ARTICLE 24

LEAVE
Section 24.01 - Annual Leave.     Annual leave is a right of the employee and not a privilege. Annual leave requested in advance will be approved unless the Department's workload requires that the leave be denied. Annual leave must be requested in advance, and its approval by a supervisor will be governed by the following:

(1)
The number of employees granted leave during any given period shall be governed by workload requirements and the number of employees required for necessary coverage.

(2)
Employees shall be responsible for making timely requests for their annual leave in accordance with their personal desire and the provisions stated below.

(3)
Supervisors shall schedule annual leave to the extent practicable in a manner which permits each employee to take at least two (2) consecutive weeks in each year.

Section 24.02 - Leave Schedules.     Except for requests for annual leave of five (5) days or less falling within an administrative work​-week, all requests for annual leave shall be subject to the following:

(1)
Supervisors shall request employees to submit leave requests so that leave schedules can be established and posted in a conspicuous place no later than March 15 of each calendar year.

(2)
When it is impracticable to grant all requests for annual leave for a given period, including in this case leave for five days or less, the supervisor will provide the affected employees with the oppor​tunity to work out leave conflicts prior to resolving the conflict. If it is necessary for the supervisor to resolve a conflict, the relative importance of each of the following criteria will be considered:

(a)
Employees with "use or lose" leave, especially in the cases where the period involved is at the end of the leave year.

(b)
The amount of leave to employee's credit.

(c)
Relative need of employees for taking leave at a specific time.

(d)
Whether the employee had to reschedule or forego leave in a similar scheduling conflict.
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(3)
If an employee wishes to change scheduled leave, his/her leave will be approved if workload permits. If workload does not permit, he/she will be provided an opportunity to interchange leave periods with an employee who has similar skills and duties, with the concurrence of the supervisor.

(4)
Employees who do not request leave prior to March 15 will be allowed to request leave at a later date, and such leave will be approved, provided it does not interfere with the annual leave of other employees previously scheduled, and workload permits.

Section 24.03 - Leave Disapproval or Cancellation.

(1)
When requests for annual leave are disapproved or cancelled, the supervisor will document the reasons on Standard Form-71.

(2)
It is the responsibility of the supervisor, in consultation with the employee, to reschedule annual leave which is cancelled or denied due to workload considerations and to ensure that the leave will not be forfeited.

(3)
In no case will any particular time of the year or season, such as Christmas or the New Year, be excluded from consideration for the granting of annual leave for reasons other than workload requirements or office coverage.

Section 24.04 - Sick Leave.     For sick leave periods of not more than three (3) consecutive workdays, the employee shall not be required to submit Standard Form-71, unless there is reasonable evidence of abuse. Sick leave in excess of three (3) days shall be reported on Standard Form-71, including a medical certificate or a statement of the nature of the illness and why a medical certificate is not furnished.

Section 24.05 - Voting Leave.     An employee may be excused to vote as follows:

(1)
If the polls are not open at least three (3) hours, either before or after an employee's hours of duty, he/she may be allowed to report for work three (3) hours after the polls open or to leave work three (3) hours before the polls close whichever is the lesser (see also Section 17.04(d)).
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(2)
If an employee's voting place is beyond normal commuting distance and voting by absentee ballot is not permitted, sufficient time off may be granted to enable the employee to make the trip to the voting place. Where more than one (1) day is required, a liberal leave policy shall be observed, and time off in excess of one (1) day shall be charged to annual leave, if available, or to leave without pay.

(3)
An employee may be excused for such additional time, as may be needed by him/her to vote depending upon the particular circumstance in his/her individual case, but not to exceed one (1) full day.

Section 24.06 - Court Leave.     Employees will be granted necessary time off without charge to leave or loss of pay to serve as a juror, or as a witness when one of the Parties is the United States, a state, a municipality, or the District of Columbia. Employees who receive compensation for such services have the option of:

(1)
If the court defines the compensation as "expense," the employee may retain the monies.

(2)
If the court defines the compensation as "fee," the employee must remit the monies to the agency.

Section 24.07 - Familial Leave.     Management recognizes that employees may need to request leave to aid, assist or care for family members, a spouse or minor children as a result of an incapacitation. In such instances, Management may grant annual leave, or if annual leave is exhuasted, advance annual leave or leave without pay (up to forty-five (45) calendar days) if workload permits.

Section 24.08 - Special Leave.     Leave will be approved pursuant to existing procedures for such matters as emergencies which do not meet all the criteria for excused absence, e.g., religious days, local and state holidays and major social occasions.

Section 24.09 - Administrative Absence Dismissal and Leave Treatment During Emergency Situations.     The following policies will be followed unless superseded by directives of the Office of Personnel Management or a Federal Executive Board (see also Section 17.04(d)):

(1)
Emergency Occurs During Working Hours.     Leave shall be charged as follows based on the employee's duty or leave status as of the time set for dismissal:

(a)
On Duty.     The remainder of the day shall be charged to excused absence.
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(b)
Departed Before Time Set for Dismissal, but after Notification. The appropriate type of approved leave shall be charged for the time between the time that the notification was received to the time set for the dismissal. Excused absence shall be charged from the time set for the dismissal to the end of the day.

(c)
On Approved Leave, but Scheduled to Report to Work Later. The appropriate type of approved leave as scheduled is charged up to the time set for dismissal. Excused absence shall be charged from the time set for the dismissal to the end of the day.

(d)
Approved Leave for the Entire Day. The remainder of the day shall be charged to excused absence.

(2)
Emergency Occurs During Nonwork Hours. Subject to the criteria in (4) below, excused tardiness may be granted as follows:

(a)
Tardiness - Up to Two Hours.     Upon request, the first line supervisor may excuse up to two (2) hours of tardiness without a charge to the employee's leave. The absence will be charged to excused absence.

(b)
Tardiness - More than Two Hours.     The Office Head has the authority to excuse in excess of two (2) hours, upon receiving a request from the employee through his/her supervisor.

(3)
Liberal Leave Policy.     A liberal leave policy is instituted when the Office of Personnel Management for Headquarters or a Federal Executive Board or its equivalent, for Field Offices, has determined that the emergency conditions do not warrant closing Government offices in the area. The amount of annual leave or LWOP to be charged, or absences to be excused will be determined based on factors in (4) below.

(4)
Criteria for Granting Tardiness and/or Liberal Leave.

(a)
Distance between employee's residence and place of work;

(b)
Normal mode of transportation;

(c)

Efforts of employees to get to work; and

(d)
Success of other employees getting to work under similar conditions.
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(5)
Federal Agency Closed by Administrative Order.

(a)
Pay Status. Full-time and part-time employees who were in a pay status the last day immediately before the closing, including employees who were scheduled to be on approved, paid leave on the day(s) of the closing will not be charged leave or lose pay for the day(s) that the office did not open due to an emergency arising during the non-working hours. The absence will be charged to excused absence.

(b)
Non-pay Status. Full-time and part-time employees who are in a non-pay status immediately before and after the day that the office is closed are not entitled to excused absence for the day(s) that the office is closed. The employee will be charged leave without pay.

Section 24.10 - Official Vehicle Breakdown.     When a vehicle used on official Government business breaks down or is otherwise inoperative, the employee shall remain in an official duty status for the purpose of obtaining emergency repairs, if the breakdown occurs while the employee is in an official travel status. In such situations, the employee shall, within an hour of the breakdown, or as soon thereafter as practical, provide the supervisor with an estimate of the situation and request instructions. A reasonable amount of official time, which may include overtime, shall be approved by the supervisor upon presentation by the employee of a brief written explanation and, where available, documentation relating to the emergency.
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