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ABSTRACT 
This Instruction establishes the Uniformed Services University of Lhe Heahh Science 

(U UHS) policies and pro·cdurcs on the administration of lea e or USUHS civilian employees. 

A. Reissuance and Purpose. This 
Instruction reissues and combines USUHS 
lnstm tion 14 l 08 and USUHS Instruction 
1 109b and implements 5 CFR, Part 630c. [t 

provides policies and guidan ~ on the u 'e 
and appro al of leave for civilian employe s 
at the U H . 

B. References. ee Enclosure I. L 

C. Applicability. This Instruction applies 
to aU th civilian employees of the USUHS 
and the Anned Forces Radiobiology 
Research Institute (AFRRl) who arc 
employed on a full-time basis or on a 
prearranged regularly established part-time 
schedule. Employees who are employed on 
an intem1ittent basis are not eligible to earn 
or u e leave. 

D. Defioitioos. ee Enclosure 2. L 

E. Policy. lt i USUHS policy that: 
1. Leave will be administered on a 

uniform and equitable basis within the scope 
of applicable laws and regulations. 

2. Em ployees will be provided I.he 
opportunity to take full advantage of all 

applicable leave with the approval of their 
immediate supervisors. 

F. Types of Leave. See Enclosure 3. 

G. Delegation of Authority. Deans, · ice 
Presidents, hairs, Activity Heads, and 
supervisors who wil I be ab nt from duty 
du to p rsonal I ave, my or 
admini tralive lea e for more than two 
consecutive days must designate an 
appropriate individual who will have the 
aulh ri ty and responsibility to act in their 
stead. 

1. The designation of authorit to act 
must be in writing, must be specific, and 
must be submitted for each absence to 
appropriat p rsonneI and staff. 

2. The existence of a ' ice-Chair or a 
deputy does not remove the requirement for 
the specific, \vritten designation of a per. on 
lo act during each absence. 

3. In cases of Academic departments, to 
be designated as acting Chair, the individual 
must be: 

a. A member of the School of 
Medicine (SOM).orthe Graduate School of 



Nursing GSN faculty with a primary 
app intment i the der artment concerned. 

b. A, are f lbe activitie· of the 
tl partment and its C hair. 

.lements 
(Pres ident, Dean:. 'ice Pre ·ident . 
Dep~rtment hairs Activity Head . 
Director·, etc .). shall: 

a. Assure that leave is administere.J in 
a c rd 1 wirh establi hed poli cies and 
r gulations: and 

b. . :ure that emp loyees iu-e 
p mulled t u e all t rrent a cmcd , nnual 
leave which ,,vould othcn ·1 c b forfe ited at 
the end f the I a e y\!ar. 

2. lmmedial Supervisor 
a. lnfonTI empl >ye s the 

pro ·edures ror requesting and u ing leave. 
b. Appr vc or d isappro c cmploye 

requests for lcav~. 
. Establi sh I aves ·hedule · that w ill 

a. sure all empl) ee will have an 
opportuni ty Lo take full adv ntagc of all their 
eamt'.d leave. 

d. Assw-c that absences from duty ore 
charged to leave in accordance with 
r o ul · Lion.· . 

Enclosures: 
I . References 
2. Definiti ns 
3. Types of Leave 

3. Employees shall : 
a. Obt.ain approval from th ir 

immediate ~upcrvisors m least two w rkdays 
in advance for the use of any annual o r other 
leave, except in tJ1 'in tanc wh n , due to 
an emergency, the ab nee could noL be 
plam1cd or approved in advance. In 
unfor seen circu111 ·tanc , employees will 
re 1ue,·L leave from hi 111 r upcrvi. o r as 
pn.m1pLly as possible. 

b. t'-. tify their ·upervisors al I ,1st tv .. ,o 
"vorkday in ad, ance or m dical, dental , or 

ptical appointment · and assure that their 
sup rvi ·or are notified at the first po . ible 
moment n Lh fi.rsl day of abscnc " becau ·e 
of illnes . A urc that th ir supervis )rs are 
kept inform d of their :talus in cases of 
prolonged ab, em: s duet illness. 

4. The Director, Civilian [ luma.n 
Resources shall: 

a. Provide guidan c to management 
offici Is and employ cs on I.he 
adminjstrative requirements pertaining t tl1c 
ulilizali< nor leave. 

b. Assist supervisory personnel in 
assuring proper appro al and accounting f r 
leave. 

tt~L 
~ 

l -X?~ 
Charles I.. Rice 
President 
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Enclosure 1 

REFERENCES 

(a USlJH. In: Lruclion 1410. 
" ivil ian Lea e dmini tration." 
dated A pril 7. t 999 (her by 

(b) Title 5. C dt: or F eral Regulati on , 
Parl 630, " b en ·e and ea e" 

cancelled) 
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Enclosure 2 

DEFINITlONS 

ave CcrtlCd bv 
an employ e during the curr nt leave year 
thaL i ' unused ::it an gi n tim in that leave 
1ear. 

)•ee at Lhe 

. Fam ii · m mb 'r. The fi llovving aJ 
n idercd r lati e.- I' an empl yec: 

a. Sp us , and parent thereof. 
b. .hildren, in · ludin , adopted 

children and p ll s th rec f. 
c. Parent . 
d. Broth r ' and ·i ·ter , and sp uses 

there f. 
e. Any individual r lat d b bloc d >r 

• ttfojty ho ·e cl ea i tion with Lhe 
mployee is th" eqt1iv I nt or u 1amil , 

rela tionship. 

4. HcaJth 
f !Im. ing: 

licen d l) tor c r ,f dicin or 
stc path)' or a physi i n ,. 1h is 

_ rviu0 on active duty in the Unifom1 ~ct 
rvicc and is <l :ignated by the Uni fc>rmed 

. er ice lo ondu t c, c minations under 5 
FR. Part 6 Oc. 

b. Any h , Ith care pr vider 
r c gnizcd b_ 1 the Feder I tmployccs Hea lth 
B n liL,; Pngram r \vho i Ii' nsed or 
· rtified under Fcdcr. I r talc law to 
provide the service in qu tion. 

health arc pr l ider s delin d in 
paragraph (b) of this definition, ho 
pra tices in a count, · th than Lhe United 
State·, who is auth rizcd to practice in 
ac ·ordance with the law: or that country. 

and ,~·ho L p rr rming within the op of 
his/her practice as d fined uudcr su h law. 

tl. Christian ' i n c pra titi n r 
listed with the Fir t Church of Chri t, 

cientist. in Bo ton, Ma sachu ·etts. 
, ·alive nieri an. in ludin an 

E kim . leul and Natj · Hawaiian who i · 
re'ognized s a traditi 11 1 heaJing 
practitioner by nativ traditional religi us 
leaders who pra ti 'es traditi nal healing 
m th d as believ d, c pressed. and 
x 'rcis din Indian religion of the 

American Indian, E kim , 11.:ut, and :-Jative 
Hawaiian . 

5. Lea c ear. Th p ri d beginnin 
~1th the fir t Jay or Lhe lir t com pl te pa 
p'ri din a t:alendar. ear and cndin0 \\<ilh 
th day imm dhtely b fi re th first day f 
the first ompl te pay pcrioJ in the 
fol l wing ca l -ndar y ar. 

6. Medical certificate. ,vritt n 
sr.n mc:nt signed b · a r gi tcr d pm. ticing 
ph~ sician r other practilion r certifying t 
the incapacitation, e. aminaLion. or 
tr~. tmcm. an<l/ lr L the p riod f disability 
,-vhil Lh pat ient wa receiving profetsionJ I 
lr!!almen L. 

tour or 
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Eoclosure3 

TYPES OF LEA VE 

a. ccrual 
(I) The amount f leave earned by 

full-time employee depends up n the 
length of scrvic ~. as fo llows: 

(a) Em loyees with less Lhan 3 
years of ervice earn 4 hours or leave each 
bi-weekly pay p ri d {l 3 days per year). 

(b) Employee with 3 but less 
than 15 years of scrvi e earn 6 hours of 
lcav each bi-,vc kl , pay p ri d, with a total 
or I O hours earned du1in° Lhe lasl pay period 
or the lea e year {20 day · per year). 

(c) Employee \.\-ith 15 years or 
more s rvi e earn ' hour · of lea e each bi­
weekly pay period 26 da 1s p 'f year). 

(2) Part-tim cmplo, c. on a 
regular c tablish d lour or <luL • or on a 
fl exible \-Vork schedul am l , ve a 
folio s: 

(a) ·mpl ye with less than 3 
·c-ar of crvice am I hour f annual leave 

for each 20 hours in a pay ; Latus. 

(b Employees with.., b 1t le 
han 15 year · of ervi e earn I hour of 

annual lea ' for each 13 hours in a pay 
status. 

c) Employees with 15 or more 
years of service earn l hour of annual leave 
for each l O bours in a pay stants. 

b. aximum mount of Cr dilable 

that an employee may accumulate and c.:arry 
forwa rd from one lea, e year to another is 
240 hours or 60 hours (if the employee ha 
accrued up t 360 hours annual leave \-Vhile 
serving over as) . ny annual I.eave to lbe 
employee'· credit at the end of the leave 
year that e, eed the maximum 
accumulation is forfeit d. 
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C. 

wing r asons: 
(a dministrari\- error~ r 
(b) E igen ' ie~ orpublit: 

bu ines wl en ucl ann ual leave wa 
s hcduled in advance (at least three pay 
period prior t the end of th lea c car . 
Th se ca.e. hould b 1-cpt lo a minimum. 
Supervi:ors should schedule leave with their 
employees well in advance to avoid 
situations "vhere an employee mu t forfeit 
annual I a c throug ~1 no fau lt of hi /her< wn. 
I [owev ' r . hould a vaJid c igcncy o cur, an 
SF-71 "Application for Leave," shall be 
u ed lo document the acti n ·• supplemented 
with the followi ng inforn1ation: 

l The ca lendar date(s} that 
U1e leave was scheduled and ar proved by 
th leave approving offi ial. 

J The date(s thal the leave 
-.: as scheduled for actual u ·e and the amount 
of leave t be used. 

J The reas n fo r subsequent 
cane ' llation f approved leave. proof that 
mure Lhan one aLtempL ,.va made to , chc!dule 
the anm1al leave, and the beginning and 
ending date of the exigency. 

(c) i lrncss or injury wh n 
such annual leave v as scheduled in advance 
at least three pay pe1iods prior lo the end of 

the leave year). Annual leave may be 
re tored in this instanc only if rurnual leave 
\-\le.~ • chedulcd in advanc and the illnes. or 
in_i w-y occurred at such a lime late in the 
leave year or ,-.·as of such duration as to 
preclude the rescheduling of annu<.1 ! leave 
before the end of the leave year to av id 
fortcimrc . 

{2) Befor aimual leave may be 
restored , a request fix leave res toration 
accomp::rni ed by a copy ofthe agency's 
designated official's dctcnnjnation, 
approvin , the leave restoration, mu. t be 

1 
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Enclosure3 

submiued Lo the Emplo_ ,ee Mana em nt 
Relation· ( ~MR) D"vision, ivilian Human 
Resources (CHR) Dire tor:.ite for 
proce ·smg. 

(3 F rfeitcd annual le, v ~ that i 
restored to an mploy will b r dit d to 
;eparate I a ca coun t for a peril d or two 
year ·. The amoun t of the rest< red leave does 
not in any way in r ase or hange an 
employ e's norm I maximum pennis ible 

a1T - r f annual leave into a rlC\V lee vc 
year. Th normal annual leave iling 
r main. in e ffe ·t lc)r a ll empl )yees. Restored 
annual le e mu t be used no1 later than Lhe 
nd of tbe leave year ending t\vo years after: 

(a) ·n1 dat of r st ration of 
annual I l<.)ffoit ,d uu\! to administrative 
err r. 

(b) The date fi ·ed by the agency 
head the l m,inati n dale r the exigency 
of pu lie busin s that re ulted in the 
forfeiture of aiurnal l ave. 

(c) Th' date th' employ e is 
detennined to h recover d and abl Lo 

return to d uty if the leave \Vas rorreitc:d 
because of ickness. 

d. ro ·al 
N rm ally, , nnual leave mu t be 

requ sled and approveu al least t,,vo 
w rkdays in advan e an bsenct:. \Vhen it 
i not pos ible r btain prior approval_ the 
authorizin, offi ial may )rant th' leave 
requ :t · fler the [act when th circumstance ' 
w 1Tant. In all cas s, the Lim and amount or 
annual leave granted is subject to the 
ppr al ftbc upcrvisor. Th minimum 

amOLmt of time Lhat may be charged for 
annual lea c is 15 minutes. 

e. Advan ed Annual Leave 
(1) When circum ·tances warran1 

th us of anm1al leave in xccss of the 
.:um w 11 accrued, an mployc may rcqu t. 
in w-riLing, in advance or his/h r 
abs nce(s), from hi /her firs t level 
su pervisor. the advance of annual leave up 
to th amount heishc would accumulate by 

t.h end of th cun-cnt leave year. Th 
:up rvi · r must have r asonabl assurance 
that th~ employee will be in duty t, ni Ion 
enough l() earn the advanced leave b fore 
the end or the year. Payment l<>r ad anced 
annual leave which has nol be n r paid by 
the end of the I av year v.1 ll be d du t d 
fr m th mpl e's pa che k for th lru L 

pay period of Lhe leave year. 
2) Requesls fc)r the approval r 

advanced a1mual leave mu ·t include: 
(a) The rea on. 
(b) rh r quired number of 

hours lob auvanccd. 
(c The expected return date. 
(d) The stat mcnt "T understand 

that tbis r~quest for advanced leave 
c nstirutes a d bt to the Federal govcrnm nt 
and that I am liable for any unpaid balanc 
in the event I paratc fr m th' fc<lcral 
go 'emmenl." 

(e) An address ;ind telephone 
numb r (in case additional infom1 Ii n i 
rcquir~ I). 

(I) Th employee' ' ignature. 
(3) . upervi ·or. ' with t.h 

concu1Tence of Lh • hair/ ct ivity Head. 
shall forward 1he reque t and their 
recommendation for pproval to th E\1R, 
CHR for appro al or disappro a.I. 

(4) In no case ,,viii annual leave b 
advanced in an am unt tha t e ·ceec · the 
amount of leave that the employee wou ld 
ha · cerucd by th end of the leave year or 
would accrue during th Lenure ol'his/her 
appointment, if le ·s than ne year. 

f. Trnnsf rs 
Annual leave to an employee' credit in on ... 
Fed ral agency will b' transfi rred with the 
employe should t.h cmpl_oyec transf r to a 
nev.,• agency. 

g. Lum - um Pa •1nent 
An mployce upon se1 aration fr m 

Lh Fed ral s rviee is paid a lump- um for 
unused accumul ated annual leav . This 
include the regular carry-over balan ·e from 
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Enclosure 3 

the pre riou lea e y · r. if any; pl us al: ru d 
an<l unu. ed ai 1uaJ leave during the current 
lcav year, i r any; ph · an , lm cd re to red 
annual leave maintained in a cparale 
ac ounl. 

2. 
a. A ~ruaL 

1) Full-tim employc s \Vi th a 40 
hour ba i work- c k. r gardl . s of their 
lenE,>1h f s rvicc am ick I av al the rate 
of 4 hours per pay period. 

(2 Employe · v. ith a regularly 
ch du led Lour of duty of Jc than 40 hours 

per week earn [ h ur of sick leave for each 
20 h u in a pa ✓ status. 

b. Cn:dits 
(I) ll1ere i no limitatj n to the 

am unt of ·ick I ave -..,vhicb m be carried 
forward from one I v year to another. ick 
lea not u ed remains to the cmploye 's 
credit and is avajlablc for u. e any time 
befi re eparnti n. 

(2) ~ i ·k leave to n employee's 
er d.it. h< retire under the ' ivil ' rvice 
R lir menl ystem ( · .., R '), \.\·ill b 
transrerred t the Offi c of Personnel 
1anagem nt (OPYI) r r ·redit L nvard total 
ervi c fi r r tirement. ick leave to an 

employee's T dit, \Vbo retire under lh 
F deral Fm1 loyees Retirement System 
(F ~F · ). \,viii be recreditcd. i r the employee 
return t F d 'ral employ111e11t. 

3 Sick leave to an employee's 
er dit upon ·eparation will be rccrcdited, i r 
th emplo 'ee r nims to Federal employment 
on rafter Dec mbcr 2. 1994. unless the 
·ick leave was forf it d as a re. ult of 
r employment in the Fe ie ral overnmcnt 
b-forc D cember 2 J 994. 

4) Upon transfer o another 
F deral agen y, sick I ave t an employee' 
credit v"ill be tran. f rred with the employ e 
to th n 1,v agency. 

c.~ 
t I) i k leave be 'Ome.s av· ilabl 

for u eat the be inning of the pay p ri d in 
which it is earned. 

2 An employee may u e si k 
le, v when the employee: 

(a Re eives medical d ntal, or 
optical examination. r tr ' atm ·nt. 

(b) ls incapa itated for the 
performan of duties hy physical or m ntal 
illness, injury, pregnancy or childbirth. 

(c Provide care for a family 
memb r as a result of physic I or mental 
illness, injur_ , pr gnancy, childbirth or who 
receives medical, dental. or optical 
e. ·amination or treatment. 

(d) Ma es arrang ·m 'nts 
neces ·i tat d by the death of a family 
member or attend th funeral or a famil 
memb r. 

B cau e re. posure to a 
communica di.-ea-; , as determined by the 
h alth authorities or a health care pr ider. 

f) For purpo s relating to the 
adoption of a bild, includin ai pointments 
with adoption agcncic , so ·ial worker , and 
attorn y ~ court pro eedings; required trn el ; 
and any mh r a ti vilies necessary to allow 
the adoption to pro eed. 

) The maximum amount f ick 
leav that an employ e ·an use during any 
lcav year Cc r the purposes of fanlily are 
and b reavement is I 04 hour ( r in the case 
of a part-time employee or an mployee 
'"'ith an tm mmon tour or duty, the munber 
o hours of sick leave normally accrued by 
the employee during a I ave year). An 
employee may u ·e up lo 4 hours of sick 
leave per leave year for family care or 
bereavement purpos s (or, in case r pan­
time employee or an mployee with an 
uncommon tour of duty, the average munber 
\ f hour of w rk in the employ e's 
.-chedul d tour of duty each week . J to 64 
additional hours of sick leave may be u cd 
by an employ e during the leave year for 
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famjly care or bcr a ement purpo. es, i f the 
'mpk yee maintain.~ a bal nee rat lea 1 80 
hottrs in their sick I ave accouJlt (or. i_n the 
case of a part-Lime employee or an employ ' 
vvith an uncommon tour of duly, an amoUJ1 l 
equal to t,vice the average number of hour · 
of work in Lhe employee's s hedulcu tour of 
dut each week). 

. Approval 
( 1) Sick lea c for the purp cs r 

receivin · medical, dental or optical 
examination or treatment, and. to the extent 
po sible, for the purposes of family care, 
bereavement. a.ml ad ption musl be 
requested an<l · ppr ed at lea .. t two 
workdays in advance, using an F - 71. 

bscnee.- hccau e f illne ·s. injury, ( r other 
ir umstanc incapa ity which could not 

b anticipated, mu .·t t request <l from th' 
upervi · r as s on af po siblc aft r the 

b ginning of the illn s or ituation, or 
with.in two hours after the 
start of the eniplo.· 's work<la .. rh 
up 'rvisor may d tcnnine what is ccepLable 

evidence of ineapacit . Where uch 
evidence docs noL justify the appr val of 
sick leave, the absen e maJ be charged t · 

aiurnal leave with the cmplc yee's ' onsent, or 
it may he ·harged as absence Vt'ithout leave 
(A WOL). he minimum amount or lime 
that tna ' be har •ed f r sick lea ·e is 15 
minute . 

(2 'ick leave in excess of three 
cons culive wor days must t e upported by 
a medical c rrificate unles Lhe employee 
was not att n<led by a physician. I Iowcver, a 
supervi or m.1.y require rn cmployc ~ lo 
provide a medical ccrtificaLe or oth<::r 
administratively acceptable evid nee to 
suppo11 sick leave ab,·ences in ext:ess of 
three conse ut1ve v,orkday. r lor a les r 
period when determined nece sary by the 
supervisor. Them dical certificate must 
state a:n<l include: 

(a) The nature f Lhe ailment. 
(b The date( incap,acitatcd 
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for duty. 
(c) Th date on which the 

employee i;/vvas ftt to r turn to duty. 
(d) Any phy ·ical or mental 

rcs1ric.:tion. 
(c The treating physician's 

signature, ad<lres , and telephone number. 
The c rtilicaLe must co r all ab n es and 
how that ll,e employee was inca acitated 

f r duty for the entire period. ln ca.ses of 
extended illnes ·, 1nedical certificates may be 
required periodically if n cessary to 
establish the employc ,, c()ntinued 
incapaci ty. lf thc employee ,-vas not attend d 
b_ a phy ician, tho.:: empJoye 's c rtificate 
sh(>v.ing sati factory evidcn e or incapacity 
on the ' F-71 , a1 proved b} the · ppropriate 
super isor, may b a c 'pted in Ii u of a 
medical certificate. 

(3 Wl1en dct 'rmined neccs ary, 
up rvisors may require eviden c to supp rt 

th U!ie ) f sick lea e for family care, 
bereavement, and adoption purp es. ' uch 
evidence must be adminislrativelJ• 
acceptable Lo the sup rvi:or. 

e. Abuse of ick I eave 
belie e an 

employee is abu:ing the use QI" si k lea ' , a 
medi al certific 1e may b required for 
abs o s of less than three days. However. 
this requirement i. limited to ir1di idual 
case:.; of susp cte<l abu . When appropriate, 
di ciplinary at:Lion may b' taken. ff the 
abs n1.: is charged to annual leave, it may 
not b nrnde the b, i: for lat r disciplinary 
aclion. 

f. c tended . i ·k Leave 
Employees on extended ick leave 

\'1-'ho receive advai1ce nm ice ,r separ, tion, 
reduction in f� rce, or di ' placement may 
continue on sick leave for the duration f the 
illness, but not beyond tbe nd or the notice 
period. Sick leave may not e ·ub titutccJ for 
annual leave after the employee's last day in 
actual duty status. 

g. lllness Du1inf.! Annual Leave 
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If illnes occurs during annua l 
I ave. si k l ave that is supp rted by a 
medi al certi:fic te an an F -71 may be 
substitu t d for· , nm1al lea c. "ick leave 
immcdiat ly foll fog a period of approvL:d 
annual I av i. not a . ubstitution for annual 
leave and may be -ranted under the g.eneral 
·tandard f r granting sjck leave. 

h. Ad anced _ ick Leave 
I) Employ cs may rcquc t 

ad vane d sick I vein cases of illn . s. 
injury, pregnancy or ch ildbirth, or for farnily 
care r berea emenl purposes when they 
have exhausted all accumulated sick leave 
and annual lea . No mon.: than 240 hours 
of ad anc d sick leav v ·n be appro · d 
duiing any lea e. ear. Temporary 
mpl yees may nol b dvanced ick leave 

in e,'ce s of the amount of leave they \Vi 11 
earn during the time remaining in their 
appointment . F r purpo cs of family care 

r bercavcm nt, n more than 40 h urs ( or. 
in Cill or a par[ lime employee or an 
mplo e with an uncommon tour c f'cluty. 

the average number of hours of work in the 
employee's scheduled tour of dut_ each 
, 1.:k) oL dvanc1.:.d ick I av' v.-i ll be 
approved <luring any I ave year. How·ever, 
no requ st· for advanced sick leave may be 
approved for funil · care or bcrea ement 
purp cs if the employee has already used 
his/h r I a e. ear max imum ( 104 hours) . 

(2) Request· fo r Lhe apJ roval ot· 
advanced ick leave mu ·t be made by the 
employee, in writing, i11 advance of the 

mploye '. bs --nee( ·), lo Lhe employee's 
first level sup I isor. and must include: 

(a) The reason. 
(b) The number f hours 

requesting to be, dvanced. 
( ) ·1 he expected rt:turn date. 
( d The statement " 1 tm<lerstaml 

that this r que ·t con ·ti lutes a debt t l Lh 
federal go emment and that I am liable f r 
any unpaid balance in the event I separate 
from the led ral government. " 

(e) An address and telephone 
munbcr (in as' ad itional inform tion is 
required). 

f) The mployee's signature. 
(g) Supp irLing m ·<li cal or 

admin istratively ace ptable ev idence. 
C) upervisors, with the 

ncun- n c of tl1 Department Head, haJl 
fon,va.rd the request and th i r 
n:commendati()ns for approval to the EvfR., 
CHR (cir approval or di approval. 

3. Leave \Vi1hout Pa , L WOP) 
L WOP is an absence :from dutJ irl a 

non-pay status ,,vh ich may be granted upun 
Lhe em ployee's request. F, cepl in unu ·ual 
circurn Lance·, it will not be auth rized 
initially for any period in x ess of 52 
cal ·ndar wct:'ks. 

a. Grantim.t L \VOP 
(I) uthori,.ing L WOP is a matter 

or administrative discreti n and not a right 
of he employee. 

(2 Reque ts fo r L \VOP -.vill b~ 
e amined c lo cly to a sur~ that the alu to 
the ,ov mmen l or serious needs of the 
employee are ufficie 1t t offset the co ·ts 
and administrative inconvenj nces resulting 
from su ~h aeli n. 

(")Asa basis for appro a.I or 
L \VOP (period· e ceeding 30 day· there 
hould be reasonable expectations that the 

employee wilJ return at the end of the 
appn ved 1 eriod and that at lea~ l one I" Lhe 
(c)llo1,,ving hene 1Ls \viii re ·ult: 

(a) Tncreased job abil ity. 
(b) Protection or improvement 

of the emJ loyee's health. 
(c) Retention of a desirable 

employee. 
d Fur1hera11ce of a program of 

interest to the Government. 
b. Res onstbiliti s 

(I) Requests for L WOP of les. 
than 30 days shal l be requesled a l least two 
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workdays in ad van e f the absence by the 
employe ia a memorandum, ful ly 
explainin Lh' circumstance · Lo his/her first 
level supervi, or. Tbe super i or shall 
fon ard th· employ e' request and bis/her 
recommendation to the Cbair/Acti ity Head 
for approval or disappr al. 

(2) Requests for L WOP i11 e ·cess of 0 
da · must he made by Lhe employee, Ln \ riling, at 
least t\ o workdays in ad ance the employee' 
absence s). to the empl ye~· fir t lcv I 
sup r isor. The request must includ 

(a) The r ason . 
(b) The eff, ctive da te; 
c) Th expected r>turn elate. 

(d_ An addre and l I phon 
number (in ca addition< I information i~ 
r quir d). 

(e) The employe ' · ignature. 
Super isor·. with Lhe 

com:uJTence r the hair! cLivity flead, arc 
to fcmva:rd the r quest and their 
rec mm ndations ti r approval to tbr E:\11 R. 
CHR for approval or di appro al. An F52. 
"R que t for Personnel Action," n, u t 
accompany a request fi r WOP in exc 
of., da . 

B. Administratively Dctem1ined (AD) 
Ernplo e s 

This inc lud s ,acuity and staff mcrnber , 
p tdoctoral fellow , visiting i nti ts, 
r . carch sociatcs and senior re8earch 

] J Annual 1 , vc a cru 'S at the rate 
of 8 hours each bt-weckly pay period (26 
days per calendar year). for AD rnployees 
(with the exception of po.stdoctoraJ fell0vvs). 
A1mual leave may b used with the approval 
of the appropriate hair/ tivity Head. 
Requests for annual leave shall h made on 
the. F7 I. 

(2) nnual leave for po tdoctoral 
fell ,vs is accrued at the rate of 6 hour each 

bi-,.ve kl) pay period (19.5 days per 
calendar year}. 

b. Ma, imum Amount of Cr di table 

l) The ma imum amount of 
annual leave th·•t AD employees (e,•cept 
postdoctoral fe!IO\:vs) may accumulate and 
carry fon,vard from one lea 1c y1.:ar t th 
n ' , is 240 hours. Any lea e to th ' 
employc ' · credit al the end of' the leav 
year which exceed the maximum 
accumulation is forfeited. 

(2) Postdo toraJ fellow ma m t 
carryov r aoy annual leave from on lea e 
, car to the ne t. ny unused annual leave to 
a postdoctoral fellow's credit at the end of 
the leav year will be forfe ited . 

(3) Upon s'paration from the 
·suH · or the Fed ~rat service, AD 

employees will nor b paid f r tmuscd 
accumulat d annual leav . 

t:. Approval 
The pro edure for approval of 

annual leave is ~et forth in Part J\ .1.d., 
·• pprovaJ" 

d. Advanced ,\nnual Leave 
T .eave may be advanc d in 

accord nee with Part A.Le., "Advanced 
mual Leave." 

~. 'L ransfcr f Annual Leave 
(I) Upon lnm. !"er to another 

Federal agency, no annua l leave to an AD 
employee's credi t will be tratrfcrred to the 
new agency. 

(2) \:\/hen an employ ·over· d by 
a pay plan other than the lJ.... IIS AD pay 
plan is appointed to an AO positi n with th 
l.: 'UH , w1thou1 a break in ervice, annual 
leave to the employee's credit ·ill n t b 
transferred. The agcn .. fr m which the 
employee leaves shall pay lhe employee 
his/her sh re of unu ·ed annual leave. 

2. Si9k Lcm .. c 
a. Accrual::-
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i k I a e v,.ri Lh pay ma_ not 
ce d 9 cal ndar day or D mployc -

ick leave "'· 1 I be ·on, ider~d ·ontinuous 
unless interrupted by a return to full dut ,• for 
a period greater than fi e days. i k leave 
f r part-rim' rnplo will b pr rated . 

h. Tran!if r oL'i ·k Lcav 

n w agency. 
(2) \Vh nan mpl ye cov red by 

a pay plan other than Lh U. fHS D pay 
plan is ap1 inted lo n f) po ition v,rith the 
U H ·, sick lea et the employee's er dit 
will not b tr~ D'rrcd . l'hc ·mploycc's 
unus d si k I av will be r ·credited if Lh 
employe r Lum · Lo th leave · ·stem un<ler 
\vhi hit wa earned n rafter Decem er 2, 
19 

c. Use 
The u of k I a e is set f 11h in 

r ·ick leave i.- set 

f 

' ick Lea, ." 
i. I.\VOP 

The pre cedure for leave without 
pay is set forth in Pan " eave \Vilhout 
Pay." 

Enclosure 3 

d 

pplicati n from Lhc 
• culty are encourag d lor · bb-.iLicaJ lea e 

wh --n appropriate. ab bat i al leave mu. t be 
arranged \ ith ut undul ' burdening Lhe 
r~maining m mb--rs fth d·partment 
concerned. A .·ahbaci al J, 1c. whil n t a 
f. cult)' right, is regarded · · an in\'estmenL 
for the future and afford an opportunity to 
the la ulty mcmb r to in rea e his/her 
prole~. ional sL nding and wortb to the 
C JI . 

a. ligibilitv 
( l) o be eligible ft r sahhaLi al 

vc a fa ulty member must: 
(a) Have anaincd a tenur d rank 

<Jr hav · L.h , as~uranc' th l tenure \ i 11 be 
granted prior l the initi ti n f th 
sabbatical 1 ave. 

(b) I Ia e been on a ti e, r ull ­
tim1..: s rvicc \Vith the U. ;1 I for at lea t ix 

year). Thi · include.· u11if£ m, d r-... ice Lim 
at th 'UII fi r retire military who are 
sub:s ~qucntly hired as ivilians. 

2) Up n th mpl tion of a 
abbatical · fa ·u lt m mb r is in Ii ibl t 

reapply f r six years. Fa ·ulty member ·, to 
x Jud dcpat1menral chair·, whose p1imary 

duties ar admini trativc are not eligibl for 
·abhatical leave . 

t., pplication 
l ); t le~. t ix months prior Lo Lhe 

bcgirming of the pr p >·ed sabbatical, the 
1: culty member shoul ubmit a '-VTitten 
r qu St to hi s/her Super isor. 1 he requc t 
mu t describe th n tur of the propo. <l 
~abbaticaJ project , and de;.1rly indicate the 
faculty member' rea ·on ·) for beli ving thal 
the proposed project v .. •ill b mutuall 
beneficial l<: him/h rand the ..,U HS. The 
applicalion musL al. ·o be accompanictl hy a 
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written ·tat ment from th facu lty memb r 
greeing lo r tum prom ptly to the U L HS 

at Lhe end or the abbati al period and t 
continue to erve on th fa ulty for at least 
one fu ll a ad mi car. Ir approved by the 
Ch, ir, the rcqu st wi II be forwarded lo the 
Dean. c'chool of ledi inc J) ·NJ or the 
D an Gradu· t • cho I of :--lur ing G · ) 
\'liith an endorsement that th fa ulry 
m mb r's duties can b managed by others 
in the dcpanm nl during his/her ab ·enc 
\ ithout making additional appointments to 
accompli h the applicant's duties. 

2) The Committee on 
App imm nts, Pr motions and Tenure 
(CAPT) will re iew all applications for 

bbaticaJ leave and make finaJ 
re ·ornmentiati n to the appr priate Dean as 
to whether or not the propos d projc t is 
likcl. to inc t cholarl , and (;duc.:ationaJ 

r, nl ti 1· r nol m re than ix month with 
full pu .. . During th.is p ri d the rnploycc' 
benefit will continue wi th the U UHS an<l 
th1.: m loyee ontributin ., their n m11al 
hares. 

( .L) ... hould mor than i,, months 
t required t fulfill the obj 'ctivc of the 
obbaticaL L \VOP up to an additi onal six 

months may be granted. In al .. \VOP sLaLU · 

n mplt. ee shall not a ·crue leave. Life 
insurance overage will conti nue for up to 
ne year in a L WOP status. Health benefits 
vcra c ma continu lor up lo one) ar in 

, L WOP _ tatus~ howe\•er. the employee 
mu t agr to pay their ·hare )f the premium 

r incur a cl ht or tenninate the overage. 
Oi sabilit in uran e coverag may continue 
in a L WOP statu ; how er the employee i,' 
re p n ibl f r p, yin th ir share or the 
pr miurn. For more complete i.nformali n n 
emplo. ee benefits in L ·wop status and 
making premium payments conta t th 
l:.mpl c R latio1 Di 1. ion, C HR. 
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(3) A fa ult. member \A, ·11 receive 
full crcilit for tim in service while on 
sabbacicaJ lcav . abbatical will nol affect 
hi ·/her perfonnan e or efficiency rating. 

(4) faculty memb r \:vbo rcc1,;ivcs 
pay from another ource during a sabbatical 
may not re ci ve a alary from the U. l H. 
for the sam p riod. Lt is incumbent up n the 
fa ulty memb"r to notify CHR of any salary 
re ··eived from other ·ources. 

d . Annual and/or . ick leave 
Any annual leave or sick 1 ave used during 
the pcri d ofthe abbatica.l wi lt not extend 
the time frame orthe atsignmen L, but will be 
considered to be part of the sabbat ical 
peiiod. Annual leave may not be taken 
immediat ly aft r a sabbatical (normally 
within 30 days aft r a abbatical). 

c. umpletion uf' ahhatical. 
(1 IL is c p ct d that work 

an:omplishec.l during the sabbatical lea 
"vi 11 re ·ult in the pub! icati n of a s holarly 
w rk uch as a b k or j urna l arti Jc. 

(2) L.p n completion of the 
s bbaticaL a Lhor ugh wri tten report " ill be 
mad lO lhe department chair, the C PT 
and the appropiiate Dean. de cri bing 
a compl ishments, potential worth, and 
benefit to the individual and the lJ lJH 

C. All 

A.n employee will be granted a leav of 
absence from duty, not to excee<l 3 
\vork<lays, without charge 1f leave or [o~s of 
pay, to arrange for or to attend the fim ral or 
mem ria l service for. an immediate relaLiv 
\vho hc1s died a result of wounds. dis ase, 
or injury in urrcd a a member of the Anned 
forces 1.vhil ~erving in a combat zone. 

2. om1 Leave 
ourt leave is the authorized abscnci.:: 

with ut charge of le. ve or loss of pay of an 
mployee from WL)rk ·talus ri)r jury 
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duty or for attendingj udi iat pr ceedings in 
an n-official capacity as a \.Vitncss on 
behalf of a tate or local government. 
Court leave for jury or \Vitness rvicc will 
b ranted to all full or part-tim employ e , 
except for those employed 011 a when-
aclu ll y-employed or an int n 1itt nt basis . 
Employees mu t submit a copy of the 
summons or other docum.cnts v.:hcn 
requesting cow-t leave . op_ of these 
docum nts must b submitted with the 
ti mecard/sheet. 

a. J urv Dutv 
(l) Requests" ill n t b made to 

c. us . employees from jury dmy ex ept in 
as s f reaJ necessity. 

(2) Tr an employ e i on annual 
leave wh n called for jury ~en, ·ce, court 
leave will be su bstituted. 

(3) Er pl yees serving. on jury du Ly 
will receive no f or allowance~ fr m tJ1c 
Distri t of Columbia. Those . r in in most 
Maryland cc un tie · will receive pa~ ment 
only for travel and meal . Tho e ·erving on 
jury duty in Virginia will turn over the entire 
fee. minus f e for milcag1:. to thi.: USU HS 
Finan ial Mana cmem and Manpower 
Direclorate (FM J ). unless there is a 
breakdown show1ng an allowance for trav I 
and meals. If the fee is not fon ardcd to the 
FMU, the arnomn i,,rill be deducted from the 
.mploy e's paychr.::ck. In all ca-; s, a copy of 

the summon. to jury duty and Lhe 
"erification f attendance must be submitted 
with the timecardlshect to th FMU , for 
forwarding to Payroll. 

b. \Vitne ·s e rvice 
A judicial pn ceedin include.- any acti(ln, 
·uil, or other pr ceeding of a j udicial nature. 
but d es not include an adm inistrative 
proceeding. The employee need not be 
, ubpoenaed but mw~t have been officially 
: ummoned by a request. invitation, or ca11 
by an official from the coLut or authority 
rcspon ible for the conduct of the 

proceeding. trictly voluntary appearances 
are excluded from court leave c v rage. 

3. Militarv L ave (Reserve Training) 
a. P rmancnt and t mporar. -indefinite 

employees \vlm ar member of th 3 

Res rves or Kational Guard, ,,.;I[ be granted 
military leave. not t exceed 1 S days in a 
calendar year, without loss of p, y, tim >, x 
pcrf m1ru1 e or efficiency ratin for acti e 
dut_ · or lo engage in field or de fen ·e 
lTaining. The employee must pre ent 
competent orders to be granted military 
leave. 

b. Non-work days that I all , 1ithin a 
p riod of absence fcff military training are 
harged against tlie 15 da_ s of miljt< ry leave 

allotted per CB lendar year. J\on-w rk days 
that fall on tbc b ginning r end of the 
milicary lraining period arc not hargcd 
against th 15 days of mil itary I t vc allouecl 
p r cal ndar year. 

4 . Bone \.·fan w or Organ Don tion 
An employee may be granted 7 day 

of paid I ·ave each calendar year, (in addition 
to annual and sick leave) in on.Jer to serve· · 
a hon maJTow or < rgan donor. 

Employees ""'ho v lunte· r as ubje t · 
in res arch experiments must requesl ammal 
leave, compensatory time, or LWOP, if the 
e ' perimcnts are conducted during their 

hedulcd tours of duty. 

6. Excused hsences 
n e cused absence i • an absence 

fr >111 duty, administratively authorized 
without los of pay and witJ1 u t barge to 
leave. Excused absence. arc normally 
authori2ed on an individual basi,·. However, 
groups of employees may be e cused under 

· certain condition . E ·cused absences may be 
authorized for the follO\ving reasons: 
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b st intcrc t or th~ Federal ervice. 
e. Em 1lovmenl Interviev.r 

Jmployees under a noci e of 
separation or chang ~ t lo ·er grade for any 

trav I a Ion di ·tanc . r hen unusual nc d 
for recuperation cur . up to an additi naJ 4 
hours may be grant "d . 
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b ' cu ·ed from 
onale blood 

rea_on. ex pt r r p rs nal au ·e. may be 
granted c. cu · d absenc f r job arch 
and int< n •i \\'S. Empl yee competing for 
p ' itiuns within the Dt:partment of n~f"n 
m- y h granted excu. ed ab n c form rit 
pl · 't!ll1Clll intervi w . ll1i pr vi i n does 
n t c ver tra cl time l j b . arches and 
int rvi \V out idc ol' the C( mmuting ar a. 
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