Postal Service Attendance Policies and regulations

511.2 Responsibilities

511.21 Postal Officials

Postal officials:

a. Administer the leave program.

b. Inform employees of their leave balance.

c. Approve or disapprove requests for leave.

d. Record leave in accordance with Handbook F-21, Time Attendance, or Handbook F-22, PSDS

    Time and Attendance.
e. Control unscheduled absences (see 511.4).

511.23 Postal Employees

Postal employees:

a. Request leave by completing PS Form 3971, Request for or Notification of Absence.
b. Obtain approval of PS Form 3971 before taking leave — except in cases of emergencies.

c. Avoid unnecessary forfeiture of annual leave.

ELM 511.4 Unscheduled Absence

511.41Definition                                                                                                                                              “Unscheduled absences are any absences from work that are not requested and approved in advance.”
ELM 511.42 Management Responsibilities

To control unscheduled absences, postal officials:

a. Inform employees of leave regulations.

b. Discuss attendance records with individual employees when warranted.

c. Maintain and review PS Form 3972, Absence Analysis, and PS Form 3971.

ELM Section 511.43  Employee Responsibilities

Employees are expected to maintain their assigned schedule and must make every effort to avoid unscheduled absences. In addition, employees must provide acceptable evidence for absences when required. 

ELM 512 Annual Leave

ELM 512.1 General

ELM 512.11 Purpose

Annual leave is provided to employees for rest, for recreation, and for personal and emergency purposes.

ELM 512.412 Emergencies

An exception to the advance approval requirement is made for emergencies; however, in these situations, the employee must notify appropriate postal authorities of the emergency and the expected duration of the absence as soon as possible. When sufficient information is provided to the supervisor to determine that the absence may be covered by the Family and Medical Leave Act (FMLA), the supervisor completes a PS Form 3971 and mails it to the employee’s address

of record along with a Publication 71, Notice for Employees Requesting Leave for Conditions Covered by Family and Medical Leave Policies. When the supervisor is not provided enough information in advance of the absence to determine that the absence is covered by FMLA, the employee must submit PS Form 3971 and applicable medical or other certification upon returning to duty and explain the reason for the emergency to his or her supervisor.
513.11 Sick Leave for Employee Incapacitation

Sick leave insures employees against loss of pay if they are incapacitated for the performance of duties because of illness, injury, pregnancy and confinement, and medical (including dental or optical) examination or treatment.

513.12 Sick Leave for Dependent Care

A limited amount of sick leave may also be used to provide for the medical needs of a family member. Nonbargaining unit employees, and bargaining unit employees if provided in their national agreements, are allowed to take up to 80 hours of their accrued sick leave per leave year to give care or otherwise attend to a family member (as defined in 515.2) with an illness, injury, or other condition that, if an employee had such a condition, would justify the use of sick leave. If leave for dependent care is approved, but the employee has already used the maximum 80 hours of sick leave allowable, the difference is charged to annual leave or to LWOP at the employee’s option. (See 515 for information about FMLA entitlement to be absent from work.)

513.3 Authorizing Sick Leave

513.31 Policy

513.311 General

Sick leave cannot be granted until it is earned, except as provided in 513.5.

513.33 Requests for Sick Leave

513.331 General

Except for unexpected illness or injury situations, sick leave must be requested on PS Form 3971 and approved in advance by the appropriate supervisor.

ELM 513.332 Unexpected Illness or Injury

An exception to the advance approval requirement is made for unexpected illness or injuries; however, in these situations the employee must notify appropriate postal authorities of their illness or injury and expected duration of absence as soon as possible. When sufficient information is provided to the supervisor to determine that the absence is to be covered by FMLA, the supervisor completes PS Form 3971 and mails it to the employee’s address of record along with a Publication 71. When the supervisor is not provided enough information in advance to determine whether or not the absence is covered by FMLA, the employee must submit a request for sick leave on PS Form 3971 and applicable medical or other certification upon returning to duty and explain the reason for the emergency to his or her supervisor. Employees may be required to submit acceptable evidence of incapacity to work as outlined in the provisions

of 513.36, Documentation Requirements, or noted on the reverse of PS Form 3971 or Publication 71, as applicable. The supervisor approves or disapproves the leave request. When the request

is disapproved, the absence may be recorded as annual leave or, if appropriate, as LWOP or AWOL, at the discretion of the supervisor as outlined in 513.342.

ELM 513.36 Sick Leave Documentation Requirements

513.361 Three Days or Less

For periods of absence of 3 days or less, supervisors employee’s statement explaining the absence. other acceptable evidence of incapacity for work member is required only when the employee is 513.39) or when the supervisor deems documentation protection of the interests of the Postal Service. relationship must be provided if requested.

513.362 Over Three Days

For absences in excess of 3 days, employees are required to submit medical documentation or other acceptable evidence of incapacity for work or of need to care for a family member and, if requested, substantiation of the family relationship.

ELM 513.363 Extended Periods

“Employees who are on sick leave for extended periods are required to submit at appropriate intervals, but not more frequently than once every 30 days, satisfactory evidence of continued incapacity for work or need to care for a family member unless some responsible supervisor has knowledge of the employee's continuing situation.” 

ELM 513.364  Medical Documentation or Other Acceptable Evidence

“When employees are required to submit medical documentation, such documentation should be furnished by the employee's attending physician or other attending practitioner who is performing within the scope of his or her practice. The documentation should provide an explanation of the nature of the employee's illness or injury sufficient to indicate to management that the employee was (or will be) unable to perform his or her normal duties for the period of absence. Normally, medical statements such as "under my care" or "received treatment" are not acceptable evidence of incapacitation to perform duties.  Supervisors may accept substantiation other than medical documentation if they believe it supports approval of the sick leave request.” 

ELM 513.365  Failure to Furnish Required Documentation

If acceptable substantiation of incapacitation is not furnished, the absence may be charged to annual leave, LWOP, or AWOL. 

ELM 665.15  Obedience to Orders. 

“Employees must obey the instructions of their supervisors.  If an employee has reason to question the propriety of a supervisor’s order, the individual must nevertheless carry out the order and may immediately file a protest in writing to the official in charge of the installation or may appeal through direct channels.”

ELM 665.41 Requirement of Regular Attendance

Employees are required to be regular in attendance. Failure to be regular in attendance may result in disciplinary action, including removal from the Postal Service. 

ELM 665.42 Absence Without Permission

Employees who fail to report for duty on scheduled days, including Saturdays, Sundays, and holidays, are considered absent without leave except in cases where actual emergencies prevent them from obtaining permission in advance. In emergencies, the supervisor or proper official must be notified of the inability to report as soon as possible. Satisfactory evidence of the emergency must be furnished later. An employee who is absent without permission or who fails to provide satisfactory evidence that an actual emergency existed will be placed in a nonpay status for the period of such absence. The absence may be the basis for disciplinary action. However, once the employee provides management with notice of the need for leave in accordance with Family Medical Leave Act (FMLA)-required time frames, and the absence is determined to be FMLA protected, the employer must change the AWOL to approved FMLA-LWOP, and delete the AWOL status from the record. 

ELM 665.43 Tardiness

Any employee failing to report at his or her scheduled time in installations where time recorders are not used is considered tardy. Tardiness in installations equipped with time recorders is defined as any deviation from schedule. 

ELM 432.46 Five-Minute Leeway Rule

ELM 432.461 Explanation

Although each employee at installations with time recording devices is required

to clock in and clock out on time, congestion at time clocks or other conditions

can sometimes cause clock time to vary slightly from the established work

schedule. Therefore, a deviation may be allowed from the scheduled time for

each clock ring up to 0.08 hour (5 minutes). However, the sum of the

deviations for the scheduled tour must not exceed 0.08 hour (5 minutes).

ELM 432.462 Applicability

This 5-minute leeway rule applies only to full-time and part-time regular schedule employees. Part-time flexible, casual, transitional, and temporary employees are allowed the 5-minute privilege for clocking purposes, subject to ELM 432.464b, but are paid on the basis of their actual clock rings. The 5-minute leeway rule applies only to the scheduled tour of duty. If an employee works in an overtime status that is contiguous with the scheduled tour, the 5-minute leeway rule does not apply to any clock rings for the entire tour. Employees in this situation are paid for their actual clock time (unless the time is disallowed as described in 432.711). However, the 5-minute
leeway rule does apply to temporary schedules including any out-of-schedule overtime hours outside of and instead of the employee’s regular schedule.

ELM 665.6 Disciplinary Action

“Postal officials may take appropriate disciplinary measures to correct violations of the regulations referred to in 665.”



Handbook F-21, Time and Attendance

143.22 Unexcused Tardiness

If the tardiness is not excused, appropriate disciplinary action, in addition to leave charge, may be taken. 

145 Adjusting Clock Rings for the 5-Minute Leeway Rule

145.1 General

145.11 Two Definitions

It is important that every timekeeper and supervisor understand that the term "5-minute leeway rule" refers to two distinct but related definitions. The 5-minute leeway or deviation rule for clocking purposes is fully explained in sections 145.12 and 145.13. The 5-minute rounding rule for timekeepers to adjust hours worked to the scheduled tour hours is fully explained in section 145.14. The distinction between these two definitions must be understood whenever the reference to leeway or rounding is made, although the general term "5-minute leeway rule" is used when referring to the overall subject. 

145.12 Definition of "5-Minute Leeway Rule"

Although each employee is required to clock in and clock out on time, congestion at time clocks or other conditions can sometimes cause clock time to vary slightly from the established work schedule. Therefore, a deviation may be allowed from the scheduled time for each clock ring up to 0.08 hours (5 minutes). However, the sum of the deviations for the scheduled tour must not exceed 0.08 hours (5 minutes). This "5-minute leeway rule" applies only to full-time and part-time regular schedule employees. Part-time flexible, casual, and temporary employees are allowed the 5-minute privilege for clocking purposes but are paid on the basis of their actual clock rings. 

145.13 Leeway Rule Applies Only to Scheduled Tour of Duty

The "5-minute leeway rule" for timekeeping purposes applies only to the scheduled tour of duty. If an employee works in an "overtime" status by exceeding the scheduled tour hours by more than 0.08 hours (5 minutes) that are contiguous with the scheduled tour, the 5-minute leeway rule does not apply to any clock rings for the entire tour. Employees in this situation are paid for their actual clock time (unless the time is disallowed as described in 146). The "5-minute rounding rule" as explained in 145.14 does not apply in this situation. However, the 5-minute leeway rule does apply to temporary schedules including any out of schedule premium hours outside of and instead of the employee's regular schedule. 

145.14 Definition of 5-Minute Rounding Rule

After extending clock rings, if (in the case of a full-time regular schedule employee) the clock ring totals for the tour are equal to or between 7.92 and 8.08 hour, the timekeeper should adjust the time to 8.00 hours. This is known as the "5-minute rounding rule." Only workhours in excess of 0.08 hours (5 minutes) of the scheduled tour hours are considered overtime if the eligibility requirements of 231 are met. If a part-time regular schedule employee's clock time is between 0.08 of an hour less than or greater than his or her established schedule, then the timekeeper should adjust the time to the employee's scheduled tour. Supervisors are not required to approve these adjustments. The "5-minute rounding rule" is not applied to situations with a combination of work and leave; with overtime immediately prior or subsequent to a scheduled tour or with overtime resulting from work during an authorized meal period; with overtime during a tour on a nonscheduled day; or with any time for part-time flexible and casual employees. The 5-minute rounding rule will still apply to the regular scheduled tour if an employee has ended his or her regular tour with a clock ring total within the total deviation allowed by the 5-minute rounding rule and then is called back later that same day to work overtime hours, with the callback being considered a separate unscheduled tour of duty. 
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