Lesson 10—Hours of Work and Leave

Overview

Introduction
This lesson describes categories of work and leave that apply to the civilian workforce.



Rationale
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Supervisors must manage employee hours of work and leave prudently and equitably.  Not only does efficient management require this, but excellent leadership demands it.  

A supervisor who fails to manage work and leave schedules and tolerates sick leave abuse will become very visible and subject to the scrutiny of peers and superiors.



Objectives
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· Briefly define at least three types of leave.

· Briefly explain at least three supervisory responsibilities.

· List correctly at least two sources of information.

· Select the right solution in three situations related to overtime or leave.
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This lesson contains the following topics:
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Supervisory Responsibilities

Introduction
This map describes supervisory responsibilities for time and leave management.



Policy
Supervisors must comply with laws, labor agreements, and local regulations to make decisions that preserve employee leave entitlements while accomplishing mission work.



Responsibilities
Supervisory responsibilities summarized in this table:

[image: image1.wmf]Responsibility
Description

Overtime
Administer the Fair Labor Standards Act and Title 5, USC fairly, consistent with local labor agreements or command policies.

Scheduling
Establish work schedules that balance mission requirements with people’s needs or rights.

Leave approval
Review, approve, or disapprove leave requests.

Accountability
Delegate authority but also ensure subordinates maintain accountability and don’t abuse sick leave or overtime.

Trend analysis
Monitor time and attendance, identify adverse trends, and take corrective action.

Orientation
Explain local time and leave policies to new arrivals.  

Questions
Field employee questions and provide timely and accurate responses.

Authorization
Sign time cards and leave slips.  Perform equivalent functions with an automated attendance and payroll system.
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Terms

Introduction
This map defines key terms in leave administration that apply to the civilian workforce.

Definitions
Key terms defined in this table:

Term
Definition

Administrative workweek
Generally a calendar week, 0001 Sunday to 2400 the following Saturday.

Regular tour of duty
Scheduled work time within administrative workweek; 40 hours spread over consecutive days.

Part-time tour
Regular tour of duty less than 40 hours per week.

Intermittent tour
Irregular, unscheduled duty not exceeding 39 hours per week.

Normal tour
The basic workweek is eight hours per day Monday through Friday, with starting, ending, and meal times determined locally.

Special tour




May involve

· standby duty.

· night duty.

· on-call duty.

· rotating tour.

Rest period
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Activity commanders may permit short rest periods during the daily tour when they're beneficial or necessary.  

Labor agreements usually define rest periods for bargaining unit employees.

Flexitime
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A special schedule in which starting and ending times among employees may vary, but each is present during core hours.  

Note:  One may use extra time worked on one day to offset an equivalent absence in the same workweek.

Overtime
Generally, work exceeding eight hours a day or 40 hours a week.  See FLSA or Title 5 USC.

Exempt and 

non-exempt status
Exempt status:  An employee covered by the overtime provisions of Title 5 USC.

Non-exempt status:  An employee covered by the overtime provisions of the Fair Labor Standards Act.

Tip:  Status is noted on the position description.
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Overtime

Introduction
This map briefly explains the supervisor’s responsibility for managing overtime.



Obligation
Supervisors must follow overtime provisions of Title 5, USC, and the Fair Labor Standards Act.  They should plan, schedule, and assign overtime work in advance, except for unusual emergencies.



FLSA
Per the Fair Labor Standards Act, supervisors must ensure non-exempt employees don’t work overtime without compensation.  The Act doesn’t allow supervisors to “suffer or permit” non-exempt employees to work overtime without compensation.



Examples
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Examples:  Allows or expects a non-exempt employee to

· arrive at work early.

· work during lunch.

· work after quitting time.

· work on the weekend.

If this happens, he would have a legitimate claim for overtime compensation.



Title 5
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Title 5 doesn’t extend exempt employees the same protection as the non-exempt.  Exempt employees may not be compensated unless they 

· gain approval for the overtime in advance.

· make other special arrangements (e.g., annual premium pay).

Example:  An exempt supervisor who, without approval, works late at night to complete performance appraisals is not entitled to overtime.  



Comp time
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Guidelines:

· Employees may request compensatory time (comp time) instead of overtime pay.  

· Non-exempt employees may not be directed to take comp time instead of overtime pay.  

· Exempt employees whose rate of pay exceeds maximum rate for GS-10 may be directed to take comp time instead of overtime pay.

· Now wage board employees may receive comp time if they request it.



Caution
Comp time earned but unused within 26 pay periods converts to paid overtime.
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Types of Leave

Introduction
This map describes types of leave that apply to federal employees.



Category
Description

[image: image9.wmf]Annual leave
Leave for vacation and personal business.  

Should schedule in advance.

Note:  One has the option of using annual leave in lieu of sick leave.
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Sick leave
Leave for

· personal illness.

· incapacitation.

· medical or dental appointments.

· care of immediate family members with a serious health condition.

Military leave
Federal employees who are members of the reserves accrue military leave to participate in military training.  Permanent employees accrue 15 days per year; others are pro-rated.

Court leave
Applies to jury duty or testifying in court.  Available to all except intermittent employees.

LWOP
LWOP (leave without pay).  

A non-work, non-pay category that’s subject to the supervisor’s approval.

AWOL
AWOL (absence without leave).  

A non-work, non-pay category that the supervisor has not approved and may result in disciplinary action.

Admin dismissal




Commanders may declare an administrative dismissal or excused absences for

· emergency evacuation.

· blood donation.

· power failure.

· snowstorms.
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Annual Leave

Introduction
This map explains annual leave in detail.



Leave 
Civilian employees accrue annual leave at the following rates:

accrual
Years of Service

Category
Less than 3 years
3 to 15 years
Over 15 years

Full time
Four hours per pay period.
Six hours per pay period.
Eight hours per pay period.

Part time
One hour per 20 hours worked.
One hour per 13 hours worked.
One hour per 10 hours worked.

Maximum carryover
Employees in the United States may carry 30 days of annual leave from one leave year to the next.  Overseas employees may carry 45 days.  



Use or lose
Employees forfeit annual leave that exceeds the maximum carry-over balance, unless they meet certain conditions.  Supervisors must ensure all employees schedule and use their “use or lose” annual leave.

Contact CPAC for information about procedures for restoring lost leave, due to an extingency.



Separation
The government will pay unused annual leave to an employee who separates (resigns, is terminated) from the government.  

The government will not pay any unused sick leave. However, employees may have sick leave recredited if the employee returns to the leave system under which it was earned on or after December 2, 1994.
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Leave requests
Except for emergencies, employees should submit requests for annual leave in advance.  The supervisor has the right to approve or disapprove a leave request after considering

· mission requirements.

· status of employee’s work assignments.

· needs of other employees.

However, employees have the right to take annual leave at some time during the leave year.
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Sick Leave

Introduction
This map explains sick leave in detail.



Sick leave accrual
Employees accrue sick leave at the following rates:

· Full Time—four hours per pay period.

· Part time—one hour per 20 hours worked.

Note:  Employees may accrue sick leave hours without limit.  
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Retirement credit
Civil Service Retirement System (CSRS) credits unused sick leave towards additional years of service for annuity purposes.  

Federal Employees Retirement System (FERS) doesn’t credit unused sick leave towards additional years of service for annuity purposes.  

Regardless of category, supervisors should sell the benefits of sick leave conservation to all employees.



Requests for 
To manage sick leave requests in an orderly way, follow these guidelines:

sick leave
Guideline
Description
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Notification
If ill and unable to report for duty:

· Request sick leave from the supervisor as soon as possible, usually within two hours of the start of duty.  

· If too ill to call, a family member or representative may.  

· Notify the supervisor each day absent, unless the original approval is for a specific number of days.


Approval
Only supervisors or a designated substitute may approve sick leave.


Anticipation
To aid effective work scheduling, employees should submit requests for medical or dental appointments as far in advance as possible.


Guidance
Refer to local agreements or leave policies.

Advancing sick leave
When employees have serious disabilities or illnesses and use all their sick leave, they may request advanced sick leave.  Refer to local policy.



Maternity
Under the Family and Medical Leave Act, an employee may use a combination of sick leave, annual leave, and leave without pay for maternity purposes.  

For more information, contact CPAC.
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Sick Leave Abuse

Introduction
This map outlines procedures for dealing with sick leave abuse.




Trend analysis
Sick leave abuse is inefficient or fraudulent use of sick leave.  You can detect it by noting adverse trends.  

Examples:  When someone repeatedly requests sick leave


· on the first day following paydays.

· before or after a holiday.

· on Fridays and Mondays.

· during peak workloads.

· during bad or nice weather.

· when undesirable work is scheduled.

· when denied annual leave.


· as soon as accruing it.

· for many half-days.

· on the same day each week.

· when you think the employee is working another job.

· when the employee’s spouse is on leave or children are out of school.



What to do




When noting an adverse trend, realize that many causes are possible.  Don’t jump to the wrong conclusion.  Use sound judgment and communication skills.  

Consider these responses:

· Investigate the situation.

· Talk to the employee.

· Provide counseling, if appropriate.

· Consult CPAC for advice.



Your decision
Remember, it’s your decision whether to approve or disapprove a request for sick leave or require medical documentation.



Letter of instruction
For information about letters of instruction to prevent future sick leave abuse, consult your CPAC.  Also obtain guidance from PERMISS, accessible at Army Civilian Personnel Online:  cpol.army.mil
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Special Leave Programs

Introduction
This map describes two special leave administration programs.




Transfer
An employee experiencing a medical emergency may request participation in the Voluntary Leave Transfer Program.  This program enables employees to donate portions of their annual leave to cover a prolonged illness of a fellow employee, who’s exhausted his annual and sick leave.  



Conditions
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The Voluntary Leave Transfer Program sets these conditions:

· The medical emergency requires the employee’s absence from duty for a prolonged period.

· The absence would result in a substantial loss of income, because the employee has exhausted his annual or sick leave.

· Employee must use all sick and annual leave before receiving donated leave.

· Only annual leave may be donated (including use or lose).

· The supervisor must monitor the absence and notify CPAC and CPOC when the emergency ends.




Leave Acts
This table briefly summarizes the

· Family Friendly Leave Act.

· Family and Medical Leave Act (FMLA).

Topic
Description

Family and
Medical Leave Act
Provide for use of a combination of types of leave to care for a child, spouse, or parent with serious health condition, or for the birth or placement of the employee’s child.
Leave Acts cover Title 5 and NAF employees but exclude temporary and intermittent employees.  Also, there is a 

12-month civilian service requirement for FMLA.

Provisions include up to 12 administrative work weeks of unpaid leave during any 12-month period.

Employee may elect to substitute annual leave, sick leave, or other time off as appropriate.

Employee must request the leave and cite the Act. 

Family Friendly Leave Act 
Allows an employee to use sick leave for the care or bereavement of a family member
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Tips for Leave Administration

Introduction
This map explains how to manage leave programs effectively.

Tip#
Description

1
Create a positive work environment with effective work planning.  

Coordinate the scheduling of all of leave.

2
Become familiar with procedures in local labor agreements and leave regulations.

3
Watch for situations that might give some employees preferential treatment.

4
Charge annual and sick leave in 15 minute increments, unless your local procedures are different.

5
Be cautious about granting excused absences.  It’s your decision whether to charge leave when an employee is late.

6
Be equally cautious about signing time cards or authorizing automated payroll records.  

Maintain accurate records and note all deviations.

7
Take special care in certifying

· environmental pay.

· hazardous duty pay.

· overtime.

· compensatory time.

8
Remember, time and leave management is a leadership function.  

· Set a good example.

· Delegate as much authority to your employees as is practical.

· Establish controls.

· Concentrate on results by building quality and productivity.
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Lesson 10—End-of-Lesson Exercises 

Instructions
Read the situations and questions and select the best answer.



1.
Situation:  Steven is an exempt GS-13 employee, who’s assigned a crash project.  He states that to finish the project by the suspense date, he’ll need approved overtime.  

As Steven’s supervisor, you should tell him

a.  that you’ll approve either compensatory or overtime, since the project is required to 


meet mission needs.

b.  to file an FLSA complaint.

c.  that Title 5 prevents overtime payment to exempt employees.

d.  to keep track of the extra hours unofficially and then take time off without charge to 


leave when he finishes the project.



2.
Situation:  You are a second-level supervisor.  Howard, a WG-10 mechanic files an FLSA complaint against his supervisor because he always gets stuck answering the phone during lunch.  He usually has to fill in as the work scheduler when the work leader is eating lunch.  

To resolve the complaint,

a.  deny the request, since Howard’s supervisor didn’t approve the overtime in advance.

b.  pay the overtime and direct the supervisor to schedule staggered lunch periods.

c.  tell the work leader or supervisor to give up their lunch period to answer the phone.

d.  refer Howard to the Administrative Grievance System procedure.



3.
Situation:  Sally is ill for one week.  She requests annual leave instead of sick leave.  

As Sally’s supervisor, tell her that

a.  since she’s sick, she must use sick leave. 

b.  you’ll approve annual leave as requested, since this type of request is permissible.

c.  to substitute annual leave for sick leave, she must cite the Family Medical and Leave Act.

d.  you’ll approve the request but change it to sick leave.  



Continued on next page
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Lesson 10—End-of-Lesson Exercises, Continued
4.
Situation:  An employee has reported sick the same day three months in a row.  

You should

a.  deny future sick leave requests.

b.  issue a letter of reprimand for sick leave abuse, and coordinate it with the CPAC.

c.  postpone action until the fourth incidence of sick leave.

d.  investigate by talking to the employee and expressing your concern.  Record the 


results of your meeting.



5.
The Family Friendly and Family Medical Leave Acts

a.  authorize use of various types of leave for maternity purposes.

b.  restrict the type of leave for a child’s birth to sick leave.

c.  cover both temporary and permanent employees.

d.  allow for a maximum of six weeks of unpaid leave during a 12-month period.
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Lesson 10—Answer Key and Feedback 
Instructions
Correct choices are highlighted. 



1.
Situation:  Steven is an exempt GS-13 employee, who’s assigned a crash project.  He states that to finish the project by the suspense date, he’ll need approved overtime.  

As Steven’s supervisor, you should tell him

a.  that you’ll approve either compensatory or overtime, since the project is required to 


meet mission needs.  

b.  to file an FLSA complaint.

c.  that Title 5 prevents overtime payment to exempt employees.

d.  to keep track of the extra hours unofficially and then take time off without charge to 


leave when he finishes the project.

(Page 10-4, Title 5)



2.
Situation:  You are a second-level supervisor.  Howard, a WG-10 mechanic files an FLSA complaint against his supervisor because he always gets stuck answering the phone during lunch.  He usually has to fill in as the work scheduler when the work leader is eating lunch.  

To resolve the complaint,

a.  deny the request, since Howard’s supervisor didn’t approve the overtime in advance.

b.  pay the overtime and direct the supervisor to schedule staggered lunch periods.

c.  tell the work leader or supervisor to give up their lunch period to answer the phone.

d.  refer Howard to the Administrative Grievance System procedure.

(Page 10-4, Examples)



3.
Situation:  Sally is ill for one week.  She requests annual leave instead of sick leave.  

As Sally’s supervisor, tell her that

a.  since she’s sick, she must use sick leave. 

b.  you’ll approve annual leave as requested, since this type of request is permissible.

c.  to substitute annual leave for sick leave, she must cite the Family Medical and Leave Act.

d.  you’ll approve the request but change it to sick leave.  

(Page 10-5, Annual leave)



Continued on next page
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Lesson 10—Answer Key and Feedback, Continued
4.
Situation:  An employee has reported sick the same day three months in a row.  

You should

a.  deny future sick leave requests.

b.  issue a letter of reprimand for sick leave abuse, and coordinate it with the CPAC.

c.  postpone action until the fourth incidence of sick leave.

d.  investigate by talking to the employee and expressing your concern.  Record the 


results of your meeting.
(Page 10-8, What to do)



5.
The Family Friendly and Family Medical Leave Acts

a.  authorize use of various types of leave for maternity purposes.  

b.  restrict the type of leave for a child’s birth to sick leave.

c.  cover both temporary and permanent employees.

d.  allow for a maximum of six weeks of unpaid leave during a 12-month period.

(Page 10-9, Leave Acts, Purpose)
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