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LEAVE

PART ONE- - BASI C PROVI SI ONS
I . PURPOSE

This Directive:

A Sets forth responsibilities for admnistering the | eave program
in Food Safety and I nspection Service (FSIS).

B. Contains guidelines for determining eligibility for |eave
benefits.

C. Expl ai ns why involuntary | eave may be i nposed on an enpl oyee.
1. ( RESERVED)
L1, ( RESERVED)
| V. REFERENCES

FSIS Directive 4296. 3, Salary Deductions and Adjustnents
FSIS Directive 4550.4, Prem um Pay Under Title 5 United States Code
FSIS Directive 4551.1, Provisions of the Fair Labor Standards Act
FSIS Directive 4610.3, Service During Wrk Stoppages in Connection with
Stri kes, Floods, or Other Enmergency Conditions
FSIS Directive 4630.3, Wtnesses in Judicial Proceedings
FSIS Directive 4711.1, Labor Managenent Rel ations
FSIS Directive 4735.3, Enployee Responsibilities and Conduct
FSIS Directive 4810.1, Injury Conpensation
2,

FSIS Directive 4831. Reti renent
V. FORVMS AND ABBREVI ATI ONS
The following will be used in their shortened formin this Drective:
APHI S Ani mal and Pl ant Health Inspection Service
AWOL Absence Wthout Leave
AWOP Absence W thout Pay
LWOP Leave Wt hout Pay
NFC Nat i onal Fi nance Center
oPM O fice of Personnel Managenent
PD Personnel Division, FSIS
POB Per sonnel QOperations Branch
SES Seni or Executive Service

T&A Time and Attendance (Report)



TAPER Tenpor ary Appoi nt ment Pendi ng Establishnent of a
Regi st er
WEPO Washi ngton Servicing Personnel Ofice
Form AD- 321 Ti me and Attendance Report



Form AD- 334 Ear ni ngs St at enent

Form AD- 337 Transmttal - Personnel and Payroll Forns

For m AD- 350A Change Action Notice

Form AD- 581 Lunmp Sum or Conpensatory Tine Paynents

Form AD- 582 Aut hori zation for Restored Annual Leave Under Public
Law 93-181

Form AD- 717 Audit for Leave Year

Standard Form 8 Notice to Federal Enpl oyees About Unenpl oynent
Conpensati on

St andard Form 52 Request For Personnel Action

St andard Form 71 Appl i cati on For Leave
VI . AUTHORI TY

The basic |eave laws are contained in 5 U.S.C., Chapter 63. This Directive
is based on the | eave | aws, OPM and Departnent regul ations, and Conptroller
Ceneral Decisions. Deputy admnistrators, staff directors, division
directors, regional directors, and their designees, are authorized to
approve | eave under the conditions specified in this Directive. 1In the
event of any conflicts between this directive and a negoti ated agreenent,
the agreenent is the governing docunent for unit enpl oyees.

VII. RESPONSI BI LI TI ES

A Personnel Division. Provide general direction of the |eave
programin FSIS covering:

l. Leave policy.

2. Leave instructions.

3. Assi stance and answering of questions pertaining to | eave
matters.

4. Approval or disapproval of certain periods of absences, such
as:

a. LWOP i n excess of 30 days.

b. Mlitary or other furl ough.
C. | nvol untary | eave.
d. Suspensi ons.
5. Eval uation of FSIS | eave activities.

B. Supervi sors



| . Adm nister the FSIS | eave instructions for enpl oyees they

supervi se.

2. Acquai nt new enpl oyees with the types and purposes of | eave
benefits and the rules for requesting, using, and signing for |eave.

3. Counsel enpl oyees, as needed, on the use of |eave to protect

their leave rights and to guard agai nst | eave abuses.

4. Schedul e vacation | eave or | eave for other extended absences
So as to maintain the necessary work force, mnimze absences during peak
wor kl oad periods, and prevent |oss of | eave.

5. Approve or di sapprove requests for | eave, except in the
cases below. It is strongly recommended that the approval or disapproval
of | eave requests be in witing.

a. LWOP i n excess of 30 days.
b. Mlitary or other furl ough.

C. | nvol untary | eave.

6. Revi ew and sign T&A Reports to certify that they are
conpl ete and correct.

7. Ref er probl ens or questions on | eave through normal channels
to WSPO or POB

C. Enpl oyees.

| . Know and observe the rules pertaining to requesting and
usi ng | eave.

2. It is strongly recommended that requests for nonenergency
annual and sick | eave be nade in witing and as far in advance as
practicable. This wll permt supervisors to adjust their work schedul es
to cover periods of approved absences.

3. Notify supervisors as soon as possible at the beginning of
busi ness on the first day of any energency absence, giving the reason for
absence and requesting the proper kind of |eave.

4. Failure to obtain prior approval of the supervisor may
result in an enpl oyee being placed on AWOL for the period of absence.
5. Certify T&A for | eave used.
VI, ELIABILITY FOR LEAVE BENEFI TS

The general conditions under which enpl oyees are eligible for various types
of | eave are set forth in Attachnent 1-1, Eligibility for Leave. This



Attachnent contains references to the various parts of this Directive which
explain the basic regulations and explain the type of |eave. Consult the
specific parts for broader and nore detail ed coverage on each kind of

| eave.

| X. DEFI NI TI ONS

The terns and phrases used in the | eave | aws and regul ati ons have specific
meani ngs. A glossary of |eave and | eave-related terns is contained in
Attachnent 1-2.

ATTACHMVENT 1-1

(Refer to FSIS Directive 4630.2 for Attachnment 1-1, CGuidelines for
Determining Eligibility for Leave.)
ATTACHMVENT 1-2

Definitions

This dossary contains the definitions of a nunber of |eave and | eave-
related terns used in this Directive. It is intended that the neaning of
each of these terns be consistent throughout the Directive.

Absence Wthout Leave (AWODL) - Unaut horized absence fromduty, w thout pay,
for which an enpl oyee is not granted any type of |eave, including |eave
wi t hout pay.

Absence Wthout Pay (AWOP) - Absence and nonpay status directed by FSIS
when an enpl oyee i s suspended from duty.

Accrued (or Earned) Leave - Unused | eave credited to an enpl oyee during the
current | eave year.

Accumnul at ed Leave - Unused | eave which remains to the credit of an enpl oyee
at the end of a | eave year.

Adm ni strative Wrkweek - Seven consecutive cal endar days of the week,
Sunday t hrough Sat urday.

Advanced Leave - Leave requested and granted before it is earned--to be
repaid fromfuture | eave earnings or by cash refund.

Basi ¢ Wor kweek - Forty-hour workweek established by regulation for full-
time enpl oyees. Wrk nmust be performed within 6 of the 7 cal endar days in
the adm ni strative workweek.

Break in Service or "Of the Rolls" - A period of interrupted Federa
enpl oynent beginning with a separation action and continuing for one or
nmor e wor kdays before reenpl oynent in Federal service.

Cal endar Year - The period from January | through Decenber 3l.
Conpensatory Tinme - A nethod of overtinme conpensation in |ieu of cash



paynment, under which overtinme hours worked are credited to an enpl oyee for
future use as conpensatory | eave.

Cont agi ous Di sease - A disease ruled subject to quarantine, requiring
isolation or restriction of novenent by the patient for a specified period,
as prescribed by health authorities having jurisdiction.

Cont i nuous Enpl oynent or "On the Rolls" - A period of Federal service
begi nning with an appoi ntnent and ending with a separation action.
Cooperati ve Enpl oyees (Agents) - Those enpl oyees appointed in connection
W th cooperative work with non-Federal public agencies such as States and
Territories, and with private organi zations or individuals.

Fiscal Year - The period from Qctober | through Septenber 30.

Full -Time - Aregularly schedul ed tour of duty which requires an enpl oyee
to be on duty 40 hours or nore in each workweek.

Ful | Biweekly Pay Periods - To earn | eave, an enpl oyee nust be enpl oyed
during a full biweekly pay period. He/she is considered to have been
enpl oyed for a full period, if he/she is on the rolls on all days falling
wi thin the pay period, exclusive of holidays and nonwor kdays.

Furl ough - Involuntary absence fromduty, w thout pay, resulting from
action required and initiated by agency appointing authority.

Hone Leave - A separate amount of |eave, granted with pay and in addition
to other types of |eave authorized by 5 U S.C. 6305(a), earned by service
abroad for use in the United States, Puerto Rico, or territories of the
Uni ted States.

I ndefinite First Eight-Hour Tour of Duty - A tour conposed of 5 consecutive
8- hour days, usually Mnday through Friday, where the starting and endi ng
hours of work in each day are tied to hours of operation set by industry.
Intermttent - An unschedul ed, irregular tour of duty when an enpl oyee

wor ks as needed and recei ves pay only when he/ she works.

Leave Wthout Pay (LWOP) - Tenporary nonpay status and absence from duty
granted at enployee's request. Perm ssive nature of |eave w thout pay

di stinguishes it fromnonpay status resulting fromfurlough or disciplinary
action required by agency appointing authority.

Leave Year - The period fromthe beginning of the first full biweekly pay
period which falls conpletely in the new cal endar year through the day
before the beginning of the first conplete pay period in the foll ow ng
cal endar year.

Lunp- Sum Paynent - Paynment to enpl oyees for leave to their credit upon
separation froma | eave-earning position.

Maternity (Absence for Purposes of) - Approved absence for reasons rel ated
to pregnancy or confinenent. Chargeable to sick |eave, annual |eave, or
| eave w t hout pay.



Medi cal Certificate for Sick Leave - A statenent, signed by a registered
physi cian or other practitioner including chiropractor, certifying to the
| ength and nature of an enpl oyee's incapacitation, exam nation, or

treat ment.

MIlitary Furlough - Absence fromduty, w thout pay, granted an enpl oyee on
active duty with the Arned Forces.

Mlitary Leave - Approved absence w thout |oss of pay or charge to other

| eave for enpl oyees who neet the requirenents for approval of mlitary

| eave.

Month of Service - A period which runs froma given date in one nonth

t hrough the preceding date in the next nonth; e.g., June 30 through July
29.

Part-Time - Aregularly schedul ed tour of duty which requires an enpl oyee
to (### be on duty for 16 to 32 hours in each work week. ### 12/22/82)
Per manent - An enploynent status without Iimtation as to | ength of
service, or with an indefinite limtation.

Personal Certificate for Sick Leave - An enpl oyee's signed statenent
(either on Form AD-321 -4, Time and Attendance Report, or on SF-7I

Application for Leave) that his/her absence was due to illness which
i ncapacitated himher for duty, or that it was taken for other authorized
pur poses.

Service Abroad - Tine served as a Federal enployee on or after Septenber 6,
| 960, at a duty station (l) outside the United States, and (2) outside the
enpl oyee's residence area, if such area is the Commonweal th of Puerto Rico
or one of the U S. territories.

Standard Tour of Duty - A tour of 5 consecutive 8-hour days, Monday through
Friday, where the starting and endi ng hours of work in each day are the
sane.

Suspensi on - Tenporary nonpay status and absence from duty required by
agency appointing authority for disciplinary reasons or other reasons
pending inquiry. Includes placing an enployee in nonpay status w thout

hi s/ her consent pending adjudication of a disability retirenment application
filed by the agency.

Tenporary - An enploynment status limted to a definite period of | year or
| ess.

Tenporary Appoi nt ment Pendi ng Establishnent of a Register (TAPER) - An
appointnment to a position which is of a continuing nature; i.e., one that
will last Ionger than | year. The tenporary appointnent will end when an
appoi ntment can be effected froma register of eligibles.

Term nal Leave - Leave granted prior to separation from Federal service
when it is known that the enployee will not return fromleave before
separati on
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PART TWO - ANNUAL LEAVE

SECTI ON ONE- - GENERAL
I . VOLUNTARY ANNUAL LEAVE

(### Because annual |eave forfeited as a result of illness or exigency of
publ i ¢ business nust have been requested and approved in witing, it is
strongly recommended that annual |eave requests, approvals, or denials be
made in witing except in energency situations.

A Taki ng annual |eave is an absolute right of the enployee. A
request fromthe enployee will be granted if the work program of the unit
will permt the enployee's absence. Because annual vacations are inportant
to maintain health and efficiency, enployees are encouraged to take planned
annual | eave. Supervisors should be liberal in granting annual |eave to
attend conventions or other organizational events or to observe established
religious holidays.

B. Fi xing the tinme when annual | eave may be taken is the right of
t he supervisor unless related to a disabled veteran seeking a nedi cal
exam nation or treatnent (see Part Three, paragraph Xl.) or an enpl oyee on
mlitary | eave (see Part Six, subparagraph Il1.B.). Supervisors should
prepare a witten schedul e of planned absences of annual |eave far enough
i n advance to: ### 12/ 22/82)

1. Mai ntai n the necessary work force.
2. M nim ze absences during peak workl oad conditions.
3 Permt enployees to adjust their plans to neet work

requirenenté.
4. Prevent | oss of any | eave due enpl oyees.

. | N\VOLUNTARY LEAVE

The provisions of subparagraphs A through D. may be inposed only with

prior approval of the Servicing Personnel Ofice (WPO and POB)

Subpar agraph E. nust receive prior approval fromthe Director of Personnel

of the Departnent. Involuntary | eave may be required when

A An enployee is determned to be physically or nentally unfit for
retention and disability retirenent is being recommended. The enpl oyee may



be placed on involuntary annual or sick |eave, or |eave wthout pay (LWOP),
pendi ng conpl etion of action on the case.

B. An enpl oyee is not ready, willing, and able to performthe duties
of the position because of illness or nental or enotional disturbance. The
enpl oyee may be pl aced on enforced annual or sick |eave, or LMOP, while a
decision is reached as to further action. However, if it is later
determ ned that the enployee is not eligible for disability retirenent and
that it is necessary to take renoval action as provided in FSQS Directive
4735. 3, Enpl oyee Conduct, then the requirenments of that Directive with
regard to duty and pay status nust be foll owed.

(### C. An enpl oyee is to be suspended or separated for cause and
retention in an active duty status constitutes an energency or i s otherw se
hi ghly undesirable. Under these circunstances, the enpl oyee may be pl aced
on enforced | eave pendi ng deci sion on charges of m sconduct or pending
conpl ete investigation. ### 12/22/82)

D. The financial situation of FSIS at the tine of a reduction in
force requires that the obligation for annual |eave of those enpl oyees
involved in the separation or furlough be paid fromfunds fromthe current
fiscal year. Enployees involved may be placed on involuntary annual |eave.

E. Unusual conditions such as strikes, floods, and stornms disrupt
nor mal wor ki ng hours or quarters; and an order is issued to close down a
unit and rel ease enpl oyees from energency "stand-by" or "on-call" service

and the order requires enployees to take annual |eave. (See FSQ@S Directive
4610. 3) ..
SECTI ON TWO- - ACCRUAL OF ANNUAL LEAVE

L. FULL PAY PERI GD ACCRUALS

A Ceneral Rule. An enployee accrues annual |eave for each full pay
period of enpl oynent unl ess he/she:
1. Is in a nonpay status for the entire | eave year.
2. Enters a nonl eave-earning status while drawing disability

paynments fromthe O fice of Wrkers' Conpensation Prograns.

B. Compl etion of Full Pay Period. Both full-time and part-tine
enpl oyees conplete a full pay period of enploynent when they are in a pay
status, or any conbination of pay and nonpay status, for all the work hours
and wor kdays of the pay period which fall within their basic workweek.
Full -time and part-tine enpl oyees who are not on the rolls for all the work
hours and wor kdays of the pay period at the beginning or ending of
enpl oynment do not accrue annual |leave. A full pay period is conpleted when
t he enpl oyee:

1. Enters on duty on the first workday after the beginning of a
pay peri od.

2. Enters on duty on the second workday after the begi nning of



a pay period when a holiday falls on the first workday.

3. Separates at the close of business on the | ast workday of a
pay period, or at the close of business on a holiday falling on the |ast
wor kday.

C. Annual Leave Categories and Accrual Rate. Annual |eave is earned
at varying rates based on the amobunt of service an enployee has which is
potentially creditable under the Civil Service Retirenent Act.

(Creditable service also includes paid Federal service for which social
security deductions have been made and whi ch woul d ot herwi se be creditable
towards Civil Service Retirenent.)

1. Ful | - Ti me Enpl oyees. Leave is accrued as shown in Table 2-

TABLE 2-1 - ANNUAL LEAVE- EARNI NG CATEGCRI ES
AND ACCRUALS FOR FULL-TI ME EMPLOYEES

CONDI TI ONS RESULTS

| F A FULL-TI ME EMPLOYEE HAS CREDI TABLE = THEN EACH FULL PAY PERI OD
SERVICE OF . . . THE ACCRUAL IS . ..l _/

Less than 3 years (Category 4) 4 hours

3 years but less than | 5 years (Category 6) 6 hours2 /

|5 years or nore (Category 8) 8 hours

(### 2. Part-Ti me Enployees. Al hours of work in excess of the
basic work requirenent for a part-tinme enployee, including overtine, are
counted in determ ning the biweekly accrual of annual |eave, up to a

maxi mum of 80 hours in a pay status per pay period. Leave earned during
the pay period is credited at the end of the pay period. The accrued rates
are shown in Table 2-2. ### 12/ 22/ 82)

| / See paragraph V. for |eave accrual reductions if an enpl oyee's total
hours in nonpay status in the | eave year through the current pay period
equal s 80 hours, or a nultiple thereof.

2/ In last conplete pay period of each cal endar year, Category 6
enpl oyees receive |10 hours annual |eave instead of 6. If during this pay
period they enter the 8-hour category, they receive 8 hours instead of |O.

TABLE 2-2 - ANNUAL LEAVE- EARNI NG CATEGORI ES AND ACCRUALS
FOR PART- TI ME EMPLOYEES




CONDI TI ONS RESULTS

| F A PART-TI ME EMPLOYEE HAS CREDI TABLE THEN | HOUR OF LEAVE
SERVICE OF . . . ACCRUES FOR EACH .
Less than 3 years (Category 4) 20 hours in pay status3_/
3 years but less than | 5 years | 3 hours in pay status3 /
(Cat egory 6)
|5 years or nore (Category 8) I 0 hours in pay status3 /
3. Intermttent enpl oyees have no regularly schedul ed tour of

duty and, therefore, do not earn annual | eave.

D. Changes in Leave-Earning Categories. An enployee noves into a
hi gher | eave-earning category at the beginning of the next pay period after
he/ she conpletes the required years of service. The National Finance
Center (NFC) sends an advance notice on Form AD- 334, Earnings Statenent, to
enpl oyees and their tinekeepers to notify themof the effective date of
| eave- earni ng category changes.

EXAMPLE: On the first Tuesday of Pay Period 2, John Doe conpletes 3 years
of service. He changes fromthe 4-hour to the 6-hour annual | eave earning
category and starts earning 6 hours annual |eave each pay period at the
begi nning of Pay Period 3.

| V. FRACTI ONAL PAY PERI CD

A CGeneral Rule. An enployee earns annual |eave on a pro-rata basis
during continuous enploynent when his/her |eave-earning status is
interrupted for a fraction of a pay period. For exanple, this rule applies
when, during a full pay period of enploynent, an enpl oyee:

1. Transfers between positions with different pay peri ods.
2. Changes to or fromfull-time, part-time, or intermttent
st at us.

3/ Only part-tine enployees (as opposed to intermttent enpl oyees) are
entitled to earn annual |eave. Pay status hours which do not equal the
nunber necessary for a mninmum | eave credit of | hour are carried over from
(### one pay period to the next to accunulate toward future | eave credits *
* ok ### 12/ 22/ 82)

3. s carried on LWOP for part of the pay period while draw ng
di sability conpensation fromthe Ofice of Wrkers' Conpensation Prograns.
4. |s restored after service in the mlitary or with a public

i nternational organization.



5. s restored after a period of unwarranted suspension.
B. Pro- Rata Accrual Rates.

1. Ful | -Ti me enpl oyees. Table 2-3, below, shows the pro-rata
accrual rates of annual l|eave for full-tine enployees during fractional pay
peri ods.

TABLE 2-3 - PRO RATA ANNUAL LEAVE ACCRUAL RATES FOR
FRACTI ONAL PAY PERI GDS

CONDI TI ONS RESULTS
| F THE NUVBER OF WORKDAYS THEN THE HOURLY ANNUAL LEAVE ACCRUAL,
IN THE PAY PERROD IS . . . BY LEAVE- EARNI NG CATEGCORY, 1S
4- Hour 6- Hour 8- Hour

I I I 2
I I 2 3
I 2 2 4
2 2 3 5
2 3 4 6
2 4 5 7
3 4 6 8
3 5 6 9
3 5 7

2. Part-Ti me Enpl oyees. Part-tinme enpl oyees accrue annual

| eave for fractional pay periods the sane as for full pay periods. (See
Table 2-2). However, if they change to full-tinme status, they | ose any
hours of work left to their credit which do not total enough to earn | hour
of annual | eave.

C. Nonentitlement to Pro-Rata Leave Credit. There can be no
crediting of annual |eave on a pro-rata basis for fractional pay periods in
the foll ow ng situations:

1. Enpl oyee is eligible to earn | eave but | eave credits are
bei ng reduced because total absence in a nonpay status within the | eave
year equals 80 hours. (See paragraph V.)

2. New enpl oyee reports for duty at other than the begi nning of
the pay period and has no previous Federal service imedi ately preceding
the date of reporting to FSIS. (See subparagraph I11.B.)

3. Enpl oyee | eaves FSI'S other than the close of a pay period

and is not going to be reenpl oyed el sewhere in the Governnment wthout a



break of | workday.

NOTE: An enpl oyee who resigns, retires, or is separated at the cl ose of
busi ness on the | ast workday of the pay period or a holiday falling on the
| ast wor kday of the pay period has conpleted the full pay period and
accrues full |eave for the period.

V. ACCRUAL REDUCTI ONS BECAUSE OF NONPAY STATUS

A Ceneral Rule. Annual |eave accruals for a full-tinme enpl oyee
nmust be reduced whenever, during a | eave year, the total hours in | eave-
ear ni ng, nonpay status (e.g., LWOP, AWOL, AWOP) equal 80 hours or any
mul ti ple of 80 (160, 240, etc.).

B. Amount of Reduction. An enployee's |eave accruals are reduced by
t he nunber of hours of annual |eave that normally are earned in a pay
period. If the reduction is nmade for an enployee who is in | eave-earning
category 6 during the |ast conplete pay period in the cal endar year, the
| eave accrual reduction will still be for 6 hours, even though the enpl oyee
earns |0 hours annual |eave for that one pay period.

C. Counting Hours in Nonpay Status. The hours in nonpay status are
recorded on the T&A Report, and the total used to date is carried forward
each pay period through the | eave year.

1. Breaks in Service. |If an enployee has one or nore breaks in
service during the | eave year, all the enployee's |eave-earning hours in
nonpay status during each period of enploynent are added together.

2. Nonpay Status Wien Leave |Is Not Being Earned. Nonpay status
during periods when an enployee is not earning | eave are not counted. For
exanpl e, when an enployee is on LMWOP as a result of job injury for which
disability conpensation is being paid, the enployee is not in a | eave-
earning status. The hours the enployee is on such LMWOP woul d, therefore,
require no reduction of |eave credits. Also, periods of advance annual
| eave are not counted as nonpay status when an enpl oyee nmakes a cash refund
for hours of |eave advanced.

(### 3. Bal ances at End of Leave Year. All hours of nonpay status
are dropped when preparing the first T&A Report for the new | eave year.
VI . EFFECT OF LENGTH OF APPO NTMENT ON ACCRUAL

A Appoi ntments for 90 Cal endar Days or Mre. Annual |eave begins
to accrue with the first full pay period of enploynent after entrance on
duty.

B. Appointnments Limted to Less Than 90 Cal endar Days. The enpl oyee
does not earn | eave.

C. Ext ensi ons or Conversions of Appointnents Limted to Less Than 90
Cal endar Days. |[If an appointnent which was initially limted to |less than
90 cal endar days is extended or converted wthout a break in service to one



whi ch covers 90 cal endar days or nore:

1. Annual | eave accrues beginning with the date of the
extensi on or conversion.

2. Retroactive credit is given for the tinme served under the
initial appointnent(s) of less than 90 cal endar days on the date that the
enpl oyee conpl etes 90 continuous cal endar days on the rolls, counting from
the date of the initial appointnent.

D. Conversion of Tenporary Appointnments Limted To Less Than 90
Cal endar Days to Unlimted Appointnents (e.g. Career Conditional
Appoi nt nent) .

1. Annual | eave accrues beginning with the date of the
conver si on.

2. Retroactive | eave credit is given fromthe beginning date of
the initial appointnent, and the |leave is available for use imedi ately
upon conversion to the unlimted appoi ntnent. ### 12/22/82)

VII. CREDI TI NG OF ANNUAL LEAVE

Ful I -time enpl oyees are credited with annual |eave at the beginning of the
bi weekly pay period in which the Ieave wll accrue. Part-tine enployees
are credited wth annual |eave at the end of the biweekly pay period in
whi ch the | eave has accrued.

VIIT. ACCUMULATI ON OF ANNUAL LEAVE

Accurul at ed annual |eave is that | eave which remains to an enpl oyee's
credit at the end of a |eave year. Limts are inposed, by law, on the
total hours of annual |eave that an enployee may carry over from one | eave
year to the next.

A Enpl oyees Headquartered in the United States and Alien Enpl oyees
Headquartered Qutside the United States. Accumrul ation of annual |eave for
such enpl oyees may not exceed 30 days (240 hours) at the begi nning of the
| eave year except that enpl oyees having an accunul ation in excess of 30
days at the end of the last conplete biweekly pay period in the cal endar
year 1952 (or as of close of business 8-20-59, for enployees headquartered
in Hawaii, or as of close of business 7-6-58, for enployees headquartered
in Alaska) may mai ntain such excess accunul ation until used. Wenever an
enpl oyee having an accunul ation in excess of 30 days uses nore than the
annual | eave accrual in any |eave year, the maximum all owabl e accunul ati on
w Il be reduced accordingly until it no | onger exceeds 30 days.

B. U S GCtizens Enployed Qutside the United States.
1. Eligibility For 45-Day Accumnul ation. The accunul ation of
annual |eave for the followi ng categories of U S.-citizen enpl oyees



headquartered outside the United States nay not exceed 45 days at the
begi nning of the | eave year:

a. Persons directly recruited or transferred by the
Federal Governnent:

(1) Fromthe United States (including transfers to
Puerto Rico) EXCEPTION. Natives of Puerto Rico or of possessions of the
United States who are tenporarily absent fromtheir homes to attend school
inthe United States, and who are directly recruited in the United States
for service in their honme area, are entitled to the sane maxi num annua
| eave accunul ati on as enpl oyees stationed in the United States.

(2) FromPuerto R co or possessions of the United
States for enploynent outside the area of recruitnent or the area from
whi ch transferred.

b. Persons enpl oyed | ocally but who were:

(1) Oiginally recruited fromthe United States or
Puerto Rico or possessions of the United States but outside the area of
enpl oynment who have been in substantially continuous enploynent by other
Federal agencies, United States firns, interests or organizations;
i nternational organizations in which the United States Governnent
partici pates; or foreign governnents, and whose conditions of enploynent
provide for their return transportation to the United States or to Puerto
Rico or to possessions of the United States, or

(2) Hred while tenporarily absent, for the purpose of
travel or formal study, fromthe United States or fromtheir respective
pl aces of residence in Puerto Rico or in possessions of the United States
and who, during such tenporary absence, have naintai ned residence in the
United States or in Puerto Rico or in possessions of the United States but
outside the area of enpl oynent.

C. Persons who are normal ly residents of the area
concerned and who are discharged fromservice in the Arned Forces of the
United States to accept enploynent with an agency of the Federal
Gover nnent .

2. Retention O 45-Day Accunul ation. Enpl oyees eligible for
45-day accumnul ati on who had an excess of 45 days at the end of the | ast
bi weekly pay period in the cal endar year 1952 may retain such excess
accurul ation until used. Whenever such an enpl oyee uses nore than the
annual | eave accrual in any |eave year, the maximum al |l owabl e accunul ati on
is reduced accordingly until it no |l onger exceeds 45 days. Wen such
enpl oyees nove to positions in which they are subject to the 30-day
accurmul ation limt, they retain their accumul ati on above the 30-day maxi mum
until they use nore annual |eave in a | eave year than they earn in that
| eave year. Wen this occurs, the balance carried forward becones their
new ceil i ng.



3. Excl usion of Travel Tinme. \When enployees eligible for 45-
day accunul ation return to the United States on annual or hone | eave, such
annual or hone |eave is exclusive of travel tine (i.e., tine actually and
necessarily occupied in going to and fromtheir post of duty and such tine
as may be necessary in awaiting sailing or flight). Travel tinme may be
all owed only once in a prescribed tour of duty.

C. Enpl oyees in the Senior Executive Service. Section 410 of the
Cvil Service Reform Act creates an exception fromthe Iimtation on annual
| eave accumnul ation for individuals serving under an appointnment to the
Seni or Executive Service (SES).

1. Enpl oyees in SES have no limt on the nunber of hours of
annual |eave that may be carried over fromone | eave year to the next.
(### 2. | f an enpl oyee enters the SES after the beginning of a pay

period, the | eave earned during that portion of the pay period served under
t he SES appoi ntnent may be carried over wwthout limt. Leave earned in a
pay period before the SES appointnent is subject to the limtation.

3. When an SES enpl oyee noves to a position outside SES, a
personal |eave ceiling is established which will be equal to the accrued
and accunul ated annual |eave to the enployee's credit at the tine of
separation fromthe SES. When such an enpl oyee uses nore than the annual
| eave accrual in any | eave year, the maxi nrum al |l owabl e i s reduced
accordingly. Wen this occurs, the balance carried forward becones the new
ceiling. ### 12/22/82)
| X. ( RESERVED)
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SECTI ON THREE- - GRANTI NG ANNUAL LEAVE

X LEAVE SUBSTI TUTI ON
A In Lieu of Sick Leave. Annual |eave may be granted at an
enpl oyee' s request for absence due to illness or other authorized sick

| eave purposes. However, annual |eave may not be granted retroactively for
sick | eave already approved except to |iquidate advance sick | eave, as
specified in subparagraph B. bel ow.

B. For Advance Sick Leave Al ready Taken. Annual |eave may be
substituted for advance sick | eave already taken with the foll ow ng
limtations:



1. The substitution nust not be nade so late in the | eave year
that the annual | eave woul d ot herwi se have been forfeited because there
woul d not have been time to use it.

2. The substitution nay only be nade if the supervisor would
have granted annual |eave at the time of the absence on advance sick | eave.



C. For Conpensatory Tinme. |If the use of conpensatory tinme wll
result in the forfeiture of annual |eave, annual |eave nay be taken before
conpensatory tinme. The conpensatory tinme, however, nust be used or paid
for by the end of the |leave year in which it was earned. (See Part N ne.)
Xl . ADVANCI NG ANNUAL LEAVE

A Use of Annual Leave in Advance O Accrual. Enployees otherw se
eligible to earn | eave may be granted, at any tinme after the begi nning of
the current | eave year, the annual |eave which they will earn during the
current | eave year. Such unearned annual |eave is granted only with the
express understanding that, if it is not |later earned during the renai nder
of the current | eave year by reason of unantici pated nonpay status, the
enpl oyee may be required to nake refund for the unearned portion. (See
subpar agraph D.)

B. Amount of Annual Leave Wihich May be Advanced. During the |eave
year, an enployee may be advanced only that anount of annual |eave he/she
(### wi |l accrue through the end of the current |eave year. EXCEPTI O\
Leave may not be advanced if it is known (or reasonably expected) that the
enpl oyee will not return to duty, as in the case of an enpl oyee who has
applied for disability retirenent. Before granting advanced | eave, the
approving official should consider such things as expectation of return to
duty, benefits to the Agency in retaining the enployee, and the ability of
the Agency to recover the value of advanced |eave if the enpl oyee
separates. (See subparagraph E for cases where an enployee is not required
to refund the value of advanced | eave.) ### 12/22/82)

C. Carryover of Advance Annual Leave to Next Leave Year. Any
advance annual |eave not |iquidated at the end of a | eave year may be
carried over as an advance on the follow ng year's | eave earnings if:

1. The | eave still owed by the enpl oyee resulted from nonl eave
earning status due to illness or other personal energency which prevented
t he enpl oyee fromearning | eave during the year with which to repay the
advance;

2. The anobunt of advance | eave owed does not exceed one-half of
the annual |eave to be earned in the next |eave year; and

(### 3. The charge agai nst next year's leave is not made for 2 years
i n succession. ### 12/ 22/82)

D. Refunds for Advance Leave not Carried Over. Any advance | eave
whi ch cannot be carried forward to the next | eave year nust be covered by a
refund in the anmount paid to the enployee for the | eave. Refunds nust be
made either

1. By a single salary deduction fromthe first paycheck in the
new | eave year

2. By a series of deductions fromthe first and subsequent



paychecks, if the supervisor determ nes that:

a. There is no risk to the Gover nnent.



b. The enpl oyee's financial needs nerit spreading the
anount of the refund over several paynents. The paynents, however, cannot
extend beyond the end of the new | eave year.

E. Refunds for Advance Leave Upon Separation. Wen an enpl oyee
separates fromthe Federal service before | eave advanced to hi m her has
been earned, the value of the leave is recovered fromany pay due hini her.
A refund is not required, however, if the enployee separates because of:

1. Deat h.

2. Disability retirement.

3. Entrance into mlitary service with restoration rights.

4. Di sability which prevents the enpl oyee from conti nui ng
service, if validated by nedical evidence.

5. Transfer to other Federal enploynent w thout a break in
servi ce.
X, GRANTI NG ANNUAL LEAVE CREDI TED I N ERROR

When an enpl oyee is granted annual |eave credited to hi mher through

adm nis-trative error, the enployee nust repay the | eave unl ess repaynent
is waived by FSIS. Wien the error is discovered, the enpl oyee, the
supervisor, or admnistrative officer, and WoPO or POB w ||l then arrange a
repaynent agreenent. The enpl oyee may choose to make refund in one or nore
of the foll ow ng ways:

A Lunp-sum or installnment paynent in dollars, equivalent to the
dollar value of the leave at the tine it was used.

B. Deduction fromcurrent |eave account of excess |eave used.

C. Charge against future | eave earnings for the anount of excess
| eave used.
X, TERM NAL ANNUAL LEAVE
(### A Definition. Termnal annual |leave is |leave that is granted and
used after it becones known that an enpl oyee is | eaving the Agency.

B. When It Can Be Granted. Term nal annual | eave nmay be granted

only under the conditions below. \Wen an enployee is granted and uses
term nal annual |eave under one of these conditions, |eave is earned while
the enpl oyee is on | eave. Term nal annual |eave may not be granted to keep
an enployee on the rolls to conplete a pay period and thereby earn annual

| eave.

1. Term nal annual | eave may be granted when the separation
occurs near the end of the fiscal year and the | unp-sum paynent cannot be
made fromthe current appropriation. (Term nal annual |eave can be granted
only through the end of the fiscal year.)



2. Term nal annual | eave may be granted to keep an enpl oyee on
the rolls until final date of separation where such date is set by
statutory, regulatory, or notice requirenments. This includes renovals,
disability retirenments, and reductions in force. WPO or POB wi || advise
t he enpl oyee, through the enploying unit or field station, of the correct
effective date in such cases.

C. O her Requests for Leave on Last Day or Days of the Pay Period on
theRolls. Term nal annual |eave not neeting one of the conditions given in
subpar agraph B. may not be granted. The enpl oyee nust be separated as of
the |l ast date of active service and paid a lunp sumfor the annual |eave to
his/her credit. EXCEPTION. |f an enployee takes accrued annual |eave
during the final 6 hours of his |ast day of enploynent before separation,
the rule regarding termnal | eave does not apply, since the enployee
substantially worked the entire final pay period and worked part of the
| ast day of that period. The enployee could properly accrue and use the
| eave during the |ast day of enploynent.

D. Conpl etion of T&A. |If the enpl oyee has been granted term nal
annual | eave under one of the conditions given in subparagraph A, the
"Remar ks" bl ock of the T&A Report wll state "term nal |eave, enployee
accrues | eave." ### 12/ 20/ 85)

SECTI ON FOUR- - CHARG NG ANNUAL LEAVE
Xl V. GENERAL

Enpl oyees can be charged annual |eave for absence only on the days that
constitute the basic workweek or the regular tour of duty. An enployee
cannot be charged nore than 40 hours annual |eave per week. There can be
no annual | eave charged on holidays. The m nimum charge for annual |eave
is | hour and additional charges nust be made in nultiples thereof.

XV. FRACTI ONAL HOURS

Absences of fractional hours on separate days shall not be conbined. |If,
for exanple, an enployee is absent one-half hour on each of 2 separate
days, the m ninmumcharge is | hour for each day. |I|f an enployee is absent

for 2 separate periods of one-half hour each on the sanme day, the m ni mum
charge is | hour. Annual |eave may be charged in fractions of an hour in
the foll ow ng instances:

A When regul ar workday contains a fractional hour. For an enpl oyee
whose regul ar workday contains a fraction of an hour, annual |eave for a
full day's absence shall be charged in whole and fractional hours to cover
t he exact workday. EXAMPLE: A part-tine enployee has a daily work
schedule of 5 1/2 hours. The annual |eave charged for absence on the whole
wor kday woul d be 5 1/2 hours. The annual |eave charged for absence of 3
I /2 hours of workday would be 4 hours.



B. Where an enpl oyee assigned to a split shift is absent for an
entire part of the shift when such part involves a fraction of an hour.
EXAMPLE: Daily tour of duty--first part of split shift, 3 1/2 hours; second
part of split shift, 4 1/2 hours. Annual |eave charge for absence during
entire first part of split shift--3 1/2 hours; for entire second part of
split shift--4 1/2 hours.

C. If a different m ni mumcharge is established through negotiation.

XVI . FULL- TI M EMPLOYEES W TH | NDEFI NI TE TOURS OF DUTY

For such first 40-hour enpl oyees, the basic workweek consists of the first
40 hours in a pay status. All authorized |leave will be counted toward
conpl etion of the 40-hour basic workweek. Not nore than 8 hours | eave may
be charged for any | cal endar day, nor may any paid | eave be granted after
the first 40 hours in pay status in any wor kweek.

XVII. NECESSARY ABSENCES (1 NCLUDI NG TARDI NESS) OF LESS THAN 1 HOUR
Brief absences fromduty of less than | hour and tardi ness of |ess than |
hour may be excused by the supervisor for justifiable cause. (See Part

Fi ve, subparagraph XVvi. B. for exception.) Wen not justifiable to the
supervi sor, the absence nust be charged to annual | eave, sick |eave, LWOP
or AWOL. However, supervisors should be aware that, by placing an enpl oyee
in any | eave status other than AWOL, approval is, in effect, being given
for the absence. Accordingly, any disciplinary action contenplated for
absences charged to annual |eave, sick |eave, or LWOP will be nore
difficult to support since supervisory approval has been granted.

XVITT. NONWORKDAYS AND HOLI DAYS

A Nonwor kdays Est abli shed By Executive Order or Administrative
O der.

l. Enpl oyees in an annual |eave status cannot be charged | eave
on days on which all enployees are excused fromthe performance of their
duti es because a nonwor kday has been established by Executive O der.

2. Except for experts and consultants conpensated at per diem
or per hour rates and alien or native enpl oyees outside continental United
States who are paid at per diemor per hour rates, enployees in annual
| eave status cannot be charged | eave on days on which all enpl oyees are
excused fromthe performance of their duties because a nonworkday has been
establi shed by adm nistrative order.

B. Days on Which Al Enpl oyees are Excused. Enpl oyees on annual
| eave nmust be charged | eave on days on which all enployees at work are
excused fromthe performance of their duties for reasons other than those
stated in subparagraphs A, D. and F. Experts and consultants conpensated
at per diemor per hour rates with regular tours of duty who are not in
| eave status will be charged annual |eave, sick |leave (if applicable), or
LWOP when excused fromthe performance of their duties under these
circunstances. Alien or native enpl oyees outside the continental limts of
the United States who are conpensated at a per diemor per hour rate wll



be charged annual |eave, sick |leave (if applicable), or LWOP.

C. Days on Wi ch Enpl oyees Engage in Activities for Wiich Oficial
Leave is Granted. Enployees in an annual |eave status cannot be charged
annual |eave for a period in which they are actually engaged in one of the
activities for which official |eave is granted.

D. Local, State, and Territorial Holidays, and National Holidays of
Foreign Countries. Field enployees in the United States, in insular
possessions, and in foreign countries may be excused fromduty w t hout
charge to annual |eave on local, State, and territorial holidays and on
national holidays of foreign countries when a responsible Oficer-in-Charge
of the programdeterm nes that | ocal conditions prevent them from working.
(See Part Five.) EXCEPTION:

| . Experts and consultants with regular tours of duty who are
conpensated at per diemor per hour rates, and

2. Aliens or native enpl oyees outside continental United States
who are paid at per diemor per hour rates.

E. Enmergency Conditions Due to Strikes or Floods. See FSQS
Directive 4610. 3.

F. Hazar dous Weat her Di sm ssals. For |eave charged in cases of
energency due to hazardous weat her conditions, see Part Five, paragraph
XVI .

Xl X ( RESERVED)

SECTI ON FI VE- - LUMP- SUM PAYMENTS
XX. DEFI NI TI ON

Under 5 U S.C. 555|, accumul ated annual |eave for | unp-sum purposes
consi sts of:

A Regul ar carry-over bal ance (ceiling) fromthe previous |eave
year, if any, plus

B. Accrued and unused annual |eave during the then current |eave
year, if any, plus

C. Any unused restored annual |eave maintained in a separate
account .
XXI . CONDI TI ONS PRESCRI Bl NG PAYMENT

A Required. An enpl oyee nust be given a | unp-sum paynent for al
annual |eave to his/her credit, including unused restored | eave, even
t hough t he anpbunt exceeds the all owed carry-over, upon:



| . Deat h of an enpl oyee who was in pay status on the workday
before his/her death. Regular duty pay shall be paid for the day of death
The day of death shall not be included in the | unp-sum paynent.

2. Separation from Federal service for | or nore workdays,
except as foll ows:

a. | f an enployee is separated to accept a | eave-earning
position in another agency, the |osing agency nmay nmake paynent to the
enpl oyee for only the workdays preceding his reenploynent. The remai nder
of annual | eave shall be transferred to the gai ning agency as prescribed in
par agraph XXl V.

b. | f the enpl oyee receives full |unp-sum paynent, he/she
will be required to make refund to the gai ning agency for annual | eave
paynment for the period during which he/she is reenpl oyed (See paragraph
XXI11.)

3. Enpl oyment in a position not covered by any | eave system

4. Intermttent enploynent (i.e., without a regularly schedul ed
tour of duty) where there is an actual change to a different position with
different duties.) Wen the tour of duty of a part-time or full-tine
enpl oyee is changed to intermttent and the enpl oyee continues to occupy
the sanme position with no change in duties (e.g., a student trainee), |unp-
sum paynment is not nmade because annual |eave nust remain to enpl oyee's
credit until there is a change back to a part-tinme or full-tinme tour of
duty (37 CG 523).

B. When Optional. When an enpl oyee enters the Arned Forces or an
i nternational organization, the enpl oyee may el ect:

| . To receive a | unp-sum paynent for annual | eave.
2. To have the annual |eave remain to his/her credit until
hi s/her return fromactive duty.

(### 3. To have the annual |eave returned to his/her credit and to
be paid for it upon request at any tine before reenploynent. ### 12/22/82)

C. When Prohi bited. An enployee shall not receive a | unp-sum
paynment if either:

l. Transferred to a position to which his/her annual |eave may
al so be transferred.

2. Intermttently enployed between full- or part-tine tours of
duty; i.e., the enployee's tour of duty fluctuates between full or part
time and intermttent, with no change in position or duties, such as for a
student -trai nee.

XX COVPUTATI ON



A Conmput e the | unp-sum paynent on the basis of an enpl oyee's
entitlement at the tine he/she is separated. The payment will:
1. Cover the workdays an enpl oyee woul d have been on annual
| eave had he/she actually used it.

2. Refl ect the pay an enpl oyee woul d have recei ved had he/she
remai ned on the rolls.

(### 3. | ncl ude pay for nonworkdays falling within the period
covered by the |unp-sum paynent. (Only the days the enployee normally
woul d have been in duty status shall be counted in conputing | unp-sum
paynment for annual |eave.) Holidays are not to be included in conputing
| unp- sum paynents. ### 12/ 22/ 82)

B. The period covered by the | unp-sum paynent is not creditable as
Federal civilian service, and | eave on | eave is not accrued.
XX, REFUND UPON REEMPLOYMENT

Wenever a fornmer Federal enployee who received a | unp-sum paynent is
reenpl oyed prior to the expiration of the period covered by such a paynent,
a refund to the reenpl oyi ng agency nust be nade as indicated bel ow

A Reenpl oynment Under the Sanme Leave System The refund nust be
made for the unexpired period UNLESS the reenploynent is without a
regul arly schedul ed tour of duty. The |eave represented by the refund is
recredited to the enployee in an anount equal to the anmount of the refund.
The | eave cannot be recredited to the enployee until the full refund has
been made. WSPO or POB will have responsibility for assuring pronpt refund.

B. Reenpl oynment Under a Different Leave System |If the unexpired
period of |eave covers a | arger anmount of | eave than can be transferred to
the different | eave system the enployee is only required to make a refund
covering the anount of recreditabl e annual |eave.
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SECTI ON SI X- - TRANSFER, RESTORATI ON, AND RECREDI T OF ANNUAL LEAVE
XXI'V. TRANSFER OF ANNUAL LEAVE

A Permtted. |In cases of transfer (or separation and reenpl oynent
W thout a break in service) to a position under the same or a different
| eave system the enployee's annual |l eave is certified to the receiving
agency for credit or charge as foll ows:



| . Transfer to Positions Under the Sanme Leave System \here
the transfer is between positions both of which are covered by the sane
| eave system |leave is transferred. EXCEPTION. |If enployee wll serve
wi thout a regularly scheduled tour of duty in the position to which
transferred, a |unp-sum paynent will be nade.

2. Transfer to Positions Under Different Leave System Leave
wll be credited by the receiving agency on an adjusted basis and in an
anount not exceedi ng the aggregate which enpl oyees in the receiving agency
are permtted to accunul ate. The untransferable |eave will be held by the
| osing agency for recredit to the enployee in the event of return (w thout
a break in service of nore than 52 conti nuous cal endar weeks) to the | eave
system under which it was earned.

B. Prohi bited. Annual |eave cannot be transferred when an enpl oyee:

l. Moves to a nonl eave-earning position where he/she nust be
given a | unp-sum paynent for annual | eave.

2. s serving in a tenporary position while on involuntary
furl ough froma permanent position, in which case he/she is treated as two
separ ate enpl oyees for | eave purposes.

3. Transfers to a position where all or part of his/her annual
| eave must be held in abeyance until the enpl oyee becones entitled to a
| unp- sum paynent upon separation from Federal enploynent, or returns to a
position where | eave can be recredited. Such leave is held in abeyance by
t he agency from which transferred.

4. Transfers to a cooperative position in which annual |eave is
earned under a special system

XXV. RESTORATI ON OF FORFEI TED ANNUAL LEAVE

A Conditions for Restoration. Public Law 93-18l tenporarily
suspends the requirement that annual |eave in excess of an enployee's
al | owabl e accunul ation nust be forfeited at the end of the | eave year. An
enpl oyee may have such annual |eave restored under any one of the follow ng
condi ti ons:
l. Adm ni strative error which causes the |oss of annual | eave
accruing after 6-30-60.

2. Exi gency of the public business when the annual |eave was
formally requested in witing by the enpl oyee at | east three biweekly pay
periods prior to the end of the | eave year.

a. Only a bona fide operational enmergency of such
magni tude or significance that the public business cannot be effectively
conducted or acconplished will support the cancellation of an enpl oyee's



annual |eave for the period requested.

(### b. The exi gency nmust be of such inportance that enpl oyees
cannot be excused fromduty for its duration. This decision is to be nmade
i n advance of cancelling the |eave, except in energencies. The exigency

nmust be approved by the official listed in subparagraph d. before taking
such action. Specific beginning and endi ng dates of the exigency nust be
fi xed in advance whenever possible. If the decision cannot be made in

advance, approval nust be obtained as soon as practical after the onset of
exi gency. ### 12/ 22/ 82)

C. There nust be no reasonable alternative to the
cancel ling of the annual |eave or the assignnment of those individual
enpl oyees who will forfeit annual | eave because of the work requirenent
generated by the exigency.

d. The exi gency nust be documented in witing by the
supervi sor and submtted to the next higher managenent |evel. (For
headquarters, division director or above; for the regions, not nore than
one |l evel below the head of a magjor field headquarters.) The nmanagenent
of ficial who approves or di sapproves the exigency nust:

(1) Be a supervisor who is outside of the imedi ate
organi zation affected by the exigency and whose | eave woul d not be affected
by the deci sion.

(2) Docunent decision in witing and notify
recommendi ng supervisor of decision made. Approving official will retain
file docunenting the exigency.

e. For an exigency occurring any time during the year,
managers and supervisors have a responsibility to schedule their enployee's
| eave throughout the year so as to avoid the possibility of forfeiture. |If

an enpl oyee's | eave has to be cancell ed due to workl oad, managers and
supervi sors nust make every effort to schedul e/reschedul e the enpl oyee's
annual leave in witing for sone other tinme period before the end of the
| eave year

3. Si ckness of the enpl oyee when the annual | eave was approved
in witing at |east three biweekly pay periods prior to the end of the
| eave year by an appropriate official. The illness nust have occurred at

such tinme late in the year or been of such duration that annual |eave could
not be reschedul ed for use before the end of the year to avoid forfeiture.
A grant of sick leave is not in itself a basis for permtting annual | eave
to be forfeited and subsequently restored. Supervisors have the
responsibility to reschedul e annual |eave, if possible, and this
rescheduling must also be in witing. A statenent by the attending
physician is also required to support the period of sickness.

4. Unjustified or unwarranted personnel action which causes the



| oss of annual | eave.

B. Recredit and Use of Restored Annual Leave. Restored annual | eave
W ll be credited to a separate | eave account and nust be used by the end of
the | eave year two years from

1. Date the annual |eave was restored in correcting an
adm nistrative error, or an unwarranted or justified personnel action.

2. Date fixed by FSIS as the term nation of the exigency that
resulted in forfeiture of annual | eave.

3. Date the enployee is determned to be recovered and able to
return to duty if the | eave was forfeited because of ill ness.

EXAMPLE: Agency managenent determ ned that an exigency, which resulted in
forfeiture of 40 hours of annual |eave at the end of the 1979 | eave year,
term nated March 5, 1980. The 40 hours was restored as of March 5, 1980,
and the enployee will have until the end of the | eave year 1982 to use the
restored | eave.

(### C. Aut hority to Act. The Director, Personnel Division, is
aut hori zed to approve restoration of annual |eave cases. ### 12/22/82)

D. Requesting Restoration of Forfeited Annual Leave. Requests nust
be initiated by nmenorandum fromthe enpl oyee or an appropriate official in
t he supervisory chain and routed through channels to the Director,
Personnel Division, Washington, D.C.

1. Al'l requests nust include:

a. Enpl oyee's nane, title, grade, social security nunber,
and headquarters.

b. Details of the specific circunstances causing
forfeiture of | eave. EXAMPLES:

(1) Emergency operational situation or exigency which
resulted in cancellation of the scheduled | eave, including its inclusive
dat es.

(2) The nature of the sickness, including the doctor's



certificate, date illness began, and date enpl oyee returned to duty.
(3) The admnistrative error which resulted in
forfeiture of annual | eave.

(4) The unjustifed or unwarranted personnel action
which resulted in forfeiture of annual | eave.

2. Requests for restoration which are due to energency
operational demands or sickness nust al so be supported by:

a. A copy of approved forns or docunments used to schedul e
or reschedule forfeited annual |eave to include:

(1) Date supervisor approved the | eave.
(2) Specific dates of schedul ed | eave and total nunber
of hours.

(3) Date |leave was reschedul ed, if appropriate.
b. Speci fic dates annual | eave was cancell ed and total
nunber of hours of annual |eave forfeited.

C. Copy of enployee's T&A for the |ast pay period and
first pay period for the | eave years in question.

d. An expl anation of why the annual |eave could not have
been reschedul ed and used during the | eave year.
e. A copy of the paperwork docunenting the exigency and
its approval by the appropriate managenent official.
3. PD will:
(### a. Approve or disapprove requests for restoration of

forfeited annual |eave. ### 12/20/85)
b. Prepare an AD-582.

C. Di stribute copies of the approved AD 582 to:
(1) NFC, using Form AD 337

(2) SPO for the enployee's Oficial Personnel File.
(3) Enployee's tinekeeper.

(4) Enpl oyee.

E. Recordi ng Restored Annual Leave. Tinekeeper wll:
| . Mai ntain a separate record on the Ti nekeeper Copy of Form
AD- 582 of restored annual |eave use and bal ances. (Do not maintain
restored annual | eave bal ances on the T&A itself.)



2. Use Transaction Code "63" on the T&A to enter restored
annual | eave used by the enpl oyee.

3. Notify enpl oyees of restored | eave bal ances prior to the end



of the | eave year. (NFC audits restored | eave bal ances but does not
notify enpl oyees.)

F. Time Limtations on Submtting Request for Leave Restoration.
Request for restoration of annual |eave forfeited due to a public exigency
wi |l not be accepted or processed after April | of the follow ng | eave

year. There are no time limts on the acceptance or processing of
restoration requests for |eave forfeited due to adm nistrative errors,
enpl oyee illness, or unjustified or unwarranted personnel actions.

XXVI . RECREDI T OF ANNUAL LEAVE

A After MIlitary Service. Wen an enployee enters active mlitary
service with restoration rights, his/her |eave account is certified for
credit or charge and filed in the enployee's Oficial Personnel Folder. |If
he/she is restored wthin 52 cal endar weeks after separation frommlitary
service, the gaining agency reestablishes the certified | eave account for
credit or charge. |If the enployee is not restored for reasons other than
deat h and was:

| . Furl oughed to enter mlitary service, he/she is separated as
of the day before entry into mlitary service. Annual |eave to his/her
credit is paid in a lunp-sum |If indebted for unearned | eave, collection
IS requested.

2. Separated to enter mlitary service, the enployee nust nake
claimfor the annual l|eave to his/her credit. |[If indebted for unearned
| eave, collection is requested.

B. Upon Restoration After Appeal. Wen an appropriate authority
corrects an unjustified or unwarranted personnel action, the Agency nust
reconpute the pay, including |eave for the period covered by the
unjustified or unwarranted personnel action, as if the action had not
occurred. Specific information on the reconputation nmay be obtai ned from
WEPO or POB

C. Upon Refund of Lunp-Sum Paynent. The hours of |eave represented
by the refund are recredited to his/her account and are avail able for use
as soon as the enployee's refund is received.

D. Upon Reenpl oynment Under a Leave System Where Prior Leave is Being
Hel d for Recredit. Wen an enployee returns to a position under a |eave
system where a | eave account is being held for hinfher, he/she is
recredited with prior balance if the enpl oyee has not had a break in
service of nore than 52 cal endar weeks.
PART THREE - SI CK LEAVE

SECTI ON ONE- - ACCRUAL OF SI CK LEAVE

FULL- PAY PERI GD ACCRUALS



A. Gener al .

1. A full-time enployee earns sick | eave during each ful
bi weekly pay period while in a pay status or in a conbination of pay status
and nonpay status. Sick |leave is not earned for periods in a pay status



of less than a full biweekly pay period where the enpl oyee enters or | eaves
the service during such biweekly pay period. Exceptions to the requirenent
that an enpl oyee conpletes the full pay period to earn sick | eave are the
sane for sick |eave as they are for annual | eave.

2. An enpl oyee who is absent on | eave w thout pay (LWOP)
because of a service-connected injury or illness does not accrue sick | eave
for the period during which disability conpensation is paid by the Ofice
of Federal Enployee's Conpensation of the U S. Departnent of Labor.
Reductions in sick |l eave credits are required the same as for annual |eave
when, during the | eave year, nonpay status totals the equival ent of the
base pay hours in one pay period. Any hours worked in excess of 40 in any
adm ni strative workweek (### are disregarded for | eave accrual purposes.
(EXCEPTION:  Part-tinme enpl oyees. See subparagraph C 2.) ### 12/ 22/ 82)

B. Conpl etion of Full Pay Period. Full-time and part-tinme enpl oyees
conplete a full pay period of enploynent when they are in pay status, or
any conbi nation of pay and nonpay status, for all of the work hours and
wor kdays of the pay period which fall within their basic workweek. An
enpl oyee nust be on the rolls for all the work hours and workdays of the
pay period either at the beginning or ending of enploynment in order to earn
si ck | eave.

C. Accrual Rates

1. Full -ti me enpl oyees accrue 4 hours of sick |eave each ful
pay period. Accruals for full-time enployees are credited at the begi nning
of the pay period.

(### 2. Part-tinme enpl oyees accrue 1 hour of sick |eave for each 20
hours worked in the Agency's basic working hours in a pay period. Al
hours of work in excess of the basic work requirenent for a part-tine
enpl oyee, including overtine, are counted in determ ning the biweekly
accrual of sick |eave up to a maxi num of 80 hours in a pay status per pay
period. Hours during a pay period which total less than 20 (or a multiple
thereof) shall be carried over for credit in the next pay period. Accruals
for part-tinme enployees are credited at the end of the pay period. ###
12/ 22/ 82)

3. Intermttent enpl oyees have no regularly schedul ed tour of
duty and, therefore, do not earn sick |eave.

1. FRACTI ONAL PAY PERI GD ACCRUALS

A CGeneral Rule. An enployee earns sick |eave on a pro rata basis
i f, during continuous enploynent, his/her |eave-earning status is
interrupted for a fraction of a pay period. For exanple, this rule applies
during a pay period when an enpl oyee:

1. Transfers between positions having different pay periods.
2. Changes hi s/ her enploynent status (fromfull-time to part-
time or intermttent, or vice versa).



3. s carried on LWOP while drawi ng disability conpensation
fromthe Ofice of Wirkers' Conpensati on Prograns.

4. s restored after service in the mlitary or with a public
i nternational organization.

5. s restored after a period of unwarranted suspension.
B. Pro- Rata Accrual Rates.

1. Ful | - Ti me Enpl oyees. Table 3-1, shows the pro-rata accrual
rates for sick leave for full-tinme enployees during fractional pay periods.

2. Part-Ti me Enpl oyees. Part-tine enpl oyees accrue sick |eave
for fractional pay periods the same as for full pay periods. (See Table
3-1 for accrual rates.) |If a part-tinme enployee changes to full-tine
status, he/she shall |lose credit for any hours of work bel ow the 20 hours
required to earn | hour of sick |eave.

TABLE 3-1 - PRO RATA ACCRUAL RATES
FOR FRACTI ONAL PAY PERI CDS
(FULL-TI ME AND PART- TI ME EMPLOYEES)

CONDI TI ONS RESULTS
| f the nunber of workdays in a pay Then the hourly accrual of
period is . . . sick leave is .
I I
2 I
3 I
4 2
5 2
6 2
7 3
8 3
9 3
[T, ACCRUAL REDUCTI ONS BECAUSE OF NONPAY STATUS
A Ceneral Rule. The sick |eave accrual for a full-tinme enpl oyee

must be reduced by 4 hours whenever his/her time in a | eave-earning, nonpay
status (### equals 80 hours or any nmultiple of 80 (160, 240, etc.) during a
| eave year. ### 12/ 22/ 82)

B. Counting Hours in Nonpay Status. The hours in nonpay status
shal |l be recorded on the T&A Report. The total used to date shall be
carried forward each pay period throughout the |eave year.



1. Break in Service. |If an enployee has one or nore breaks in
service during the | eave year, his | eave-earning hours in nonpay status
during each period of enploynent shall be added together.

2. Nonpay Status When Sick Leave is Not Earned. Nonpay status
during periods when an enployee is not earning sick | eave shall not be
counted. Also, periods of advance sick | eave shall not be counted as
nonpay status when an enpl oyee nakes cash refund for the hours of sick
| eave advanced, even though the advance sick | eave is converted to LWOP
upon



r ef und.

(### 3. Nonpay Hours at End of Leave Year. All hours of nonpay
status are dropped when preparing the first T&A Report for the new | eave
year. ### 12/ 22/ 82)

| V. ACCUMULATI ON OF SI CK LEAVE

Sick |l eave which is not used during a | eave year in which it accrues is
accunul ated without limtation.

V. SI CK LEAVE CREDI TED TOMRD COVPUTATI ON OF ANNUI TY

Unused sick |leave to the credit of an enpl oyee as of the date of retirenent
or death is credited toward the cal culation of retirement and survivor
annuities. Days of unused sick |eave are used only in counting the nunber
of years and nonths of service for annuity conputation purposes. They
cannot be used in conputing the enployee's high-3 average salary or for the
pur pose of nmeeting the mnimum | ength of service required for retirenment
eligibility. Sick eave which is used in the conputation of an annuity for
an enpl oyee may not | ater be used, transferred, or recredited. (See FSQS
Directive 4831.2.)

VI . TRANSFER AND RECREDI T OF SI CK LEAVE

Sick leave is transferable under the sanme conditions as annual |eave. In
addition, in any case of reenploynent effective on or after 1-9-62, there
may be recredited any sick | eave unused at the tine the enpl oyee left,
provided the break in service is not nore than 3 years.

DOCUMENT:  4630. 2
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PART THREE - SI CK LEAVE (CON T)

SECTI ON TWO- - GRANTI NG SI CK LEAVE

VII. PURPOSES OF SI CK LEAVE

Sick |l eave shall be granted to an eligible enpl oyee when the enpl oyee:
A Recei ves nedi cal, dental, or optical treatnent or exam nation
B. | s unable to work because of sickness, injury, pregnancy, or

confinement. (See Part Seven for detail ed provisions concerning maternity
or paternity |eave.)

C. Must care for an immediate famly nmenber who has a cont agi ous
di sease.



D. | s exposed to a contagi ous di sease and hi s/ her presence at work
woul d j eopardi ze the health of co-workers.

(### E | s handi capped and depends on an aid, nmechanical or otherwi se, to
performwork. This enployee without the aid is normally considered

i ncapaci tated. A seeing-eye dog, a wheelchair, or any prosthetic device
may be consi dered an extension of the person and a grant of sick |eave for
such purposes as training, replacenent, or repair is appropriate under the
sane conditions as any other incapacitation.

VIITT. REQUESTS FOR S| CK LEAVE

Enpl oyees shoul d request sick | eave in advance when possible (such as for
medi cal and dental appointnents, |eave for maternity purposes, etc.). Wen
advance notice is not possible, an enployee nust notify his/her supervisor,
as early as possible on the first day of absence and any subsequent days as
necessary. Failure to give pronpt notice may result in denial of sick

| eave for the absence. ### 12/22/82)

I X. REQUI REMENTS FOR GRANTI NG Sl CK LEAVE

A General. The granting of sick leave is an adm nistrative
responsibility of the supervisor. Before granting sick |eave, the
supervi sor shall determ ne that:

1. Pronpt notice of the need for sick | eave was given by the
enpl oyee.

2. The evidence submtted by the enpl oyee supports charging the
absence to sick | eave.

B. Supporting Evidence. Supervisors shall require enployees to file
evi dence in support of sick |leave within the pay period in which the
enpl oyee returns to duty.

1. Personal Certificate.

a. Absences of 3 Wrkdays or less. Generally, enployees
shal | support sick |eave of 3 days or |less by a personal certificate,
either by initialing the T&A Report, or by conpleting an SF-71, Application
for Leave.

b. Absences in Excess of 3 Wrkdays. |n special cases
when the enpl oyee did not consult a physician, the supervisor nmay accept a
personal certificate on the reverse of SF-71, stating the nature of the
illness and the reasons the enployee did not see a doctor.

2. Medi cal Certificate. Enployees shall submt a nedica
certificate, or other admnistratively acceptabl e evidence, covering



peri ods of absence:
a. I n excess of 3 workdays, when a physician is consulted.

b. When there is reason to suspect abuse of sick |eave
whi ch woul d require additional evidence to support the enployee's personal
statenent of reasons for his/her absence. The enployee shall first be
orally advised that a nedical certificate may be required for each
subsequent



enpl oyee will be advised in witing that all future requests for sick | eave
must be supported by an acceptabl e nedical certificate.

C. When an enployee is required to care for a nmenber of
hi s/her imediate fam |y who has a contagi ous di sease, or the enployee is

j eopardi ze the health of co-workers. |In such cases, sick |eave may be
granted only for the period of quarantine established by the | ocal health
X GRANTI NG SI CK LEAVE W THOUT APPLI CATI ON

| f an enpl oyee dies before application for sick |eave is made, accrued or
advance sick | eave nay be granted w thout application. Such |eave nay be

illness or disability that caused the enpl oyee's absence.
(### Supervisors nust grant disabled veterans such sick | eave as may be
permtted by law in order that the veteran may receive exam nations or

sick | eave, annual |eave or LWOP nust be granted. The grant is obligatory
if the veteran

A Presents an official statenment froma properly |licensed nedical
practitioner or officer of a Governnment hospital that exam nation or

B. Notifies the supervisor far enough in advance to permt the

C. States in the notice to the supervisor the days on which absence
X, GRANTI NG SI CK LEAVE AFTER NOTI CE OF SEPARATI ON BY REDUCTI ON I N
FORCE

An enpl oyee who has received a notice of separation by reduction in force
may be granted sick |eave through the |ast day of retention in active duty

W t hout pay or is separated.

When an enpl oyee is unable to work because of nental or physical illness or

pl ace the enpl oyee on sick | eave without the enployee's consent. If it is
found that the enployee is physically or nentally unfit for retention and

i nvol untary annual or sick | eave, or LWOP, pending approval of the



disability retirenent.
Xl V. ADVANCED SI CK LEAVE

Requests for advance sick | eave should be nade as early as practicable.
The enpl oyee may not be aware of the exhaustion of accumul ated and accrued
sick | eave, or that a decision nust be made as to whether the continuing
absence shoul d be charged to annual |eave, LWOP, or advance sick | eave.
Where no request on the part of the enployee is received by the tine
accunul ated and accrued sick | eave is exhausted, a notice should be sent to
t he enpl oyee requesting that a decision be made with respect to the
chargi ng of the continuing absence. The enpl oyee should be requested to
make this decision by no later than the end of the first conpl ete pay
period occurring after the date the notice is received by the enpl oyee.
Failure to conply may result in the charging of the continuing absence to
annual | eave or LWOP.

A Criteria for Ganting.

1. Ceneral. Sick |Ieave not in excess of 30 days nay be
advanced in cases of serious disability or ailnent to any enpl oyee
appoi nted on other than a tenporary limted basis. Advance sick | eave may
be for any nunmber of days or hours within the maxi rum of 30 days, and may
be granted regardl ess of whether the enployee has annual |eave. The 30-day
maxi mum i s reached whenever an enpl oyee's record shows i ndebtedness of 240
hours sick | eave at the end of any biweekly pay period.

2. Quidelines for Determning "Serious Disability or Allnment."
Sick leave will be advanced to an enployee only if it represents all or a
portion of a consecutive absence fromduty extending for nore than 3
wor kdays. The application for the advance sick | eave nust be supported by
a physician's certificate. Exceptions may be nmade in individual cases by
advanci ng sick | eave for shorter periods of absence under the foll ow ng
condi ti ons:

a. Approving official nmust be at a | evel equivalent to
that of Division Director or head of field station or their designees.
b. Approving official nmust be convinced that the advance

sick leave is due to serious disability or ail nent.

C. A physician's certificate nust be submtted in support
of each case. This requirenent may be waived by the SPO on the basis of
all other avail able evidence in cases where abuse of |eave privileges is
clearly not present.

d. A description of the basis for approval of the
exception nust be docunented and attached to the application for advance
sick | eave.

B. Restrictions on the Granting of Advance Sick Leave. Advance sick
| eave may not be granted:



1. To an enpl oyee who is not ill but is required to take care
of a famly nmenber who is ill with a contagi ous disease.

(### 2. If it is known (or reasonably expected) that the enpl oyee
wll not return to duty, as in the case of an enpl oyee who has applied for
disability retirenent.

3. After an enployee has received a notice of separation or
furlough by reduction in force. |If the enployee has been granted advance
sick | eave prior to receipt of such a notice, such | eave may be used, but
no further grants may be nade.

C. Advanci ng Sick Leave. Sick |leave may be granted to an enpl oyee
before it is earned only under the conditions listed in Attachnent 3-1.

Bef ore granti ng advance | eave the approving authority should consider such
matters as the expectation of return to duty, the need for the enpl oyee's
services, the benefits to the Agency in retaining the enpl oyee, and the
ability of the Agency to require repaynent of the amount paid to the

enpl oyee for advance | eave. (See subparagraph D. for cases where an

enpl oyee is not required to refund the value of advanced | eave.) ###

12/ 22/ 82)

D. Unl i qui dat ed Bal ance of Advance Sick Leave. Unliquidated bal ance
of advance sick | eave remaining at the end of the | eave year is carried
forward to the next |eave year. A refund for an unliqui dated advance sick
| eave balance is required at the tinme of an enpl oyee's separation from
Federal service except in cases of:

1. Deat h.
2. Retirement for disability.
3. Resi gnati on or separation because of disability which

prevents enployee's return to duty or continuing in service and which is
the basis for the resignation or separation as determ ned by the SPO on
medi cal evidence acceptable to it.

4. Separation or furlough of an enpl oyee entering active
mlitary service with restoration rights.

E. Procedure for Mking Refund.
1. An enpl oyee who wi shes to nmake a cash refund for advance
sick | eave nust prepare and submt a nenorandumto his/her Adm nistrative
O ficer stating the foll ow ng:

a. Nane and Soci al Security Nunber.



b. That a check is being submtted for the total anobunt of
the refund, or that the anmount due shoul d be deducted from one
or nore regul ar salary checks.

C. | f salary check deductions are requested, the amount of
deduction to be nade from each salary check, the nunber and
dates of the first pay period in which deduction should be
made, and the fact that the deduction shall continue until the
advance sick |eave is |iquidated.

2. The Adm nistrative Oficer shall forward the enpl oyee's
menor andum t o WSPO or POB and furnish the follow ng additional information
for each pay period invol ved:

a. The pay period nunbers involved and the total hours and
i nclusi ve dates of advance sick | eave.

b. The enpl oyee's hourly salary rate in effect at the tine
t he advance sick | eave was used.

C. The total amount of pay received for advance sick | eave
in each pay period.

d. The managenent code to which the hours of advance sick
| eave was originally charged.
