COMNAVBASEPEARLINST 12000.1C CH-2
COMNAVREGHIINST 12000.1D

18 JUL 2002
COMNAVREGHIINST 12000.1D

                          18 JUL 2002

SECTION 405  FAMILY FRIENDLY LEAVEPRIVATE 

1.  Purpose.  Under the Federal Employees Family Friendly Leave Act, employees may use a limited amount of sick leave to care for family members or for bereavement purposes.  The purpose of the Act is to accommodate employees with real family needs by expanding the use of sick leave.

2.  Employees Covered. All full-time and part-time employees.  

3.  Leave Entitlement.  Sick leave may be used by an employee for the following reasons:


  a.  To give care or otherwise attend to a family member having an illness, injury, or other condition which, if the employee had the same condition, would justify the use of sick leave by that employee.

    b.  To make arrangements relating to the death of a family member, such as making funeral arrangements or attending the funeral.

4.  Limitation on the Amount of Sick Leave Used

  a.  Full-time employees may use up to 40 hours of sick leave per leave year to care for family members, or for attending or making arrangements for the funeral of a family member.  Those employees who maintain a sick leave balance of at least 80 hours may use an additional 64 hours of sick leave, for a total of 104 hours of sick leave per leave year.


  b.  The part-time employees' entitlement is prorated based upon their hours of work.  For example, a part-time employee who works 20 hours a week could use 20 hours of sick leave to care for family members or for bereavement purposes.  In this case, if the employee maintains a sick leave balance of at least 40 hours, then he/she may use an additional 32 hours of sick leave, for a total of 52 hours (half of the maximum 104 hours available to full-time employee) of sick leave per leave year.

5. Family Member.  The definition of family member includes: spouses; spouses' parents; children, including adopted children and their spouses; parents; brothers and sisters and 

their spouses.  The definition also includes any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.  For example, this would include unmarried couples, aunts, uncles, or grandchildren.

6.  Procedures for Requesting Sick Leave
  
a.  Reporting Requirements
        (1) If employees are unable to report to work because of an unforeseen situation covered by “Family Friendly” sick leave, they shall notify their immediate supervisor, or in the latter's absence, the next level supervisor, no later than 15 minutes following the start of the employee's first scheduled workshift.  The employee shall inform the appropriate supervisor that he/she is requesting sick leave to take care of a sick family member or for bereavement purposes, identify the familial relationship involved, and the possible duration of the absence.  

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

        (3) If upon the employee's return to duty the supervisor has sound reason to doubt the validity of the sick leave, such as when the employee fails to provide appropriate documentation, the supervisor may disapprove the “Family Friendly” sick leave request and mark the employee’s absence as unauthorized absence (UA), leave without pay (LWOP), or annual leave (AL) as appropriate.

    b.  Medical Appointments or Examinations. Sick leave to take a family member to a nonemergency medical appointment or examination should be requested in advance, at least by the prior workshift on an SF 71.  In case of emergency, the SF 71 may be completed upon the employee’s return to duty. 


  c.  Documentation

(1) Absences in excess of three work days should be supported by a medical certification when the reason for the absence was to care for a sick family member.  


(2) Appropriate documentation should be provided for absences in excess of three work days for bereavement purposes.


(3) Employees who claim sick leave under this entitlement must indicate "Family Friendly" on their SF 71, to differentiate sick leave used under the Federal Employees Family Friendly Leave Act from other sick leave for tracking purposes.

7.  Records and Reports.  The Office of Personnel Management (OPM) requires that all Federal agencies report information on employees who use sick leave under family care or bereavement. 

  
a.  The following information shall be maintained by each activity concerning each employee who uses "Family Friendly" sick leave:


    
(1) Employee's grade level.



    (2) Employee's gender.



    (3) The total hours of sick leave used by each employee for "Family Friendly" reasons within the leave year. 


  b.  When an employee transfers to a different activity, the losing activity will provide the gaining activity with information on the "Family Friendly" sick leave used during the leave year.

8.  Responsibilities

  
a.  Supervisors will:


    
(1) Make timely decisions on employee requests for "Family Friendly" sick leave.



    (2) Ensure the SF 71 is properly completed to show "Family Friendly" sick leave for tracking purposes.



    (3) Monitor "Family Friendly" sick usage by their employees to ensure that the statutory limitations are not exceeded in a leave year.



    (4) Forward copies of the approved "Family Friendly" sick leave SF 71s to the office within the activity that is 

maintaining the records of "Family Friendly" sick leave used for the activity.


  b.  The Human Resources Office (HRO) will provide advice and guidance concerning the administration of "Family Friendly" sick leave.


  c.  The activity will maintain records of all approved "Family Friendly" sick leave in accordance with the guidelines provided in paragraph 7 above.
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