“I have an employee who is on the intramural softball team.  If she plays during the duty day, should she take annual leave?”

We have an employee who just PCS’d from Germany and he’s asking for time to go meet the movers.  How do I carry him on the time card?”

I was scheduled for annual leave, but hear that the post closed yesterday because of the storm.  Am I still going to be charged annual leave for the whole day?”

Questions concerning just how to annotate the time card arise on a daily basis.  Most questions concerning annual leave, compensatory time, official duty time, or adjustment of one’s work schedule fall into three basic categories –

1. Command Sponsored Events

2. Administrative Leave/Excused Absence; and

3. Events requiring annual leave/compensatory time/or adjustment of work schedule.

The following is a quick guide to help you find answers to some of the more common questions  about leave situations which fall into the above categories.  Also available is a Leave Guide spreadsheet of the same information that can be used at a glance.  The Leave Guide is intended as a reference and is not “policy”.  Questions regarding specific situations should be addressed to the CPAC. 

CATEGORY 1

COMMAND SPONSORED EVENTS

1. General Rule:   Command Sponsored Events are events programs, or absences which the Commanding General, Chief of Staff, or Post Commander determine (and this is key) further the agency’s mission.  Because these events, programs or absences are officially sanctioned, they are considered to be duty time for employees.  This means there is no charge to the leave account or compensatory time for those who choose to participate in the activity.  Participation is not mandatory but is encouraged. 

Examples:
1. TRADOC Organization Day.

2. EEO Special Emphasis Committee Sponsored Events (e.g., luncheons, ceremonies, kick-off celebrations)

3. Award Presentations 

4. Retirement Ceremonies

5. Fort Monroe Adopt-A-School Program

6. Health Checks and Screenings (e.g., cholesterol screening, health risk appraisal, blood pressure checks)

7. Attendance at a co-worker’s funeral

Options:  For those who choose not to participate there is the option of :

a. working the normal work schedule

b. using annual leave

c. combining work and approved leave

2. Special Situation:  Another type of Command Sponsored Event is the Six-month Physical Fitness Program.  Commanders may approve up to 3 hours of excused absence per week to allow employees to participate in this physical fitness training program.  The fitness program lasts for a period of 6 months to encourage living a healthy life-style.  Employees are encouraged to continue pursuit of a healthy life-style after participation in a 6 month wellness program.  Army policy generally expects those who have completed their 6 month participation in an installation health promotion program or those simply in pursuit of personal health will use non-duty time, including lunch periods.  To the extent possible, employee requests to adjust their work hours, use annual leave for personal health and fitness should be accommodated.

CATEGORY 2

ADMINISTRATIVE LEAVE or EXCUSED ABSENCES

3. General:  Administrative Leave or Excused Absence is an authorized absence from duty without loss of pay and without charge to other paid leave.  Periods of excused absence are considered a part of an employee’s basic work day even though the employee does not perform his or her regular duties.  Authority to grant administrative leave or excused absence is intended to be used sparingly.  Comptroller General Decisions limit discretion to grant excused absence to situations involving brief periods of absence.  For events requiring other than a brief period of absence (normally less than one hour) a grant of administrative leave or excused absence is not appropriate unless the absence is in connection with furthering a function of the Department of Defense.

Examples:
4. Blood Donation. The maximum amount of excused leave will not exceed 4 hours, except in unusual cases.  DoD employees are encouraged to serve as blood donors and will be excused from work without charge to leave for the time necessary to donate the blood, for recuperation following blood donation, and for necessary travel to and from the donation site.  The maximum amount of excused leave will not exceed 4 hours, except in unusual cases.

a. Voting.  Employees normally scheduled to work on Election Day and who are registered to vote in such election may be granted excused absence to vote.  Generally, where the polls are not open at least 3 hours either before or after an employee’s regular hours of work, he or she may be granted an amount of excused leave which will permit him or her to report for work 3 hours after the polls open or leave work 3 hours before the polls close, whichever requires the lesser amount of time off.  Under exceptional circumstances where the general rule does not permit sufficient time, an employee may be excused for such additional time as may be needed to enable him or her to vote, depending upon the particular circumstances in his or her individual case, but not to exceed a full day.  If an employee’s voting place is beyond normal commuting distance and vote by absentee allot is not permitted, the employee may be granted sufficient time off in order to be able to make the trip to the voting place to cast his or her ballot.  Employees who are covered by a negotiated agreement may be excused to vote in accordance with the requirements of that agreement.

5. Early Dismissal due to inclement weather.  If, while at work, a decision is made to release or dismiss employees:

a.  Employees will be granted the appropriate amount of administrative leave to account for duty hours from time of release (e.g., 2:00PM) to the end of their duty day.

b. An employee who departs prior to official notification of early release on either annual or sick leave, is charged either annual or sick leave from the time of departure to the end of the duty day.  For example, “official notification” is made at 12:00PM that employees will be released at 2:00PM.  If an employee departs on annual leave at 11:00AM, he or she is charged annual leave from 11:00 AM to the end of the duty day.

c. An employee is in a duty status when the official notification is made when the official notification is made (e.g., 12:00PM) that employees will be released at 2:00PM.  The employee requests to leave at 1:00PM to get a head start.  In this case, he or she is charged one hour annual leave from 1:00 to 2:00PM.  The employee is carried in administrative leave from 2:00PM to the end of the duty day.

d. An employee already in a leave status is charged the appropriate category of leave (annual, sick or leave without pay) for the entire day.

e. Employees are not eligible for compensatory time or overtime for periods of time worked after the early dismissal.

a. Late Arrival due to inclement weather.  If late arrival, e.g., “employees are to report at 10:00AM” is announced:

b. Employees not scheduled to be on leave are expected to make necessary adjustments to their commuting schedule so as to arrive at work by 10:00AM.  For employees who report to work at the late arrival time (in this case, 10:00AM), the amount of time between the beginning of their work shift and 10:00AM is recorded as administrative leave.

b. If the announcement is that “employees may report up to 2 hours late,” the two hour time period begins to toll starting from the beginning of the employee’s normal work day.  For instance, an employee who normally reports to duty at 7:30AM is expected to arrive no later than 9:30AM.

c. Employees who had been previously scheduled to take leave all day or who request and receive permission to be on leave the day late arrival is authorized are charged the appropriate category of leave (annual, sick or leave without pay) for the entire work day.

d.   Employees are not eligible for compensatory time or overtime for periods of time worked before the designated late arrival time.

a. Post Closure due to inclement weather. 

b. When, prior to the start of the duty day, announcement is made that the “Post is closed”, employees who are not designated ‘mission essential’ are not expected to report for work during the period of post closure.  All non-mission essential employees are administratively excused from work without charge to leave.  This includes employees who were previously scheduled to take leave during the timeframe the post was closed.

c. If, during the duty day, announcement is made that the Post will close at e.g., 2:00PM, all employees except those designated mission essential are expected to depart the installation by that time.  Employees who are present for duty will be administratively excused from work without charge to leave from the time of the closure to the end of the duty day.  Employees on approved leave on a day when the post closes early will be charged leave from the beginning of their duty day until the time the post is closed.

a. Military Funerals.  Excused absence is appropriate if:

b. The employee is a veteran of the armed forces and is participating as a pall bearer, a member of a firing quad, or a member of an honor guard in funerals for members of the armed forces.  Up to 4 hours a day may be authorized.

c. The employee is excused to make arrangements for or to attend the funeral or memorial service of an immediate relative who died as a result of injuries sustained during combat.  Normally 3 days can be authorized.

6. Permanent Change of Station (PCS) related activities.  An employee may be excused for a reasonable time to make personal arrangements to transact personal business directly related to a permanent change of station which is in the interest of the U.S. Government, provided that such business or arrangements cannot be transacted outside of the employee’s regular working hours.  Normally, this type of administrative leave is for short periods of time and not generally exceeding 3 consecutive work days in a single period of excused absence.  This includes such things as making arrangements for the packing and unpacking of household goods and obtaining driver’s license, auto tags, and passport.

c. Interviews

d. Employees who are under consideration for a new federal government position may attend interviews that take place during regularly scheduled working hours. Interviews under the DA Career Program that require a candidate to travel to the interview site are also considered duty time and there is no charge to leave.

e. Employees under notice of separation or change to lower grade for any reason except personal cause may be granted excused absence for job searches and interviews within the commuting area.

CATEGORY 3

PARTICIPATION IN EVENTS THAT ARE CHARGEABLE TO ANNUAL LEAVE, COMP TIME OR ADJUSTMENT OF WORK SCHEDULES.

General:  Most organizations sponsor their own internal events for which employee participation is encouraged.  These events include a trip to a ball game, or volunteering for a community event during duty hours.  These events are unlike Command sponsored events because they are not “sanctioned” by the CG or by the C/S.  Likewise, these events do not further the mission of the organization.  As such, those who participate in them are charged annual leave, granted compensatory time or their work schedule may be adjusted.  Adjustment of the work schedule may involve changing a compressed work schedule (CWS) employee’s regular day off (RDO) to another day or altering the work hours so that the employee is still working the requisite 40 hours per week.

Guidance in DOD Instruction 1400.25 clearly states that unless the Commander makes a determination that the absence to participate in an event furthers the agency mission, or the event is a command-sponsored function, the absence is chargeable to leave or compensatory time.  

Examples:

1. Participation in Intramural Golf, Bowling, Basketball or Softball Leagues.  These events often occur during the duty day.  For instance, intramural bowling takes place during the duty day.  Civilian employees who participate in intramural bowling may take an “extended lunch”, however, the time in excess of the employee’s normal lunch time must be “made up.”  Take for an example, an employee whose normal work schedule for that day is 8:00AM to 4:45PM and who takes lunch from 11:30AM to 12:15PM.  The intramural bowling team of which they are a member meets from 11:30AM to 1:00PM every Wednesday.  The employee’s work schedule on Wednesday may be adjusted to 8:00AM to 5:30PM to ensure they have worked the requisite number of hours for the day.  In the alternative, the employee may be granted annual leave, or comp time as appropriate.

2. Throughout the year, various DCSs, Staff offices the Post Commander or the CG may sponsor a golf outing or tournament.  While the latter two categories may suggest that the event is “Command Sponsored,” the question that must be asked here is – Do such events further the mission of the organization?  In this case, the answer is “No.”  Annual, Comp Time or an adjustment to the work schedule is appropriate.   A charge to Sick or Admin leave is not appropriate.  It is highly recommended that advertisements for such events include a statement to the effect that “annual leave, compensatory time, or adjustment of work schedule is to be used” for those who plan to participate in such events.

3. Participation as a volunteer for Scouting or other non-profit and community organizations is honorable, but is still chargeable to leave, comp time or is subject to adjustment of the work schedule.  For instance, if an employee is a Scout Master who plans to attend the Boy Scout’s annual jamboree, he or she must take annual leave for the event.  Likewise, an employee who has signed up as a volunteer for Hampton Bay Days may either take annual leave or make an adjustment to the work schedule.
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