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5 Employee Benefits

510 Leave

Revision Note:

Subchapter 510 is currently under revision. When it is completed and
appropriate advance notice obligations are fulfilled with the

management associations and/or the unions, changes will be M-
published in the Postal Bulletin, incorporated in the ELM on the

Postal Service Corporate Intranet, and included in the next hard copy
issue of the ELM.

) : 511 General -

511.1  Administration Policy

s The U.S. Postal Service policy is to ‘administer the leave program on an
S equitable basis for all employees, considering (a) the heeds of the Postal
Service and (b) the welfare of the individual employee.

511.2 Responsibilities .

511.21 Postal Officials

-Postal officials:

a.  Administer the leave program,

b.  Inform employees of their leave balance.

¢.  Approve or disapprove requests for leave. .

d.  Record leave in accordance with Handbook F-21, Time and

Attendance, or Handbook F-22, PSDS Time and Attendance.
e.  Control unscheduled absences (see 511 4).

511.22  Minneapolis Information Service Center
The Minneapolis Information Service Center (ISC):
a.  Maintains official leave records,

b.  Provides leave data to installation when employees are being
separated.
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511.23

316

511.23

511.8

511.31

511.32

511.4

- 51141

511.42

Employee Beneﬁts '
Leave

Postal Employees

Postal employees:

a.  Request leave by completing Form 3971, Request for or Notificalior:
Absence.

b.  Obtain approval of Form 3971 before taking leave —- except it cane
emergencies.

c.  Avoid unnecessary forfeiture of annual leave.

Eligibility

Covered

Covered by the leave program are:

a.

b
c.
d

Full-time career employees.
" Part-time regular career employees.

Part-time flexible career employees.

~ To the extent provided in the NRLCA Agreement, tenvporasy employces

assigned to rural carrier duties.

Note: Transitional employees are not covered by the leave program, it cc.
earn leave as specified in their union’s national agreement.

Not Covered

Not covered by the leave program are:

a. Postmaster relieffleave replacements, noncareer officers-in-charge, «xl
" - other temporary employees except as described in 511.31d above.

b. Casual employees

c. - - Individuals who work on a fee or contract basis, such as job ¢

Unscheduled Absence

Definition -

Unscheduled absences are any absences from work that are not requestac!
and approved in advance.

Management ‘Responsibilities

b.

e,

511.43

“To control unscheduled ebseﬁoes, postal officials:
a,

|nform employees of leave regulations.

Dlscuss attendance records with individual employees when warrantcao

Maintain and review Forms 3972, Absence Analysis, and Forms 39771,

“Employee Responsibilities

. Employees are expected to maintain their assigned schedule and must n=t»

every effort to avoid unscheduled absences. In addition, employees musi
provide acceptable evidence for absences when required.
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512

512.1

512.11

512.12

512.2

512.21
512.211

512212
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512.212

Annual Leave

General

Purpose

Annual leave is provided to em

ployees for rest, recreation, and for personal
and emergency purposes.

Definitions

The following definitions apply for the purposes of subchapter 510:

a.  Leave year— the year beginning with the first day of the first complete
pay period in a calendar year and ending on the day before the first day
of the first complete pay period in the following calendar year.

b.  Accumulated leave — the total unused leave that remains to the credit
of the employee at the beginning of any leave year.

C.  Current leave — leave that an em
during the current year.

d.  Accrued leave — leave that is earned but is unused by an employee
during any period during the current leave year.

ployee earns by biweekly pay periods

Determining Annual Leave Category
Federal Civilian Service
General Policy

Both active military and civilian senvice are used in computing the years of
setvice that determine an employee’s annual leave categoty.
Notes:

a.  Leave credit is not allowed for both civilian a
cover the same period of time.

b.  Leave credit is allowed for an employee’s entire period of absence for
-~ active military service — even though the employee is carried on postal
rolls in a furlough or leave without pay (LWOP) status.

Service Counted *

nd military service that

The following federal civilian service is used

in determining the annual leave
category.

a.  Service pérfor’niéd while a career employee of the U.S, Postal Service
or Post Office Department. Also, if performed before January 1, 1977,
time on the rolls as a casual or temporary employee, or between July

21, 1947, and January 1, 1977, time actually worked as a postmaster
relief/leave replacement.

b..  Time on Postal Service rolls during which an employee served as a

substitute rural carrier {not just the dates
performed) if the time is creditable for the
applicable to the employee.

on which actual setvice was
federal retirement program

317



512.22

318

512.22
512.221

512222

Leave
C. Service with the federal government, Gallaudet University, or the
District of Columbia, regardiess of breaks in service as follows:
Career, career conditional, and excepted appointment service
and temporary appointment service performed prior to January 1,
1977, subject to the following:
(a) Seasonal, on-call, or intermittent employment, even though
it may be an “indefinite career appointment,” is credited
“when actually employed” (WAE). For such appointments,
no credit for leave is given for LWOP periods.
(b) - VISTA service after October 1, 1973, Peace Corps, and
similar volunteer service is not creditable.
(c) Tennessee Valiey Authority service is not creditable.
(d) Time limited or temporary setvice petformed on or after
January 1, 1977, is not creditable.
(e) Army and Air Force Exchange Services (AAFES), Navy and
Coast Guard Exchanges, Army and Air Force Motion
Picture Service, and other organizations under the
jurisdiction of the armed forces conducted for the comfort,
pleasure, contentment; and mental and physical
improvement of armed forces personnel is not creditable.
District of Columbia Government service is creditable only if ()
the person was employed by them prior to October 1, 1987, or, if
setvice in an appointment by the D.C, Government to St.
Elizabeth’s Hospital, on October 1, 1977, and (b) the service is
. oreditable for Civil Service Retirement System (CSRS) purposes.
Military Setrvice

General Policy

See 512,211.

Service Counted

a.

“The following military setvice is used in determining an employee’s annual.
leave category: ‘ :

Periods of active service terminated by honorable discharge or transfer
to inactive reserves under honorable conditions. Active service may be

in the Army, Air Force, Navy, Marine Corps, and/or Coast Guard and
their respective academies.

Service performed by employees who are members of the National *-
Guard Service or Air National Guard Service only during periods of
active duty with the U.S. Army or U.S. Air Force.

Service performed by 'Naval Reserve Officers Training Corps students

during periods of active duty or training duty as members of the Naval
or Marine Corps Reserve. '

Veterans Affairs (VA) disability payments for service-connected injuries or
ilinesses are not retirement annuities. If a VA disability payment is received
and the employee is not eligible for a military retirement annuity, 512.222

ELM 15, December 1999
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Leave

Exhibit 512.223¢ (p. 2)
Instructions for Completing Standard Form 813

Instructions for Completing SF 813

NOTE: DO NOT USE THIS FORM FOR PERSONS WHO
ARE NOT MILITARY RETIREES

Use SF 813 only to request verification of a retiree’s military service performed
in a nonwartime campaign or expedition for which badge/medal was autho-
rized, in order to credit such service for leave accrual rate and reduction-in-

force purposes. Complete the address block and items 1 through 9 and submit

the form in duplicate to the appropriate address listed below.

A. Toverify campaign/expeditionary setvice for military retirees of the U.S. Air

Force, U.S. Navy, U.S. Marine Corps, and U.S. Coast Guard, address the
request to:

National Personnel Records Center -
(Military Personnel Records)

9700 Page Boulevard

St. Louis, MO 63132-1547

B. To verify campaign/expeditionary service for military retirees of the U.S.
Army, address the request to:

U.S. Army Reserve Components
Personnel and Administration Center
ATTN: DARP-VSE-VC .
9700 Page Boulevard

St. Louis, MO 63132-5000

The records center will verify only claimed and unverified nonwartime cam-
paign or expeditionary service. It is the retired member’s responsibility to pro-
vide the names of any nonwartime campaign or'expedition in which served.
The records center will not verify service unless specific campaigns/

- expeditions and inclusive dates are listed. Service components (e.g., “USAF")

or medal (e.g., “Vietnam Service Medal') are not sufficient.

If a follow-up checkis necessary, reproduce a copy of the original request and
clearly mark the top of the SF 813,-“Follow-up Request”.

512.223

ELM 15, December 1999
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512.3 Leave

512.3 Accrual and Crediting

512.31 Employee Categories

512.311  Full-Time Employees
The following provisions concern full-time employees:

a.  Accrual Chart, Full-time career employees earn annual leave based on
their number of creditable years of service:

Leave Creditable
Category  Service Maximum Leave Per Year

4 Lessthan3 4 hours for each full biweekly pay
years ~ petriod; i.e. 104 hours (13 days) per
26-period leave yeat.

6 3yearsbut 6 hours for each full biweekly pay
less than 15 period plus 4 hours in last pay period in
years leave year; i.e, 160 hours (20 days) pet
' 26-period leave year.
8 16years or 8 hours for each full biweekly pay .
more. petiod; i.e., 208 hours (26 days) per o
’ 26-period leave year.

b.  Creditat Beginning of Leave Year. Full-time career employees are
credited at the beginning of the leave year with the total number of
annual leave hours that they will earn for that leave year.

c.  Changes in Employee’s Accrual Rate. Leave credit at t‘he beginning of
" the leave year reflects any change in an-employee’s accrual rate for
" that year.

d.  Change from Pan‘-Tlme fo Full—T/me An employee who changes from a
part-time to a full-time-employee after the start of a leave year is
credited with the annual leave to be earned for the remainder of the
leave year. '

6. Nonpay Status. Leave credit for periods in which an employee is in a
" nonpay status is reduced dunng the leave year as follows:

'(1) When an employee s absence in a nonpay status totals the-
equivalent of one pay period of regular service during the leave
year (10 days or 80 hours), credit for leave is reduced by the

~ amount of leave earned by the employee in a pay period.

‘ Notes

(@) For rural cartiers who are required to work 6 days a‘we.ek',
the equivalent of one pay petiod is 12 days or 96 hours.

(b)  For J route carriers, the equivalent of one pay period is 11
days or 88 hours.

(@) When an employee has one or more breaks in service durihg the
- " leave year, all hours in a nonpay status (during petiods in which

the employee earned annual leave) are totaled to reduce leave
credits. ’
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512.312

ELM 15, December 1999

Part-Time Employees

512.312

The following provisions concern part-time employees:

a.

Accrual and Crediting Chart. Part-time ca
leave based on the number of hours in
(see Exhibit 512.312),

Biweekly Crediting. Leave accrues and is cre
end of each biweekly pay period. All hours i
credited for leave purposes (612.312a)

1)

The leave year ends.

reer employees earn annua|
which they are in pay status

dited in whole hours at the

n pay status that cannot pe
are dropped when:

(2)  The employee’s status is changed from part-time to full-time.
(3)  The employee is removed from the rolis for any cause,

Exceptions. The following are exce
512.312b.

(1) Part-time regular schedule employees including A-E postmasters

ptions to the crediting rule in

are credited with annual leave on a pro rata basis, according to
their authorized daily schedules. Employees with 1 year or more

of career service may be credited at the be

ginning of the leave

.. year with the annual leave that they will earn during the leave
year. A-E postmasters are credited at the beginning of the leave
year with the annual leave that they eamn during the leave year.

@)

Part-time regular employees are entitled to
hours,

additional leave

based on their leave category, for each 20, 13, or 10 hours

of work in excess of the schedule (see Exhibit 512.312). .

Auxiliary rural carriers (Designation 77), including substitute rural

carriers in dual appointments, are credited with annual leave for
actual service petformed. If auxiliary rural carriers are otherwise
employed (e.g., clerks in the post office), such additional service

is also used in the computation of leave cre
are credited as instructed in 512.312a.

dit; otherwise, they

329
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512.312 Leave
Exhibit 5612.312
Accrual and Crediting Chart for Part-Time Career Employees
Years of Hours of
Leave Creditable Hours in Leave Earned
Category | Service Maximum Leave per Year Rate of Accrual Pay Status | per Period
4 Less than 3 | 104 hours, or 13 days per 1 hour for each unit of 20 1
years. 26-period leave year or 4 20 hours pay in status. 40 2
hours for each biweekly pay 60 3
petiod. ' 80 4 (max.)
6 3 years but | 160 hours, or 20 days per 1 hour for each unit of 13 1
less than 26-petiod leave year or 6 18 hours in pay status. 26 2
15 years. hours for each full biweekly 39 3
pay period, plus 4 hours in last 52 4
pay period in leave year.! 65 5
78 6 (max.)
8 15 years or | 208 hours, or 26 days per 1 hour for each unit of 10 1
1 more. 26-period leave year or 8 10 hours in pay status. 20 2
hours for each full biweekly 30 3
pay petiod. 40 4
' : 50 5
60 6
70 7
80 8 (max.)
1

Except that the accrual for the Iast pay penod of the leave year may be 10 hours, provided the employee has
the 130 creditable hours or more in a pay status in the leave year for leave purposes.

Recording Hours for Annual and Sick Leave
Units of hours in a pay status are converted into annual leave credits at the rate of 1 hour for each unit of 20,

.18, or 10 hours in a pay status — up to a maximum of 4, 6, or 8 hours per biweekly pay period, depending on

the employee’s leave category.

Hours in a pay status in excess of these whole units are accumulated and carried forward as excess
workhours. These excess (uncredited) workhours are added to hours in a pay status in the next period.
Whole units of creditable hours (20, 13, or 10) are then converted into leave hours at the unit rate — provided
no more leave is credited to a part-time employee than could be eamed in the same leave year by a full-time
employee. '

The maximum credit alfowable for a particular leave category is calculated by multiplying the period number
by the number of leave hours allowable per petiod.

e

330
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512.313

512.313 Appointees

The following provisions concern appointees:

a.  Rate of Leave Accrual. The rate of leave accrual for a new career
employee (whether appointed, reinstated, or transferred) will be
promptly determined. it is based on creditable service, both civilian and
military (see 512.2).

b. Ninety-Day Qualifying Period

(1) Requirement. New employees are not credited with and may not

®)

@)

()

take annual leave until they complete 90 days of continuous

employment under one or more appointments without a break in
setvice.

-Exception: This requirement does not apply to career (or career

conditional) employees who have had a minimum of 90 days of
continuous federal service prior to transferring, without a break in
service, to a Postal Service career position (see 512.812,
512.911, and 512.912a).

Break in Service. A break in service of 1 or more workdays
breaks the continuity of employment. Any further employment  ’

" requires beginning a new 90-day period. (For substitute rural
.carriers, see 512.552;)

Active Military Service. Active military service for an employee not
entitled to mandatory restoration is a break in civilian service. The

employee begins a new 90-day qualifying period for leave
purposes,

Full-Time Employees and A-E Postmasters. After new employees
complete the 90-day qualifying period, they are credited with
annual leave to be earned during the remainder of the leave year
plus the leave earned during the qualifying period.

Part-Time Employees Except A-E Postmasters. After part-time
employees complete the 90-day qualifying period, annual leave
that they have accrued is credited to their accounts.

c.  Partial Pay Period

(1)

@

ELM 15, December 1999

Any employee whose appointment is made effective after the first
Monday of a pay period does not receive leave credit for service
performed during that pay petiod. Part-time employees appointed
in this manner do not have their service hours brought forward for
leave purposes for that pay period.

An employee transferring from an agency having different pay -
periods may be given credit for the partial period.
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512.32

6512.32
512.321

512.322

512.4

512.41
512411

512.412

Employes Benefifs
Leave

Maximum Carryover
Maximum Carryover Amounts

The maximum carryover amount, i.e., the maximum amount of previously
accumulated annual leave with which an employee may be credited at the
beginning of a year, is as follows:

a.  Bargaining Unit Employées, The maximum leave carryover for
bargaining unit employees is 55 days (440 hours).

b.  Postal Career Executive Service (PCES) Employees. The maximum
cartyover amotint for these employees is the greater of 560 hours or 16
days (128 hours) over their prior year end balance.

c. EAS Employees. The maximum carryover amount for EAS employees

*is 70 days (560 hours),
d.  Employees Affected by Public Law 102. For employees who, on
.~ January 1, 1953 (ptior to the passage of Public Law 102), (1) had more
accumulated leave to their credit than the amounts provided above,
and (2) who have maintained balances in excess of those amounts, the
maximum carryover amount is the balances they have maintained.

Nonbargaining to Bargammg

When a nonbargaining unit employee is permanently asagned toa
bargaining unit position, the employee’s annual leave carryover ceiling is
reduced to the carryover ceiling for that bargaining unit. The employee is
permitted to use the excess annual leave over the bargaining unit ceiling
during the leave year in which the permanent assignment is effective.

Authorizing Annual Leave

Application'
General

Except for emergencies, annual leave for all employees except postmasters
must be requested on Form 3971 and approved in advance by the
appropriate supervisor. Leave requests from rural carriers must be approved
in accordance with Article 10 of the USPS-NRLCA National Agreement.

Emergencies

An exception to the advance approval requirement is made for emergencies;

_ ‘however, in these situations, the employee must notify appropriate postal

authorities as“soqh as possible as to the efnergency and the expected
duration of the absence. As soon as possible after return to duty, employees

-~ must submit Form 3971 .and-explain the reason for the emergency to their

supervisor. Supervisors approve or disapprove the leave request. When the

* - request is disapproved, the absence may be recorded as LWOP or absent

332

without leave (AWOL) at the discretion of the supervisor as outlined in
512.422.
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612.42
512.421

512.422

512.423

512.43

512.5

RN

512.51

N\ 512,511

512.512

512.513

ELM 15, December 1999

512.513

Form 3971, Request for, or Notification of, Absence
Purpose

Application for annual leave is made in writing, in duplicate, on Form 3971,
Request for, or Notification of, Absence.

Approval or Disapproval

The supervisor is responsible for approving or disapproving application for
annual leave by signing Form 3971, a copy of which is given to the
employee. If a supervisor does not approve an application for leave, the
disapproved block on Form 3971 is checked and the reasons given in writing
in the space provided. When a request is disapproved, the granting of any
alternate type of leave, if any, must be noted along with the reasons for
disapproval. AWOL determinations must be simifarly noted.

Retention and Disposal Period

Forms 3971 are retained by the installation head for 2 years from the date the
leave is taken or disapproved and are then destroyed. (Documents that

become a part of a disciplinary file or administrative proceeding will be
disposed of with that file.)

lnsuﬁicieht Leave Balance

If the leave is approved and the employee has an insufficient leave balance, it
is changed to LWOP when the employee’s pay is processed.

Leave Charge Information

Full-Time Employees
Minifﬁum Unit Charge
Minimum unit charges for full-time employees are as follows:

Employee Category Minimum Unit Charge

a. Al full-time nonexempt
_employees.

b. Full-time exe’nhpt.

Hundredth of an hounf-(().01 hour).

(See 519.71.)
1 day (8 hours).

1 day (8 hours). (1) setving a vacant
route or (2) serving in absence of
rural carriers on extended leave.

(See 512.54.)

c. Rural carriers.
d. Substitute rural carriers.

e._Triweekly rural carriers.

Holidays

*"Leave cannot be charged for national legal holidays, days designated as

holidays, or absences authorized by administrative order.
Leave for qutmasters and Installation Heads

These employees must (a) promptly report emergency or planned absences

exceeding 5 working days to their postal managers and (b) maintain accurate
records of their leave.
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512.514

512.514

512.52
512.6521

512,622

512.523

512.524

512,53
512.531

334
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Leave
Rural Carriers (Regular and Substitute)
See 512.53 and 512.55.
Part-Time Employees
Minimum Unit Charge
Minimum unit charges for part-time employees are as follows:
Employee Category ~ Minimum Unit Charge
All part-time nonexempt One hundredth of an hour (0.01 hour).
employees.

Part-time exempt employees. - (See 519.7.)

Part-Time Regular

A part-time employee who is granted annual leave and petforms setvice on
the same day is not allowed to work more hours than would total 8 hours
when combined with leave hours.

Part-Time Flexible
The following provisions concern part-time flexible employees: o

a.  Apart-time flexible employee who has been credited with 40 hours or
moré of paid service (work, leave, or a combination of work and leave)
in a service week is not granted paid annual or sick leave during the
remainder of that service week. Absences in such cases are treated as
nonduty time, not chargeable to paid leave of any kind.- Supervisors
should avoid granting leave resulting in the requirement for ovettime

. pay.

b. Part-time flexible employees who request leave on days that they are
scheduled to work, except legal holidays, may be granted leave
provided they can be spared. Leave that is charged to these employees
cannot exceed 8 hours on any 1 day. The installation head may also
consider a request for annual leave on any day a part-time flexible

" employee is not scheduled to work. The 40 hours paid service in a
service week specified in 512.523a may not be exceeded.

A-E Postmasters
The following provisions concern A-E postmasters:

a. Maximum Leave. Annual leave may not exceed the scheduled service

hours for the day on which the leave is taken.

b.  Saturday Absences. A-E postmasters work a 6-day week. When
' Monday through Friday is charged as paid leave, either the previous or
" following Saturday may be taken without being charged against the
employee’s leave balance.

Rural Carriers
General

Annual leave is granted.to a rural carrier in accordance with 512.311 and the
terms of the applicable collective-bargaining agreement. It is granted in
minimum units of 1 day provided a replacement is available,
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512,632

512.54
512.541

512.542

5612.543

5612.55
512,551

512.551

Saturday Absences

Rules for approved absences of rural carriers or substitute rural carriers are

subject to the specific conditions of the USPS-NRLCA National Agreement.
Accordingly, the following apply:

a. Absence on Saturday that occurs within or at the beginning or end of a
period of annual leave or sick leave is not charged to such leave, nor is
there loss of compensation provided either of the following is true:

(1)  There are 5 or more days of annual or sick leave within the
period.

(2) There are 4 or more days of annual or sick leave plus a holiday. If
the holiday falls on a Saturday that is a scheduled workday,
absence on the preceding Friday is not charged to leave. If the

leave period is for less than 4 days, absence on Friday is charged
to leave.

b.  Interruption during the approved period of annual or sick leave by 1 day
of court leave due to circumstances beyond the cartier’s control does
not disqualify the carrier for coverage as provided above.

C.  Upon request, a rural carriet is granted annual leave or LWOP on

Saturday, at the carrier's option — provided a substitute rural carriet is
available for replacement,

Triweekly Rural Carriers
Week’s Absence

Carriers who are absent for a week on sick or annual leave are charged with
5 days' leave.

Absences Less Than a Week |
Carriers who are absent for less than a week at a time are charged with

" 2 days’ leave for each workday of absence.

Leave Carry-Over - -

The catrier may end the year with 1 day of unused annual Iéave. This day
may be ¢arried forward into another leave year provided the total carried

- forward does not exceed 55 days, except as provided in 512.321.

__.'E‘:ulv)'stitfuf_eT Rural Carriers
General - S

A substitute rural carrier serves either as a leave replacement for a regular
rural carrier or serves a vacant rural route. ‘

Notes:

- & Leave replacements do not earn annual or sick leave.

ELM 15, December 1999

b. A substitute (1) serving a vacant route or (2) serving in the absence of
rural carriers who are on extended leave eams annual and sick leave.
Annual leave is granted in accordance with 512.311 and the terms of
the applicable collective-bargaining agreement. It is granted in
minimum units of 1 day, provided a replacement is available.
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512.552

512.552 Ninety-Day Qualifying Period

The 90-day qualifying period, which is explained in 512.313b, applies to
substitute cartiers or rural cartier associates serving vacant routes or when
serving the route during the extended absence of the regular cartier in
excess of 90 days. A break in service of 1 or more workdays breaks
continuity of employment, and the substitute carrier or rural carrier associate
must begin a new 90-day qualifying petiod. Normally a brealk in setvice will
occur only when the regular cartier returns or when the vacant route is filled
by the appointment of a new regular rural carrier. A break in setvice does not
mean absence from the route on a nonscheduled w0rkday or absence in
approved leave status, including LWOP. On day 91 of service, the substitute
carrier or rural cartier associate is credited with accrued annual leave, (In

_ determining the employee’s leave category, credit is also given for prior
setvice as a substitute rural carfier (see 512.212¢)).

512,563 Lump-Sum Payment

When regular rural carriers retumn to duty, substitutes are given lump-sum
payments for the annual leave to their credit if they have been in a
leave-earning capacity. The lump sum payment is not made if the substitute
is placed on another vacant route and continues to earn Ieave

512.554 Procedures for Placmg Leave-Earnmg Status

To ofﬂmally place an eligible substitute rural carrier in leave- earmng status,
the following procedures apply:

a. - Postmasters at offices with revenue units of 190 and above prepare
: Form 50, Notification of Personnel Action, when the substitute carrier "
~has completed 90 days of continuous setvice. Postmasters in offices
with revenue units of 189 and below notify the post office operations
manager by memorandum so that Form 50 may be prepared.

b.  Form 50 prepared by postmasters in offices with revenue units of 190
and above, or memorandums submitted to the post office operations
manager by offices with revenue units below 189 identify: (1) the route
that the substitute rural carrier is setving; (2) the substitute by name; (3)
the date that the regular rural carrier entered on LWOP; and (4) the
date that the substitute began serving the route.

¢. + The nature of action code on Form 50 is 907, Change to Leave-earning
Status. Pertinent information appears in item 88, Remarks. The date of

eligibility is the ninety-first day: followmg the beginning of the regular
tural carriet's LWOP.

d.  When the regular rural carrier returns to duty, the postmaster prepares
Form 50 or forwards a memorandum to the post office operations
manager identifying (1) the name of the substitute rural carrier and (2)
the date that eligibility ceases, which is the day before the regular
cartier returns to duty. The nature of action code is 908, Change from

i Leave -earning Status. Pert(nent information is placed in ltem 88 of the
form.’
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512.6

512.61

512.62

512.63
512.631

512.632

512.633

512.634

Vacation Planning and Special Programs

Bargaining Unit Employees Vacation Planning

For these employees, leave is subject to specific vacation planning provisions
of applicable collective-bargaining agreements. Note also:

a. For all regular employees, both full-time and part-time, vacation leave is
granted when requested — to the extent practicable,

b.  For part-time flexible employees, vacation planning is limited to
accumulated and accrued leave.

Nonbargaining Unit Employees Vacation Planning

Vacation leave is granted to these employees when their services can best
be spared. Postmasters and other responsible officials must schedule leave

so that (a) employees do not forfeit leave and (b) postal operations are not
impaired.

Annual Leave Exchange
General

The annual leave exchange program provides eligible employees with the
opportunity to receive cash in exchange for leave that they will earn during
the next leave year. Accumulated leave and leave accrued during the current
leave year cannot be exchanged under this program. The terms and

conditions for exchanging leave vary for bargaining unit and nonbargaining
unit employees. s

Bargaining Unit Annual Leave Exchange

Certain national collective bargaining agreements provide a leave exchange
option for covered employees. Eligibility and the other terms and conditions
for this option are set forth in the applicable collective bargaining agreements

and any corresponding management instructions for administering the
program,.

Nonbargaining Annual Leave Exchange

Career employees permanently assjgned toa nohbargaining position are
provided the option at the end of the fiscal year to exchange for cash from 8
to 104 hours of the annual leave they will earn during the next year. PCES

employees may exchange from 8 to 128 hours. To be eligible, employees

must have an annual leave balance of 160 hours at the end of the leave year

“in which the election is made.

512,634

EL:M 15, December 1999

PrqcessinQ_Annual Leave Exchange Options
Open season for the annual leave exchange program runs from November

. 15 to December 15 each year. Eligible employees are notified of the election

before the open season. The exchange is effective the first full pay period of
the new leave year.

Note: Postal'employees may not exchange leave already earned that
exceeds the Postal Service leave carryover limit due to Internal Revenue
Service “constructive recéipt” regulations.
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Annual Leave Sharing

The leave sharing program provides employees the opportunity to receive
and use donated annual leave and to donate their annual leave to another
employee under certain conditions. The program is limited to. career
nonbargaining unit and bargaining unit employees and to noncareer
employees designated as transitional employees (TEs) under certain
collective bargaining agreements. The terms and conditions for this program
are set forth in applicable collective bargaining unit agreements and
memorandums of understanding. Instructions for administration of the terms
and conditions are found in a management instruction.

- Separation Adjustments

Terminal Leave Worksheet

If an employee is not transferring and is separating from the Postal Service,
the Minneapolis 1SC furnishes the separating installation with Form 2246,
Terminal Leave Worksheet, for filing in the employee’s official personnel
folder. (For transfers, see 512.8.)

Collection for Unearned Leave

" Refund

Separating employees who are indebted for unearned annual leave or sick
jeave must refund the amount paid to them for such unearned leave. if

employees do not make refunds, deductions are made from any funds that
are due them.

Exception

Collection is not reqwred in cases of death or in the case of separation due to o
a disability that prevents an employee from returning to duty or continuing in

_the Postal Service.

Payment for Accumulated Leave .

A separatlng employee may receive a lump-sum payment for accumulated

. annual leave — subject to the following conditions:

a Before Quallfymg Period. Except for those employees identified under

512,812, an employee who separates before completing the 90-day
qualifying penod forfelts termina] leave payment for accumulated leave.

b.  OnorAfter Quallfymg Penod An employee who completes the 90-day
qualifying period, even if separated at the close of business on day 90,
" is entitled to terminal leave payment for leave accumulated.

c‘. ' Before Last Friday of Pay Period. An employee whose separation is

effective before the last Friday of a pay petiod does not receive leave
credit or terminal leave payment for the leave that would have accrued
during that pay period.

d.  Bargaining Unit Employee. A bargaining unit employee is not paid for
annual leave in excess of the annual leave carryover maximum for his
or her bargaining unit (see 512.32). Any part of the unused annual
leave earned during the current leave year that is in excess of the
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512.8

512.81
512.811

512.812

512.812

lump-sum limitation is granted prior to separation. In the case of death,
a lump-sum payment is made for:

(1) Accumulated annyal leave.

(2)  Unused annual (current) leave earned during the year of the
death that the employee could have taken had the employee lived
to the end of the leave year. No payment is made for unused

leave that the employee would have been required to forfeit at the
end of the leave year,

leave equal to their authorized maximum carryover plus any unused
accrued annual leave that was eamed in the year of separation.

f. For Military Service, Employees who separate to enter active U.S,
military duty may choose to receive a lump-sum leave payment or to
have accrued annual leave held for credit untii they return to Postal
Service duty.

g.  Followed by Reemployment, An employee who received a lump-sum
leave payment on separation from a postal position (or a federal
position under the same leave system) and who is reemployed or
reinstated before the period covered by the payment expires must
refund in full the payment for the overlapping period. The employee
may then be recredited (see 512.9) with leave,

h.  Lump-Sum Payment. Lump-sum payment for annual leave at the time
of retirement does not affect the amount or commencement date of
annuity payments.

Transfers ‘
Transfer Without a Break in Service

From the Postal Service to a Federal Agency

The Minneapolis ISC furnishes the agency gaining the employee with SF
1150, Record of Leave Data, (A copy of SF 1150 is notsent to the losing
insfallation,) When necessary, the Postal Service collects for used but
uneamed leave (see’512.721). When the receiving agency is unable to

. transferred.

From a Federal Agency to the Posta] Service

" Leave credit must be transferred to the employee’s leave account. However,

EL'M‘ 15, Deoember 1999

leave that may be transferred is limited to the leave carryover limit applicable
to the Postal Service position to be filled. The employee should not have to
take LWOP because of delay in transferring leave:

a. Ifthe SF 1150 does not reach the Minneapolis 1SC before the employee
has to take leave, the Minneapolis ISC may telephone or telegraph the
losing agency to request the employee’s leave balance.
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b.  If LWOP cannot be avoided, the record can be adjusted when the
SF 1150 is received to show paid leave — unless the employee
requests that the LWOP remain unchanged.

Transfer With a Break in Service

An employee who moves from the Postal Service to another federal agency
after a break in service is separated (see 512.7) and later reemployed (see

512.9). Any accumulated leave is not transferred, but is paid for in a
lump-sum,

Recrediting Annual Leave
Policy

Annual leave that may be recredited consists of leave eamed under any of
the leave systems merged under the Annual and Sick Leave Act of 1951.
However, annual |eave that is already forfeited cannot be recredited.

Annual leave is recred(ted under the Act for:

a. Employees who are reemployed before the period covered by the
lump-sum payment expires.

b.  Employees who transferred to a position that is not under an annual
leave system and transferred back to the Postal Service without a

break in Postal Service servnoe of more than 52 continuous calendar
weeks.

c. Employees who return to pay and duty status following a beriod of
suspension or involuntary separation (i.e., cases of retroactive
reversals of disciplinary action).

Procedures |

Leave Earned in Prior USPS Serwce B

See 512.73g.

‘Leave Earned at Another Agency

When an employee makes appllcatlon for recredit of leave earned in another
agency, the Postal Service contacts the other agency to determine if leave

was forfeited at the time of separation. If not, the agency is asked to certify
the Ieave account. The following applies: .

a. If the agency cannot find the leave record, the Postal Service will
accepta statement or other evidence of leave credits. The statement
should include an estimate of leave credit and reflect the factors
forming the basis of the estimate.

- . b, lfthe Ieave record or statement justmes it, the amount of leave shown is

512.923

recredited.
Leave Buy-Back OWCP
The following provisions concem leave buy-back:

a. Under the provisions of the Injury Compensation Progfam (545.73b(6)),
current employees may be permitted to buy back sick and annual leave
they used while awaiting adjudication of their cases by the Office of

ELM 1'5, December 1999
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513.223

Workers Compensation Programs (OWCP). In traumatic injury cases,
employees may be permitted to buy back only the leave that is used
after the end of the 45-day continuation-of-pay period.

b.  When the employee buys back annual leave for a previous year that
exceeds the applicable maximum (see 512.32), the excessive leave is

automatically forfeited. Employees are allowed to buy back only those
hours that can be carried forward.

c. Some loss of leave may occur when the period of absence is changed
to a LWOP status as a result of leave buy-back. For every 80 hours of
leave bought back and changed to LWOP, both annual and sick leave
must be adjusted by the amount earned in 1 pay period. The employee
must be informed of this so there will be no misunderstanding.

d.  See Exhibit 514.4, item e, for further information.

Sick Leave

Purpose

Sick leave insures employees against loss of pay if they are incapacitated for ° J
the performance of duties because of illness, injury, preghancy and

confinement, and medical (including dental or optical) examination or
treatment. o

Accrual and Crediting

- Accrual Chart

“Time accrued is as follows:

Employee Category Time Accrued

a. Full-time employees. 4 hours for each full biweekly pay

period —i.e., 13 days (104 hours)
) , per 26-period leave year,
b:. Part-time employees. * 1 hour for each unit of 20 hours in
: pay status up to 104 hours (13 days)
per 26-period leave year.

Creéditing
General °

Sick leave is 6redited at the end of each biweekly pay period in which it is -

- eamed. Sick leave (eamed and unused) accumulates without limitation.

Part-Time Employees

Part-time employees are not credited with sick leave in excess of 13 days
(104 hours) per 26-period leave year.

‘Substitute Rural Carriers

Substitute rural carriers who are serving vacant routes or who serve during

the extended absence of rural carriers are credited with sick leave starting
with their first pay period.
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 513.224  Auxiliary Rural Carriers

Auxiliary rural carriers are not credited with sick leave in excess of 104 hours
per leave year. If they serve in another capacity (e.g., flexible employees) in

the post office, that service is also used in computing sick leave credit (see
513.21). '

513.225 Substitute Rural Carriers in Dual Appointment

Substitute rural carriers (designation 73) in dual appointments earn sick leave
only when their setvice is performed in a position that is subject to the Civil
Service Retirement Act. The leave can be used only while they are serving in
a leave-earning position.

513.226 -Leave Credit Adjustment
See 514.24.

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.

518.312 . Restriction

An employee who is in sick leave status may not engage in any gainful

employment unless prior approval has been granted by appropriate authority
(see part 660, Code of Ethics).

513.32 Conditions for Authorization ‘ (\
. Conditions for-authorization are as follows:
"\, .
Conditions
a. lliness or injury. : If the employee is incapacitated for
: the performance of official duties.
b. Pregnancy and confinement. ~ Ifabsence is required for physical
(Sick leave, annual leave, or -* ©  examinations or petiods of
N : : LWORP is granted as may be - -. incapacitation.
necessary.)
c. Medical, dental, or optical If absence is necessary during the
examination or treatment, employee’s regular scheduled tour.
d. Contagious disease. A If the employee (1) must care for a
contagious disease is a disease  family member afflicted with a
tuled as requiring isolation, - contagious disease, (2) has been
quarantine, or restriction of exposed to a contagious disease
movement of the patientfora  and would jeopardize the health of
patticular period by the health —  others, or (3) has evidence supplied
authorities having jurisdiction. by the local health authorities or a

cettificate signed by a physician
certifying the need for the petiod of
isolation or restriction.
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Conditions
e. Medical treatment for disabled If the employee (1) presents a
veterans. (Sick leave, annual statement from a duly authorized
leave, or LWOP is granted as medical authority that treatment is
may be necessary.) required, and (2) when possible,

gives prior notice of the definite
number of days and hours of
absence. (Such information is
needed for work scheduling
purposes.)

Application for Sick Leave
General

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

Unexpected lliness or Injury

An exception to the advance approval requirement is made for unexpected
iliness or injuries; however, in these situations the employee must notify
appropriate postal authorities as soon as possible as to their iliness or injury
and expected duration of absence. As soon as possible after return to duty,
employees must submit a request for sick leave on Form 3971. Employees
may be required to submit acceptable evidence of incapacity to work as
outlined in the provisions of 513.36, Documentation Requirements. 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.

Form 3971, Request for or Notification of Absence
General

Application for sick leave is r'n'aae in writing, in duplicate, on Form 3971,
Request for or Notification of Absence. '

Approval or Disapproval

The supervisor is responsible for approving or disapproving applications for
sick leave by signing Form 3971, a copy of which is given to the employee. If
a supetvisor does not approve an application for leave as submitted, the
Disapproved block on the Form 3971 is checked and the reason(s) given, in
writing, in the space provided. When a request is disapproved, the granting of
any altemate type of leave, if any, must be noted along with the reason for

- the disapproval. AWOL determinations must be similarly noted.
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513.35 Postmaster Absences

There are special requirements for postmaster absences:

a. Leave Replacement. A postmaster whose absence requires the hiring
of a leave replacement must notify the appropriate official.

b.  Absence Over 3 Days. A postmaster who is absent in excess of 3 days
must submit Form 3971 within 2 days of returning to duty or, for an
extended illness, at the end of each accounting period.

513.36 - Documentation Requirements
513.361 Three Days or Less

For periods of absence of 3 days or less, supervisors may accept the
employee’s statement explaining the absence. Medical documentation or
oother acceptable evidence of incapacity for work is required only when the
employee is on restricted sick leave (see 513.37) or when the supetvisor

deems documentation desirable for the protection of the interests of the
- Postal Service.

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.

513.363 - Extended Periods

Employees who are on sick leave for extended petiods are required to submit
at appropriate intetvals, but not more frequently than once every 30 days, s
satisfactory evidence of continued incapacity for work unless some o
responsible supervisor has knowledge of the employee’s continuing
™~ o - incapacity for work. ' ' '

513.364 -Medical Documentation or Other Accebté"ble Evidence

When employees are required to submit medical documentation pursuant to
these regulations, such documentation should be furnished by the
employee’s attending physician or other attending practitioner. The
documentation.should provide an explanation of the nature of the employee’s
iliness 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.
Supetrvisors may accept proof other than medical documentation if they
believe it supports.approval of the sick leave application.

513.365 Failure to Furnish Required Documentation
‘ If acceptable proof of incapacitation is not furnished, the absence may be
. charged to annual leave, LWOP, or AWOL.
513.37 Restricted Sick L.eave
513.371 Reasons for Restriction

Supervisors or installation heads who have evidence indicating that an
employee is abusing sick leave privileges may place the employee on the
restricted sick leave list. in addition, employees may be placed on the
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513.411

restricted sick leave list after th

eir sick leave use has been revie
individual basis and the followi

ng actions have been taken:

a. Establishment of an absence file.

b. Review of the absence file
levels of management.

wed on an

by the immediate supervisor and by higher

C. Review of the absences during the past quarter of LWOP and sick
leave used by employees. (No minimum sick leave balance is
established below which the employee’s sick leave record is
automatically considered unsatisfactory.)
Supervisor's discussion of absence record wi

Review of the subse

improvement during

the next quarter, the employee will be placed on restricted sick leave,

513.372  Notice and Listing

Supervisors provide written notice to embloyees that their
added to the restricted sick leave listing. The notice also e
further notice, the employee

medical documentation or other acceptable evi
513.373 Recisionlbfzhestricﬁon

513.38 Peffdrmance 'Ab‘ility Questioned

When the reason for an employee's sick leave is of s
justifiable doubt concerning the employee's ability to
safely perform duties, a fitness-for—duty medical exa
through appropriate authority. A complete report of t
otherwise, should support the request.

uch a nature as to raise
satisfactorily and/or
mination is requested

he facts, medica] and

5134  Charging Sick Leave
51341  Full-Time Employees
513.411 General

General provisions are as follows:

a.  Sick leave is not charged for legal holidays or for nonworkdays .
established by Executive Order.

"b.  Sickleave may be charged on any scheduled workday of an
employee's basic workweek including Saturdays and Sundays.

ELM 15, December 1999 345
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513.412 Leave
513.412 Minimum Unit Charge
Minimum unit charges are as follows:
Employee Category ' Minimum Unit Charge
a. All fuli-time nonexempt Hundredth of an hour (0.01 hour).
employees. '
b. Full-time exempt employees. (See 519.71.)
c. Rural carriers. 1 day (8 hours).
d. Substitute rural carriers (1) 1 day (8 hours).
setving a vacant route or (2)
serving in absence of rural
cartiers on extended leave.
e. Triweekly rural cartiers. (S8ee 512.54.)
513.413 Special Situations
The following provisions concern special situations:
a. A-E Postmasters. A-E postmasters are charged sick leave the same as
annual leave (see 512.52). e
b.  Rural Carriers. Rural carriers who are absent because of illness on
Saturdays are charged sick leave based on the computations used for
their annual leave charges (see 512.53).
c.  Substitute Rural Carriers. Substitutes who are serving a vacant rural
route or who serve for a rural carrier on extended leave are charged ( o
sick leave the same as rural carriers. e
d. - Triweekly Rural Carriers. Triweekly rural catriers are charged sick leave
the same as for annual Ieave (see 512.54). o
513.42 Part-Time Employees
513.421 General
- General provisions are as follows:
a. Absences dueto illness are charged as sick leave on any day that an
hourly rate employee is scheduled to work except national holidays.
b.  Except as provided in 513.82, paid sick leave may not exceed the
number of hours that the employee would have been scheduled to
work, up to: ,
(1) A maximum of 8 hours in-any 1 day.
(@ 40 hours in any 1 week.
(3) 80 hours in any one pay penod If a dispute arises as to the
number of hours a part-time flexible employee would have been
scheduled to work, the schedule will be considered to have been
equal to the average hours worked by other part-time flexible
. .employees in the same work location on the day in question.
c. Limitations in 513.421b apply to paid sick leave only and not to a
combination of sick leave and workhours. However, part-time flexible o
employees who have been credited with 40 hours or more of paid K*Q
346
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513.532

service (work, leave, or g combination of work and leave
week are not granted sick leave during the remainder of that service
week. Absences, in such cases, are treated as nonduty time that is not
chargeable to paid leave of any kind. (Sick leave is not intended to be
used to supplement earnings of employees.)

513.422  Minimum Unit Charge

)in a service

Minimum unit charges are as follows:

Employee Category Minimum Unit Charge
All part-time nonexempt employees. Hundredth of an hour (0.01 hour).
Part-time exempt employees. (See 519.71.)

5135 Advance Sick Leave

51351 Policy

513.511  May Not Exceed Thirty Days

Sick leave not to exceed 30 days (240 hours)

 serious disability or ailments if there s réason
return to duty. Sick leave may-be advanced w
annual leave to their credit.

may be advanced in cases of
to believe the employee will
hether or not employees have

513.512 Medical Document Required

Every application for advance sick leave must be supported by medical
-documentation of the illness, '
513.52 Administration

513521 Installation Heads’ Approval '

Officials in charge of installations are
without reference to higher authority.

513.522 Forms Forwarded

Form 1221, Advance Sick Leave Authorization,‘ is completed and forwarded
to the PDC when advance sick leave is authorized.

513,53 Additional Sick Leave
513.531. Thirty-Day Maximum

Additional sick leave may be advanced even though liquidation of a previous
advance has not been'c mpleted, provided the advance at no time exceeds
30 days. Any advance sick leave authorized is in addition to the sick leave

that has been earned by the employee at the time the advance is authorized.
513.532 | Liquidating Advance Sick Leave

authorized to approve these advances

The liquidation of advance sick leave is not to be confused with the
substitution of annual leave for sick leave to avoid forfeiture of the annual
leave. Advanced sick leave may be liquidated in the following manner-

a. Charging the sick leave against the sic

k leave earned by the employee
as itis earned upon return to duty.
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b.  Charging the sick leave against an equivalent amount of annual leave,
at the employee's request if the annual leave charge is made ptior to
the time such leave is forfeited because of the leave limitation
regulation.

Leave Charge Adjustments

Insufficient Sick Leave

If sick leave is approved but the employee does not have sufficient sick leave

" to cover the absence, the difference is charged to annual leave or to LWOP

at the employee’s option.

Insufficient Sick and Annual Leave

If sick leave is approved for employees who have no annual or sick leave to
their credit, the absence may be charged as LWOP unless sick leave is
advanced as outlined in 513.5. LWOP so charged cannot thereafter be
converted to sick or annual leave. ~

Disapproved Sick Leave

If sick leave is disapproved, but the absence is nevertheless warranted, the

supervisor may approve, at the employee’s option, a charge to annual leave
or a charge to LWOP.

Absence Without Leave

_An absence that is disapproved is chérged as LWOP and may be

administratively considered as AWOL.

Anm‘lalLeave Changed to Sick Leave

If an employee becomes ill while on annual leave and the employee has a
sick leave balance, the absence may be charged to sick leave.

Transfer or Reemployment

- Transfer
Crediting

Individuals who are transferrmg from a federal agency to the Postal Service
are credited with their sick leave balance provided there is not a breakin

-service in excess of 3 years.

Recredltmg
The followung provisions concem recreditmg

. a. IfaPostal Service employee transfers to a position under a different

leave system, to which only a part of the employee’s sick leave can be
transferred, the sick leave is recredited if the individual returns to the

Postal Service provided there is not a break in service in excess of
3 years.

b.  If a Postal Service employee transfers to a position to which sick leave
cannot be transferred, the sick leave is recredited if the individual
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513.83

returns to the Postal Service provided there is not a break in service in
excess of 3 years.

513.72 Reemployment

Sick leave may be recredited upon reemployment provided there is not a
break in service in excess of 3 years.

513.73 Reemployment — OWCP

Allindividuals who were originally separated and who are subsequently
reemployed from a continuous period on OWCP rolis will have any previously
unused sick leave recredited to their account, regardless of the length of time
the employee was on OWCP and off postal rolls.

Exception: Sick leave may not be recredited if the employee applied and

was approved for disability retirement regardiess of whether the employee
actually collected the annuity.

5138 Retirements or Separations

'513.81 General - .

No payment is made for accumulated sick leave when an employee retires or
separates from Postal Service employment. _

513.82 Retirement
) 518.821 Credit for Sick Leave

S ' Provisions of the Civil Service Retirement law provide for the granting of
- credit for unused sick leave in calculating retirement or survivor annuity at the
N . A time of the employee’s retirement or death (see ELM 562.4). Each 8 hours of
- sick leave represents 1 day of retirement credit. Unused sick leave days are
converted to calendar time retirement credit, based on a 260-day work year
(260 days x 8 hours = 2,080 hours). There are no provisions for credit of sick
leave upon retirement for employees under the FERS program except for
those employees who formerly were in the Civil Service Retirement System
(CSRS) and transferred to FERS, Subchapter 580, Federal Employees’
Retirement System (FERS), a new subchapter in the ELM, provides details
for credit of sick leave upon retirement for FERS employees who formerly
" were under the CSRS coverage. ‘

513.822 Disability Retirement

If the OPM has approved an application for disability retirement effective on
expiration of accumulated and accrued leave, or if the employee is being
otherwise separated for physical or mental disability resulting in inability to
perform the work, sick leave is granted at the rate of 8 hours per day, 40

" hours per week, or 80 hours per pay period until the employee’s sick leave is
exhausted. Payments may not be made, however, for any hours for which the
employee received salary or leave payments from another federal agency.

513.83 Separation by Death

If an ill employee dies without retuming to duty and without making
application for sick leave, the postal official who is in charge of the installation
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grants sick leave for the period of illness or disability immediately prior to
death. If the employee was in pay status on the day of death or immediately
prior to death, the employee’s beneficiary is entitled to receive compensation
without charge to leave for the date of death. The fatter applies whether or
not employees have leave to their credit.

Collection for Unearned Sick Leave

Collection for used but unearned sick leave at the time of separation is made
in the same manner as for unearned annual leave (see 512.72).

Leave Without Pay (LWOP)
Definitions
The following definitions apply for the purposes of the section:

a. LWOP is an authorized absence from duty in a nonpay status.

b. LWOP may be granted upon the employee's request and covers only
those hours which the employee would normally work or for which the
‘employee would normally be paid. :

c.  LWOP is different from AWOL (absent without leave), which is a
nonpay status due to a determination that no kind of leave can be
granted either because (1) the employee did not obtain advance
authorization or (2) the employee's request for leave was denied.

Policy
Restriction

LWOP inexcess of 2 years is not approved unless specifically provided for in

postal pohcy of regulatlons

Admmlstratlve Discretion -

Each request for LWOP is examined closely and a decision is made based on
the needs of the employee the needs of the Postal Service, and the cost to

" “the Postal Service. The granting of LWOP is a matter of administrative

discretion and is not granted on the employee’s demand except as provided
in collective bargaining agreements or as follows:

a.  Adisabled veteran is entitled to LWOP, if'necessary, for medical
treatment. ’

'

b. A Reservist or a National Guardsman is entitled to LWOP, if necessary,
to perform military training duties under the Vietnam Era Veterans'
Readjustment Act of 1974 (see 38 U.S.C., section 2024).

~¢.  Anemployee who requests and is entitled to time off under 515,

Absences for Family Care or Serious Health Problem of Employee,
must be allowed up to a total of 12 workweeks of absence within a
Postal Setvice leave year for one or more reasons listed in 515.41.
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514.4

Condition

In granting approval for extended LWOP, there should be reasonable
expectation that the employee will return at the end of the approved period.

Leave Credit Adjustment

Employees who are on LWOP for a period, or periods, totaling 80 hours
(normal number of workhours in 1 pay period) during a leave year have their
leave credits reduced by the amount of leave earned in 1 pay period.

Exception: Employees who (1) are in leave category 6, (2) are not on
LWOP for the entire year, and (8) whose accumulated LWOP reaches 80
hours in the last pay period in a leave year will have their leave balance
reduced by only 6 hours, even if they earn 10 hours during that pay period
(see 512.3). Also, no adjustment is made to the leave computation date for
periods of LWOP taken for active military setvice or while absent due to an
iliness or injury approved by OWCP,

Other Employment

LWOP is not granted for the purpose of ehgbling an employee to “try out” or
to accept other employment. '

Authority to Approve
Installation Head

Installation heads may approve requests for LWOP that are not in excess of
1 year.

District Managers

District managers may approve requests for LWORP that are not in excess of
2 years. o

Acceptable Reasons and Instructions

See Exhibit 514.4-for acceptable reasons and instructions for LWOP.
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Exhibit 514.4 (p. 1)
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Acceptable Reasons and Instructions for LWOP

Acceptable Reasons
for LWOP

instructions

a. Personal reasons.

LWOP may be granted to cover the absence.

b. ‘Employee has no leave to
cover vacation duting
choice vacation period.

LWOP may be granted to cover the absence,

c. Fullime attendance ata
college ot university.

Q)
@)

Restricted to full-time employee.
An official transcript of courses taken must be submitted to the installation head.

d. Personal illness or injury
(also see 515).

()

LWOP may be granted after accumulated acorued sick and annual feave have been
exhausted; except that during a pay period in:which, due to personal injuty ot illness, no

*. work is performed, an employee may-utilize annual and/or sick feave in conjunction with

@
®
@

(6)

LWOP, subject to approval of the leave in accordance with normal leave approval
procedures,

A medical document from the attending physlman or practitioner must be obtained before
approval, the same as for sick leave.

Applications for LWOP to cover a petiod in excess of 30 days in any 1 year in cases of
illness or injuty are reviewed and acted upon by the installation head.

An employee nomally will not be separated from the service because of absence due-to
personal illness or injury for a period of less than 1 year (also see 568). An employee may
be separated if required to be absent for more than 1 year unless there is cause to expect
recovery and retum within a- reasonable time after the end of 1 year in LWOP status.

The separatlon of an employee after 1 year of continued absence with or without pay does
not prevent an eligible employee from filing an application for retirement (also see 568),

e. Injuryinline of duty.

®)

()

@

Supervisors must advise employees of their right to file an application for FECA benefits as
a result of illness ot injury that s suffered in‘the line of duty. (See instructions on CA-1 and
CA-2a for traumatic injuries and CA-2 for occupational illnesses and diseases.)

In traumatic.injury cases, an employee is entitled to a maximum of 45 calendar days of
continuation of pay (COP) without charge to leave if written notice of injury is filed within 30
days of injuty. The period of COP begins at the start of the employee’s first full tour of duty
thereafter, or the first day following the disability, ‘'whichever ocours sooner. The periad
during which 45 days of COP may be claimed must begin within 90 days of the occurrence
of the injury but may end after 90 days from tie-occurrence. if, after retuming to work
subsequent to an apparent recovery from a traumatic injury, an employee is again absent

. from work as a result of the original traumatic injury, the employee may use any remaining

)

O

(6)

COP time feft up to the 45-day limit. However, the remaining COP time must be used within
90 days of the date the employee first retums to work following the Initial traumatic injury.

An employee may choose sick or annual leave in lieu of COP; however, this leave may be
refroactively converted to COP provided a request is made within 1 year of the date the
leave was used or the date of the claim approval, whichever is later.

Before being placed on LWOP, an employee may choose to use annual or sick leave until it

‘is exhausted. Leave is eamed dunng that part of a pay period in which the employee isin

pay status.

On favorable adjudiéafio'n of a claim by the Office of Workers' Compensation Programs
(OWCP), LWOP may be substituted for a period of sick and/or annual leave so that the
employee may accept disability compensation for the period of absence.

On favorable adjudication of a claim by OWCR, current employees may be permitted to buy
back the leave that they used while awaiting adjudication (see 545.73b(6)). If.the injury is a
traumatic injury, only leave used after the end of the 45-day COP period may be bought
back. OWCP does not restrict the amount of leave hours an employee may buy back.
However, Postal Setvice regulations do not permit employees to carry-over into the next
leave year more than the allowable maximum number of hours of annual leave (see
512.12). When an employee buys back annual leave in the previous year in an amount that
exceeds the applicable maximum carry-over, such excess will be.automatically forfeited. .
For evety 80 hours of leave bought back and changed to LWOP, both annual and sick leave
must be adjusted by the amount eamed in a pay period.
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Exhibit 514.4 (p. 2)

Acceptable Reasons and Instructions for LWOP

Acceptable Reasons
for LwWop

Instructions

f.  Family care (see 51 5).

An eligible employee may request and must be al

llowed up to a total of 12 workweeks of
absence during a Postal Service leave year for o

ne or more reasons listed in 515.41.

g. Military duty for scheduled
drilis or for periods of
training.

An employee enlisted under the Reserve Forces Act of 1955 who has completed the initiaf

period of active duty training of not less than 3 months or more than 6 months may be granted
LWOP for scheduled drills or periods of training.

h. Military duty for any
pumose, training or

Eligible members of the National Guard

or reserve components of the Armed Forces who are
ordered to active duty for training or for

any other purposes, fora specified period of time not to

otherwise. exceed 1 year, but in excess of the total time allowable under military leave and annuat leave
are granted (WOP.
. Employee elected to (1)' LWOP normally does not exceed 2 consecutive years coinciding with the elected term of
devote full-time service as office.

a national president to an

organization of supervisory

or other managetial
" personnel (see 41 6.3).

(2) The employee requests in writing, through the appropriate management structure, that the
vice president of Labor Relations grant the employee L WOP during tenure of presidency for
the purpose of serving as resident president of an employee organization in Washington,
D.C., in afull-time capacity.

(3) I LWOP is granted, the em
during that period.

(4) The vice president of Labor Relation

determined that the position must

individual on prolonged leave.

ployee continues to be eligible for appropriate fringe benefits

S reserves the right to deny the request for LWOP if it is
be filled on a permanent basis, unencumbered by an

jo Union business.

See applicable provisions of current collective bargaining agfeement.

k. Postmaster elected as an

organization officer, other
than the president.

See §19.271¢ andd.

ELM 15, December 1999
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Forms Required

Form 3971

A request for LWOP is submitted by the employee on Form 3971, Request for
or Notification of Absence. If the request for leave indicates the LWOP will

extend over 30 days, a written justification and statement of reason for the
desired absence is required.

Form 50

Form 50, Notification of Personnel Action, is prepared when LWORP is in
excess of 30 days (see Handbook EL-301, Processing Personnel Actions).

Absence for Family Care or Serious Health
Condition of Employee

‘Purpose

This section provides policies to comply with the Family and Medical Leave

Act of 1993. Nothing in this section is intended to limit employees’ rights or "+
benefits available undet other cutrent policies (see 611, 512, 513, 514) or -
collective bargaining agreements. Likewise, nothing increases the amount of
paid leave beyond what is provided for under current leave policies or in any
collective bargaining agreement. The conditions for authorizing the use of

annual leave, sick leave, or LWOP are modified only to t_he'ex_tent‘descﬁbed
in this section. C

Definitions
The following definitions apply for the purposes of the section:

a.  Son or daughter— biological, adopted, or foster child, stepchild, legal
ward, or child who stands in the position of a son or daughter to the
employee, who is under 18 years of age or who is over 18 and
incapable of self-care because of mental or physical disability.

b.  Parent— biological parent or i'ndividvual who stood in that position to the
employee when the employee was a child.’

C. Spouse — husband or wife, ,

d.  Serious health condition — iliness, injury, iinpairment, or physical or
mental condition that involves any of the following:

(1)  Any petiod of incapacity or treatment in connection with or

consequent to inpatient care in a hospital, hospice, or residential
medical care facility.

(2)  Any period of incapacity requiring absence from work or regular
daily activities of more than 3 calendar days that also involves

continuing treatment by (or under the supervision of) a health
" care provider.

(3)  Continuing treatment by (or under the supervision of) a health
care provider (a) for a chronic or long-term health condition that is

ELM 15, December 1999
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515.42

incurable or so serious that, if not treated,
period of incapacity of more than 3 days;

Note: Voluntary or cosmetic treatments (such as most treatments
for orthodontia or acne) that are not medically necessary are not
“serious health conditions,” unless inpatient hospital care s
required. Restorative dental surgety after an accident or removal
of cancerous growths is a setious health condition provided all
the other conditions are met. Treatments for allergies or stress, or
for substance abuse, are serious health conditions if all the
conditions of the regulations are met. Prenatal care is included as

a serious health condition. Routine preventative physical
examinations are excluded,

. Health care provider — doctor of medicine or osteopathy, Christian
Science practitioner listed with the First Church of Christ, Scientist in
Boston, MA, or other attending practitioner (see 513.364)

would likely result in a
or (b) for prenatal care.

. 5153 Eligibility

To request leave under this section, an employee must have been employed - -
by the Postal Service for an accumulated total of 12 months and must have

worked a minimum of 1,250 hours during the 1 2-month period before the
date leave begins. :

5154 Leave Requirements
515.41 Conditions

Eligible employees must be allowed an accumulated total of up to 12

workweeks of leave within a Postal Service leave year for one or more of the
following:

a. - Because of the birth of a soh or déu
to care for such son or daughter. En
expires 1 year after the birth,

b.  Because of the placement of a'son o
-adoption or foster care. Entitlement t
year after the placement.

¢ Inorderto care for the Spouse, son
- employee if the spouse, son,
condition.

d.  Because of a serious health condition that makes the employee unable
to perform the functions of the employee’s position.

ghter of the employee and in order
tittlement to leave for this condlition

r daughter with the employee for
o leave for this condition expires 1

» daughter, or parent of the
daughter, or parent has a serious health ,

51542 Leave Type

Absences approved under this section are charged as annual leave, sick
leave, or leave without pay, or a combination of these. Leave is charged
consistent with current leave policies and applicable collective bargaining
agreements. Approving officials should note “FMLA” in the approval block of
the Form 3971, Request for or Notification of Absence,
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Authorized Hours

Under this section, full-time employees are entitled to up to 480 hours of
leave (i.e., 12 weeks times 40 hours per week) within a leave year.
Employees with weekly schedules of less than 40 hours are entitled to 12
times the number of hours normally scheduled in their workweek. For
example, a part-time employee with a normal schedule of 30 hours a week is
entitled to 360 hours (12 weeks times 30 hours). A parttime employee who
does not have a normal weekly schedule is entitled to the total number of
hours worked in the previous 12 weeks, not including overtime hours, Leave
in addition to the 12 workweeks authorized under this section may be granted

in accordance with other leave policies or collective bargaining agreements
(see B11, 512, 513, 514).

Documentation
Genetal

An employee must provide a Form 3971, Request for or Notification of

Absence, together with documentation supporting the request, at least 30

days before the absence if the need for the leave is foreseeable. If 30 days ™
notice is not praottcable notice must be given as soon as practicable.

Ordinarily at least verbal notification should be given within 1 or 2 business

days of when the need for.leave becomes known to the employee. The
employee will be provided a notice detailing the specific expectations and
obligations and the consequences of a failure to meet these obligations. =
Additional documentation may be requested, which must be provided within -
15 days or as soon as practicable under the particular facts and A
circumstances. During an absence, the employee must keep his or her
supervisor informed of intentions to return.to work and of status changes that
could affect his or her ability to return to work. Failure to provide

documentation can result in the denial of family and medical leave under this
section. '~ :

New Son or Daughter

An employee requesting time off because of the birth of the employee’s son
or daughter and to care for the son or daughter, or because of the placement
of a son or daughter with the employee for adoption or foster care, may be

. tequired to provide the birth or placement date.

Care of Others for Medical Reasons

An employee requesting tlme off to care for a spouse, parent, son, or
daughter who has a serious health condition may be required to provide

. documentation from the health care provider stating the date the setious

health condition began, probable duration of the illness, appropriate medical
facts, and when the employee will be needed to provide such care or
psyohologlcal support. When the request is to care for someone other than a

biological parent or child, appropriate explanation of the relatlonshlp may be
required.
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515.864  Additional Medical Opinions

A second medical opinion by a health
paid for by the Postal Service may be
between the original and second opini

515.55 Employee Incapacitation

An employee requesting time off unde

care provider who is designated and
required. In case of a difference
on, a third opinion by a health care

r this section because of his or her own

incapacitation must satisfy the documentation requirements for sick leave in

513.31 through 513.38 or for leave wit

hout pay in 514.4, If absence exceeds

21 calendar days, evidence of ability to return to work with or without

“limitations must be submitted. If additiona] medical opinions are required,

515.54,

515.6 Intermittent Leave or Reduced Schedule

51561 New Sori or Daughter

Approval is based on employee need
Postal Service.

51562 Care of Others for Medical Reasons or Employee Incapacitation

Leave requested to care for a spouse, s

A healt_h_ condition or due to the employee's health condition may be taken on

an intermitte_mt ‘basvisr or by establishing
medically necessary.

a reduced work schedule when

51563 Temporary Change in Duty Assignment

515.64 FLSA Status

An employee exempt from the Fair Labor Standards Act (FLSA) hormally
may not take leave in less than 1 ~day increments. However, leave taken

under this section on an intermittent ba

reduced work schedule can be taken in less than 1

affecting the employee’s FLSA-exempt

ELM 15, December 1999

sis or by temporarily establishing a

-day increments without
status.
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515.7 Return to Position

Employees taking leave under this section are entitled to return to the
positions they held when leave began, or to equivalent positions with
equivalent pay, benefits, working conditions, and other terms of employment.
Returning employees are not entitled to any right, benefit, or position to which
they would not have been entitled had they not taken the leave, or to
intangible, unmeasurable aspects of the job such as the perceived loss of
potential for future promotional opportunities, If an employee was hired for a
specific term or only to perform work on a discrete project, then there is no
further reinstatement obligation under this section if the employment term or
project is over and the employment would not have otherwise continued.

515.8 Benefits

All benefits shall accrue to employees in a leave status under this section
pursuant to the applicable provision of the ELM.

~ 5159 Family Leave Poster

All postal facilities, including stations and branches, are required to
cconspicuously display WH Publication 1420, Your Rights Under the Family
and Medical Leave Act of 1993. It must be posted, and remain posted, on
bulletin boards where it can be seen readily by employees and applicants for
employment.

s516- Court Leave

516.1 General

516.11 Definitions

~ The following definitions apply for the _pt'irposes of the section.

a.

358

Court leave — the authorized absence from work status (without loss of
ot reduction in-pay, leave to which otherwise entitled, credit for time or
service, or performance rating) of an employee who is summoned in
connection with a judicial proceeding, by a court or authority
responsible for the conduct of that proceeding, to serve as a juror or to
serve as a witness in a nonofficial capacity on behalf of a state or local
governméit, or witness in a nonofficial capacity on behalf of a private

“party in a judicial proceeding to which the Postal Setvice is a party or

the real party in interest. The court or judicial proceeding may be )
located in the District of Columbia, a state, territory, or possession of
the United States, including the Commonwealth of Puerto Rico, the
Canal Zone, or the Trust Territory of the Pacific Islands. '

Judicial proceedings — any action, suit, or other proceedings of a
judicial nature but not including administrative proceedings such as
hearings conducted in accordance with ELM 650, Nonbargaining
Disciplinary, Grievance, and Appeal Procedures.
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