the FM. Program

f. An enployee on | eave may be required to obtain nedical
recertification, not |less than every 30 cal endar days, on the
continuing need for | eave. WManagenent will assunme costs for
recertification. Managenent may require nedical recertification
| ess than every 30 cal endar days if the enpl oyee requests the
peri od of absence under the FM. Program be extended, the
circunstances in the original nmedical certification have changed
significantly, or the enployer receives information that casts
doubt upon the continuing validity of the medical certification.

15-6. OTHER LEAVE.

a. An enployee nmay elect to substitute paid tine off, i.e.,
annual | eave, sick |eave, conpensatory tine off, or credit hours
under a flexible work schedule, for LWOP under the FM. Program
consistent wth applicable |aws and regul ati ons. Managenent may
not deny an enployee's right to substitute paid time off for LWOP
under the FML Program nor can nanagenent require an enpl oyee to
substitute paid time off for LWOP under this program In
addition, an enployee nmay not retroactively substitute paid tine
of f for LWOP under the FM. Program

15-6

b. Leave without pay under the FML Programis in addition to
annual | eave, sick |eave, advance annual or sick | eave, other
LWOP, | eave nade avail able to an enpl oyee, or |eave under the
Vol untary Leave Transfer Program conpensatory time off, or
credit hours. However, an enpl oyee nust obtain approval and/or
nmeet statutory requirenents to take additional |eave or other
periods of paid tinme off.

15-7. I NTERM TTENT LEAVE OR LEAVE ON A REDUCED LEAVE SCHEDULE.

a. An enployee nmust obtain approval from his enpl oyi ng
agency to take leave on an intermttent basis or under a reduced
| eave schedule for the birth of a child or for placenent for
adoption or foster care. An enployee nmay choose to take | eave on
an intermttent basis or under a reduced | eave schedul e when
medi cal |y necessary to care for his spouse, son, daughter, or
parent with a serious health condition or for the enpl oyee's own
serious health condition.
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b. The enpl oyee nust consult wi th managenent and rmake a
reasonable effort to schedule treatnment so as not to disrupt
unduly the operations of nmanagenent, subject to the approval of
the health care provider. |In addition, managenent may pl ace the
enpl oyee tenporarily in an available alternative position for
whi ch the enployee is qualified, which has equival ent pay and
benefits, and which can better accommobdate recurring periods of
| eave.

c. Managenent and the enpl oyee nust work together in devel -
oping a schedule for treatnent that neets both the enpl oyee's
famly or nedical needs and managenent's need to plan the work.
The anticipated duration of intermttent | eave or | eave under a
reduced | eave schedul e nust be clearly understood by both the
enpl oyee and managenent. The enpl oyee nust be infornmed of any
maj or changes in duties and responsibilities that may result from
reassignment to an alternative position

15-7
CHAPTER 16
EMPLOYEE PROTECTI ONS AND REPORTI NG REQUI REMENTS

16-1. PROTECTI ON OF EMPLOYMENT.

a. An enployee who takes FML is entitled, upon return from
the |l eave, to be returned to the sanme position or to an "equiva-
| ent position with equival ent benefits, pay, status, and other
terms and conditions of enploynent.” The enployee will be placed
in a position that offers equivalent responsibilities as well as
equi val ent benefits, pay status, and other ternms and conditions
of enpl oynent.

b. An enployee on LMWOP under the FML Program wi || be subject
to the requirements under 5 CFR 531.406(b) to extend a waiting
period for a within-grade increase for any time in excess of that
al | oned under that section.
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c. |If an enployee's position was elimnated due to a
reduction-in-force, the fact that the enpl oyee was on FM. does
not protect the enpl oyee fromdi splacenent. |f an enpl oyee was
hired only for a defined period or specific project, such as
seasonal work, the agency is not required to return the enpl oyee
if the period of enploynent has expired and the agency will not
ot herwi se have continued to enpl oy the enpl oyee.

d. If an enployee is not fully recovered when he returns to
wor k, the enpl oyee may request additional |eave, including
advance annual or sick | eave and donated annual |eave fromthe
Vol untary Leave Transfer Program or the enployee may request a
reassi gnnment or denotion to a different position, work schedul e,
or type of appointnment that better suits his personal needs.

16-2. FEDERAL EMPLOYEES HEALTH BENEFI TS PROGRAM

a. Under the Federal Enployees Health Benefits (FEHB) | aw,
coverage continues for up to 365 days in a non-pay status.
O fice of Personnel Managenent regul ations provide that the
enpl oyee may pay the enpl oyee share of the prem uns on a current
basis or may incur a debt and pay his share upon return at a pay
and duty status.

16-1
(1) The Famly and Medical Leave Act (FM.A) provides
t hat enpl oyees who are granted | eave under the Act nust pay their
share of the health benefits prem umon a current basis; however,
the Act also provides that an enpl oyer nust conply wth any
enpl oyment benefits programthat provides greater FM. rights than
establi shed under the Act.

(2) For enployees who are granted | eave under the FMLA
t hat does not exceed the 365 days of continued coverage provided
under FEHB | aw and regul ati ons, the existing FEHB regul ati ons
will apply. That is, these enpl oyees may choose to i ncur a debt,
just as they could before the FMLA was enact ed.

(3) Enployees whose LWOP granted under the FMLA exceeds
the 365 days are subject to the requirenent to pay their share of
the premuns on a current basis. Enployees granted LWOP under
the FMLA in excess of the 365 days nust pay their share of the
prem uns directly to the enploying office on a current basis.
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b. Enpl oyees whose coverage is term nated for nonpaynent
under these regul ations are not penalized when they return to
duty for their failure to nake paynents. They may re-enroll upon
their return to duty status in the same way as enpl oyees whose
coverage term nates because of the expiration of the period of
continued coverage allowed during non-pay status.

16-3. EMPLOYEES RI GHTS.

a. |f an enployee believes managenent has not fully conplied
with the rights and requi renents under the FMLA, the enpl oyee may
file a grievance under the agency's admnistrative grievance
procedures or negotiated grievance procedures, as appropriate.

b. An enployee shall not directly or indirectly threaten, or
coerce, any other enployee for the purpose of interfering with
the exercise of any rights which such other enpl oyee nay have
under the FM.A

16-4. REPORTI NG PROCEDURES.

16-2
a. The DCP, LMERT Division, will be notified by the

enpl oyee' s activity of each application of FM. usage.
Information to be provided includes the foll ow ng:

(1) Nane of enployee.

(2) Rate of pay.

(3) Cccupational series.

(4) Basis for the |leave, as follows:

(a) Famly leave (birth, adoption, or foster care, or
the care of spouse, son, daughter, or parent with a serious

condition).

(b) Medical |eave (the enployee's serious health
condition).

(5) Beginning date of FM. usage.
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b. The Defense Finance and Accounting Service, Defense
Accounting Ofice will:

(1) Conpile and provide, as necessary, any information,
and/or statistics required for DA or OPMreporting purposes.

(2) Provide instructions to all timnmekeepers on howto
report FM. usage on Tine and Attendance Cards.

16-3
The proponent agency of this regulation is the Direc-
torate of Civilian Personnel. Users are invited to

send comments to the Conmander, Headquarters, Joint
Readi ness Training Center (JRTC) and Fort Polk, ATTN:
AFZX- CP- LMERT, Fort Pol k, Loui siana 71459-5341.

FOR THE COMVANDER

OFFI CI AL:

B.R Fitzgerald
Col onel , GS
Deputy Conmander

Paul Jackson
Director, Information Managenent

DI STRI BUTI ON:
J, Plus 100 - AFZX- CP-LMERT



