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SECTION 403  ABSENCE AND LEAVE

1.  Policy.  The basic Navy policy is that annual leave will be granted freely when employees can be spared from their duties; and that sick leave and other types of leave will be granted whenever attendant circumstances warrant their respective use.

2.  Responsibility
    a.  Each activity head is responsible for the proper administration of leave regulations insofar as they pertain to that activity’s employees.


  b.  Delegation of authority for approval of leave will be issued by individual activities.


  c.  The Human Resources Office (HRO) will provide technical advice and assistance to management and employees on specific cases or questions and will assure that they are apprised of changes in regulations as these occur.


  d.  Each supervisor delegated authority for approving leave or excusing absence will comply with the procedures outlined in this section (and the Negotiated Agreement, if pertinent).


  e.  Supervisors have the right to know what their employees’ leave balances are so that they may make informed decisions as to the scheduling and approval of leave, and also assess the reasonableness of the employees’ leave use in cases where abuse may be suspected.

3.  General Information

  a.  The minimum charge for annual leave, sick leave and leave without pay shall be one hour unless the activity has approved that leave will be charged in increments of less than one hour.  Leave will be taken on the same day charged.  There is no authority to combine leave absences on parts of two calendar days to provide for a minimum charge of annual or sick leave.


  b.  Policy and procedures concerning Federal holidays are contained in Section 402, Hours of Duty and Holidays.

4.  Holy Days.  Every effort shall be made to allow employees, who express the desire to do so, to observe holy days.  Supervisors may grant employees’ requests for annual leave or leave without pay to observe such holy days if work requirements permit.  Refer to Section 412, Overtime and Compensatory Time, for information concerning use and granting of compensatory time to meet religious requirements.

5.  Annual Leave
  
a.  Annual leave may be granted as of the first day of employment to those employees whose appointments are for 90 days or longer.  Management may advance annual leave to such employees under the usual restriction that it may not advance more leave than would be earned during the rest of the leave year.  The servicing payroll office must be notified, in writing, of any advance leave approved.


  b.  An employee whose appointment is for less than 90 days is not entitled to annual leave until after being employed for a continuous period of 90 days under successive appointments without a break in service.  A break in service is one workday or more when the employee is not on the Government’s employment rolls.  If employees are initially appointed for less than 90 days, and subsequently have the appointment converted to more than 90 days, e.g., temporary appointment not to exceed 30 days, converted to career-conditional appointment on the 29th day, they are entitled to leave credit from the beginning date of the initial appointment, and may begin using the leave immediately upon conversion to the unlimited appointment.  Employees may use any annual leave earned under previous appointments which has been recredited to their account.
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        (2) Part-time Employees.  Part-time employees who have a regularly scheduled tour of duty on one or more workdays during each administrative workweek in the biweekly pay period will be credited with annual leave as follows:

            (a) Less than 3 years service - 1 hour for each 20 hours in a pay status.




      (b) Three, but less than 15 years service - 1 hour for each 13 hours in a pay status.




      (c) Fifteen or more years service - 1 hour for each 10 hours in a pay status.

      (3) Uncommon tours of duty.  Special provisions exist relating to accrual and charging of leave for employees, such as firefighters, on 12 and 24 hour shifts.  These are provided separately to activities having such employees.  Other activities having the requirement to establish such shifts should contact the HRO for information and guidance.


  d.  Maximum Accumulation


   (1) Normally, employees are entitled to accumulate and carry-over into the new leave year a total of not more than 30 days annual leave.  The new leave year begins with the first complete biweekly pay period in the calendar year.



   (2) An employee who by virtue of previous employment in an overseas area which permits accumulation and carry-over of up to 45 days, may continue to carry the amount accrued (up to 45 days) upon return to duty in the United States.  However, when the amount of leave carried over into the new year is 

less than the 45 days; e.g., 39 days, the new ceiling becomes that lesser amount.

    e.  Granting and Requiring Use of Annual Leave


   (1) Annual leave to an employee’s credit (including leave that will accrue to an employee during the year) may be granted at any time during the year.  Annual leave will not be advanced in excess of that normally accumulated in the leave year.  (Approval authority for advance annual leave is set forth in individual activity instructions.)



   (2) Annual leave will be granted to employees at the discretion of management, based on the employee’s request and 

considerations of workload/mission requirements.  The granting of leave will not be restricted to the extent that earned leave is forfeited by an employee because of maximum accumulation rates.

        (3) The Standard Form 71, Application for Leave, should be used to document the request and approval/disapproval of leave.


      (4) A formal and timely request for annual leave must be approved either at the time requested or rescheduled if disapproved because of workload/mission requirements.  If the requested leave is neither approved nor rescheduled it should be submitted to the appropriate official for determination of public exigency.  (Refer to paragraph 6a(1) and c.)

    f.  Obtaining Leave in Unforeseen Circumstances.  An employee who has not requested and obtained advance approval for annual leave and who is unable to report to work because of unforeseen circumstances, must request approval by notifying the authorizing supervisor of the reason for and the approximate duration of the requested leave.  Notification to the supervisor must normally be made no later than fifteen minutes of the start of the employee’s first scheduled work shift.


  g.  Enforced Use of Annual Leave
(1) An employee may be required to take annual leave at such times as may be prescribed and as dictated by the needs 

of the service.  The following are examples of situations which may require the forced use of annual leave:




     (a) Breakdown of equipment.




     (b) Lack of material.




     (c) Inclement weather.




     (d) Transportation strikes.




     (e) Temporary shutdowns of industrial activities for purposes of retooling and overhauling plant equipment.




     (f) Temporary reduction in workload.




     (g) To reduce annual leave accumulation.

       (2) Advance Notice Requirements



     (a) In cases of interrupted or suspended operations, employees who cannot be assigned to other work will be required to use annual leave in all cases where 24 hours advance notice can be given.




     (b) When such situations develop too late to give 24 hours advance notice, employees who cannot be assigned to other work will be required to use annual leave only if notice can be 

given before the end of the preceding work shift.  Such involuntary use of leave without 24-hour notice may not exceed five days in any leave year.

      

(c) In such situations where neither a 24-hour notice nor notice before the end of the immediately preceding shift is possible, employees who cannot be assigned to other work shall be excused for not more than one work day and shall be placed on annual leave for any subsequent continuous absence required beyond one work day, provided a 24-hour advance notice is given.


(d) The foregoing applies only to conditions which cannot reasonably be foreseen; e.g., power or equipment failure, weather conditions affecting only certain kinds of work but not the activity as a whole, etc.  Circumstances such 

as reduction of leave accumulations for budgetary reasons are not considered “unforeseen.”

6.  Restoration of Forfeited Annual Leave

  a.  Under certain circumstances, unused annual leave which ordinarily would be forfeited may be temporarily restored in a special account for use within two years.  Any restored leave unused at the end of the two-year period is lost permanently.  Forfeited leave may be temporarily restored if one of the following conditions applies:

        (1) Administrative error caused the loss of leave accruable after 30 June 1960; e.g., error in leave record discovered too late to permit use, failure to reschedule requested leave or submit the matter to the designated official for public exigency determination.


    
(2) Exigencies of public business prevented use of previously scheduled annual leave.  (See subparagraph c. below.)



    (3) Sickness of employee prevented use of previously scheduled annual leave and rescheduling was not possible.

    b.  Annual leave must have been scheduled and approved, in writing, at least three pay periods prior to the end of the leave year before forfeited annual leave can be considered for restoration under subparagraphs (2) and (3) above.  Requests by employees for restoration shall be forwarded via the command to the servicing payroll office.

  
c.  Exigencies of public business.  Department heads or comparable supervisors will review the facts and circumstances in each case and determine in advance of the scheduled annual leave whether the exigency is of major importance such as to prevent an employee from going on leave, and that there is no reasonable alternative to the cancellation of scheduled leave, i.e. rescheduling the requested leave.  This determination, however, must be approved by the activity head or his designee.  (The designee must not be more than one organizational level below the 

activity head; e.g., Executive Officer.)  Without the proper approval of the activity head or his designee, annual leave forfeited in such cases cannot be restored.

  
d.  Supervisors and employees have a mutual responsibility to schedule and/or reschedule leave to avoid forfeiture.  Therefore, if employees fail to schedule the annual leave in a timely manner, supervisors should schedule the annual leave.  If employees choose not to take the annual leave which has been requested and approved, or had been scheduled by the supervisor, the excess annual leave at the end of the year shall be subject to forfeiture.


  e.  Good management requires that supervisors maintain a balance of employees to meet work requirements.  This can be accomplished only by scheduling of annual leave at the beginning of the leave year and reviewing/adjusting this during the year to preclude a shortage of personnel.  A concentration of leave at the end of the leave year is especially to be avoided.


  f.  Special provisions concerning the restoration of forfeited annual leave apply to Department of Defense employees employed at an installation undergoing closure.  Questions concerning these provisions should be referred to the HRO Labor Advisor.

7.  Sick Leave

  a.  Accrual


    (1) Full-time employees accrue sick leave on the basis of 4 hours each full biweekly pay period.



    (2) Part-time employees who have a regularly scheduled tour of duty on one or more work days during each administrative work week in the biweekly pay period will be credited with one hour of sick leave for each 20 hours in a pay status.



    (3) For employees with uncommon tours of duty, see paragraph 5c(3) above.

        (4) The amount of sick leave which an employee may accumulate is not limited.

    b.  Granting of Sick Leave


    (1) Sick leave shall be granted to an employee when the employee:

            (a) Is incapacitated for performance of duties by physical or mental illness, injury, pregnancy, or childbirth.




      (b) Receives medical, dental or optical examination or treatment.

    


  (c) Would jeopardize the health of others by his or her presence on the job because of exposure to a communicable disease as determined by the health authorities having jurisdiction or by a health care provider.



    
  (d) Must be absent from work to arrange for the adoption of a child, including appointments with adoption agencies, social workers and attorneys; court proceedings; required travel; and other activities necessary to allow the adoption to proceed.

        (2) Additionally, as described in Section 405, Family Friendly Leave, an employee may use a limited amount of sick leave to:

            (a) Provide care for a family member who is incapacitated as the result of physical or mental illness, injury, pregnancy, or childbirth or who receives medical, dental or optical examination or treatment.




      (b) Make arrangements caused by the death of a family member or attend the funeral of a family member.

        (3) Supervisors responsible for approving sick leave should determine that the circumstances of the absence justify approval.


  c.  Procedure for Requesting


    (1) Reporting Requirements in Case of Sick Leave.  An employee absent on sick leave shall notify his or her immediate supervisor, or in the latter’s absence, the next level supervisor, within 15 minutes following the start of the employee’s first scheduled workshift.  The employee shall inform the appropriate supervisor of the nature and possible

duration of the illness.  It is the responsibility of the employee to keep the supervisor informed of the anticipated duration of the absence so that the employee’s work can be reassigned, if necessary, and other employees’ scheduled leaves can be adjusted, if required.




     (a) If the absence extends into the next work week, the employee will call in no later than 15 minutes following the start of the employee’s first workshift of each subsequent work week.




     (b) If an employee fails to give such notice on a timely basis, the supervisor should consider the employee’s explanation before determining whether to grant sick leave, place the employee on unauthorized absence or, if requested, approve annual leave or leave without pay.




     (c) If upon the employee’s return to duty from claimed incapacitation the supervisor has sound reason to doubt the validity of the sick leave, the period of absence that is disapproved will be converted to unauthorized absence (UA), leave without pay (LWOP), or annual leave (AL) as appropriate.

        (2) Sick leave for medical appointment or treatment should be requested at least 24 hours in advance on an SF-71.  In case of emergency, the form may be completed within 24 hours after returning to duty.



    (3) For absence of three days or less, a medical certificate is usually not required.  However, the appropriate supervisor may require the submission of a medical certificate when a supervisor feels an employee has been abusing sick leave.  The procedures for requiring a medical certificate are set forth in paragraph 7g.

        (4) Periods of absence on sick leave in excess of three work days should be supported by a medical certificate to be filed within 15 days after return to duty.  Supervisors may require employees to provide documentary evidence that is administratively acceptable in support of a sick leave request for any of the reasons cited in paragraphs 7b(1) and 7b(2) above.

    d.  Substitution of Sick Leave for Annual Leave.  Illness which occurs during a period of annual leave may be charged as sick leave and the charge against annual leave reduced accordingly.  Application for conversion of annual leave to sick leave shall be submitted on an SF-71 within 48 hours after return to duty and shall be substantiated in the same manner as any other request for sick leave.


  e.  Employees on Extended Leave without Pay.  Sick leave shall not be granted to employees who are on extended leave without pay.


  f.  Advancing Sick Leave.  Sick leave not to exceed 30 days may be advanced to employees.  However, advances are to be limited to cases of serious disability or illness when, in the opinion of the head of the activity, the exigencies of the situation so require and there is a reasonable assurance that the employee will return to duty.  Requests for advance sick leave will be submitted to the authorizing official in letter form supported by a medical statement.  Sick leave may not be advanced where it is known that the employee is contemplating retirement or resignation or where it is anticipated that he/she may be separated.  If advance of sick leave is approved, the authorizing official will notify the servicing payroll office in writing.  Since employees accrue only 13 days of sick leave a year, it would take approximately two years and four months to repay a 30-day sick leave advance.  Accordingly, supervisors should seriously consider requiring the employee to use all or part of available annual leave before advancing sick leave.  Because of the technicalities involved, supervisors should maintain close coordination with the HRO Labor Advisor in cases where sick leave has been advanced or such advance is being considered.

  
g.  Abuse of Sick Leave.  A medical certificate is normally not required to support an application for sick leave when the absence is for a period of three work days or less.  However, in individual cases, if there is reason to believe an employee may be abusing sick leave privileges, a medical certificate may be required to support each subsequent application for sick leave.

        (1) In such cases the supervisor authorized to approve leave will advise the employee concerned verbally that because it appears sick leave is being abused, the supervisor is considering requiring a medical certificate for each subsequent absence on sick leave.  If the verbal warning does not bring about the desired improvement, the employee will then be notified in writing that for all future requests for leave for a reason covered by sick leave, a medical certificate is required.  Until this letter of requirement is issued, the employee may not be required to bring in a medical certificate for sick leave absences of three days or less.  This letter of requirement will also explain fully why the employee is suspected of abusing sick leave.

        (2) Letters requiring an employee to submit such medical certification should be reviewed by the HRO staff prior to delivery to the employee.  In the event the employee fails to submit the medical certificate, this failure to comply with the requirement may be considered a basis for denying sick leave.  Disciplinary action may be taken based on unauthorized absence resulting from denial of leave and on failure to follow instructions of the letter of requirement.

8.  Military Leave

  a.  Granting of Military Leave


   (1) The Department of the Navy cooperates with all reserve components of the Armed Forces by granting military leave to permanent, indefinite and part-time (career) employees (16 to 32 hours per week) who are members of the reserve components of the Armed Forces by granting military leave when competent orders are presented to their supervisors.



   (2) Reserve components included are:  Army Reserve, National Guard of the United States, Naval Reserve, Marine Corps Reserve, Air Force Reserve, Air National Guard of the United States, and Coast Guard Reserve.



   (3) Military Active Duty and/or Military Training




     (a) Members of the reserve components accrue up to 15 calendar days of military leave per fiscal year (part-time 

career employees’ military leave is prorated based on regularly scheduled tour of duty.)


(b) To the extent it is not used in a fiscal year, a total of 15 days of unused military leave may be carried over into the new fiscal year for a potential total of 30 days of military leave.  A maximum of 30 days of military leave may be used during one or more periods of military duty during the fiscal year.


(c) Employees should be urged to apply for military leave as far in advance as circumstances permit.




     (d) Employees may take the full 15 days of military leave immediately at the beginning of a fiscal year even if up to a maximum of 30 days had been taken during the prior fiscal year and even if the military duty is continuous.  Employees are not required to return to their civilian positions before additional military leave, earned during a new fiscal year, may be used.




     (e) Employees may elect to take annual leave in lieu of military leave and receive compensation concurrently with pay allowances for training or active duty.  If an employee’s military service extends beyond the period in which he is entitled to military leave, and/or annual leave, he shall be granted leave without pay for such military service.  The period granted as military leave may be any 15 consecutive day period during a longer period of active duty, so long as the statute is otherwise observed.  In order to accommodate the reserve obligations of civilian employees, activity commanders may rearrange employees work schedules, permit exchanging off days and/or approve paid and unpaid leaves of absences.

        (4) Military Leave to Assist Civil Authorities in Emergencies:




      (a) Employee/reservists are entitled to paid military leave when activated by the President or State Governor for up to 22 workdays per calendar year for:





         1.  the enforcement of the law, and




         
 2.  the protection or saving of life or property or the prevention of injury in response to a natural disaster.

      


(b) This entitlement is separate and distinct from the entitlement to 15 days of military leave per fiscal year.




      (c) Any pay received for this military service must be credited against the pay of the employee’s civilian position for that period.




      (d) Military leave must be taken until it is exhausted before annual leave can be taken for this purpose.

        (5) Certified Copy of Orders:  On return to duty from any military leave, employees shall submit a certified copy of orders to their supervisors indicating completion of active duty, active duty for training, or to assist civil authorities in emergencies.

9.  Court Leave
    a.  Court leave shall be granted to permanent and temporary employees, both full-time and part-time (except for those employed on a substitute, when-actually-employed, or intermittent basis) required to perform jury duty or attend judicial proceedings in a nonofficial capacity as a witness on behalf of (1) State or local government, or (2) a private party when a party involved in the proceeding is the United States, the District of Columbia, or a State or local government.  When employees (including those employed on a substitute, when-actually-employed or intermittent basis) are summoned or assigned by their agency to testify in a nonofficial capacity on behalf of the United States Government or the government of the District of Columbia, they are in an official duty status.  The court or judicial proceeding may be located in the District of Columbia, territory or a possession of the United States.

    b.  Fees for Jury Duty
(1) If a permanent, temporary or part-time employee is absent from his regularly scheduled duties to serve as a juror in a State or municipal court, he should be instructed to collect all fees and allowances payable as a result of jury

service.  The employee must forward fees collected to the servicing payroll office; otherwise, payroll deductions will be made from compensation due him.  Allowances received for meals, transportation, etc., may be retained by the employee.

        (2) Since an intermittent employee is not entitled to court leave when he is called to perform jury service in a State Court or a Court of the U.S., he may retain fees received for such jury service.


    c.  Fees for Government Witness.  An employee called as a court witness on behalf of the United States or District of Columbia government may not accept witness fees.  An employee appearing in court as a witness on behalf of State or local government in an official or unofficial capacity should collect and forward the fees to their servicing payroll office.


  d.  Fees for Nongovernment Witness
        (1) When an employee appears in court as a witness on behalf of a private party in an official or unofficial capacity and the other party is the United States, District of Columbia, state or local government, the employee should collect and forward the fees to their servicing payroll office.


      (2) When an employee’s appearance in court as a witness is on behalf of a private party in an unofficial capacity and the other party is not the United States, District of Columbia, State or local government, absence from duty must be charged to annual leave or leave without pay.  In these circumstances, the employee is entitled to retain the usual fees.

  
e.  Government Travel Expenses.  An employee appearing in court in an official capacity is entitled to payment for travel expenses.  The amount of travel expenses authorized will be offset to the extent that travel expenses are paid to the employee by the court, authority, or party which caused the employee to be summoned.

10.  Absence for Maternity Reasons
    a.  Pregnancy is a condition which eventually requires the employee to be absent from the job because of incapacitation.  An absence covering pregnancy and confinement is to be treated like any other medically certified temporary disability.

    b.  An employee should make known to her immediate supervisor her intent to request leave for maternity reasons including the type of leave, approximate dates and anticipated duration.  This will allow the immediate supervisor to prepare for any staffing adjustments which may be necessary.

    c.  Under the Family and Medical Leave Act an eligible employee may use up to 12 workweeks of unpaid leave (leave without pay) during any 12-month period for the birth of her child, to care for the newborn child, or to adopt a child.  Paid leave may be substituted for leave without pay if requested in advance of the employee’s absence.  For additional information concerning this entitlement, refer to Section 404, Family and Medical Leave.

    d.  The granting of leave for maternity reasons within the Federal Government is a combination of as many as three separate kinds of leave; sick leave, annual leave, and leave without pay.  Sick leave may be used to cover the period of incapacitation and, in accordance with Section 405, Family Friendly Leave, to care for the child when the child is ill.  If sick leave is exhausted, annual leave will be granted if available or leave without pay.  After delivery and recuperation, the employee may desire a period of adjustment or lead time to make arrangements for the care of the child.  Such additional leave requirements must be taken care of by the use of available annual leave or leave without pay.


  e.  A leave request for maternity absence will be submitted on an SF-71, Application for Leave, to the immediate supervisor.  The request will include under “Remarks” a statement of the amount of sick leave and annual leave the employee has accrued.  A statement from the employee’s personal physician as to the expected date of confinement may be included on the reverse side of the SF-71 or as an attachment to the form.  The employee must follow the procedures described in Section 404, Family and Medical Leave, to invoke the entitlement for leave under the Family and Medical Leave Act.


  f.  The agency has the obligation to assure continued employment in her position or a position of like seniority, status and pay, to the employee who wishes to return to work following delivery and confinement, unless termination is otherwise required by expiration of appointment, by reduction in force, or cause, or for similar reasons unrelated to the maternity absence.


  g.  An employee who is not planning to return to work should submit her resignation at the expiration of her period of incapacitation or she may be separated at such earlier date as may be required for other reasons which are unrelated to the maternity absence.

11.  Absence for Paternity Reasons.  An eligible male employee may use up to 12 workweeks of leave without pay under the Family and Medical Leave Act for the birth of a child or to adopt a child.  The employee may substitute paid leave for leave without pay provided the substitution is made prior to the employee’s absence in accordance with the procedures described in Section 404, Family and Medical Leave.  The employee may use sick leave to care for the mother when she is incapacitated in accordance with Section 405, Family Friendly Leave.  Otherwise, the employee must use annual leave or, if annual leave is exhausted, leave without pay.

12.  Leave Without Pay.  Leave without pay (LWOP) is a temporary nonduty/nonpay status requested by the employee.  That absence from duty may be granted upon the authorizing official’s approval of the absence.  LWOP is distinguished from Absence Without Leave (AWOL), which denotes a disapproval of any type of leave (including LWOP) and places the employee in a nonduty/nonpay status.

  
a.  Criteria for mandatory leave without pay.  An employee is not entitled to be granted LWOP as a matter of right except in the case of:

(1) During at least the first year an employee is receiving injury compensation.  Extensions may be granted in increments of six months or one year by the head of the activity when a review of the case indicates the employee may be able to return to work at the end of the period granted.  (If employee does not return to work at the end of the initial

year, the servicing HRO Labor Advisor should be consulted for advice on action to be taken.)



    (2) To enable disabled veterans to receive medical treatment when sick or annual leave is not available.  Such leave shall be granted upon presentation of an official statement from a duly constituted medical authority that medical treatment is required, without penalty to the veteran’s performance rating.  The granting of such leave is contingent upon the veteran’s giving prior notice of definite days and hours of absence required for medical treatment in order that arrangements may be made for carrying on the work during his absence.



    (3) Reservists and National Guardsmen who are entitled to a leave of absence for military training or service.  To allow for rescheduling of work assignments, employee should notify the supervisor of the military leave schedule in sufficient time to avoid major work disruptions.



    (4) To eligible employees who properly request unpaid leave under Family and Medical Leave Act.

    b.  Navy’s policy.  Though not mandatory, Navy’s policy is to grant requests under the following:  Employees who are dependents of transferring military personnel or Federal employees required to move on rotational assignments or in a transfer of function or relocation of an activity shall, upon request, be granted up to 90 days leave without pay provided their work performance has been satisfactory so as to warrant continued Federal employment, and they express an intent to seek Federal employment at the new location.  Before departure, a dependent requesting leave under this provision will be required to sign a resignation with the date to be effective at the expiration of the period of leave in the event other employment is not obtained.


  c.  Criteria for discretionary leave without pay.  Requests for leave without pay will be considered on a case by case basis.  Such consideration will take into account the cost and inconvenience to the government as well as the benefits to be derived by the employee and/or activity concerned.  Extended leave without pay will normally be granted only when the services of the employee can be spared without serious detriment to the work environment, when it can 

reasonably be expected that the employee will return to work, and when at least one of the following benefits would result:

        (1) Increased job ability.


(2) Protection or improvement of employee’s health.



    (3) Retention of a desirable employee.



    (4) Furtherance of a program of interest to the Government.

    d.  Time limitations.  Except in unusual circumstances or when it is known in advance that the period of absence will exceed one year, leave without pay so granted initially will not exceed one year.  Requests for an extension of leave without pay in excess of one year should be scrutinized again carefully for adherence to the above criteria.

13.  Excused Absence
    a.  Graded and ungraded employees who have regular tours of duty may be excused from duty for the purposes listed below.



    (1) Blood donation.  Employees may be granted up to four hours to cover travel to and from the donation site, the actual donation of blood, and recovery.  This provision does not 

cover an employee who gives blood for his or her own use or receives compensation for giving blood.

      
(2) Hearings.  Hearings in connection with adverse actions, discrimination complaints and grievances.



    (3) Tests and Interviews.  Time spent during normal working hours in competing in written or oral tests or interviews under the following conditions:




      (a) When such tests or interviews are required under the Merit Promotion Program and the competition is for positions in the activity, employees will not be required to use leave.




      (b) Normally employees will be excused without charge to leave or loss of pay to participate in tests or interviews on the island of Oahu when:





         1.  the competition is for positions at other naval activities within the area of consideration of the island of Oahu, or 





         2.  the competition is for a non-Navy position and the individual is under notice of separation by reduction in force.

(Approved absence from duty for tests and interviews in circumstances other than listed above shall be charged to annual leave or leave without pay.)

        (4) Medical Examination or Treatment
            (a) Any employee who sustains an injury on the job should be sent to a naval or Federal dispensary.  Time spent in obtaining examination and emergency treatment is under the control of management and will be considered compensable within the limits of scheduled regular and overtime duty.  Such time shall be regarded as duty status and will not be charged or recorded as leave.  Any scheduled overtime for the day will be neither reduced nor extended for purposes of the treatment.




      (b) Employees who are not returned to duty after examination or treatment should be:


1.  Carried in a pay status for the time spent in securing examination and emergency treatment to the extent of the scheduled regular or overtime tour in which the injury occurred.





        2.  Carried in a pay status for the duration of the period required for the examination and/or treatment, but not to exceed two hours, when the injury occurs during an unscheduled overtime tour of duty.

        
3.  Charged leave or have deducted from overtime, as appropriate, for any additional nonduty time from their scheduled regular or overtime tour which was at their request or on instructions from an official of the dispensary.

            (c) An employee who sustains a disabling, job-related traumatic injury is entitled to continuation of regular pay for a period not to exceed 45 days.  The HRO should be notified immediately concerning any employee injury sustained while in the performance of duty.




      (d) Employees authorized to visit dispensaries during regular scheduled working hours for reasons other than examination and emergency treatment of job incurred injuries normally will have any absence in excess of one hour charged to sick leave or LWOP.  This applies to:





         1.  Employees visiting Federal Dispensaries for routine reexamination or treatment of previously diagnosed and treated job related injuries.

    
           2.  Examinations of nonduty related injury.




           3.  Employees who become ill after reporting to work.  If the employee is sent home, time spent at the dispensary is chargeable to sick leave.

            (e) When an activity directs an employee to visit a dispensary at a particular time, it may make an exception to the one-hour limitation rule in (d) above.  For example, the employee is required to obtain corrective-protective eyewear required under the sight conservation program when the necessary services are not available at the activity.  (Excused time for this purpose shall not exceed one day.)

        (5) Funeral of an immediate relative killed in the line of duty in the Armed Forces.  Time spent in attending the funeral of an employee’s spouse, child, parent, brother, sister, parent-in-law, son-in-law, daughter-in-law, or any other relative who had resided as a member of the employee’s household at the time of his or her entrance into the Armed Forces, and who is killed in the line of duty, may be excused.  The length of excused absence up to three work days will be based on the circumstances of each request.

        (6) Official Meetings.  Properly authorized employees attending conferences and conventions in connection with a program of the Department of the Navy will be considered in a duty status.



    (7) Veterans who Participate in Funeral Ceremonies for Members of the Armed Forces of the United States.  Employees who are veterans may be excused from duty in order to permit them to participate as pall bearers or as members of firing squads or guards of honor in funeral ceremonies for members of the Armed Forces.  Excused absence for this purpose will not exceed four hours in any one day.



    (8) Military Selective Service Act.  Employees required to register under the Act or who are called for examination in this connection will be excused without charge to leave or loss of pay for the time required, provided the excused leave for each purpose, shall not exceed one day.  Time for registration in excess of one day is chargeable to annual leave.  If absence for examination exceeds one day, the employee will be required to submit a statement from the examining office explaining the necessity for additional absence.



    (9) Passports and Immunizations.  Time required during working hours to obtain passports and immunizations for Temporary Additional Duty or permanent change of station, will be considered excused absence.  Passports and immunizations required other than for performance of official duties must either be obtained outside of working hours, or the time will be charged to annual leave.


  b.  Guides for excusing employees for managerial reasons are as follows:

(1) When employees are prevented from working because of breakdown of equipment, lack of material, power failure, or other managerial reasons, every effort must be made to assign these employees to other work.  In the event this is not possible and sufficient time does not exist for scheduling of leave, employees may be excused.  Authority to excuse employees is not to be used for periods of interrupted or suspended operations which may be anticipated in sufficient time to permit the assignment of employees to other work, or the scheduling of leave.  Normally, sufficient time for the scheduling of leave will be presumed to exist if employees are given at least 24 hours notice in advance of the time they will be prevented from working.  Excused absences resulting from interruption or suspension of operations which will be

more than one day’s duration will require approval in advance by the commanding officer.

        (2) If a decision is made to close all or part of the activity because of fire, typhoons, floods or other hazardous weather conditions, or serious interruptions to public transportation services, an administrative order shall be issued to release employees who can be spared from duty without charge to leave or loss of pay.  Coordination with the HRO should be made to assure consistent treatment of employees similarly affected.



    (3) When an administrative order is issued to excuse employees, absence of employees on scheduled annual or sick leave will remain charged to leave.  Employees must be actually at place of duty, or scheduled to report to place of duty, in order to be excused from duty.



    (4) Absences of less than one hour at the beginning of the workday may be excused without charge to leave.  Supervisors authorized to excuse time should keep in mind that excused time is a privilege granted by management to deserving employees.  Tardiness may be charged against annual leave or the period of tardiness may be marked as unexcused tardiness and disciplinary action taken if considered appropriate.  If the tardiness is charged to annual leave, the employee will not be required to work during the period he or she is on annual leave.



    (5) Less than one hour of unavoidable or necessary absence from duty after reporting for the workday will be handled in the same manner as tardiness.

    c.  Procedures for Requesting Excused Absence.  Except as noted, an employee requesting excused absence as listed in the above paragraphs shall make verbal request to the immediate supervisor.  If the supervisor approves the request, he/she will mark the time and attendance record accordingly.

14.  Bone Marrow or Organ Donation.  Employees are entitled to 7 days of paid leave each calendar year to serve as a bone marrow 

or organ donor.  The 7 days of paid leave shall be converted to hours (i.e., 56 hours for an employee working 80 hours in a biweekly pay period).  The minimum charge for this type of leave is the same minimum charge used for sick leave.
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