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ABSENCE AND LEAVE

I.
PURPOSE
A.
The purpose of this policy is to prescribe policy and procedures for the administration of the leave system at the Houston VA Medical Center (HVAMC).

B. It is the policy of the HVAMC that the leave program at this medical center will be administered on a fair and equitable basis in accordance with Veterans Affairs (VA) and Office of Personnel Management regulations.

II.
DEFINITIONS

A.
For purposes of this policy, Title 5 employees are defined as General Schedule (GS), Federal Wage System (WG) employees, and the following Title 38 employees: certified respiratory therapy technicians, registered respiratory therapists, licensed physical therapists, licensed practical or vocational nurses, occupational therapists and pharmacists.

B.
For purposes of this policy, Title 38 employees are defined as physicians, dentists, podiatrists, optometrists, nurses, nurse anesthetists, physician assistants and expanded-function dental auxiliaries (EFDA).

C.
This policy applies to all employees of the HVAMC except:

1. Part-time employees for whom no regular tour of duty has been established;

2. Intermittent employees, and purchase and hire employees;

3.
Employees of the Veterans Canteen Service.

III.
PROCEDURES
A.
Holidays.

1.
It is the policy of this medical center to excuse from duty on the following Federal legal holidays all employees except those required to maintain the usual essential services:

a.
New Year's Day - January 1st

b.
Martin Luther King Jr.'s Birthday - Third Monday in January

c.
Washington's Birthday [Presidents' Day] - Third Monday in February

d.
Memorial Day - Last Monday in May

e.
Independence Day - July 4th

f.
Labor Day - First Monday in September

g.
Columbus Day - Second Monday in October

h.
Veterans Day - November 11th

i.
Thanksgiving Day - Fourth Thursday in November

j.
Christmas Day - December 25th

2.
When a legal holiday falls on a Sunday and the employee's basic workweek does not include Sunday, the following workday will be observed as a holiday. When a holiday falls on a Saturday and the employee's basic workweek does not include the Saturday, the immediately preceding workday will be observed as the holiday. Employees who are notified to appear for duty on legal holidays and fail to report for work may be, in the absence of satisfactory explanation or justification, determined to be absent without leave (AWOL) and will lose pay for the day. Employees may not be excused without charge to leave or loss of pay solely because of the occurrence of a state or local holiday.

3.
An in-lieu non-workday may be granted to full-time non-physician facility directors, physicians, dentists, podiatrists, and optometrists, for work performed on a holiday or the day observed as a holiday, provided their services can be spared without detriment to patient care. If an in-lieu non-workday is authorized, the full-time employee must take it within 90 days. An in-lieu non-workday shall not be authorized for a nurse, nurse anesthetist, physician assistant or EFDA.

4.
Every effort will be made to permit the observance of religious holidays. An employee may elect to work compensatory overtime for the purpose of taking time off without charge to leave when personal religious beliefs require that an employee abstain from work during certain periods of the workday or workweek. An employee who chooses to work compensatory overtime will receive, hour for hour, equal time off without charge to leave. An employee's election to work compensatory overtime for this purpose will be granted unless the employee's absence would interfere with the efficient accomplishment of the station's mission. Employees may also request annual leave or leave without pay (LWOP). Bargaining unit employees will follow the procedures outlined in Article 32, Section 14 of the Master Agreement between the Department of Veterans Affairs and the American Federation of Government Employees.

B. The authority to approve leave has been delegated to those officials listed on the attached guide (Attachment A).

C.
Leave for Title 5 Employees.
1.
Annual Leave.
This type of leave is appropriate for rest and relaxation for the personal and private business activities of employees and should be requested in advance. Employees are encouraged to take at least two consecutive weeks of annual leave each year. All requests for annual leave will be approved or disapproved in the light of known and anticipated workloads so that essential HVAMC services will not be unduly interrupted. To the extent possible, consideration will be given to the preference of individual employees. Employees are responsible for advising their supervisors of any excess annual leave they may accrue so arrangements may be made for them to use this excess leave to avoid forfeiture.

2.
Advanced Annual Leave.
May be advanced only in the amount that can be earned by the end of the leave year in which it is granted, or during the term of an appointment that will expire before the end of the leave year. Advanced annual leave may be disapproved, if based on the needs of the service or care line, or service.

3.
Sick Leave.
This type of leave is appropriate when an employee is incapacitated for duty because of sickness, injury, pregnancy and confinement, medical, dental or optical examination or treatment, and when a member of an employee's immediate family is afflicted with a contagious disease. An employee who is incapacitated for duty should report to the appropriate supervisor, or have some responsible person report their illness as early as possible. The person reporting in place of the employee must identify themselves and their relationship to the employee. Generally, this will be done at the beginning of the employee's tour of duty, but no later than two hours thereafter. The employee is responsible for keeping his/her supervisor advised periodically of their continued absence from duty. An employee on sick leave for more than three workdays must complete an SF-71, Application for Leave, or the Enhanced Time and Attendance System in the VistA Paid Version 3.1 upon return to duty and furnish satisfactory evidence of the need for sick leave during their period of absence (medical certification). If the SF-71 and/or medical certification is not considered a reasonable basis for approval of sick leave, the employee may be required to furnish additional evidence. The Employee Health Physician will make contact with the employee’s private physician concerning medical diagnosis if necessary. If there is reason to believe an employee is abusing his/her sick leave, the supervisor may require a medical certificate for any period of absence for which sick leave is requested, provided the employee is informed in advance in writing that such a requirement has been established (See Attachment B). Labor-Management Relations (05LMR) may be contacted for guidance in effecting sick leave certification restrictions. Any such written request will be routed through Labor-Management Relations (05LMR) for review of technical requirements prior to being issued to the employee.

4.
Advanced Sick Leave.
In cases of verified serious disabilities or ailments, employees with no time limit on their appointment may be advanced sick leave not in excess of 30 days (240 hours). Employees serving under a time-limited or term appointment may be advanced sick leave up to the total amount of sick leave they would otherwise earn during the term of their appointment.

5.
Absence for Maternity Reasons.
Leave related to maternity reasons when the employee is expected to return to duty may consist of sick leave, annual leave, LWOP, or any combination thereof. Employees may request leave under the provisions of the Family Medical Leave Act of 1993 and Sick Leave to Care for a Family Member. See Paragraphs 11. and 13., below. Leave for paternity reasons may also be requested within these provisions.

6.
Weather and Emergency Situations and/or HVAMC Closing.

a.
All employees of the HVAMC are deemed to be providing critical services. Employees are required to be at work regardless of situations or any general dismissal authorization. Under certain situations, it may be necessary to excuse certain employees. Whether an employee should or should not be charged leave for an absence depends on his/her duty or leave status at the time of dismissal. All decisions to excuse employees under these provisions will be made by the Medical Center Director.

b.
An emergency situation may be caused by heavy snow, severe icing, flooding, earthquakes, hurricanes, massive power failures, fuel shortages, major fires, strikes, public transportation crisis, riots, mass demonstrations, etc. The emergency must be general rather than personal in scope and impact. It should be severe enough to prevent employees in significant numbers from reporting for work, or may necessitate the closing of Federal facilities in whole or in part. Usually, an emergency of this type will be the subject of a public declaration of emergency by an appropriate government authority.

7.
Court Leave.
Court leave will be administered in accordance with the provisions of VA regulations. The VA considers jury duty a civic responsibility. Requests for release of employees from jury duty shall be made only in exceptional situations and only the Medical Center Director may direct a letter to the court to make this request for release. When employees are excused or released by the court and there are three or more hours remaining on their tour of duty, they will report for work unless granted some other type of approved leave or their normal tour of duty occurs at night. Upon return to duty, employees will be required to furnish their timekeeper with written evidence of attendance as provided by the court clerk. Service and Care Line Executives and Service Chiefs should contact Labor-Management Relations (05LMR) for guidance in granting court leave to employees required to provide testimony in private litigation.

8.
Excused Absences (Commonly Called Authorized Absence).
Employ​ees may be authorized to be absent from duty without charge to leave when the activity is considered to be of substantial benefit to the VA in accomplishing its general mission or one of its specific functions, or the activity will clearly enhance the employee’s ability to perform the duties of their position. General provisions applying to those absences which need not be charged to leave are outlined below:

a.
Voting and Registration.
Insofar as practicable, without interfering seriously with operations, employees who desire to vote or register in any general election or in referendum on a civic matter shall be excused for a reasonable time for that purpose. An employee may be excused for such time as may be needed to enable the employee to vote, depending on the particular circumstances in the employee’s individual case. If an employee’s voting place is beyond normal commuting distance and vote by absentee ballot is not permitted, the employee may be granted sufficient time off up to one day to make the trip to the voting place. Time off in excess of one day will be charged to annual leave or, if annual leave is exhausted, it will be charged as LWOP.

b.
Emergency Rescue or Protective Work.
Employees who are called upon to perform emergency rescue or protective work by the State Guard or Civil Air Patrol may be excused from duty without charge to leave or loss of pay while performing services. Generally, such absences will be limited to three workdays for any one incident. A statement from the requesting organization reflecting the nature of work must support the absence and the actual amount of time spent performing the services.

c.
Civil Defense Activities.
Employees who participate in Federally recognized Civil Defense programs may be excused from duty for up to 40 hours in a calendar year. Evidence from state or local authorities that the employee served in such a program must be furnished.

d.
Military Funerals.
Veterans of any war, campaign, or expedition for which a campaign badge has been authorized, or members of honor or ceremonial groups or organizations of veterans, may be excused from duty not in excess of four hours in any one day to enable them to participate as active pallbearers, as members of firing squads, or as guards of honor in funeral ceremonies for members of the Armed Forces whose remains are returned to the United States from abroad for final interment in the United States.

e.
Blood Donor Programs.
Employees who give blood without compensation to the Red Cross (or any similar organization), to any VA patient or employee, or who replace blood required by any VA employee, may be excused without charge for up to two hours on the day blood is donated. The two-hour period is designated for the blood donation process and the rest and recuperation associated with the donation. However, the two-hour period is not automatic. The excused absence is contingent upon the amount of time needed for rest and recuperation. The appropriate supervisor will consider extending the authorized absence should unanticipated physical complications arise. These extensions will be considered on a case-by-case basis. Employees must obtain their supervisor's permission before donating blood, and notify the supervisor of any extended absence associated with the donation.

f.
Absence for Civil Service Examinations.
Employees required to take Civil Service examinations in connection with a pending placement action within the VA will be excused without charge to leave for the time necessary for this purpose.

g.
Medical Examinations and Treatment.
Employees who are examined or treated in this medical center for illness or a minor non-duty related injury, or who are ordered for VA employment or Civil Service medical examination, vaccinations, x-rays, etc., or who are authorized to participate in any VA or civic health or immunization program, will be excused without charge to leave for the time necessary but usually not to exceed one day.

h.
Job-Connected Illness and Injuries.
An employee suffering a job-related illness or injury will not be charged leave of any kind for any required absence from duty on the day on which the illness or injury occurs. This policy does not apply to continuous absence of more than one day on account of the injury when sick leave or annual leave may be granted, or when compensation is received under the provisions of the Office of Workers' Compensation Program (OWCP) regulations.

i.
Armed Forces Examinations.
Employees will be excused without charge to leave, generally not to exceed one day, to obtain physical examination to determine fitness for entry or extended active duty or assignment to active duty with the armed forces, or to determine qualifications for retention in reserve components, provided no military pay is received for the period.

j.
Armed Forces Registration.
Employees will be excused without charge to leave, generally not to exceed one day, to register under the Selective Service System.

k.
Appeals and Hearings.
Employees required or authorized to be present at VA, Office of Personnel Management or other government agency hearings or boards will be authorized absence from normal duties without charge to leave for that purpose. Employees and their designated representatives, when approved by their supervisor, will be granted a reasonable amount of time during regular working hours without charge to leave for preparation of reply to charges, preparation of a case for presentation in a hearing, or preparation of an appeal. Generally, one day should be sufficient for any of these absences.

l.
Union Activities.
Employees serving as representatives of the union will be permitted a reasonable amount of official time to carry out authorized union activities in accordance with the negotiated agreements.

m.
Change of Station.
An employee who is being transferred for the convenience of the government from one VA station to another will be excused without charge to leave for the time required, not to exceed two workdays, to arrange for the move. Time required to obtain housing at the new location or to move in and get settled will be authorized for up to five workdays, depending on whether an advance round trip was authorized.

n.
Outside Meetings.

(1)
A scientist, or other professional, administrative, or technical employee who desires to attend a professional, technical, or administrative meeting which is designed to facilitate effective communication or ideas and information in areas of significant VA needs may be excused without charge to leave for this purpose.

(2)
Employees may be excused without charge to leave to attend meetings which are concerned with the functions or activities of the VA, or which will contribute to improved conduct, supervision or management of those functions or activities. This will include meetings, conventions or conferences of recognized professional, technical or administrative organizations and of private organizations if attendance at the meetings will contribute to improved conduct, supervision or management of the functions or activities of the VA.

(3)
For purposes of authorizing excused absence, outside meetings are defined as gatherings called “meetings”, “conferences”, “conventions”, “congresses”, “symposiums”, and “panels.” Conversely, “courses”, “institutes”, “workshops”, and “seminars” will be considered to be an official duty. In deciding whether the activity is training or attendance at a meeting, the announced purpose of the gathering, the nature of the program and the purpose in sending an individual will be considered. Where a gathering is convened solely for the purpose of training or educating the attending persons, where there is an instructor-student or leader-group relationship, and where there is an organized program of study according to which the participants will be “instructed”, then, regardless of the title, it is considered training.

9.
Military Leave.
Employees who perform active or inactive military duty, as specified in 5 USC 6323 (a), may request the use of paid military leave. Under the law, an eligible full-time employee accrues 15 calendar days of military leave each fiscal year, and any unused military leave at the end of the fiscal year (up to 15 calendar days) is carried forward for use in addition to the 15 days credited at the beginning of the new fiscal year. Part-time career employees accrue military leave on a prorated basis. Full-time employees may have up to 30 calendar days of military leave for use during a fiscal year. However, an employee who has more than 15 calendar days of unused military leave must use the excess amount of leave before the end of the fiscal year in order to avoid forfeiture. Employees who elect to use military leave will receive full compensation from their civilian position for each workday charged to military leave, in addition to their military pay for the same period. Employees who perform active or inactive military duty may request the use of accrued and accumulated annual leave to their credit or may request advance annual leave. As in the case of military leave, employees who elect to use annual leave will receive full compensation from their civilian position for each workday charged to annual leave in addition to their military pay for the same period. Eligible employees are encouraged to notify approving officials as far in advance as possible of their need for military leave. Final approval of military leave will be contingent on furnishing certification from the military authorities confirming that active duty was performed for the period that military leave was granted. Intermittent or temporary employees are not eligible for military leave.

10.
Funeral Leave.
Leave for funeral purposes is covered by the provisions for Sick Leave to Care for a Family Member (See Paragraph 13. below). Service and Care Line Executives and Service Chiefs should contact Labor-Management Relations (05LMR) for additional guidance in granting leave in this category.

11.
Family Medical Leave Act of 1993.
This Act granted Title 5 and Title 38 employees 12 administrative workweeks of paid or unpaid leave during any 12-month period for the following purposes:

a.
Birth of a son or daughter and the care of such son or daughter, and

b. Placement of a son or daughter for adoption or foster care.

c. The care of a spouse, son, daughter, children, including adopted children, and parents of the employee who has a serious health condition; or

d. A serious health condition of the employee that makes the employee unable to perform the essential functions of his or her position.

Bargaining unit employees only are authorized entitlement to 16 weeks of paid or unpaid leave during any 12-month period for the reasons stated in subparagraphs a. and b., above. The procedures outlined in Article 32, Section 19, of the Master Agreement between the Department of Veterans Affairs and the American Federation of Government Employees will be followed.

12.
Voluntary Leave Transfer Program.
The Department of Veterans Affairs has a leave transfer program which permits VA employees or employees of other Federal agencies to donate annual leave for use by a VA employee who needs such leave because of a medical emergency involving the employee or a family member.

13.
Sick Leave to Care for a Family Member.
Full-time Federal employees may use up to 12 weeks (480 hours) of sick leave each calendar year to care for a family member with a serious health condition. An employee must maintain a sick leave balance of 80 hours in order to use the full 12 weeks of sick leave.

The term "serious health condition" has the same meaning as used in the Family and Medical Leave Act of 1993 (FMLA), including such conditions as cancer, heart attacks, strokes, severe injuries, Alzheimer's disease, pregnancy, and childbirth. It does not include short-term conditions for which treatment and recovery are very brief.

The term "family member" includes the following relatives of the employee: spouse and parents thereof; children, including adopted children, and spouses thereof; parents; brothers and sisters, and spouses thereof; and any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.

Also, under this regulation employees are authorized to use sick leave for general family care and bereavement purposes as listed below:

a.
provide care for a family member as a result of physical or mental illness, injury, pregnancy, childbirth, or medical, dental, or optical examination or treatment;

b.
make arrangements necessitated by the death of a family member or attend the funeral of a family member;

c.
adoption.

Any employee may use an initial 40 hours of sick leave for general family care or bereavement purposes. Additionally, if employees maintain a balance of at least 80 hours, they will be eligible for an additional 64 hours (eight workdays) of sick leave for these purposes.

Part-time employees will be able to use sick leave for family care and bereavement purposes up to the average number of hours in their scheduled tour of duty for a workweek. The use of additional hours of sick leave for these purposes requires the employee to retain a sick leave balance equal to twice the average number of hours in their scheduled tour of duty for a workweek.

For additional information concerning this Act, employees may contact Labor-Management Relations (05LMR) for assistance.

14. Leave for Organ Donors and Bone Marrow Donors.

a. Public Law 106-56, “Organ Donor Leave Act”, dated September 24, 1999 amends 5 USC 6327 to provide up to 30 days of paid time off, in a calendar year, for medical procedures and recuperation for employees who are organ donors. For medical procedures and/or recuperation requiring absences longer than 30 days, employees will be advised about other leave options available for their use, i.e., accrued sick and/or annual leave, advanced sick and/or annual leave, leave transfer program.

b. 5 USC 6327 also provides up to seven calendar days of paid time off for medical procedures and recuperation to employees who are bone marrow donors.

15.
Restoration of Annual Leave:

a.
Annual leave that is in excess of the maximum permissible carry-over (usually 30 days) which is automatically forfeited at the end of the leave year, will be restored only under the following conditions:

(1)
Urgent Needs (Exigencies) of Public Business.
When annual leave was scheduled in advance, operational demands may not permit usage to avoid forfeiture of leave. The urgent need (exigency), whether anticipated or unanticipated, must be of such importance to preclude the use of scheduled annual leave. It should be a case where there is no reasonable alternative to the cancellation of the scheduled leave. There is a requirement that this annual leave be scheduled for use in writing before the start of the third biweekly pay period prior to the end of the leave year. Scheduled annual leave because of urgent need (exigency) should be made in advance unless a bona fide emergency precludes an advance decision.

(2)
Sickness.
When an employee has scheduled annual leave in advance but is prevented from taking it because of illness, the employee may substitute annual leave or LWOP for sick leave. However, when separation is known in advance, the granting of annual leave is limited to cases where urgent need (exigency) of service require such action. Sickness is not in itself a basis for permitting annual leave to be forfeited and subsequently restored for later use. The supervisor still has the responsibility to schedule or reschedule the use of annual leave to avoid forfeiture even though an absence because of illness occurred during the year.
b.
In requesting carry-over of annual leave, the following information must be furnished to the Medical Center Director through the Service or Care Line Executive or Service Chief, Chief, Labor-Management Relations, and the Associate Director or Chief of Staff, as appropriate:

(1)
The calendar date the leave was approved by the official having authority to approve leave;

(2)
The dates during which the leave was scheduled for actual use and the amount of leave (days/hours) that was scheduled for use;

(3)
Reasons for subsequent canceling of approved leave, e.g., if because of an urgent need (exigency) of public business, documentation must include the beginning and ending dates of the urgent need (exigency) and a copy of the approval action.

(4)
The calendar date the canceled leave was rescheduled for use.

(5)
The dates during which the leave was rescheduled for use and the amount of leave (days/hours) that was rescheduled for use (See Attachment C).

c.
Restored annual leave will be credited to a separate leave account in the Business Office Service Line and must be used not later than the last day of the second leave year containing the date that:

(1)
The urgent need (exigency) that resulted in the forfeiture was terminated.

(2)
The employee is determined to have recovered from an illness and is able to return to duty.

16.
Leave Without Pay.
Leave without pay (LWOP) is a temporary, non-pay status and absence from duty. Circumstances that justify approval of sick or annual leave will generally be a sufficient basis for approving LWOP for a like period. Approval of LWOP is a matter of administrative discretion. Employees cannot demand LWOP as a matter of right. The officials authorized to approve LWOP are listed in Attachment A. The procedures for requesting LWOP are outlined in Section IV, below. Attachment D is a sample memorandum requesting LWOP.

17.
Leave Misrepresentation:
No approved leave or approved absence will be a basis for disciplinary action except when it is clearly established that the employee submitted fraudulent documentation or misrepresented the reasons for the absence.

D.
Leave for Title 38 Employees.

1.
Annual and Sick Leave

a.
Leave Accrual and Charges

(1)
Full-time physicians, dentists, podiatrists, and optometrists accrue annual leave at the rate of 30 days a year and sick leave at the rate of 15 days a year. The maximum accumulation of annual leave is 120 days at the end of any leave year. The minimum credit and charge for leave is one day and multiples thereof.

(2)
Full-time nurses, nurse anesthetists, and physician assistants accrue annual leave at the rate of eight hours per pay period. The maximum accumulation of annual leave is 685 hours at the end of any leave year. The minimum credit and charge for leave is one-quarter hour and multiples thereof.

(3)
Part-time employees accrue annual leave at the rate of one hour for each 10 hours in a pay status, and sick leave at the rate of one hour for each 20 hours in a pay status. The maximum accumulation of annual leave for a part-time employee is 240 hours at the end of any leave year, unless converted from full-time with a greater existing balance. The minimum credit and charge for leave is one-quarter hour and multiples thereof.

b.
Requesting Leave

(1)
It is a matter of administrative determination as to when and in what amount leave may be granted. Whenever possible, this is resolved in the best interest of the employee. Medical certification may be required for sick leave of more than three days.

(2)
Employees will be required to report emergency absences as soon as possible, but no later than two hours after the beginning of their scheduled tour of duty.

(3)
Granting annual leave is a matter of administrative discretion. Requests for annual leave will be acted upon in light of essential services and with regard to the welfare and preferences of individual employees. Requests for annual leave for three days or less will be made verbally in advance to the immediate supervisor. Requests for more than three days of annual or sick leave will be made on an SF-71, Application for Leave, or the Enhanced Time and Attendance System in the VistA Paid Version 3.1.

(4)
No approved leave or approved absence will be a basis for disciplinary action except when it is clearly established that the employee submitted fraudulent documentation or misrepresented the reasons for the absence.

c.
Advanced Leave
(1)
Full-time physicians, dentists, podiatrists, and optometrists appointed under 38 USC 7306, 7401(1) or 7405(a)(1)(A) may be advanced up to 30 calendar days of annual leave and up to 45 calendar days of sick leave.

(2)
Full-time nurses, nurse anesthetists, physician assistants and expanded-function dental auxiliaries appointed under 38 USC 7401(1) or 7405(a)(1)(A) may be advanced up to 208 hours of annual leave and up to 312 hours of sick leave at any time.

(3)
Part-time physicians, dentists, podiatrists, optometrists, nurses, nurse anesthetists, physician assistants and expanded-function dental auxiliaries may be advanced annual and sick leave based on the ratio their employment bears to full-time employment. For example, a half-time employee who is not on a time-limited appointment may be advanced up to 104 hours of annual leave and up to 156 hours of sick leave at any time during the leave year.

(4)
Except as provided in paragraph (1) above, nurses appointed under 38 USC 7306 may be advanced up to 30 days of annual leave and up to 45 days of sick leave at any time.

(5)
Advanced sick and annual leave may not exceed the amount an employee can accrue during the remainder of any time-limited appointment.

2.
Other Types of Leave

a.
Court leave or leave without pay may be granted for jury duty and certain witness duty. If the value of the witness’ testimony for the government or for private litigation (official or unofficial) arises from an employee’s official capacity and s/he is subpoenaed, court leave will be granted. An employee subpoenaed to testify as a witness other than for the Federal Government, or a State or local government and is not in an official capacity, may be charged annual leave or leave without pay.

b.
Leave without pay may be granted at administrative discretion only at the employee’s request. Leave without pay may be granted for extended illness, injury or pregnancy.

c. Family and Medical Leave Act of 1993.

(1) The VA is obligated to grant at least 12 weeks of paid or unpaid leave per calendar year for birth or adoption of a child, for placement of a child for adoption or foster care, for a serious health condition of a spouse, parent or child, or for a serious health condition of the employee. Employees must request entitlement to family and medical leave. All instances/conditions must be verified and documented prior to approval.

(2) Department of Veterans Affairs Title 38 non-bargaining unit employees will follow regulations published in 5 C.F.R. Part 630, Subpart L.

(3) Bargaining unit employees only are authorized entitlement of 16 weeks of paid or unpaid leave during any 12-month period. These employees will follow procedures outline in Article 32, Section 19 of the Master Agreement between the Department of Veterans Affairs and the American Federation of Government Employees.

(4) Contact the Labor Relations Specialist in Labor-Management Relations at extension 7763 for specific information and/or assistance.

d.
Voluntary Leave Transfer Program.
The Department of Veterans Affairs (VA) has a leave transfer program which permits VA employees or employees of other Federal agencies to donate annual leave for use by a VA employee who needs such leave because of a medical emergency involving the employee or a family member. Contact the Labor Relations Specialist in Labor-Management Relations at extension 7763 for specific information and/or assistance.

e.
Sick Leave to Care for a Family Member.
Full-time Federal em​ployees may use up to 104 hours of sick leave each year:

(1)
To provide care for a family member as a result of physical or mental illness; injury; pregnancy; childbirth; or medical, dental, or optical examination or treatment.

(2)
To make arrangements necessitated by the death of a family member or attending the funeral of a family member.

(3)
For adoption of a child including appointment with adoption agencies, social workers, and attorneys; court proceedings; required travel; and any other activities necessary to allow the adoption to proceed.

Full-time employees charged leave on an hourly basis may take up to a total of 40 hours (five work days) of sick leave each year for family care or bereavement purposes. Employees who maintain a sick leave balance of at least 80 hours, are eligible to use an additional 64 hours (eight workdays) of sick leave for these purposes. Full-time Title 38 employees who are charged leave on a daily basis may take up to seven days of sick leave a year for these purposes. However, if they maintain a balance of 15 days of sick leave, they may take an additional eight days of sick leave, or up to 15 days of sick leave a year.

Part-time employees may take up to one workweek of sick leave for family care or bereavement purposes. If they maintain a balance of at least two workweeks of sick leave, they may take sick leave up to the amount they would accrue in one leave year.

Contact the Labor Relations Specialist in Labor-Management Relations at extension 7763 for specific information and/or assistance.

f.
Leave for Organ Donors and Bone Marrow Donors.
5 USC 6327 provides up to seven calendar days of paid time off for medical procedures and recuperation to employees who are organ or bone marrow donors (exclusive of administrative non duty days, where appropriate). For medical procedures requiring absences of longer than seven workdays; leave approving officials are encouraged to accommodate employees by granting additional time off in the form of excused absence, accrued sick leave and/or annual leave. (See VHA Directive 10-95-024)

g.
Military Leave.
Employees who perform active or inactive military duty, as specified in 5 USC 6323 (a), may request the use of paid military leave. Under the law, an eligible full-time employee accrues 15 calendar days of military leave each fiscal year, and any unused military leave at the end of the fiscal year (up to 15 calendar days) is carried forward for use in addition to the 15 days credited at the beginning of the new fiscal year. Part-time career employees accrue military leave on a prorated basis. Full-time employees may have up to 30 calendar days of military leave for use during a fiscal year. However, an employee who has more than 15 calendar days of unused military leave must use the excess amount of leave before the end of the fiscal year in order to avoid forfeiture. Employees who elect to use military leave will receive full compensation from their civilian position for each workday charged to military leave, in addition to their military pay for the same period. Employees who perform active or inactive military duty may request the use of accrued and accumulated annual leave to their credit or may request advance annual leave. As in the case of military leave, employees who elect to use annual leave will receive full compensation from their civilian position for each workday charged to annual leave in addition to their military pay for the same period. Eligible employees are encouraged to notify approving officials as far in advance as possible of their need for military leave. Final approval of military leave will be contingent on furnishing certification from the military authorities confirming that active duty was performed for the period that military leave was granted. Intermittent or temporary employees are not eligible for military leave.

3.
Absences not Covered by Leave. Authorized absence without charge to leave may be administratively granted as outlined below:

a.
Conventions, Conferences, and Professional and Scientific Meetings:
Authorized absence may be granted to full-time employees who wish to attend outside medical, dental, nursing and scientific meetings and conferences provided the services of the employees can be spared and no expenditure of funds other than salary is involved. Part-time employees may also be granted authorized absence for this purpose if attendance is considered of benefit to the VA in the discharge of their duties, or significant to the VA training they are undergoing. For authorized absence requests involving foreign travel, refer to Medical Center Policy Memorandum No. 141-002, Medical Center Education Plan.

b. Education and Training:
Authorized absence may be granted to full-time and part-time employees to attend education and training activities (lectures, seminars, courses of instruction, etc.) where no expenditure of government funds other than salary is involved, and in accordance with the provisions of M-8, Part IV, Chapter 2, "Post-graduate Education". Approval of the request for authorized absence is to be granted before the absence from duty.

c.
Teaching:
Full-time employees may accept teaching responsibilities in private and public colleges and universities provided the teaching obligations do not conflict with the performance of their duties. Absences for such teaching assignments may be authorized provided no remuneration is involved. Part-time employees are permitted to accept teaching responsibilities in private and public colleges and universities when it serves the VA mission of veteran patient care or the education of VA employees. Annual leave or leave without pay may be granted to part-time employees who receive remuneration for their teaching assignments as long as it does not impair the provision of essential services in patient treatment and care.

d.
Examinations:
Absences of physicians and dentists to undergo an American Specialty Board Examination; podiatrists and optometrists to undergo examination by an approved specialty board; nurses to undergo examination for certification by an appropriate national certifying body, physician assistants to undergo the official Physician Assistant Certification Examination and graduate nurse technicians for registration, will be authorized.

e.
Change in Station:
An employee who is being transferred for the convenience of the government from one VA station to another may be excused without charge to leave for the time required, not to exceed two workdays, to arrange for the move. Absence from duty required at the new location to obtain housing or to move in and get settled may be authorized not to exceed five workdays.

f. Voting and Registration:
Insofar as practicable, without interfering seriously with operations, employees who desire to vote or register in any general election or in a referendum on a civil matter shall be excused for a reasonable time for that purpose. As a general rule, where the polls are not open at least three hours either before or after employees’ regular hours of work, they may be granted an amount of excused leave which will permit them to report for work three hours after the polls open or leave work three hours before polls close, whichever requires the least time off. If an employee’s voting place is beyond commuting distance and vote by absentee ballot is not permitted, the employee may be granted sufficient time off up to one day to make the trip to the voting place. Time off in excess of one day will be charged to annual leave, or if annual leave is exhausted, the employee may request it be charged to leave without pay.

g. Emergency Rescue or Protective Work:
Employees who are called upon to perform emergency rescue or protective work by the State Guard or Civil Air Patrol may be excused from duty without charge to leave or loss of pay while performing such services. Generally, such absences will be limited to three workdays for any one incident. A statement from the requesting organization reflecting the nature of the work must support the absence and the actual amount of time spent performing the services.

h.
Civil Defense Activities:
Employees who participate in Federally recognized Civil Defense Programs may be excused from duty up to 40 hours in a calendar year. Evidence from state or local defense authorities that the employee served in such a program must be furnished.

i. Participation in Military Funerals:
Veterans of any war, campaign, or expedition for which a campaign badge has been authorized, or members of honor ceremonial groups or organizations of veterans, may be excused from duty not in excess of four hours in any one day to enable them to participate as active pallbearers, as members of firing squads, or as guards of honor in funeral ceremonies for members of the Armed Forces whose remains are returned to the United States from abroad for final interment in the United States.

j. Foreign Travel and Extended Leave:
Employees should utilize guidelines in Medical Center Policy Memorandum No. 141-002, Medical Center Education Plan, and M-8, Part V, Chapter 3.

IV.
RESPONSIBILITIES

A.
The authority to approve leave has been delegated to those officials listed on the attached guide (Attachment A).

B.
All requests for absences other than for annual or sick leave will be processed as follows (see Attachments D through G):

1.
The requests will be submitted in memorandum form to the appropriate approving official. Requests requiring approval of an official above a Service or Care Line Executive or Service Chief will be forwarded to the Chief, Labor-Management Relations (05LMR), for technical review before forwarding through the appropriate approving channels. The request will include the following:

a.
Request for LWOP, Advanced Sick Leave, Advanced Annual Leave, Family and Medical Leave (See Attachment D):

(1)
Request from the employee with inclusive dates.

(2)
Current annual and sick leave balances.

(3)
Private physician's report covering period requested (for all leave requests because of illness).

(4)
Employee's entrance on duty date.

(5)
Statement regarding employee's work performance.

b.
Authorized Absence in Excess of Eight Hours (Outside Meetings):

(1)
Request from the employee.

(2)
Inclusive dates.

(3)
Complete justification, including when, where, sponsor, and title of the course.

(4)
Absences not requiring funding from the agency or the individual will have the following statement: "There will be no charge to the government other than VA salary. No fees or gratuities will be accepted.” (See Attachment E).

(5)
Absences requiring government funding or acceptance of gratuities will have the following statement: "I will report the amount of expenses accepted, in cash or in kind to the Labor-Management Relations (05LMR), within 30 days of the completion of travel." VA Form 10-0101b, Request for Approval of Acceptance of Gifts or Donations for Travel/Subsistence Expenses in Connection with Official Travel by VHA Facility Employees, will be completed by the requester (See Attachments F and G).

2.
All requests, except Family and Medical Leave, will be forwarded for approval two weeks (10 working days) prior to the beginning date of the absence. Requests not submitted two weeks in advance may be subject to disapproval.

3. If the request is for Family and Medical Leave for a foreseeable event, e.g., birth of a child, adoption of a child or planned medical treatment, a 30-calendar day advance notice is required. Emergency situations are not subject to the advance notice requirement.

4.
The original, approved request will be forwarded to the service line, care line, or service, to be maintained in their records. A copy will be maintained in the Labor-Management Relations (05LMR).

V.
REFERENCES
MP-5, Part I, Chapter 630, Absence and Leave, dated December 31, 1998.

MP-5, Part II, Chapter 7 and its VHA Supplement

VHA Directive 10-95-024 dated March 9, 1995.

Public Law 106-56, Organ Donor Leave Act, dated September 24, 1999.

Public Law 103-3, Family and Medical Leave Act of 1993, dated August 5, 1993 and subsequent amendments.

Title 5 USC Chapter 63.

Title 38 USC 7421.

5 C.F.R., Part 630.

Master Agreement between the Department of Veterans Affairs and the American Federation of Government Employees.
VI.
RESCISSION

Medical Center Policy Memorandum No. 05-009, Absence and Leave, dated January 25, 2001.

\s\

EDGAR L. TUCKER
Medical Center Director

Attachment A
Reference Guide for Approval of Leave

Attachment B
Sample memorandum, Sick Leave – Medical Certificate
Attachment C
Sample memorandum, Request for Restoration of Annual Leave
Attachment D
Sample memorandum, Request for Leave Without Pay
Attachment E
Sample memorandum, Request for Authorized Absence
Attachment F
Sample memorandum, Request for Approval to Accept Expenses in Conjunction with Authorized Absence
Attachment G
VA Form 10-0101B, Request for Approval of Acceptance of Gifts or Donations for Travel/Subsistence Expenses in Connection with Official Travel by VHA Facility Employees

REFERENCE GUIDE FOR APPROVAL OF LEAVE

	
	Approving Official

	1.
Annual Leave
	Supervisor

	2.
Advanced Annual Leave (only amount that will be earned by end of leave year granted)
	Medical Center Director

	3.
Sick Leave
	Supervisor

	4.
Advanced Sick Leave (up to 30 days) 
	Medical Center Director

	5.
Leave Without Pay:
	

	a.
For employees in centralized positions:
	

	(1)
30 days or less
	Medical Center Director

	(2)
In excess of 30 days
	VA National Headquarters

	b.
For employees in non-centralized positions:
	

	(1)
30 days or less
	Service or Care Line Executive or Service Chief

	(2)
In excess of 30 days and less than 1 year
	Medical Center Director

	6.
Military Leave
	Service or Care Line Executive or Service Chief

	7.
Court Leave
	Service or Care Line Executive or Service Chief

	8.
Maternity Leave
	

	a.
Leave related to pregnancy or confinement 
(excluding LWOP in excess of 30 days)
	Service or Care Line Executive or Service Chief

	b.
Final authority to disapprove LWOP for maternity purposes.
	Medical Center Director

	9.
Absence Not Covered by Leave:
	

	Excused Absence Without Charge to Leave for Civil Service Employees:
	

	a.
Requests from Care/Service Line Executives
	Chief of Staff or Associate Director, as appropriate

	b. Employee Requests below

Care/Service Line Executive
	

	(1)
1 workday or less
	Service or Care Line Executive or Service Chief

	(2)
Over 1 workday
	Chief of Staff or Associate Director, as appropriate


Department of
Memorandum
Veterans Affairs
	Date:
	<<Date>>

	From:
	<<Title of Leave Approving Official>>

	Subj:
	Sick Leave – Medical Certificate

	To:
	<<Employee>>


1.
Effective upon receipt of this memo, you will be required to furnish a Standard Form (SF) 71, medical certification, or other medical certificate for any period of absence due to illness. This requirement is established as a result of your past record of sick leave usage.

2.
A suitable medical certificate must be submitted to me no later than three workdays after your return to duty. Failure to furnish a certificate may be cause for disapproval of sick leave or annual leave in lieu of sick leave and will be charged as Absence Without Leave (AWOL) which may be the basis for disciplinary action.

3.
I will review your case no later than six months from your receipt of this letter to determine whether the requirement for medical certification may be eliminated. If it is determined a certificate is no longer needed, I will notify you in writing.

<<Signature>>
<<Name and Title of Leave Approving Official>>

Receipt acknowledged:

	
	
	

	Signature
	
	Date


NOTE:
Give original to employee

Department of
Memorandum
Veterans Affairs
	Date:
	<<Date>>

	From:
	<<Service or Care Line Executive or Service Chief>>

	Subj:
	Request for Restoration of Annual Leave

	To:
	Medical Center Director (00)

	Thru:
	<<Associate Director>> or <<Chief of Staff>> (as appropriate)

Chief, Labor-Management Relations (05LMR)


1.
As outlined in Medical Center Policy Memorandum No. 05LMR-002, Absence and Leave, restoration of annual leave from leave year <<2000>> is requested for <<employee's name and title>>. This employee was approved for <<number of hours>> leave on <<date>>, which was scheduled for the period of <<date>> through <<date>>. <<Describe event>> prevented the use of scheduled annual leave by this employee.

2.
<<Employee's name>> has rescheduled <<number of hours leave>> for the period <<date>> through <<date>>. Recommend approval of this request.

<<Service or Care Line Executive or Service Chief's Signature>>

<< Service or Care Line Executive or Service Chief's Name>>

	End.1
580/05LMR

<<Date>>

Meets technical requirements.

J.M. HEDGE
Chief, Labor-Management Relations
	End. 2
580/<<11>> <<001>>

<<Date>>

Recommend approval/disapproval.

ADAM C. WALMUS
Associate Director

	End. 3
580/00

<<Date>>

Approved/Disapproved.

EDGAR L. TUCKER
Medical Center Director
	Or

THOMAS B. HORVATH, MD, FRACP
Chief of Staff


Department of
Memorandum
Veterans Affairs
	Date:
	<<Date>>

	From:
	<<Service or Care Line Executive or Service Chief>>

	Subj:
	Leave Without Pay (LWOP) re: <<Employee’s Name and title>>

	To:
	Medical Center Director (00)

	Thru:
	<<Associate Director>> or <<Chief of Staff>> (as appropriate)

Chief, Labor-Management Relations (05LMR)


Recommend approval of LWOP for <<employee's name and title>> for the period of <<date>> through <<date>>. Attached are the physician's statement and a memorandum requesting LWOP for <<state reason, such as maternity leave, on-the-job injury with date of injury>> (The criteria addressed in Medical Center Policy Memorandum No. 05LMR-002, Absence and Leave, Section IV. B. 1. a. should be noted).

<< Service or Care Line Executive or Service Chief's Signature>>

<< Service or Care Line Executive or Service Chief's Name>>

	End.1
580/05LMR

<<Date>>

Meets technical requirements.

J.M. HEDGE
Chief, Labor-Management Relations
	End. 2
580/<<11>> <<001>>

<<Date>>

Recommend approval/disapproval.

ADAM C. WALMUS
Associate Director

	End. 3
580/00

<<Date>>

Approved/Disapproved.

EDGAR L. TUCKER
Medical Center Director
	Or

THOMAS B. HORVATH, MD, FRACP
Chief of Staff


Department of
Memorandum
Veterans Affairs
	Date:
	<<Date>>

	From:
	<<Employee>> (below Service or Care Line Executive or Service Chief level)

	Subj:
	Authorized Absence

	To:
	<<Associate Director>> or <<Chief of Staff>> (as appropriate)

	Thru:
	Chief, Labor-Management Relations (05LMR)

<< Service or Care Line Executive or Service Chief>>


1.
Approval of authorized absence is requested for the period of <<date>> to <<date>> so that I may attend the <<description of event, including title and location, and any other identifying information>>.

2.
There will be no cost to the government other than VA salary. No fees or gratuities will be accepted.

<<Employee’s Signature>>

<<Employee’s Name>>

	End.1
580/<<Routing symbol>>

<<Date>>

Recommend approval/disapproval.

<< Service or Care Line Executive or Service Chief's Signature>>

<< Service or Care Line Executive or Service Chief's Name>>
	End. 2
580/05LMR

<<Date>>

Meets technical requirements.

J.M. HEDGE
Chief, Labor-Management Relations

	End. 3
580/<<11>> <<001>>

<<Date>>

Approved/Disapproved.

ADAM C. WALMUS
Associate Director

Or

THOMAS B. HORVATH, MD, FRACP
Chief of Staff
	


Department of
Memorandum
Veterans Affairs
	Date:
	<<Date>>

	From:
	<<Employee>> (below Service or Care Line Executive or Service Chief level)

	Subj:
	Request for Approval to Accept Expenses in Conjunction with Authorized Absence

	To:
	Medical Center Director (00)

	Thru:
	Chief, Labor-Management Relations (05LMR)

<<Service or Care Line Executive or Service Chief>>


1.
Approval is requested to accept <<items such as plane ticket, hotel accommodations>>, and related expenses from the <<organization, such as American College of Surgeons>>, to attend the <<event, such as Annual Meeting>> in <<location of event>>, <<date of event>>. I will be presenting <<title of presentation, paper or poster>>.

2.
Name and address of sponsor:
(Example: Baylor College of Medicine, One Baylor Plaza, Houston, TX 77030)

3.
I will report the amount of expenses accepted, in cash or kind to Labor-Management Relations (05LMR), within 30 days of the completion of travel.

<<Employee’s Signature>>

<<Employee’s Name>>

	End.1
580/<<Routing symbol>>

<<Date>>

Recommend approval/disapproval.

<<Service or Care Line Executive or Service Chief's Signature>>

<<Service or Care Line Executive or Service Chief's Name>>
	End. 2
580/05LMR

<<Date>>

Meets technical requirements.

J.M. HEDGE
Chief, Labor-Management Relations
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Medical Center Director

	End. 3
580/<<11>> <<001>>

<<Date>>

Recommend approval/disapproval.

ADAM C. WALMUS
Associate Director

Or

THOMAS B. HORVATH, MD, FRACP
Chief of Staff
	End. 4
580/00

<<Date>>

Approved/Disapproved.

EDGAR L. TUCKER
Medical Center Director
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Department of Veterans Affairs
	REQUEST FOR APPROVAL OF ACCEPTANCE OF GIFTS OR DONATIONS 
FOR TRAVEL/SUBSISTENCE EXPENSES IN CONNECTION WITH 
OFFICIAL TRAVEL BY VHA FACILITY EMPLOYEES

	NOTE TO REQUESTING EMPLOYEE AND SUPERVISOR: Before completing this request you should review the Administrator’s Memorandum to All VA Employees dated May 7, 1984, Subject: Conflict of Interest; Director for Operations Letter dated October 28, 1985, Subject: Conflict of Interest; and VHA Manual M-8, “Academic Affairs,” Part V, Chapter 9.

	Questions about this form may be addressed to: Labor-Management Relations (05LMR), Extension 7763.

	
	PART I. EMPLOYEE REQUEST:

	1.
	NAME (Full Name, Office, and Symbol):

______________________________________, ______________________________, ______________________

	2.
	DATES OF TRAVEL:



	3.
	DESTINATION (City and State):
______________________________________, ________________________

	4.
	DONOR ORGANIZATION (Name, Address, and Employer Number):

_______________________________________, ______________________________, _____________________

	5.
	BASIS OF ACCEPTANCE (Check one):

a.
Acceptance of cash from a 501(c)(3) approved organization.

b.
Acceptance of support in kind from a 501(c)(3) approved organization.

c.
Acceptance from State, County, or Municipal Government.

d.
Acceptance of cash by a VHA “Nationally Recognized Principal Investigator.”
(If acceptance is as a VHA “Nationally Recognized Principal Investigator,” 
state specific criteria supporting such status:


)

e.
Acceptance in kind from a non-501(c)(3) organization.

(NOTE: The term “501(c)(3) approved organizations” refers to the Internal Revenue Code and a list of tax-exempt organizations.)

	6.
	ESTIMATED VALUE OF REQUEST (NO HONORARIUM OR COMPARABLE PAYMENT CAN BE ACCEPTED):

a.
Transportation (air, rail, etc.)


$ ____________________

b.
Lodging
________ days at $__________per day
$ ____________________

c.
Meals
________ days at $__________per day
$ ____________________

d.
Other (local transportation, etc.)


$ ____________________

e.
TOTAL
$ ____________________


	7.
	PURPOSE OF EMPLOYEE REQUEST (Specify your exact role during the requested official leave period,

and the expected outcome of your participation):
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	8.
	CERTIFICATION:

I certify that I have read the Administrator’s May 7, 1984, memorandum and the Code of Ethics for Government Service, and that my acceptance of this gift or donation is in accord with them.

	
	
	
	

	
	(Employee Signature)
	
	(Date)

	PART II.
RECOMMENDATION BY SUPERVISOR:

Upon review of the above request and based upon the employee’s position and responsibilities and the purpose of the requested acceptance, I recommend as follows:

__________Approve
__________Disapprove

__________________________________________________
____________________

(Supervisor Signature, Title, Office and Symbol)
(Date)

	PART III.
RECOMMENDATION BY SERVICE or CARE LINE EXECUTIVE or SERVICE CHIEF:

Upon review of the request and recommendation, I recommend as follows:

__________Approve
__________Disapprove

__________________________________________________
_______________

(Service or Care Line Executive or Service Chief's Signature,
(Date)
Title, Office and Symbol)

	PART IV.
ACTION BY FACILITY DIRECTOR:

__________________________________________________
____________________

(Medical Center Director Signature
(Date)

	PART V.
REPORT OF SUPPORT RECEIVED (Complete and forward this report to the Medical Center Director no later than 30 calendar days after completion of the approved trip. Information provided will be included in the facility’s RCS 10-0146)

1.
CASH RECEIVED

a.
Transportation 
$_______________

b.
Lodging 
$_______________

c.
Meals 
$_______________

d.
Other 
$_______________

e.
TOTAL
$_______________

2.
IN KIND EQUIVALENT

a.
Transportation
$_______________

b.
Lodging 
$_______________

c.
Meals
$_______________

d.
Other 
$_______________

e.
TOTAL
$_______________
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10.
9.
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