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I. Purpose

To provide management with guidelines
for amalyzing emplovee abrzences to
identify porentisl and continuous
attendance problems; and to provide
infdrmation concerning the identifi-
cation and monitoring of absences and

- to introduce the Absence Information
Management System (AIMS) for PYnS
affices.

1I. Responsibiliry

A. Installation heads are responsible
for establisning a central moniterin ng
polut to review selected absence dac -1
and ensure that proper action is
taken by superviscrs to corrsect
employee deficiencies relative to
attendance. In facilities with a
Director or Manager, Emplovee and
Labor Relations/Support, this
responsibility will be assigned to
that person. In other facilities,
the installation head may designate a
manager to be responsible far
administering this activity or
assumes this rvesponsibility person-

ally.
B. Each supervisor continues te have
direct responsibility for ensuring

the regular and dependabie attendance
of his subordinate emplovees.

I1Y. Absence Fiie

&, Contenrs

This file consists of all Farms 3971,
Request for | Or Notification OFf .

Absence, Form 3972, Absence

Anajveis, and related documents
submitred in support of a leave
request, such as medical decumenta-—
tion required by Emploveé and Labor
Relations Manual (ELM) 513.36. (Also
see EL-B806, Section 214, Health and
Medical Services,)

B. Location

Files must be in convenient locatrions
ard available at all times te wan-
agers and supervisors responsible for
attendance control. Locations are
determined locally, based on secur—
ity, accessibility, and space.

C. Security

Because of the sensitive nature of
this file, it must be made available
on;y to authorlzed personnel. To
maintain proper control, any record
thhdrawn must be acceunteé for by
1nsert1nu & charge record in the
file. This charge record must show
the name of the persen whose record
is withdrawn, the type of record, and
the name of the individual with-
drawing the record. Upon return of
the record(s) to the file, the charge
recvad is removed.

D. Avrangement of File

Files must be arranged alphabetically
by emplovee name. Forms for each
employee must be in chronelogical
erder with the most recenr form in
front . Depending on local conditions,
it may be desirable for the primary

{hstnixrtion

Headquarters, Headguarters administrative
support, regions, districts, management
sectional centers, postmascers CAC A
through J, and classified stations and
branches,

Special instructions

Bo not paraphrase or distribute this
instruction in any other form. Organiza-
ticns listed undey Distribution may order
additional copies. Use Form 7380,
Requisirion for Supplies; specify the
filing number; and submit to the

Eastern Area Supplv Center,




arrangement of the file to be by
groups or categories of employees, by
sub~units {e.g., pav location or
tour) within the organizational

unit.

Retention Period

The abgence file is maintszined on a
calendar year basis. All forms pre-
pared during the calendar year are
retained for two years after the end
of that year. When anv documents in
the file become part of a discipli-
nary or administrative proceeding,
the document{s) will be retained in
accordance with Administrative
Support Manual Appendix B (p. 57-58),
USPES 12¢.190.

Absences

Mznagpement Responsibility

Each supervisor is resgponsible for
contrelling absences, both scheduled
and unscheduled. However, because of
the effect that unscheduled absences
{and sometimes scheduled absences)
have on the operatienal efficiency of
the Postal Service, as well as the
financial implications that result
(i.e., overtime and replacement
costs), 1t 1s essential that super-
vigors exercise their responsibility
in this area. This instruction
should be used in conjunction with
EL-501, Supervisor's Guide to
Attendance Improvement.

Pefinition

An unscheduled absence is defined as:
An absence from work which is not
requested and approved in advance.
(ELM 511.413

Scheduled ws, Unscheduled

All absences are either unscheduled
as defined above or scheduled. A
scheduled absence usually involves
the completion, submission, and
approval of P§ 367! prior to the
actuzl sbsence: however rhere could
be situarions, as indicated in the
examples below where it is not
possible to have a 3971 submitted in
advance -~ yet the absence could be
Yscheduled." TIn these situations,
there still must be a reguest in
advance, and it must be the
supervisor who decides that the

]

employee will not have to come to
work, In any event, the
determination of whether an sbsence
is scheduled or unscheduled must be
made by the supervisor.

LE 1 - An emplovee scheduled to
report for duty at 0700 calls
his supervisor at 0800 and
requests annual leave for
personal business, The
supervisor reviews the
operation and after consider—
ing other relevant factors,
determines that he can
operate without the services
of the emplovee con that day.
He approves the request.
This is 2 scheduled absence
because it was reguested and
approved in advance. While
a PS 3971 was oot submitted
in advance, there was an
advance request and the
supeyvisor decided the
emplovee need not come to
work.

EXAMPLE 2 - An emplovee scheduled to

report for duty at 0700 calls
his supervisor at 0600 and
informs him that he is unable
to report for dutv because of
illness and is requesting
sick leave. This iz an
unscheduled absence because,
although requested in
advance, and while the
supervisor was made aware
that the absence was going to
occur, 1t was not anproved in
advance. The call from the
employee merely alerted the
superviser that the employes
would not be coming ro work,
but the supervisor did not
decide that the emplovee need
not come to work, Instead,
it was the employez who
decided he was not coming to
work, and the call te the
supervisor simply advised of
this decision. 1In accordance
with procedures, the
supervisor does not approve
or disapprove this request
for sick laave until the
employee returns fo work.

EXAMPLE 3 - Because mall volume is light,

a supervisor asks her clerks
whe are on their regular
acheduled workdav, i1f any of
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EXAMPLE 4 ~

EXAMPLE 5 -

EXAMPLE 6 -

them would like to go home
early ~ using annual leave or
leave without psy. Two clerks
take 2 hours annual leave with

. the supervisor's approval.
These are scheduled absences
because the supervisor
solicited the requests and
approved the absences 1in
advance,

An emplovee scheduled to
report for duty at 0700 calls
his supervisor at 0630 and
states that he will be late
due to car problems. He
reports at 0BOO. After a
discussion with the employee,
the supervisor approves 1 hour
of annual leave. This is an
unscheduled absence because
the reguest was naot aproved in
advance.

An employee requests 2 hours
sick leave” to attend a dental
appointment 2 days from now.
The supervisor approves the
request and notes 1t on the
schedule,
absence because 1L was re-
quested and approved in
advance.

Extended Iliness - An emplovee
suffers a heart attack and
provides decumentation from
his phvsician Indicating that
the employee will need 2
months to recover, Once valid
documentation is received and
accepted consistent with ELM
513.363, rhe remainder of the
absence should be recorded az
scieduled.

Recording Scheduled and Unscheduled

Absences

Reguest For, Or Notification

This is a scheduled

1) has been
information

and unscheduled
Every supervisor who
approves ovr disapproves a reguest for
leave is also responsitle for
determining whether the absence is
scheduled or unscheduled {(see 1V.C).
Once a decision has been made, the
fupervisor must check the appropriate
block on Form 3971 showing the absence
a8 either scheduled or unscheduled.
When a single leave request includes

{(Exhibit
modified to document
concerning scheduled
absences.

both scheduled and unscheduled
absences, allocation of hours should

be made as indicated in Exhibit 3.
Personnel completing Form 3972 or
inputing leave information thru PSDS,
will assume that the unscheduled
portion occurred at the beginning of
the period of absence unless directed
by the supervisor to record it
otherwise.

Remember -~ the determination teo
approve or disapprove a leave request
is independent of determining if an
absence is scheduled or unschedoled.
Supervisors must be very careful to
appiy established principles and
regulations when acting upen leave
regquests.

Review Procedures

The manager selected as the central
monitoring peoint has the overall
responsibility for reviewing the
attendance contrel performance of
suparvisors and managers.

Organizational Unit Reviews

The installaticon head or designated
manager {(central monitoring point),
reviews the appropriate documents
{e.g., Quarterly listing, PSDS Sick
Leave Report, PS 3972) and/or the
ALMS Reports (see VII), to determine
possible preblem areas. The review—
ing manager makes appropriate com-
ments on the overall performance of
each work unit, to provide guidance
to supervisors. Such comments will
net indicate any <orrective or dis-
ciplinary action for specific
employees.

Detailed Review

et

. Upon receipt of the Quarterly
Listing, {or AIMS '
Reports), each supervisor reviews
.the attendance recerd of each
emplovee listed te determine the
reason for the individual's
absences.

2. 1t is important that the
emplovee's immediate supervisor
conduct these reviews, since that
particular supervisor has
first-hand knowledge of the
employee,

3. A low sick leave balance or high
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number of abhsences does nor
automatically indicate abuse {e.g.,
long~term illness, ete.)., Line out
the name of any employee for whom you
kriow there was valid reason to he
absent unless such absences, while
legitimate, are nonetheless excessive
and varrant further attention or
corrective zsction.

Names Temaining on the list are
included in a memorandum to the
central monitoring peint, requesting
that a Form 3972, Absence Analysis,
(Exhibit 2) be prepared For each
employee. 1If the request is
approved, it must be forwarded to the
Director of Finance or other official
respansible for custody of the
timekeeping records for completion.
Using the codes listed in Section VI,
Form 3972 must be completed using
timekeeping records, PSDS clock ring
history microfiche, AIMS reporc
microfiche, and/or Forms 3971, Post
all leave charged for the current and
preceding quarter, beginning the
current quarter with the most recent
3971, timecards, or PSnS information
as available. Post additional
quarters if conditions wsrrant. 71t
Form 3972 is maintained on an ongolng
basis for each emplovee, the
procedures in this section may he
deleted.

Forward the completed Form 3972 thru
the central monitoring point te the
requesting supervisor, who ‘reviews
the form and rakes appreopriate
astion. The action raken is recorded
on the reverse of the Form 3972,
which is returned ro rhe central
monitoring point for inclusion in the
absence fije. {n.b., Records of
discussicns must be maintained
consistent with the various
callectivembargaining agreements. )
For maximum bevefit, reviews and
recomuendations should be completed
as'quickly as possible and each
instailatien head should establish an
appropriate schedule te ensure timely
analysis,

Absence Codes.
LIILIEE WUdes .

Use the codes indicated below to post
absences on Form 3077, If the
absence has been reperted as
unscheduled on Form 3971 or PSDS
clock~ring histaries, a "0 should
precede the applicable code

code identifying the speciiic type

of absence.
Absence Code #»*
Annual Leave AL
Annual Leave in Lieu of Sick SAL¥
Sick Leave &L
LWOP In Lieu of Sick SWOPH
Emergency Anncal Leave EAL#*
Holiday Leave H
Leave Without Pay LWoP
Military Leave M,
Court Leave CL
Absence Without Leave AWOL* -
Administrative Leave ADL
Absence from Scheduled Overtime 1/ AQT*
Continuation of Pay Copx
Late Reporting L¥

R

b3

Absence codes are listed on PS5 3872
for easv reference.

These are not separate categories of
leave. The disrinction is made for
Form 3972 anaiysis purposes only.

Supervisors should complete a Form
3971 for those emplovees who are
absent from schedulead overtime. The
remarks section of Form 3971 should
be annotated accordingly. The
completion of this form is not an
official request for leave
(emplovee's signature is not
required} bur is for recordkeepi
purposes only.

ng

Absence Information Managements
System{AIMS

Data Enrry
ST RENRLY

A future Transmittal Letrer to
Handbook F-22, PSDE, Time ang
Attendance, will PTovide instructions
EEEZE?E?agﬁdata entry of unscheduled
absence information into the PSDS
system,

AIMS Reports
Ll RERPILS

The Fostal Data Centers will provide
AIMS reports each pay period to all
FSDS offices., Thesge reporvts show
leave usage information in terms of
scheduled and unscheduled shsences.
Leave usage information is provided
by type of leave for the current and
prior perieds, year-to-date and same
peried last year. The information
provided is in greater derai! and is
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