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12 July 1944.

LEAVE OF ABSENCE
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Section 1, GENERAL PROVISIONS

Paragraphs
Seope - —— e e e 1-1
Legal basis o ae——ee e e 1-2
Definitiond— ———— ——— - e 1-3
Coverage-- e e e e i 1—4
Payment in‘liea of leave _____ 8 AT hibery Jelige )0
Telegrams reg rding leave of absence____________ 1-8

Prohibition agalnst charging leave as disciplinary
measure_ - ——-- e e 1-7
1—1. Scope.—These regulations will be ap-

plicable to all employees of the War Depart-

ment wherever stnti:?ned. Necessary modifica-
tion of its a pplicability to civilian Marine per-
gonnel 18 contained in the Department,‘s state-
ment of policy governing Mm:jrm. personnel ad-
ministration. Wherever specific provisions are
ﬂ_pp]icuhle only to emplﬂyeg on duty outside the
continental limits of the United Statest that fact
has been indicated. See CPR 72.2-13 and

3_12,2 Legal basis.—The annual and sick

cts of 14 March 1:'—_936'{-}9 Stuz;. ilgi, :“1.{3}3;::

bv act 2 March 1940 (5 at. :

¥ mmlt]d?r Decomber 1943 (56 Stat. 1052)

and -a; the statutory authority for granting

Sitis e d gick leave with pay to civilian em-

annus! M:f the United States. The President

FIHIE,EEJ:.HWT 1944 issued Executive Order
on

Jleave a

9414 in order to establish uniformity in the
application of the annual and sick leave acts.

1-3. Definitions.—A basic and uniform
understanding of “leave” terminology being es-
sential to the efficient administration of the
leave acts and regulations, this paragraph is
designed to provide a glossary of terms com-
monly used for leave purposes with applicable
definitions. Determination as to the definition
applicable to a particular employee will be
based only upon the tenure of appointment
without regard for the basis of compensation.

a. Permanent employees—Those employees
appointed without limitation as to length of
service Or for definite periods of time in excess
of 1 year, or for the duration of the present war
and for 6 months thereafter. War Service (In-
definite) employees are included in this defini-
gon.

. b. Temporary employees—Those employees

appointed for definite periods of time not ex-
ceeding 1 year. The fact that an employee’s
temporary appointment may be extended from
time to time, thus resulting in employment for
more than 1 year, does not alter his status for
leave-earning purposes, unless his appointment
1s actually ehanged in such a way as to remove
him from the category of temporary employees,
defined above,

e. “Indefinite” employees—Those employees
appointed for the “duration of the job”: and
those, who, although paid only when u.ct:uu_I]J
employed are continuously employed or re-
quired to be available for duty for a period of 1
month or more, as distinguished from part-time
or intermittent employees.

d. Intermittent employees—Those employees

rendering service under repeated appointments
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or employment for short periods, none of which
extend for a full month, 18 Joemp. Glen. 57,

e, Part-time employees—Those employees
who are employed to serve during a regularly
scheduled daily or weekly tour of duty which
ig less than the prescribed tour of duty for full-
time employees of the same class at the Installa-
tion or activity. .

I.Imn,fm&m-a.—.&pariuduftmzlluﬁﬂu
cinlly granted an employee to absent himself
from his duties.

g. Current aoorued leove~The part of the
lenwe for the eurrent year which an employes
has earned to date and has net used.

h. Unaserued legve —Thal part of the leave
for the current year which an employee will earn
betwesn the eurrent date and the end of the
calemdar year.

i, fuerdrawn leove—The amount of leave
advanesd beyomnd that which has accrued and
which was not later sarned by the employes.

j. Avowmuinted leave—The amount of leave
remaining to the credit of an employee at the
end of any calendar year,

k. Facess leave—Exeess leave is leave with-
out pay or a combination of leave with and
without pay taken during any ealendzr year
which in the aggregate ezeseds § months,

L Excused absence—Absence  administra.
tively granted an employee, which does not re-
sult in & clarge to leave of any lkind ar loss of
enlpry except that in the case of per diem, per
hour, and piece-work employees, excused ab-
sence on an overtime period results in the loss
of pay for that peried. See CPR Th.T.

m. Diye—The days of leave mean calendar
days falling within an employee’s tour of duty
and are exclusgive of Sundays which do not oceur
within & regular tour of duty, holidays, and all
nonwork days established by Federal statutes or
by Executive or administrative order (FPublic
Law 419—T6th Cong., 2 March 1940}, In the
enae of hourly and per diem employees, time for
which overtime compensation is paid also is ax-
cluded from daye of leave.

n. Month of service~This term denotes the
leave sarning period for temporary and indef-
inite employess.  For such emplovess paid on a
monthly or per annum bazis, a month of arvice
ie a period of 30 consecutive calendar days in o

2

pay status; for such emplovess paid on an
hourly, per diem, or pivce-work basiz, & month
of eervice iz a period of 3 consecutive calendar
days during which an emploves is in a pay status
on all rerular nonovertime workdavs,

o. Calendar month—This term denotes the
leave earning period for permanent employees.
A calendar month is the month as shown on the
.:a.lelndnr. However, it i3 always considersd as
having 30 days regirdless of the actual number
of days contained in the month.

p- Break inservice —For leave purposes only,
& separition from the Federal service for a
period of 30 or more calendar days.

g- Commeon fowr of duty.— A weekly tour of
duty composed of six 8-hour days in the case of
per annum or monthly employees; or five 8-hour
days in the case of
work employess,

r. Unoommon tour of duiy—TFor leav
poses a weekly tour of dll;l.;ﬁ'hcr thnn?h;sf:l:
fined in g above, for the respective categories of
employees. This definition i applicable only to
employees engaged full time,

1-4. Coverage—a Fm iRile.—
J'!._.]] employees of the Iiepurﬂ}::fwi&h?hiz:‘m-
cific exceptions noted below, are entitled to
leave hnEd'l_tE- in aceordance with the provisions
:.I suceseding sctions of these regulations,

-mployees appointed under Schod ules A and
B, Civil Servies Act and Rules,

other types of excepted appointments are on-

Lil]l!'.'? to leave benefits wnless excliydad by the
provisions of b below,

b. Employees evcepted —Tnd i
s = 1. -
giong of Public Laws 471 and -j?i;.._?:thpaﬁ
gress, 14 March 1936 (49 Stat, 1161, 1162) au::l
Exef:'ull".'l_' Chrder 0414, 13 dunuary 1944 Lh;h fol-
lowing types of employees are axcluded from
the provisions of the leave repulations -

per diem, hourly, or piect-

o those having

(1) Tu_-,mp-:u'nr}-l employess engnmed on
construction work at hourly rates,
"]‘Iim tenure of appointment ge in-
dieated on the form “Notifi
of Personne] Action™
dca-cupmnr of appointme
termine whether these
are  aubject g
{Such emnployens

cation
or other
nt will de-
etployees
leave  benefifs,
are - excludpg

AT 4114
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even though they may serve mora
than 1 year umder successive ap-
pointnvents each of which is for a
period not exceading 1 year.}
Inesmuch as temporary employess
are defined as those employees ap-
pointed for definite periods of
time not excesding 1 year, em-
ployees on construction work are
to be considered ns “temporary”
only when the tenure of their ap-
pointment iz so limited. HEm-
ployess serving on  construction
work at hourly rates whose ap-
pointments are not limited to 1
year or lesg should be considered
as permanent or indefinite cm-
ployees for leave purposes. The
above provision does not excluds
employees hired on nonrecurrent
projects other than on constrac-
tion projects. Such employees ars
entitled to leave provided that
other conditions for the earning of
leave ns set Torth in these regula-
tions are met. See paragraph
13 o and e.

.[ﬂ'} Employees not recuaired to be con-

AGD 4114

tinuously emploved during the
regular tour of duty, such as—

(a) Per diem or per hour em-
ployees engaged in an
emergency who may be
employed for more than
oire shift within 24 hours
during the emergoncy.

(&) Part-time or intermittent
emplovees,

(e] Persons engaged under con-
troct,

(d) Employess engaged tem-
porarily for less than 1
month on a !1-|EI_‘E-]:|]'IIE‘:.E
basis,

(¢} Employees paid st hourly
rates, but who are not en-
gaged on  construction
work, such as mechanies,
gkilled laborers, and

DECLASSIFIED
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other employees engaged
in wvariows services of
maintenance, repair,
clean-up work, ete.,
where employment iz in-
termitient and not on @
reqular and  continwouws
Dipwia,

(f) Employees paid on a fee
basis, such as physicians,
surgeons, and other con-
s linmis.

{g) Expertz and eonsultants
employed and paid on
the baszis of “when sctu-
ally employed.”

(&) Alien und native labor em-
E:-]r_l-_]'n:-l:l_ oitside the sopti-
nental Timits of the TUnit-
ed Btates. See pars-
graph 2-13.

(§) Employees paid on the
basis of *when aciually
employed” but who are
not continoously em-
ploved for a period of 1
mgnith,

(3) Emploveess appointed without com-
pensation, such a8 consultants,
who are reimburzed for actual
transportation and not to exceed
#10 per diem in Hen of subsistence
amd other expenses,

1-5. Payment in lien of leave.—Leave is
& benefit conferred vpon employess by law
which permits them to be absent from duty on
acconnlt of illness and for vncations or other
purposes without loss of pay. In view of this
fact, employees may not receive peayment for
leave in lieu of taking such leave,

1-8. Telegprams regarding leave of ab-
gence.—Telegrams making application for
leave of absence, extension of leave, or of in-
quiry whether leave has been granted, and the
reply thereto by telegram, will be at the ex-
penze of the employee,

1-7. Prohibition against charging leave
a8 disciplinary measure.—No provision is
made in the leave acts or Exeeutive Order 9414
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for the chorging of annual leave as & discipli-
nary meazure and in no case will such action
be talten. Where an nct on the part of the em-
ployee warrants disciplinary action, the em-
ployee may be suspended from a duty and pay
status at some future fime, or if thers was a
loes of time involved, the absence may be con-
gideread as absenee without lanve.

Bection 2, ANNUAL LEAVE

Parngraphs

Ieflnidions . e e 2

Digpnctment’s polley e —— . 21

Teave tlehts_ . e e Lt L ) Pl

Acerual of lenve—general. . oy S e Ea T SR
Futes of acernal for employes: working commun

e o SRR b e e B oK

Rates of aceraal for employpecs working nmeom-

mom towr of d0tF . ccenne - eI S
Factors affecting aceranl of leave st S
Oonversion of leawe eredite o 2-8
Maximom neenmulation. . 2B
Granting leave =10
Oharglng enve = = LA RLE IR 1 L
Refunds Tor nmllgmdated advaneed leave . 212
Annmal leave [or employess avtside cooticeninl

DT e P g e SR

2-1. Definitions.—For purposes of thess
regmlations the following definitions are given:

a. Annten! leave—The period or pertods of
aheenee with pay from official duty which may
be anthorize] to civilian employers of the Fed-
eral Government for vacations and other per-
sonal remsons

B, Turrend soorued anmaml Iamve—That part
of the leave for the enrrent year which an em-
ployes has carned to date and has not gsed,

o Avoumnlated onmal lesve.—The unpesd
annual leave remaining to the eredit of the am-
ployee at the elose of any calendur year,

2-2. Department’s policy.—a. Leave for
sacation purposes—In order to achieve the
!]i:E']'l"-qt .;;.::'p]'|t.ir|u-|"l.'i pn?duﬂt-lﬁtj' and to aid in
maintaining a high degree of morple, all em-
ployees within E'E U“irﬁd Httnh'"‘i Shﬂh'-”d be en-

aoed to take vacation leave. Denend:
E};ﬁ:ﬁml work pchedules, Ith.ia ?Matiﬂﬂgﬁﬁ
may ba as long 3'5,19 i dl.ﬁ 't any cal.
r-1|{'|::'1!' yerT, ercluding 1eave spent in trave] time,

Frmp) 1'_F,,,._u.:~|-_i||_-_*rr1:|t-.~:ir'tpthﬁ-|:rn-:t'a:mm_a[]imim
MRS

o talse annual leave in spel SMOmnts

?ml at such’ times as local eonditions permit.
e r:-sllricti.m: on granting annual leave should
not be interpreted as requiring forfeiture of
acerued lenye,

b. Vacation letve schedules—Y.oave for va-
catlon purpases within the United States should
bi: staggrered throughout the entipe Fear, in order
that the ben_aﬁte. scctuing from vacation periods
may _!.-e.u]:-tammd without gop isusly affecting pro-
duetion, Vacation echedules should not he eon.
centrated in the monthe of July and Angust
Beceayse of tlm.m'am:t o Lo restrict w:;u];-anri
travel, the perind of vacation leave ghould be-
ﬁuan and end on Tuesday, Wednesduy, or Thirs.

¥

. Additional Im'ilﬂ.—.l"_'mp]ﬁymg having an
nual leave to their eredit shonld be E‘H\m'nit,tg 1 .
take additional short paricds of ].-:m-l: 'E.:L .
uml_m- unusual w:ircn:m-,-t:mu:a, leawen fm:l- e Iall!-Wll
brsiness shonbd not ba cranted on Euturclumma

3. Leave rights,—g, Pormanent j-m..
Poyees~As defined in OPR 76132, perma-

nent emplovess apa entitled to 2
alp R
leave each calendyr i

year,
i i o
75;_,;?:”{*::::? eampiogees.—As defined in CPR
days of almuﬂ::a;!{- employess are entitled to g

that are lees

: r roglagi.,. Bl Sea narg-
mg of leayy, tong E"-"""Eli‘llhlg tha cllfm-gv
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working unoommon lovrs of duty. See CPR
76.1-3g and r,

2-5. Rates of accrusl for employees
working common tour of duty.—e Value
of leave day for crediting purposes—For all
emnplovess working o common tour of duty, the
lenve day for erediting purposes is considered
ag consisting of 8 hours,

b. FPermanent emplovecs (as defmed s OFR
P 1-fa) ~—Permanent  employees  including
those serving o trisl or probationary period,
pocrne annunl lenve at the sate of 16 hours (2
days) for each full calendar month of employ.
ment. At the end of each quarterly calendar
period of eontinuous emplovyment ending on the
ath day of March, June, September, and De-
cember, such employees will be credited with
pn additional 4 hours leave. Periods of ab-
gences in 4 nonpay status, including periods of
E“_qpl_‘:\nﬁ'i'DUE:. do not affect the granting of the
quarterly eredit to permanent smployees, but
gnch absences may require reduction in leave
crodits s provided in paragraph 2-Te and

(1) When annval leave may be erads
tted —Annual leave may b ered-
ited as it acerues, or at the begin-
ning or &nd of the month in which
it acerues. Im case of employees
who have been in the sercice for 1
yeur or more, 208 houre (26 days)
may be credited at the beginning
of the calendar year.

(2) Crreliting leave when employmens fe
for less than I colendar monih—
Where emplovment ia for less than
1 full calendar month, the pro-
portionate part of the 18 hours (2
days) lenve earned for a full
micith will be mII'IE":II.j_I,.lJ{] and ered-
ited sccording fo the following
table :

nys employment in Same cn
Hyom 1. 00 : Ijm:lnmll—t::r:tdlt i honrg (g

From T to 14 days emplapment i same taléndar
mapth—eradit 4 hoars

prom 15 to 21 days employment (n same calendar
manth—eiedit 8 hoiiis

From &2 10 ) alavs pmployment n same enbenilar
mait F—eredic 12 houes
The number of days in an am.
ployment statns must fall within

&

the same calendar month Sea

Table II, CPR 75.4, and (4) be-

low.

(8) Quarterly credit when servioe ix for
lezz than full quarterly calsndor
period,—An emploves who is not
in an employment. status for a full
quarterly calendar period is not
eligible to receive the additional
4 hours credit at the end of the
quarterly calendar period.

(4) Ezamples.

(2) Anemployes entering on duty
16 January will earn
through 22 January, 4 hours
leave; through 50 January
an additional 4 hours leave,
or & total of & hours for the
16 days of employment dur-
ing January.

(%) Anemployee entering on duty
on 5 Janoary will earm
through 11 Junuary, 4 hours
leave; through 18 January
an additional 4 hours leave;
and throogh 26 Januery a
el of 192 hours lepve, Hea
would not, howewer, earn
leave for the remaining
days employed doring Jan-
uary, nor may thess days
be added to days in the fol-
lowing month for the pur-
posa of erediting additional
lanve,

(e} In wither of the above ex-
amples, the employee wonld
nat be entitled to the goar-
terly eredit of 4 hours on 30
Muarch sinoe he was not em-
ployed for the entfire quar.
terly calendar period.

o. Indsfindte employees (a5 defined in OPR
T4 I8¢} ~These employees secrie annual lepve
at the rate of 18 hours (2 days) for ench month
of service (as defined in CTR 75.1-8x), plus an
additional eredit of 4 hours when service aggre-
gatea 3 montha. The 8 months (30 calendar
day periods) aggregate of service 15 nob pe-
quired to be consecutive or to soineide with the

DECLASSIFIED
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quarterly calendar period prescribed in b above
for permanent employees.  Ses examples in (3)
below,

(1) When annusl leove mey b pred-
sted —For the Arst month of sery-
ica, leave will be credited at the
end of the month of servica (30
day calendar period). After the
tirst month of service, leave may be
credited either at the beginning or
end of the mouth in which it ge.
CIUEs,

(2} Effect of break in momth of reruicn
for acerunl purposes—Logve fur
imndefinite employees is not Barned
exeepl on the bacis of & complpta
month  of servies  (seq CPR
Til=in) and for that resson {he
necrial may not be prorated for i
fractional month of servien 13 g
the ease of permanent employess
Any nonpay period of o fractiony]
day or more eonstitytes 5 break i
the month of service for leave ye.
erual purposes, and a ney month
of service must berin when dygy i
resumed.  Sundays or giher o ;
work days amd hn-]ir]'q:,ra AT e
cluded in the month of R
the fact that the em
oot required to w
does  mot :.*l:-nr:.‘ti1:1: el fiaye

8k i
manth of serviee thag ‘-'-rc-r:ﬂ{ e
prive him of hig legye cmd;i;.

Also incladed in the
E[*I'li'j'i'_:L'. are all periods fmq‘;ni},-“
Overtime coOmpensation jg .- : i
per diem and hourly mmﬁl’-‘;—ld o
exeess avertime ia paiq i, I:m "
num anq! monthly emp‘[nmr o
aheence in & nonpay statng g, T
such perioda does nog omal g
break in the month o '||'e1.lt_a i
L.em._'-,- ncerved prior g 4 ]]E:Pmm'
Service may be carripd Opp .!'Bl[ =
month of servies g g, e Yoin 1
(3} Ewrampls—An inndefinjp, ¥
employee who iz ip 4 pa P,
Junuary and Febrygp, 'n:i Patug
credit of 18 hoarg (2 'duﬂ::'lﬂ’]'ﬂa B
=

H]Tiﬂﬁ ind
Ployes wua

excluded fro

—Tempg

If‘:'t' each of those montha, If he is
n a nonpay status on 10 March, re-
turns to a pay status on 11 March,
and then is employed throungh
16 April, he is entitled to a credit of
16 !mura (2 days) leave for the
Peeriod 11 March to 10 April, plus
in additional credit of 4 hours (1
L-f-"-':r':l_ for the 8 months’ pepregate
Se¥ice. He receives no leave ac-
eriial f'llhr' the 2 fractional months
of E'E]“"'l-'!'-‘: that i?., for the Fu:.l‘i'ﬂ'd
1 Mareh to 10 March and 11 April
to 16 April, all dates inclusive.

2ry 'S'IHPE{:"F;PJES (as defined in OFPR
Tary mn]"]-'ff'}'i.'ﬂ.'!-ﬁ [except thosa

3 I -
ti 'UPI:I H'IE '|'.I-T"|:I-"i":|h||_|]]$ of i hnese :I'I‘:,‘.l"“]-n"

the rate of 9g 1,

BEIVicn,

(1) When T

R (5145} acorye antual leave ot

ours {244 days) for each month

i I ledne LY he m‘f-li’
;TTF:{“‘ ﬂjf-' first month of serv-
end Ef“ Y8 Will be credited at the
< ol thp tnontly of sorvice {.EDP
ﬂr;; M]Etlflrl.r per i.tu.']]-_ Aftar tha
m”f”th of serviee, leave may
ereditg dither gt the begin-

i
it o CF 0 of the month jn which

Prpoges—The 88
& for Lemporary e
fraction:) not be prorated for

Y Nom. month of service
of & g, ]_3“3 period of p fraction
brea); 1“:’1.] more comstitutes &
le -8y N month of gervice for
) op & PUTposes and a new
dugy ;. “T¥ice must begin when
mh&r nnn::!hll'tm([_ Ell,ﬁl.'ll.l.-}"ﬂ ar
809 incjqr 443 and holiday?
e, ang i, In the month of serv-
Wiy i f?"':'t tht Lhe (l]][]']lﬂ}rm
dayy "uired 1o work on suel
g %8 Tiog constityte a break
Wonlg g Mt of sepvies which
IE:“E rl:‘-}']!-rh.ﬁ the employee of his

BIls. Al included in

ﬂ.f Service are all Pe-
th overtjme COmpETL
A0 £114

or

r.].I'E T.I'U“!-h
3 fop

Flin]
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eation is paid to per diem and
hourly employees or excess overs
time iz paid to per annum or
monthly emplovees, and absence
in & nonpay status during such
periods  does not constitute a
break in the month of serviee.
Leave accrued prior to a brealk in
. service may be carried over from
: one month of service to the pext.
(8) Ezample—~An employes was ap-
pointed on 16 January and on 14
Februnry, after having completed
40 days of continuons employment,
has accrued 20 hours of annual
leave, In addition, the 20 hours
for the succeeding 80 doys may
now be credited, making a total
of 40 hours available to the em-
ploves.

2-6. Ratea of accrual for employees
working uncommon tour of duty.—The
only difference in the acerual of leave for em-
ployees working an uncommon tour of duty as
‘-:'E-"F'DSF& to thoss T'n"l.'lt‘ki.ﬂ;’_" i eommon tour of
duty iz the method of computing the value of
the leave doy for erediting purposes.  Perma.
nent, indefinite, and lemporary employees on
an uncommon tour of duty earn the equiva-
lent gumber of hours of leave and are ‘lr'\l:i-'rl_-l'll-\,,'[l
by the same rl.'*!_"'l1|:L[flﬂl'If-T. 15 |n-'!|'|.|'|.51'| taw -l_‘:llll_l-]l_l:.'-l_"l_"zi
uTuTkil'lJ-'.':"- eormimon toure of -:iu'll',',

a. Per hour, per diem, or pieco-awork em-

ELf,
ploy (1} Velue of leave doy for erediting pur-
F;-m-n,—']"lw leawi ‘I"'." for eredit-
ing purposes 15 established at

B hours irrespective of the numbser
of hours worked per day or per
'“.'I,"!';‘:-

(2) Permanend emploees -.1.-!'|'| be cred-
ited with annual leave in the same
manner &5 prescribed in para.
l!_n';L]l'I'. G, :

(8) Fndefinite employeea will be eredited
with smnoal leave in the same
manner as preseribed in paragraph
95,

(4] Temporary employecs will be cred-
ited with annual leave in the same

A0 4114

manher ag prescribed in para-
graph 354,

(8) Ezemple—A permanent employee

paid on an hourly basis has the
following tour of duty:

8 MTWTTPF 8

0 I 18 & T 11 ¥
Thiz employee will be eredited
with 16 hours of annual leave per
month, plus an additiona] 4 hours
at the end of the appropriate
quarterly calendar period.

&, Per annum and menthdy employess.
(1) Determination of leave dey for ored-

tting purposes—Where an equal
numbser of hours are worked each
day of o 6-day week, the value of
the leave day for crediting par-
poses will be the same, except that
if the work day involves quarter
hoars, the next higher Tull hour
or half hour will be used ; that is,
an 814 -hour day will be considered
a5 an 8ig-hour day; and 835-hour
day will be % hours, etc. Where
the number of houra worked per
day varies, andfor the rerulnrky
eoleduled workweek 15 other than
6 dava, the totn]l number of hours
repularly seheduled to be warked
in o biweskly period for which
overtime ecotnpensation is  pro-
rated will be divided by 12. The
result, compited to the nearest
full honr or half Jl-:-|,||:"! will be the
vilue of the lenve day for credit-
ing purposes. Where a work pat-
tern is not completed in a biweskly
!n:-ril'u'l, the total number of lhonre
scheduled to be worked may he
computed for a lomgor period
which will pernt completion of
the work cycle,. When a 3-weik
hasis i3 nsed, the total number of
hours worked will be divided by
183 if a +-week period, the total
ntmber of hours will be divided
|.'|I'.' B and if a B-week |::-|'|"1||-_'|_, the
tota] nuimber of hours will be di-
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vided ]:.I-f 3. The method of dga.
fjm-tni{nmg the value of the legye
iy Lor crediting purposes
relation to the pay p-c,-lri::»d, e
{2} Leavs for Permatent gnd ndefindte
employear will he computed i ge.
eordance with thy leave cpadit
te]:llc.a contained in PR 164, ac
cording to the established yolyg of
the Jeave day, ?
(8) Temporary SDLyess wil
o ; . ]
ited with leave in the mlmbe e
iz prescribed shove ape
wnnitnl lenve will ha q.roﬂé?;ELa:]:;Z
hourly equivalent of 91 g, -
each month of serviey, Se i
it al £ Para-
(4) Examples,
{a) A per anpum

Mg

emp] h
the followi 7
» § y | 0 :lerng Lour of duty:
. 8y By ay B H'; -
In BoOOrd ar ey Wwith 15
shove, the ¥alug of the -:El]
:fn:r Lo crediting Pu -
will be the BEXt highpy
hour, or & biogry 1y
i, For g Fﬂmww
Ployes, Inary :E
BCCTTE gy of
hours (g days) .
memth, bl an e
ditiong] -] hnadF
(% duy) at thy i
of the -"-iJPmpnTsi
Tuarter]y elegg
: ~Hiar

g5

1 4
IIF
=& o B
= |3 &
2 o H
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of 93 houra (214
days) |'l.‘|'j|||'r|1t]1-:‘.lf
BRIV Ioe,

H‘]‘ A PEr anniem -"ﬂ-'ln"l-?\'.-"i'.l'-'i" lns

I‘.ha. fﬂ'.‘l]ll'rl.*.";n!'_n: I"-'f_""l]"'-TIF
s'd-"':"d'-”-ﬁl'l h'k‘.'.'1,=|r|-;'|l1,' tour of

duty, with overtime eom-
Pensation  prorated over
each day

W T m 5

10 1 1 ]E] A
1E g 5 19 fTatal 108 honts
Ihe valye of the leave day
for erediting purposes will

% hours (108 hours, total
Dumber of hours in biweek
by Period, divided by 12).

1. For Permanend e

plovess leave i
acerpe at the rate
of 18 hours (2
doys) per month
Plus an :Hl,]ﬁ_i:}rllﬂ
4 hours at the end
of the :|_|:|'|L|:*1'.I|JT:'ﬂm
quarterly calenda®
Porpesd .

% For indefinite employ”
ees leave will 207
crue at the rate of
18 hours [2 L].I'l-.'!-ﬂ]
Per month of seTv"
ite plus an addl
tional 5 hours md
the and of § monthd
of service,

-"G:'.r.-par;l':.l;rz,n' F"i'ﬂ-
Ployees leave will
accrue gf the rate
of 23 honrs (242

o, Fo

days) for each

.F]H_ B Month of mrx’i:ﬂ-l?h
the T COH” employes baS
: L"l]'“-“-'*'il:ug r:-;__r.u]ﬂl'lll"

Sehedulad 1.: {
dugy ol biweckly tour ¢

T ow,
1y 5 I

15
H 1 §

14
& g }uauu 168 hoots

AG0 gt
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The vrlug of the leave day
for crediting purposes will
be 14 honrs {168 hours, total
numhber of hoours regulurly
scheduled, divided by 127,

I. For permanent em-
jr_.-i'n::-_r_.'.e"r.t_' r|=||.1.'{\- ‘.T:il]
acerua at the rota
of 28 hours (2
daya} per month
E1]|_15 an nobditione]
T hours at the end
of the appropriate
1‘]||.'1r:|*-;r|_1,' colendrr
period.

£ FMor  indefinite
ployecs leave will
moeroe at the rate
of %5 hours (2
dﬂ}'ﬁ:l per manth
of service plus an
mdditional 7 howors
when the servies
igorregates 3
momnths,

& For temporary e
ployaes leave will
acerue at the rata
of 35 hours (215
l']'.’l}'r-]- forr |'-4||"|!|
month of serviom

=

I::d} .a_'rl. “u:}'."l.-r.'-::l'.l'n!:"" rm_lr.l:'.ll_:;.lr.f hI:IE

15t meek
ﬂll.l - e
T e
ik % -
T%
A0 4114

3
wd
)
1]
24

the following tour of duty:
M T W T F B

M 0 0 M ™M 0

293 3 0 0 B W

b2 M 0 02

. o 2 24 0 0
Ina=smuch as it takes & 4=
week period for the above
gmmployes to complets the
work pattern, the value of
the leave duy will be deter-
mined by fotaling the num-
ber of hours scheduled to he
worked in o 4-week period,
divided by 24 Thus, the
value of the leave day for
erediting purposes will be
14 heurs (346 hours, fotal
number of hours regularly

scheduled in 4-week period,
divided by 24).

(2) Aeerual of leavs would be
on the same baziz as set
forth in {e)}?, &, ond 3,
abova,

Z=7. Factors affecting secrual of lenve.—
i Foidure to refurn fo dudy from absence with
pat—Annual leave does not accTue to An e
ployee's credit while he is on leave with pay un-
less he retarns to duety. However, in ciose an em-
ployes an lenve with pay is transferred or em-
ploved elsewhere In the Department or Federal
sarvice without a break in the continnity of his
employment, the acerual of leave iz not affected,

b. Terminal leave by récson of seporation or
furlowgfi—In such cases the accrual of leave for
ofl employess ceazes at the close of the last day
upen which they were actunlly present for duty.

e Absence in o nonpay séalus,

(1) Whenever & permanent employee is
absent in a nonpay status for 15 or
more duys in & calendar vear, the
eredit for annual leave will be re-
duced carrently by the hourly
ecpaivalent of 1 day for ench agere-
gate period of 16 days. Whenever
guch absences total 80 days, taloen
either consecutively or at differ.
ent intervals within the vear, there
will be g forther reduction of the
hourly equivalent of 14 day in the
emploves’s annual leave credits
for each snch saggregate period.
The accrual of anmual lesve 15 not
affected where leave without pay
in oy ealendar year folnls less
than 15 days, In the case of in-
definite and temporary emplovess
a period of ahsence in w nonpay
status iz & breal in month of serv.
fce for leave-sarning purposes and
requires the beginning of a new
month of service upon return to
duty.

(2) The types of abseaces 1o be fncfudad
in the total time in & nonpiy status
for leave credit reduction purposes
are a& follows:

| f:ll'_l:.']...-t?'i."ii'f"]'ﬁﬁ
,-1.||I|mi'||_-.|.h|-,_.;'._ 'EEE Tl I]'E
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(a) For per annum and manth-
Iy employess;
I. All time in g leave
withoiut pay status,
2. All time Inn an abeetim
without Ileaye
slitus,
. Periods of SUEPENSion
nob N exeess of 3
days,
(5} I-m- per diem, per hour, 359
pece-work employess -
1. All time ip |-|, lenve
withong Pay statns
oregular  work

AYE,
£. All timea i 4 LOTIERRy-
Bive perind of 1E.|'|.1-'E|
without puy. in-
n_:lu:[:mp inl.'un-gn..
:?fclamtﬂim" pe-
da}_a. or rlmm'urk
F. Al time iy AN fhear
without Jegy. ar_:?
dingr any

t"1-“: imcly
DOWOLl daye oo
¥ follgy.

e ity
8 the poring o

b o
iriods ;

sk in E-?:'-’."‘f'sg ‘Di 3

19

Monday and 18
turped to duty on
Tuezday, 4 days
would be consid-
erad for lenve
credit redoction
PuUrposes, 1i the
employes were ab-
smnt withount leave
on Saturday ani
returned to dot¥
on Monday, 2 days
would be consid-
ered for reduction
purposes. If the
employes were SUS
pended from duty
on Monday, Twes
day, and Wednes
day, & days woul
be considered 0T
leave eredit redus”
tion [ o,
BeNees aphich ard 10

Te as follows: ¢
abganpes withot
(b P¥ on holidaye,
) P T 1 n
ods of suspensls
Lk o P i =y
() Fop hh of 3 days. n
e diey, per honT, &
II}‘%“ work employees, 8%
eLL T | abepnee in & T
Py Elatus o an gvertim®
Y or holiday with & re”
1{1,“';; Lo duty on the J‘Ff
ollowi wolks
H} = A g regular
-.;“q”‘ﬂir‘ I

EH':"L..JLIIE“‘H”' employes was in
OF g o CAVE Witheyt pay statl®
Thﬂ"'!’n]-l"'}.g, m a eqlendar ¥EOI©
el h._:: M5 legye cpedit was I

Hiye, o OUE]y eruivalent of
Izjy . DIAL CWise, nn employet who
" toty) o ithout-pay status 07
Yoyl ¥ days in g lT:IFL'11‘]l:IJ
1'1!([;,1_.[_1{1 4 have hig leave credits
' hourly oqpivalent ©

#ri_u. 411k
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4 dayas. If the employee's leave
without pay totals 80 days in the
enlendnr year, his leave credits
would have been reduced the
hourly equivalent of 6 days, plus
the hourly equivalent of the quar-
terly credit of 14 day.

i, Employees recciving benefits from United
States Employees’ Compensafion Commission—
Employees who are in a leave-withont-pay
giatns because of injury or dizability incurred
in the performance of their duties, and who are
receiving comnpensation under the United States
Employees® Compensation Act of 1916, as
amended (see CPR 90 and 75.8-54(2)), will
comtinne to scerue leave during the period of
nonpay statue However, such lenve may not
be eredited oF geanted waless and wndild He em-
;,u."a-l-.-.'.. Paltirng e r.|'|r.‘1.',-'.

g, Supensivis~—Annual leave does not ae-
v L] Lo i l."'Ll1|'-|.II.'|'ﬁ"ﬁ credif l:|I1I':i'||g any |||'I'i-:.-||
,_1[ ,_1t|_:]||-11:;i-:'&-|| for |'|]:-l.'ﬁ]||i.|'.:||':.' EpEons i_|_|_ A e
of & days amd eirrent aeeruals must be reduced
aecordingly,  Each period of auspension will be
‘|_|'|"I1|.'-'I:1 3?]):!,]1”_1"":;‘ apnd will not be i-":-'-'.-'fl"'.'-'fm-'-“'-:l-
for leave credit reduction purposes. An em-
ployes who fails to return from a suspension
crntus of any duration dees not accrue leave
|-. fter the Iast day on which he was present for
duty. : : .

(1) A reduction of the hourly equiva-
lent of 14 day would be made in
the leave credita of a peErmamncnt
employee suspended from 4
[I_|_rr_'.|_|.l_f.|'| 1!- ||i!:'|'F\-:. il 'I"I'l.illl."ililiu I_|_E
the hourly equivalent of 1 day for
1 :m_-r':u-q] af S-ill:-'\.|::l|'I'|F~i.l'|]'| from 16
through 21 doeys; o redustion of
the howrly equivalent of 114 days
far i ]u:-riml of SEERPENELGT of from
LT |;|_|r\._;.||=l‘=;"_l'J el d:-|_1.'.=:; wnd a redwe-
tion of the hourly equivalent of 2
daye for a period of suspension of
an days or 1 calendar month.
When & peried of suspension in
axeess of 8 days involves conseen-
tive days in 2 calendar months,
appropriate reductions '-_1.'ii] be Te-
quired 1n the leave crodits 1!u1'|||,l_r
the month in which the period of

Ay S11A

suspension  terminates.  Tempo-
rary and indefinite employeas
would lose Jeave credit for the
serviee month in which they were
guspended and 8 new month of
service would begin with their re-
turn to duty.

I:E:I f.-":r.""rwi'l'.:ll'i"ﬁf -:.'.r.'«'_l.'.lﬁ'ﬂ..-'.:r.l:..-':.—WE:I:]] 1
cinployes hos been suspended from
duty and pay status and it is de-
termined at a later date that the
suepension was unjustified, anmual
lenve may be refropctively subsgi-
tuted for the period of the sus-
pension, However, if annual leave
15 mot available, the period of un-
justified suspension will be con-
gidered as leave withont pay and,
if required, reduction in leave
credits will be made in sccordance
with ¢ above, or & new month of
garvice must begin for temporary
and imdefinite employees.

(8) Pending investigalion for mdrrersive
potivitics —Instructions issued
pursusnt fo wa hul'.:r:l.' eontiined 1n
gection 3, act 17 December 1842
provide for the suspension of em-
I'l]-':-_:l.'-:'l'.-u. |:.l|-|'|-:':|i.i'._Lr nviest iE_u!'-I-::-h and
depisinan |:'-:' the HI"-"I'-:"'III.I';I.' of War
g3 to whether remowval 18 war
ranted, If the eircumstances do
not justify removal, the employes
may be returned to duty and, suh-
ject to the provisions of the act,
sulary may be paid for the period
of abzence from T]III_:L'. In =uch
cases, if payment 13 made, the em-
ployoe will be credited with lexve
acerned during the entire period.
If, however, 1t 1z determined that
payment will not be made, the
l_l-"1'i_|lli iof :l.'|:r=|?1'|-:"|_' {rom ﬂ1]t_‘r l,ﬂli
h'.-v |_'|'IE'L!-'1I'31""I.'I1 e Jﬁ"l Ve “'il'ljrmt FHF
and will be handled as provided
in « above,

0_8, Conversion of leave credits.—a

Whenever the established workweek for per
anniam of monthly employess (all other em-
ployees being on & basic 40-hour workwesk or

| I:ll'_'l'.'.'L ASKSIFIED
-"'”""'L'-'”-":'-J!-H'l ?.Hh SOTR
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E-h'ﬂ'll.l.' &_‘F at I‘Egu]m_- rates of -
%Pﬂmuf&ﬂk&?&dﬂf for : qjl':uEF} changes,  set forth in paragraph 2-2, employees haviné
;i::ﬂﬂ{j“mlﬂ bj' mlﬂﬁl-“""-‘ii; :;_]EEEL:}JIU:L?DSEE beavs to their ‘f'l"i.:.lil'_ may be ;_r|_':=|r.1.!"i| Jpaye
bours hﬁﬂmph‘?wamdit by the nuﬂ:llbzl; ﬂi lh.ﬂi]f request, but only at such times 83 tne 8
this tmmu:i tll:-‘ mwdit day and di‘ndu‘: nimstrative officials consider it to be 1D the
formap iz ¥ e number hon interests of the servies,
vi-tredit T8 1m the t-
3 change frop, a]mﬂm{m’ alsh applics 1o (1) Permanent employees sy be 180
7 d;}-m WAIr of duty Wh;‘::lh'lnf duty tg ap ed leave which has acerued ¥ of
& day chap 5 B ¥olue of thy eredit during the first maon
El.. -E' é..ﬁ]- :
Wple—An e : ERIVien,

e s v 01y (3) rhtsand smporery A
mﬁgu'fﬂ-hnurhgmuuﬂh duty ‘-'hll:lgad may not be gr'.m’rf‘-lj |.|3-_|:1;I11 H
I!nl.lliiil‘]-i'lz;j ITE Lo eredify H‘{mtgur day The their first month of servic® th af
hoters gy ¥ ¥ hourg g1, 190 be 80 hay ever, after their first W% (FB

: Hu.;?ﬁh thie naw l._-.-:;imldm-l ¥ 8 service (as defined P tods at

'i'!”hhnr.lmr?: maﬁitm&l“ T5.1-3n) they may be gT8" i, the
Eteig mlEmI-“ﬂﬁIh Wlk oo U any time during the moT he 8"
of Progent :h:-.: Ordar 14 1, 7ith Con. amount of leave which will L
;’-‘;"ﬂ n.:srf"'m“}: n.:umuutntmﬁ PeTiog e erued by the end of the mon
hd“FB may he urtigtllm hnurl;,—; B0 Aninng) * UTeniing advanced leave. ,;]u.l'i“g
qﬁ_mlmdlr year, fory at m:’:];ﬂt of (1) Grants of leave to n::]pln_j"ﬁ‘“ﬂ oy 1

alent of %0 dg WVT, aftey of their first year of service m T
Eﬁ““tl “‘““Dlula{s hag =0 I‘E::E hnuﬂ? exceed the amount aceTl *:;
et el T T
éorieg LEE: Y f s 0t the eng the reemployed after & bresk iog W2
Mmarb:a EXrpg, af"-lll c“f any it may mnot, in wm[}uﬂ ¢E::!1 be
izad ity by th Emm dayy Qrregg amount of leave to be Iﬂ_rﬂﬂrﬂ_uiulﬂ
of thy ulﬂnr]qmm’“ to i Epl':'f_'“-ﬂ ifmauthth“ Biven credit for thelt P\;ili b

= uf g, A Yeur g It untj) e servics, but in all respec % in
be W by t']:lE 3 A '

f':'['f&ir...;q_ ey ey &g considered on the srm®

ulhl:.g;_]_ L * add;
T
Lal

1 U] oy + An
his .1“.(1?,‘ hbﬂﬁ dayy 13 rr:.;Fl"
I ) gy Wyl p o sy g o
om of | T4 ply, d Ly, B dy
5 .
:;flli_'? ] ¥ of ].E'Ea_';.ﬂ E’:;:;?F. 1 EaTuT“”}u
4 ”WJ.'J. 1 5 iy :I:n_l * Ha
?ﬂm (75 dayg be “‘Dmﬁ“‘] Mﬂi Dy,
I 33 at the ay,, the Maxy, 78 gy ty X r]a'J"E
ETI{E‘FEHEIEH d-'.'lfa_;rl numm hlﬂ '
*~10. Grang; m“"'ﬂﬂ‘?&“} ulngi,
I 1 n
"eordance iy, th, }:““i‘:,i . Wouly
A
[’hlh}.
Hy

EE:I P&mﬂww g ployess wh 'l."E'g'r-l:l‘II
been in the service for l.;—_.' whie
More may be granted 187y (h°
it is expected will 826 ﬂd..
closa of the YRaT. WheD g 6%
vinces are granted it W if " g
pressly understood tha &“ﬂjﬂ.
leave is not later esr? rel.lujr ]
the year, refund will /@ Tf"af:}
(For exceptions see {”Tﬂ of ¥
An unliguidated bala™ ot
¥anced annual leave maY Jef
“rried forward {rom
Year ta the next

3 [ the e Y

®) Zndefinity empioyoes who Py w0
N the serviee for 1 fﬂﬂ.ttul‘ .ﬁ i

May be granted leave ‘;.'u:r-

’i‘ﬂ[!l‘aﬂt.u:]_ will pocrisd ﬂ,‘i[hiﬂ
Poring of m‘plwumnff
¥ear

B
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(4} Temporary employess may not be
advanes] leave in exeess of the
mmount that will be earned by the
end of the month in which granted.
Som 2-10a(2).

o Itetronetive granding of ennual legve,

(1) If an employes applies for and is
administratively granted leave
withaont paLy b m tiroe when e has
anmal leave 1o hig eredit of which
the emploves hos knowledge, the
peried of leave without pay may
not after return to duty be con-
verted to annual leave,

(2) When through administrative error,
a period of absence is charged to a
nonpay status, the action may be
corrected to the extent of retrones
tively pgranting annual  lenve
standing Lo the eredit of the em-
ployee at the time he was placed
in the nonpay status,

[3] E]]I’i.l."tl."‘ Tick i""il'L:III'II!"I:lllC,I_"'g ]]'\:u.'!: ,:|[|r||_|,:||_
lenve enrned subsequent to a period
of nonpay status be retroactively
enbstituted for such period,

2 _11. Charging leawve.—The tenure or
type af 5;|3|:mrll_r|wl'l has no bearing on the
method of charging leave, and with the excep-
tion shown in a(1) below the same principles
apply to gmplovers whether they are working
on & commen tour of duty or an uncommon tour
I:I'F 'I]I.I1_‘|'- j-[n:;-'.l'n_:'rut'., becpnze of [|||: '.'.'-::ul_-uﬂingI l:l'f
the leave statutes ag interpreted by the Comp-
troller Generel, differenees exist between the
method of charging leave for per annum and
r employvees and the method of charging

monthly ) :
Yegve for per diem, per hour, and plece work

TS,
E”:fhﬂq.ll'r'a-émwm eharge for leare~The mini-
fum charge for annial Jeave 1o all cases is
1 hour and additional leave v.'i]l.ln- charged in
multiples of 1 hour. Each period of absence
will be handled separately :m_cil may not be
ageregated except a8 provided in (1) and (2)
1|;-'i::.'.l.'-_ Seo CPR 757 for method of handling

nhsenees nob in excess of 80 minutes and tardi-

ness, |
(1) In the case of employees working

wncommeon  fours of duty  with

AGT 4114

scheduoled workdaye ending in
fractional hours, the fraction will,
in ease of abseness for 1 day or less
but in excess of 1 hour, be chargsd
in units of full hours, When ab-
sent for 2 or more consecutive
working days, the dava will be
totaled and any remaining frac-
tion charged as 1 hour,

{2) An employee working 814 hours per
day would be charged $ hours for
abeenes of 1 day and 17 hours for
sbeence on 2 consecutive work-
daye.  An emploves working 815
hours per day would be charged
9 hours for 1 day, 17 hours for
2 consecutive workdays, 26 hours
Tor & consscutive workdeys, and
33 hours for 4 consecutive work-
days,

b. Holidays ond nonwork  deys—Annual
leave may not Ge charged for holidoys eatah-
lished by atatuie (2ee OFR 75.7-8) for vepular
nomwnork doys oF for oeertine ;r.-f'r'z'-_'.lr.!'.:-'.

e, Per  anreen etd wmonthly  emplovacs —
Leave will be charged for all absences doring the
repularly scheduled tour of duty for which
prorated overtime compensntion or additional
El.'I]:I'.I]'IL"!!I'l.‘\-:q|.iI'_I|'| in lien thereaf iz |1.'|i|,]_, Loave will
not be charged for time absent from duty for
which excess overtime is paid,

. Per |'.'1."r'.'r.'._. par howr, and pisec-work em-
ployecs—Leave is charged enly for sheences
occurring during the first 40 hours of the regy.
lnaly scheduled work week for which compen-
antion iz paid at straight-time rates, or for the
first § hours of any day if the employes is an-
titled to payment under Executive CQrder 9999

Leave will not be charged for absence during
any part of the work week for which COMPEnEa-
tion is paid af overtime rates,

g. Eramples.

(1] A per onnuwm :‘ml,l.:-:'n_u.-:.- has the fol-
lowing regularly scheduled tour of
duty with overtime compensation
being provated over each doy
MM T "WT P B

Iat webk - O 14 4 10 1D 4 0
o) ™ 10 E E B 0 8 & Total M hours

DECLASSIFIEL
Authority o oy e |'-:
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Absenes an any of the whove work
days would be charged on the same
basis a3 the number of hours sched.
uled to be warked.

(2} A per ennum employes hag the fol-

lowing tour of duty with overtime
compensation prorated over each
day:

8 M T W T ®» g

0 8% 84 5% BY HY gy
Ahbsenee for the entirs week would
be charged o 52 hours, and ahsanag
f{:-hr_ :LII_'_'F 1ll day (except Bunday
which 15 the nonwork 3
be % hours, =)

(8) A per ennum %oneogl employes on

It.]:ua two platoon E¥stem works a4
wiirs and then is off duty 24 hoyry
Ab=ence on the employes’s -ﬂ-.;-;

day or Saturday would be
made against his leave
eredits nor accumulation
of LWOP for leave credit
reduction purposes.

(B) If the employce 8 subject
to both aet 28 Waroh 1934
il Fopeepelive Cheder 5”"3"5'
(see OPR 50.3), that 15
he is receiving time anid
& half for all hours in &%
cess of 40 hours a weels
25 well as time and a half
for all heurs in excess ©
8 per duy, leave would be
‘-'!’lil'.';{u:l as followa: ab-

sence for the entire ""'J{;E
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thesa regulations. FPrior to the establishment
of local leave n'guinlirms for native and alien
employees, contact will be made when prag-
ticable, with other Federal employers in the
local area to establish uniform practices most
gnitabla to all employers in the area.

b. Employees other than alien and native—
The provisions of these regulations will apply
to all employees stationed oulside the continen-
tal United States, except as provided in a
ahove. Accrual of leave for the various cate-
gories of employees stationed outside the United
Biates is a5 provided in thess regolations; that
i5, permanent employees earn 26 days a year,
indefinita employees earn 2 days for esch month
of service plus an additional 14 day when servics
pgETegates 3 months, and temporary emplovess
earn 214 1']11_'!.'5; for each month of serviee, See
CPR 7i.l1-dn and paragraphs 2-5 and 6 above,

Em'pll:l:r'l.*s glationed within the
United States; that is, the accumun-
lotion of leave may be limited to 90
days as of the first day of any
calendar years plus current ac-
erued leave. In this event the
provisions of 75.2-8 will apply.

{2} The provisions of these regulations

pertining to the maximum ac-
cumulation of leave which are ap-
plicable to employees stationed
within the continental United
States may not be combined with
the provisions for a leave differan-
tial for employess stationed ower-
gens.  Either one or the other
method will be followed exclu-
svely.

(8) Granting annual leave for purposs

duy will be charga] would be charged 8s {1) I.mm_: tf-!'}?'-srfnf-r'ﬂf.—lt will be the of visiteng United States—When
and absenca fop E{ ns 24 huum‘ hnure—:_: absenee on Mob- p-c":-[n?}.' of the W ar l'.llrh.pu.;-l_mc,-nt_tﬂ aanu:Ei leave for not less than GO
chured #s 18 hie day would be day, Tuesday, or Fridsy continue leave differentinls exist- days is granted an employee who
R Ehu!lr!. Annual legye would be r_-jmrgi‘d as 8 ing prior to 1 Jn_nuur;r 1936, as au- 18 a citizen of the Ehulh.'_dl States,
wredSiiane duturfﬂd-' for the fn. hours pgeh “r'ELlnEsdﬁj thorized in section 5.3, Executive -fEn-_ the 1|:u.r]:m.=:u of ‘FEE]tlI]g b
(4) A ;z.-r.rl' i ;:E:"}' a8 5 hours +]1u1‘q11'lf a9 '.* . Order 1P-!11. approved ]IE January United {'3131P-E,tlllhl'unil-mg of such
s » PET ROUT, oF Dipgy work S A :d a8 at ~ 1944, Employees stationed out- ]E‘J.l.'l:'t!_ﬁ'II;' b |:H.'|-‘«'-'1.'l'frl the d-!l_l.ta:'- of
iptotite has the falloweir, Ay “_'"t Saturca¥ o L8 side the continental United States arriving in and lesving the United

of duty: & tour hours, sines time W

]
]

M TWTF g
e L TR

{57] -‘r-.i'I HEE! Fred il a
;-'ﬁ’:rj.'a..: ks
ta act £ -Fmﬁum:f-i f
Lt o

after 4 hours on that day
would be in excess of the
10-hour weelk and woU

b compensated 0T i

may accumilate & maximom of 104
days annual leave as of the begin-
ning of any month thring  the
year. All leave carned during a
cilendar year (26 days maximum)

States. Thie privileze may not be
applied more often than once in §
years, When an employes grant-
ed such leave faile to return to duoty
ot the place at which leave wag

OVErtime iy g rertime  (time 8 and remaining unused may be ae- granted, the runminge of such leave
U s : DoRey ll]at Overt { T ] o 1 3 ! tod. 11 f hil
;a’he m'-’:'_“"'-‘ﬂ ima and I“"*lf:l rates, No charg® cumuilated to a maximum of 104 will be from the date he left his
AL overting fop all dyg would be made for SU days. After the accurmulated leave post of duty, and not from the date
Over 40 houry Pr ‘?FNE day sinee that ig the eov equals 104 days, there is no further of arrival in the United States
it 8 for ont L 2‘-121 Rﬁf ]:'-I.I'I_'|.'|'_~|_|:!':,,- nonwork dey greerual until auch time as leave is (4) Disposifionef leavs upon trates fer fo
weel wonild L'Ih 1:||.ml ] 1'I.EI'.':“:IE'Iﬂ, lEH- \ndsg for unliQL]idﬂtE:d ﬂd- taken, It is *.-CI.I,'_:f_EI.‘-"H.'I-'i where the i fﬂ-"!'f-' conlinental 'nited States.
s, Y=o OPR & oon e dilferentinl is applied that a) Upon transfer of an eme
ﬁm{:h Absayp, 2 "1 e~—~8we PR 75,66 leave dilferential i= applied (@) L|1 transfer of
MILY  ang I Blda ! ual ] : . L= leave be acoried on oa nonthl ploves from the United
NI COT 4 EAvR on cave o ¥ 03
;’;'“I_'I b chiargeg “:J]? ang o ].;mnentn.l Unihfgrsimpmf:EA Ticn bagis rather than on an annpual States to an oversea sta-
N each; "r"ffllwﬂl 3 ?"-'_I_H.I 1':"“ r?m;,-”-ﬂy{'.--.q___i. M.E:S" -'1 (rhE basiz when employees have ac- tion, or wpon teansfer
ﬂ-‘!'j:l-h"-"-ll'ﬁ‘. wr T!lurs‘-_'[n}l ':-i.l_'urm i 1 thi I'-'l';'.lx-"- -h provided 11 l_:“||-|_a enmulated more than 75 fln}'ﬁ of from wn overses station
il hr':‘"-"- i g, iy Ployg, flog RPplicgl ]Hmh-ﬂ e L -ﬁ:h._-m- annial leave as of 31 December. to the United States, nc-
€1 I-'|-u]a:|.- ol BOYgp : A Ot € to alien and native The use of the leave differential, enmulated leave may not
charged B 4 o e Mk, % “ontinents] [Inited States: S o { be retained bevond
he & WMiry o ]'.lnrt:]ﬂ , g Ot ¥ ' egnElsting of a maximum of 104 retained beyond that
the first, 4 hisug Bl e " e the United States re

dawve aceoimalation, 18 not mode-
Lml'}'. Overses jurisdictions may
elect Lo faollow Lhe |_:-I"\c:-'|'|F~il|]:|.‘- of
o these regulntions as they apply Lo
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sinount suthorized by tha
regilationg im effect in
the nrea to which trans.
ferred. Thus, if an em-
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. . g r I
on thig day tumpl“f tllll}* E :Iili:;m]h“'lﬁ-.ﬁ [n:l l__E]m War sty e
A0-hoyr Wiel]y P 'Jl“'l.' ll:l‘::._ulllh.nriuLJ,r is rleli',-.f-'llff*-fl::
wd oy, Privileges ang regulation®
s e i sape 1O

v = E';,I '-"I“]I-l.l:;. i o l"'C] ing .

g :nt Ecmﬂitf M Dractiop, lf-n :L-.:--.-j:_-crl-l{f:.-u-n wi
]'l.'- Eruulr-fl to ;:_||_|_|_1'h. nn:l‘.niﬂ&'f“l\" 1:.1]
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]ﬂ-::-.!.'ua transfers from the
United Btates to an over-
se1 commund which hag
{ adopted the leave diffar.
! ential, the Accumnlated
and aecrued annua) Jagye
whick may be transferpod
may not exeeed 104 duys,
If the em plavee transfors
Al OVErSeR comman
which does ot apply ﬂ:
lepve dliferlmt'tu!, aen-
maluted legrg Ly not
be retained exceeding oy
3 plus the curpepi ac-
erned leave fop the year
OF & maximum of 11E1i
days, When g transfer iz
effected frop N ovorseg
command to the comti
nental United Stygge, 4o
earmn | nba leave not i::
excezs of O tlays g 1;]:.]:L
Hrrent focrupgd leng -
tranaferah),, Wi 5
transfers am, effectnd .;_,lm
day -ughl:r thar thy H-I]'I_ni
Y of the mong .
mulated lagye wi:]l? I:J.;.m::'

the  preceding
month, il
tionn| Feprt;
taken dyriy,
o]y

(&) Fowmplo,

I. _-‘I.rl pn"]:'l':.'ﬁ'

transfop, from a
AV BT Eay, Baking l!|
tha Iiu]".-l'd. .

o0 3 June thl’aﬂns

e 1ng

May (1015 days),
making a total of
10014 days' leave
transferable; or if
leave i3 |::|'E.r'|.:it1'!."-]
on an annual basis
at the new station,
tha employee may
be credited with
116 days, 90 days
plus 26 days for
the current year:
£.An employee who
transfors Overseas
from the Tnited
States on 10 AU
pust has 104 deys
of aceymulated 80
eurrent peornt!
leave to his L'l'-'l'-'fhrf
as of 31 July.
the commond W
which transfert
has adopted the
leave differentish
104 days of pnnud
leave may be trans”
ferred, Tf thelea™
differential is 17
applied, 105 days
of annual leave 85
of 31 July may P
transferred.
3. An employee staf
at an oversed 'IM'
tion which :Jtll*l'ed
the lpave differ-
ential had 104 daY?
to his credit o0
January, Traring
Fehruary he used
10 days of anoui]
leave and trond"
forred to th®
United States, '-‘_{'
fective 1 April-
He waoyld be “"r'
titled to hove 902
f].l.k}'s leave LrAnE
forred aecording 19

'|_.|1-:|'|'|""-]
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the following corm-
putations;:

Accamuolated leave on 1 Jaouary-— I Jdays
Acenmuliated leave om 1 Febrnpry—_ 108 .

Laave token in Febroney-——— 10 -
Aocrued leave for Marche oo e Tk
Lanve tracsferalde ns of X1 Mareh_ BGlg *®
Section 3, SICE LEAVE
Prarageaphs
Diefinl thoes 1
Dwpartment’s policy- e - -
rg T et e o L e PR S s L AR
Factorn affesting accrnal. . a—
Conwerston af leave credita —— T
Acenmniation - - ——e PO 58
Granting scrnmalnted siek leava Al T
Aranting afvanced =ick leave.o 3-8
(Tharglop ek leave.caeeeo - 0 0 -0
Mwternlty Mave o e s B0
Lenve of mb=enée for tréalment of dizabled
I B e e e A L 411
Refonds for nnliguidated ndvanced feave. ____ __ 513
Bick leave for empdorees stntioned outside sonti-
peatal Tnited States______ B Ll s N A T T |

g-1. Definitions.—a. Sick leqve~The pe-
riod of absence with pay from official duty
granted civilian employees when they are in-
E-H]'l‘:l"-'i“l“-"l for the performance of their duties
by sickmess, injury, or pregnancy and confine-
meenly, O for medical, dE"I!'I.LE.]1 l!'l-l.‘nl:llfil:,u] EXaInina-
{ion or treatment, or when o member of the
immediate family of the employee is afflicted
with o contagious disease and requires the cars
and attendance of the employes, or when,
through exposure fo contagions disease, the
presence of the employee at his post of duty
would jeopardize the health of others,

b, Acoumulated siok  leave—Unnsed sick
leave not in excess of %0 days which has acerued
to the credit of the employee at the end of &Y
month.

o Personal cortificate.—Certificate executed
b an employee attesting to the facts of his ill-
Iesa. ]

4 Medical .:e-rt-r'ﬁcra-!'ﬂp—?t"]'_tttan statemert
signed by registered .prqi.'t:l:.'mg p]:l}'Ell:!.l'll'l or
other practitioner, mrll[}‘!ﬂg to the period of
of the patient while he was under-
pssional treatment, or to the time of
ntal, or nplju_ml treatment or exami-

i 1aakbili [}'
eoing prof
medical, dé
ko,

a0 4114 596801 —4i—3

e. Ofher practitiensr—A person who in pro-
fessional practice is permitted by State or local
government to treat the sick.  This term also
in¢ludes recognized Christian Science practi-
tiomers,

3-2. Department’s policy.—a. It is the
policy of the Department to accept, for periods
of absence because of illness of & work days or
less, the personal certificate of the employee
without a supperting medical certificate, except
that when an employee’s record of sick leave
indicates an abuse of this privilege, 8 medical
certificate may be required,

b. It is inewnbent upon every individual re-
sponsible for approving applications for sick
leave to pscertain that the cireumstances of the
abeenes justify approval

3=3. Acerunl.—gs. All emplovess, whether
permanent, indefinite, or temporary, earn the
hourly equivalent of 11§ days sick leave per
month. Aeccrual of sick leave iz in units of
hours bused upon the number of hours in the
established work day. Each fruction of an
hour that equals or exceeds 14 hour is counted
a2 1 hour, and fractions of less than 15 hour are
disregarded. Sick leave actroes on a month-
by-menth basia and no quorterly credits are
Fiven.

b, For permment emplovess the seccrual of
gick lenve s bussd upon ealendsr months of am-
ployment. For indefinite and temporary em-
plovees accrual is based upon months of sery-
ice as defined in CPR Thl-9n.  Sick leave does
not geerue for a fractional month of serviece in
the case of indefinite and temporary employess,
Except for the rate of accrual, the instructions
relative to accrual of annuoal legve during s
fractional clendar month or month of servics
also apply i the case of sick leave. See OPR
T4

. Determination of leave doy for svediting
purpozes—Determination of the leave duy for
erediting purposts is the same for sick leave as
it is for annuaf leave. See CPR 75.2-5 and 2-6,

d. Crediting sick leave~Sick leave may not
be credited to any employes at the beginning of
the calendar yenr in which it will acerua.  Ii
may be credited to permanent employees as it
acerues and to any class of employees at the

IFIED
e
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beginning or end of the month in which it se.
erues.  Ses leave eredit tables, CPR 754
a. Exgmples. -

{1} An employee having & common tour
of duty consisting of 8 honrs per
day entering on duty 15 Januury,
would accruie 5 hours of sick leave
through January.

(Z) A per annum op menthly employue

hna the following biweekly yn
conmon tour of duty -
EM T WL pog
Istweek 0 12 0 12 12 g0 12

M M0 0V I oE i 1z | Totil 130 hoyrg

I El['.'l.:.'lll.IlE! of the leave dyy for
crediting purposes will he 10 how
I[.]Erl total hours in bh‘-‘ﬁ:i{h—r :
rich] dividad by 181" RBial: 1 21
Will therefors be -:h:-di;.aci. .nLELFIIlJTFE
tite of 13 hours g month (f t
tioms of 14 hour op OHOES § [mu—
regarded g5 g full |m"|,|:"l ot
(2} A per nnnum op :|r|r.|r1t]~.- 5
emploves hus the Ir
weekly tour of duty
T e s
st weels. (0 o § 24 :r :_'Ltl. :|

s L I - T
| Lt 0 oy 0 u_“I-'_I"-'|I.I|'| 10 bty

l'I'u-l 1_'.-3|uc- of the logyg d
erediting Purpoees  wif
!u-u_l-c (168 total hoges in hj
J-,xtrmr]. divided by 123, Eilt]{].
'r'.ﬁ I.Ii :.I;L-L;t;fure he cﬂ.*rlilm-l utﬂrlﬁn
l':n-aH :ll' 17 ]]m”m i {[l'-’t'-“u
....,. A0 o gy MOre gra t 5
regarded as Tull 'Imur] e
d—1, Factors affecting Ann .
ure to return bo AWy from aha, malﬁ_
Soe CPR 758-74. A

haid

b. Terminal Teaype by rodmn of
‘F?:.P'Er.l:':'l'll.lli.'—'\':‘i"l: Lli}]{ T-:ﬂ TIE?

i3 .-'1 Il:ll:ll!‘?'ll"'l'! '|'|i|I |':' £t :|I_||-_|,|| -

Iy “om cuf]™
']]'C""-'l'in;___r bi-

= .

E

4y for
b 14
wetk]y

2, Fail.

"mp'ﬂn'ﬂ."i-uj-; o

for sick leave will b
equivalent of 14 day for o
of 15 |'|||:r‘:=l. The agerual of

reduced by |
h. LA T
ik ]
rJL POy in gy Caler
ays, t ;

!hﬂ E¥pes of

(RN Cruddyy

foeted where |I_|‘I51.E|||:IP “]15““"-
dar year totuls less thag 15
ahsences in a NOnpay statyg

YR I8 not 5p

for siek

reduction purposes are the same as for annual
leave. See CPR 75.2-Ts. The reduction in sick
leave credits, becanse of absence in a nonpay
status i3 not imposed at the same rate it 18
earned and, therefore, the difference remains to
the eredit of the employee. However, o
I}m]l]:_J}'lH:H are ahsemt without Py for A OO
stcutive ]'.II".l'iI'IIi of 20 l:]ll.}'H Or any :-_-||I!|.i.|:']|.' of &0
Gays, no sick leave eredit will he wiven during
wu-:lh_in:rfr;f.ls:. In the case of temporary and I
"tL':l]:u:g[q_- M"-]-""}'I"".'!—:, a [}I_'I:"'il:lll of ;|'||_-.|-|'|_-|: W iL.L-]'!.'IJL
BAY 15 8 break in the month of service for leave
SArng purposes g

requires the beginning ©
& new month of ga : o

rvion Upson return fo duty-

2. Emploue : frite
g dilesy 5 "‘""I'=-'|‘.'-.'l_rlr II_..- ol _;'llu".'\-' _I'.-""" oL I.'_Ii'.i-llrr

o 1
Lirfog 'Fl-'l'-'l'_f.lllll:-"l'l.l'-\.
b

See COPRt 150

2T,

:l - . L % R ¥ -
"'".-'.ln'lln'l-"i""l'.!'-':le'l 7l {'_.'.-_-_l.i‘.'."'"';""'":‘"{""l‘

& Suepensions o CPR 75917, Thebosie
:Enlﬂt':f:Fjllj.:ﬂ(fr,,LT-l'lIl”i_”" in leave eredits as 8 T%
sme fop ]-n.nju.:r};“:m”'E ' excess of 3 days af® [h.n

gl and gick leave, Howeven
I-ll::ll P-'I-'-"'Ill i.'i. to I_Il:' r\|;..|:|.||_|_"\r|ll!] i.."l
156, of the virianes in the rate @

ol example, 4 ermanent t!lllE'I]I'J‘:"-Eﬂ
ae U Loyy
Period of 15 q
4nnual Jeyy,
Cridite,

e
CIGUTRY Fop
i
of duty suspended for &

185 0 redyetion of 8 hours &
Ve

ays b

l;,']'“l";il-\. ariel 5} o= A ] J_{"'-'
= gl & hours 1n 5108
See OPR 75,4 ;

5 C
.‘l1|,'I:llllllrl?l'.ll_:rr':.'i:?]'ﬁ‘[uu |:|f J.Eﬂ-ﬂ;ﬂ: (:]'EflitE'T
T, ”].n"lllll:l e2tablighe workweek of l""rl
“inj thly "'“'|3']'::':'- ees changes {ul| el

Moveng
ar E'I‘I:’J‘Il:t‘:-—?q“.g 0N I':'”-H:-':' 40l "-'*":'].I'iw‘:r{:
Falys ufllu-:--[}f. 'l.l the regular yate of poy): ﬂ'lﬁ
Tt !'-e'-l_':ﬂq:||l:luln.;l:_x. *Cay for eredit ing purpo=t i
U gvue A0 the number of hours to the
thi iy . ° credit djugteq in accordance with
":t']:;':-‘i Clitained in OPR 75.2-8

ficle Aitlation, —The unused pe

T are o or
i - e acenmn lated from m

r‘li.'l?"-"'!
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“Xoeed the hi o+ the engd of any month, mBY pe
the tota] oo T “Uivalent of 9 days. AT
Lk | = H 2
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mh]'ll"'.'l"-"-'! 1§ BT teeryg] until such tim® 48 the
ey = ﬂ:llntml gick leaya ;
v I 1 in SR v
Whe B accumulated siclk 16878
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employess at any time doring the month in
which it mccrues regpardless of the fact that
actual accrual may not have taken place at the
time of abeence on account of illness, In all
eases where vequest iz made that an absence
be charged to sick leave it must be substantiated
by one of the following ;

{1} If the ahsence on account of illness
is for 3 days or less, by the per-
somal eertificate of the employes
that the absence was due to In-
capacity for the performance of
duty beeause of sickness or injury.
This certificate must be submitted
within 2 work days after return to
duty. Ses paragraph 8-2a,

(2) If the absence is for more than 3
days, by properly executed medi-
cal certificate. This certificate
must be filed within 15 work days
after return to duty., In the event
the employee i unable to obiain
the services of a physician or other
practitioner, a certificate of the
employes, relating to the facts in-
cident to the illness and explain-
ing the efforts made to seeare the
gervice of o physician or other
practitioner, may be accepted in
lic of the medical certificate., If
the employes 15 ill for o period in
excess of 3 dayvs and does not at-
tempt to obtain the services of a
physician or gther practitioner,
the first 3 days may be charged to
gick leave and the balance will be
charged to annoal leave or to leave
without pay. If considered nee-
pgEary or I:!I"Ri.'l'l'l.hl.[‘!_. the employes
may be required to furnish a medi-
cal certificate during each pay pe-
piod cocurting within an extended
P-ut‘iml af sick lemve,

(3) If for the purposs of obtainmng a
medical, dental, or optical exam-
ination or treatment, by a medical
cortificate. This certificate shoold
be submitted immediately after re-
turn to duty. The amount of

AT 4114

time spent in going to and from
the doctors office for purposes of
expmination or trestment shounld,
if it appears reasonable, be inclod-
ol in the period charped zs sick
leave. Time spent in traveling to
8 doctor’s office outside the Jocs?
areq ks not s proper charge arainst
gicle lenve unless facilities for the
examination or treatment are not
svailable within the local avea. If
the approving authority believes
that the period of leave requested
for examination or treatment is
not reasonable, the appropriste
portion of the absence should be
charged to annual leave or to leave
without pay.

(4} When some member of the ems
ployee’s immedinte Tamily is of-
flicted with a contagious disease
which canses the employes to be
quarantined and requires the care
and attendance of the cmployes,
or when through exposure to con-
tagions disease, the presence of the
employes at hia pest of duty would
jl'l.'r]lul:'ﬂj:.":n the health of |:_|-1'|'|I::n-,':
e :,'Ir'lpll:ll'f-"i"ﬁ' iy b _|_rra:|||1,.r|;'|_ -
cumulated and acerued sick lepyve
to his credit. Request for approval
of siek leave nnder the elroum-
stances outlined above will be sup.
ported by a mediesl certificate or g
certificate of the circumstunces ox-
ecuted by the health officer of the
community. Advanced sick leave
muy not be granted under the
above circumsiances,

b, Baporting sickness—Emplovess who are
ahsent on account of iliness should notify the
proper authority as soon as practicable after
the time they are soheduled to report for duty,
or as soon therenfier as possible, When such
notios is not given, if circumstances warrant,
the absenee muy be charged to annual leave or
leave without pay, or considered as absenee with-
olt leave,

e Meadival, aptisal, or dental sammineiions —
All employees are réquired (o obtain appropri-

DECLASSIFIED
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ate informal approval of an abeence for the pur-
pose of medical, dental, or optical EXAImInNLIan
or trentment prior to the TR
e I beginning of the
. Granting sek lague following periad in
Ry sinfus.—3ick leave may not be granted
for a pt-:_-md unmmediately ollowing a period of
ahseun:e_u In I MOnpay stabus (ncluding peringds
o L‘h'rl’__ZlP, AWOL, angd SUEDBTELONS | u":l -a
i 'u!1t:|J there i3 o retuen o et rI.uL . o
MY ?v:l: lenve be granted retronctively ¢ i
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may be charged to accrued annual leave or to
lenve without pay.

3=10. Maternity leave.—Employess ap-
pointed for a period specifically limited to 1
year or less may not be granted maternity leave.

a. Grranting sick and annual leave—A per-
manent or indefinite employes will be granted
all sieks and annual leave to her credit. If the
cirenmetances in individoal cases warrant, it is
with administrative discretion to advance sick
lanve not in excess of 80 days to permanent em-

loyers and not in excess of the ameonnt which
will be carned during the period of employment,
in no caze exceading 30 days, to indefinite cm-
ployees. Tn addition, such leave withont pay as
the supervisory oflicer may consider practicable
may be granted, but the initial authorization
of gick, annual, and leave without pay may not
exceed 6 months. Accrnal of leave on leave may
be gm”turj only in thoss cases whers it is ex-
pected that the em ployes will return to duty at
the expiration of maternity leave.

b, Medical certificates and mamimum grond
of maternily leave—Atb the the Initial request
for maternity leave is made, the employee will
present a statement. from ull'.vgi.'el ered practic-
ing 1-,]13-_5[[‘1'_:[:! or other practifioner E!:uw:ing the
expected date of comfinement. If, prior to the
E:!j_'ril"-*ﬁf'” of the first G-]Innnth period of mater-
nity leave, it 12 deterinined that an extension
of leave without pay 1s necessary, & medical cer-
tificate showing thie need for the extension must
be leg.:nt-."tl. 'I'.]ae total grant of ]I:ll.l.tl_."l']'.ljl‘."l:l
leave, including sick, annual, and lesve without
pay may not exceed 1 year. If .[h"' _t':u[:iu;n?{r
Joes not return to duty at the expiration of the
maternity leave, ghe will ba l.'n!!-!ﬂﬂt':w'ti ns hav-
i resigned from the service, and if any leave
on leave has been granted or any sl vanoed
gick leave has been granted, refund for the pay-
ment of such excess leave is required. If an
employee resigns ingtend of taking maternity
leave che is entitled to ul_l III"'.'HrlI'I!J|:LI|"-|'] nrid ne-
crusd annnal leave and in addition to all =iek
leave which acerued to the close of the lnst day
she was present for duty, pl_'nﬂt:lmh u properiy
axpcuted medical cartificnte is presented.

411, Leave of absence for treatment of

disabled veterans.—Executive Order Ne

5306, 17 July 1950, [-'l'l'l'-"'-'jl.l.{'bi that supervisory
st gmj_. to disahled veterans who arm

officers mi
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employed in the exeentive Civil Service of the
United States such annual or sick leave as may
be permitied by law and such leave without pay
8s may be necessary in order that the veteran
may receive medical trentment. The veteran,
however, must present an official statement from
“duly constituted medical authority™ that such
treatment is required. (See b below.) Such
leave will be granted without penalty to the vet-
eran’s efficiency rating.

@ Advance notice—~The granting of such
leave is contingent upon the veteran’s giving
prior notice of definite days and hours of ab-
gence required for medical treatment in order
that arrangements may be made for carrying on
the work during his absence.

b. fficial staiement~The term “duly con-
stituled medical authority® includes any prop-
erly licensed medical practitioner as well as of-
ficers of {-:i'l'r'l.'l,'1'i|.|:r|-E:|:|l. EII'.IEJ_HILIL]E-. The lﬂj..‘-ﬁ,j]:[-
guishing festure of the veteran’s medical treat-
ment leave is that the grant is obligatory, pro-
vided that preseribed conditions are met.

=12, Refunds for wunliguidated ad-
vanced leave.—See CPIU T5.6-6.

4—13. Bick leave for employees sta.
tiomed outside continental Tnited Btates.—
a. Notive and alish—The provisions of CPR
70.2-L%x will apply in establishing local gick
leave regulntions for native and alien employees.

b Employees other than alien and native —
The provizions of this section will apply to all
emplovees other than alien and native stationed
outside the continental limits of the Thnited
States,

Bection 4, LEAVE CREDIT TAELES

Tahblns
Leaye eeedif table for Tig-hoor day_ ST I
Lenve craxdil tablke Tor Shoar day-——_ il et IT
Lenve ecedit talsle for $%-laor day oo = TN
Lamve credit table for S-howr deyo IV
Leave credit table for #%-hoor dayece . ¥
Leave eroidlt table for 1k-bour - |, fe . ¥I
Lasave eredit table for 14-boar day__ . = VII

4, Leave credit tables.—The following an-
nual and sick leave credit {ables show the
number of howrs of leave enrned during various
periods of employment in relation to the value
of the day for leave erediting purposes, These
tables also may be used in determining the re-
duction in aceron] resulting from suspensions.
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> g TGN G Qicks " deorpalbant month of serpice; plos an additional 4 hours ber of days” will be considered us days sos-
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Temporary employees will be credited with
annual leave of 21 hours and sick leave of 11
hours for each month of service.

Indefinite employees will be credited with
annual leave of 17 hours for ench moendd of sere-
ine, plus an additional 5 hours when the service
pgoregates 3 months, Sick leave of 11 hours
will be credited for ench mendd of service.

#This table includes both the minimuom and
maximom credits of annoal leave Tor the num-
ber of montha; i e., an employee would receive
&1 or 56 hours’ eredit for 3 months' service, de-
I}E“ﬂing upon whether guch service covers an
entire quarter-year ending in March, June, Sep-
tember, or December.

#sTyring February (leap year) 17 hours’
annual-leave credit and 11 hours’ sick-leave

AGD 4114
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credit will be esrned in 29 L‘[u}'s" é:_-r'l.'_ice; duar=
Ing other than a leap year such credits for
February will be earned in 28 days’ service,

*#%In cases of disciplinary suspensions “num-
ber of days” will be considered as days sus-
pended, and the acerual of annual leave will be
reduced by the corresponding number of hours
shown, exeept that for this purpose the Grst
two iteme should be:

1 thromgh 8 o
4 throngh 14 ]

#1In cases of disciplinary suspensions “nom-
ber of days” will be considered as daye sus-
pended, and the acerual of sick leave will be
reduced by the corresponding number of hours,
except that no reduction will be made where
the suspension is 3 days or less,
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17 July 1944

Changes Meo. 1, Regulation Mo. 50

Ao zszs  menan—4

TARLE IV
O-haur day e Civilian Personnel Eegulation Ne. 60, 15 return to civilian duty for
T = = — January 1944, iz changed as follows: the purpose of determining
i Armmal leave T 4-3, Separation during trial period.— TThether demotion or separa-
Number of days # | Accroal bours | Hﬂ;sﬁ Aeereal hoees | Number of doys ** ."“:':r":d.l_".f- All employees whether graded or ungraded tom shall be sffected, and for
| 5 e — | will be given a fair working trial. Except for subsequent purposes.
gty e 0|1 1 G e ) - @  persons nppeinted for a specific period of less b. G raded emplayecs, separation befween of -
e Tl R an 8 throagh 14 T X ( than 1 year, the first full year of servica will  flcinl effciency rating periods—Graded em-
| oy ER : 23 15 thraugh 22 B g be & trial period, satisfactory completion of  ployees may be separated for ineficiency
i & lfEra i i 23 through ™ Vi ‘E which will be considered part of the entrance  between offieial efficiency ratings by pre-
:._ _______ L e 2 Bh GBS S e _—_.I_J examinntion {ses CPR 35.1-5). Atany time ferring charges in writing substantiating
e £ : E- ...... Bl it during this period, after a full and fair trial, the claim of inefficiency. A reasonable
T e el - il — the appointing officer will determina whether  period of time after receipt (not less than
ML e 3 1]__-_:::::" ﬁ-ﬁ : Hnurs seeriped (nchading quarterly "'B_"I":]__ the Puj_'fn.’!ll‘.li'l[l.n"-"ﬂ- of the Em[:'h:'.'FEE warrants re- 3 d.ﬂ.ﬁ'ﬁ] will be allowed the fmplﬂ}"BE to
0. L= (plisels o e o T = i tention in the service beyond that period. answer the charges. If a reply is sub-
{é L Bl T S 11 T M PRl Upon determination that the employee's per-  mitted, it will be fairly and impartially
e S B - 152 : formandce is unsatisfactory, action will be taken  judged, and a decision reached as to the
H:“:._:- : R IEH e S il I-_tj as outlined in CPR 60, 12-45. desirability of retention, demotion, reas.
T i e i e 4—4. Separation of permanent or in- PIEWmeNt or scparation. If the employee
- T e B i R ) sl Lt X = ; orpes, —a. rraded employess, fails to reply to the charges within the
= oo e N ] —an- definite empley g specifled time, th inti i
"""" g & Boeciii] o0 | os | feial efficiency ratings—An employee who 5P M 18 Apponung uificial may
F A y B gl R B ofiteil € Lier o patine of Ypp.  Separate him from the service,
T A 7 T e e B S I LI e receives an official efficiency raling of “un . . *
- S Temmem 121 | 136 o e & » 1o epbiect to reduction in grade, ' .
== 7 i : haTy " 18 BROJEC ;
AT 5 ﬁ B g i el Gl el { ) 'h' :ﬁmn::l;;mil; to another line of worl, or sep- 7-9. Order of reduction in forcs.
i i 8 T o Do 1?}? B / : ation. Such actions in the departmental : ’ - * .
B .| ] R ek EERREE L0 il i i i e prior approval of the Uivil b, Efficiency rating credits.
R o = o o § gog | 218 |- service require ] :
S : e | === any | 290 Service Commission. In the field serviee the E x * . .
R 4 i b= ! | """ o e Enmimﬁim]*ﬂ approval i3 mot necessary, {2) With respect to employees whose
-;2;_ _______ 10 [_____——— —_—:_______a (1) An official efficiency rating of performanece ‘st be evaluated
gige ) LW Ful rlendar pear = wynsatistactory” assigned to Sy S ooe S e g e
e 11 - i kPR an employee who enters the ing system (see CPIL D5}, the cur-
—-—._j_____l_l_ ____34_-an|-. [nys ot qymed forces before proper rent official efficiency rating shall
— - action is taken, and whao later be used. In the event an em-
| : I returns to civilian duty, shall ployea does not have a current
] Rl ” oot b considered an “appro- afficial nlﬁc]eFlc:i' ri11r_1g hased on
Tl S N g | 1% ] g Hate current official rating” performance in & position of the
Maran | 2| 27| ) for the purposes of demotion, e Gl el rediition: iy
B e L |48 | ation, and reduction in force is beng made, and the re-
:'-'I;'|_-:- s G4 ] :j Qs :Ef:: duction in force does not affect
Ao S l:ﬁ 1?:I yna 1143 ' An offieial special rating, in sl "ml.llﬂ}"flh'? i the category of
Faly : s sz | B ) hich only service remdered tanure in which he falls, such em.
Avgug, I!ﬁ :f- S50 LE; wj_u;u;a return to civilian duty p]n:.r}-n_* ilml_l be given an official
| aRwmber_ 7 gy | 1ea | 108 ;-.fn S v be considered, shall be special efficiency rating in secord-
' ;'f:':"-"mr. oo 18n | 188 | 191 | 3 mﬂgg as of the 0th day after wnce with the regular procedure,
r {200 |20 | 209 ] 936 e
Cunber, a1g | ozx | 227 Al
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and the appropriate value as-
signed.  Such eases will be par-
ticularly noted in the reduction in
force list by placing after their
names in the “remarks” column
the words, “special rating” fol-
lowed by a statoment of the nom-
ber of days of service on which
the rating is based. See para-
graph 7-10.

(o) An offieia] efficiency rat-
ing of “unsatisfpe.
tory"” assigned to ap
employes who entars
the armed forces ba-
fore proper actinn is
taken, and whe Inter
returns o eivilian
duty, shall not he COT-
sidered an “Epprﬂpﬁ-
ﬁh‘:_ current  offiein)
rating” for the pur-
Poses  of demption,

EFPEI&tiﬂn, and redye.
tion in fores,

(9) An official Bpecial rat.
ing, in which only
service rendered Eines
return to civilian duty
may be considepe 4
shall be mads as of thu;
B0th day aftap retury
o Eh."]]‘[an d'l-]t? e
ﬂ:l..& Purpoes of deteg.
R sty .

on or
thall be E‘E‘iﬁiﬁﬁun

p Aand

for subsequent pur-
poses.

(¢) In the event of & reduc-

tion in forece before
the 80th day, an offi-
cinl specinl rating
ghall be made for that
purpose, and for sub-
saguent purposés.
Only service rendered
gines return to civilian
duty may be consid-
ered in the rating. In
such cases, no rating
will be required as of
the 90th day.

(d) Official special ratings

: ®

made under the above
circumstances  shall
not be considered ae
having been ifmade
for the purpose of re-
vising a prior official
rating™ or as having
been “made to effect
the summary dis
missal or salary reduc-

tion of an &mplﬁFE-'U-”
i & i

lh. 1, aap LR LTI

By o -
TER OF THE SEcnerapy oF WAR:

ﬂir.i"t'f!i‘:r:lr l':lf Gl
FFICIAL:
J. AL TLIO,

WM. H. KUSHNICE.
-'.!!‘!I-!?:I‘.! E’prﬁ-{jnﬂﬁf and j"‘mim':rg.

Major Genpral,
The Adjutant General.
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Temporary emplovees will be credited with
annual leave of 23 hours and sick leave of 11
hours for each month of service.

Indefinite employees will be credited with an-
nual leave of 18 hours for each month of service,
plug an additional b hours when the service
aggregates § monthe  Sick leave of 11 hours
will ba credited for cach month of service,

+Thiz table includes both the minimum and
maximum credits of annual leave for the num-
ber of months: i. ¢, an employee wonld receive
&4 or 59 hours® eredit for & months’ service, de-
pending on whether such service covers an en-
tire quarter-year ending in March, June, Sep-
tember, or December.

**Dyring February {leap year) 18 hours an-
nual leave credit and 11 hours sick leave eredit

A0 3114

DECLA SSIFIED
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I
I

will be earned in 2% days’ service; during other
than & leap year such credita for February will
be earned in 22 days.

*+*Tn cases of disciplinary suspengions “nom-
ber of days™ will be considered as days sus-
pended, and the acerual of annual leave will be
reduced by the corresponding number of hours
ghown, except that, for this purpose the first two
itemng ghould be:

1 thromgh & 0
3 throngh 14 &

##In case of disciplinary suspensions “nom-
ber of davs” will be considered as days sus-
pended, and the acerual of siek leave will be re-
dueed by the corresponding number of hours
shown, except that no reduction will be made
where the suspension = 3 days or less,

B
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Temporary emplayees will be eredited with will be earned in 29 days service: during other
e annual lenve of 24 hours and sick leave of 12 than leap year sueh eredit for February will be
a3 hour da ; hours for each month of service, earned in 28 days.
el e ¥ . ] Indefinite employees will be credited with an- *¥*In cases of diseiplinary suspensions “num-
Sk leave | | Armmmal beave I - nual leave of 19 hours for ench mondh of service,  bers of days" will be considered as days snapend-
i -t plus an additional § hours when the service ag-  ed, and the accrual of annual leave will be re-
mewlﬂ Aol bons | Ot o Aseraat s A :-._.Tnfuf.m- QI i rrerates § months,  Sick leave of 12 hours will  duced by the corresponding number of hours
—_— | ] be credited for each month of service, shown, exeept that for this purposs the first
Ny il WA o L | 5 { *This table includes both the minimum and — gwo items should be:
TR T [T . g ik S T s i : maximum ¢redits of annoal leave for the num- lthrough 3 @
S 9 4 e 0 15 theogh 22 .- -- [ 15 her of months: i. &, an em [:'t"-'.'"'-": wonld receive ot e )
T R " o S i :I}.;PmuEh o LT A S ---:- i 57 or 62 hours credit for 8 months service, de- ##In coses of diﬁl:i[}ﬁnat‘].r EUEPENSIOns “nim-
ﬁ_ R T i I-_E: --------- Eiﬂ R e s e I__ 4 Iﬂ];.'.l.i”f—fr-”] 1|'|.']|E|l|1.|_'l' Eur_'.h ﬂl""l"'.'il':l;! COVETE a0 m]:i]ﬁ II:QT ﬂf Iiﬁ.TE'-.? “Fi“ hu QDII-’E]I’.!E‘I!‘E‘E]. as dﬂ-}‘E Ene-
e e :,:H —— S quartar-year ending in March, June, September,  pended, and the acerual of sick Jeave will be re-
T | ] “B = : = ——— T e g T L duced by the corresponding number of heurs
s Ut o T . | Homms scorned fineinies G207 © #*Dipring February (leap year) 19 hours an-  shown, except that no reduction will be mads
.tlT ________ 4 TP i ki L 3 | 3 | a1 4 __i_,_. nual leave eredit and 12 hours sick leave credit  whers the suspension is 3 days or les.
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— Temporary employees will be eredited with will be earned in 2 doays BOTVica; during athar
TABLE Vi annusl leave of 96 hours and siek leave of 18 than leap yeur guch credit for February will
e ———— 1-Hour day | hours for ench monéh of service. bl ba earned in 23 LIU-FE- i .
e | Indefinite employees will be eredited with ***In cuses of disciplinary suspensions *“num-
L e S S hbnai i annual leave of 90 hours for sach month of serv-  ber of duys” will be considersd as dsys sus-
u.;sp"rJ Arisaltgnny | Mumbergr | e - = : = ——‘I—*_'_ ice, plus an additional 5 hours when the servicea  pended, and the accrual of annual leave will be
o Y _————_E'iu_ -.1.l:-l.'-ru1|:ul.|rs: b of s = .m—.u_-"_.'_*": nhﬂ;l.,_.,-..ur_pﬂ # months. Sick leave of 13 hours  reduced by the corresponding number of hours
1. | : ___—_i T —T will b eredited for each monéh of serice. shown, exeept that for this purposs the first twe
;" = I ;-" afene 13 | Lthrongh 8 ... _____o.eoeeee- g | ‘ #This table includes the minimnm and maxi-  items should be:
e L . i T through 14, e ¥ mum credits of annual leave for the number of 1 through & 0
gl ke TS ' BER Relb= = g~ d e sive B oT 4 throuzh 14 B
| 5. Sl | Lotkrongh B g 5 months; L ¢, an employes 1.-.-;:||_'|1-:E.l recerva OO i T -
i T bl (R T i | S hrongh Wi oo 0 &5 hours credit for 8 months service, depending #In cases of -:I]Jscaphnurf_ SUSpensions “num-
¥ 7 Tena i anss_ 5 izt . an entire quarter-  ber of days”™ will be considered as days ens-
e Bouie A s - on whether snch service COVErs afl TCITE O - ; pr
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Temporary employees will be credited with
anmnunl leave of 35 hours wnd sick leave of 18
hours for ench montd of rervice.

Indefinite employess will be credited with an-
nual leave.of 28 hours for cach month of service,
plus an additional 7 hours when the service ag-
eregates 3 months.  Sick leave of 18 hours will
be eredited for each menth of service

*Thia table includes the minimum nnd maxi-
mum credita of annual leave for the number of
months, i. 8., an employes wounlid receive l_?-i or &1
hours credit for 3 months, depending on
whether such seIvice covers ANl entire quurter-
year ending 1n March, June, September, or De-
cember.

s+Puring Februsry (leap year) 28 hours an-
ave and 18 heurs sick leave credit will be
parned in 20 days SErVIOE dmjing ntEu-:-_t]mn
leap year such credits for Febroary will be
earned in 28 days. e
84y pases of diseiplinary sysprenEions “num-
bar of days” will be eonsidered g ﬂ-aya_iﬁ-
pended, and the pcerunl of annual 1-.-:u:'{1'.l| 0
reduced by the gorresponding number ‘E‘L e
ghown, exeept that o7 this purpose the Grst Bwo
items should be:

i theaagh 2
i through 14
: qee of diseiplinary susp _
hn::-:u]fndit:” will be r.]'utuin]t"t‘td ag .':141}'5 -"f"]\"‘?ii
g s 1e Jenye will be redu
od and the accrual of cicle lenve W i
P ) T numiber af hours shonik,
by the corresponcits i ata e "
pxeept that ne redietion W

EUSpLNEI0N i § days or fes=.

ABSENCE IN NONPAY

nual le

1]

prgionE “num-

Seetion By

ET&TUE Paragraphs
I
DI Gl wmn e ‘:::" ______ e
Departmats polieges—c =80 00, 8
Granting leave withoalt piy-————"" g ed
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Abgones without jeove el -||.1.'-_ sgbas dariel el
Compuiing abeerce withonk = TR AT 5T

B

Reporis of excts= kel

b=l Dﬁﬁnitinnr—f:;m duty withoul poy

. qb=enie 3 3 ; .

a?l.-.e'ﬁ-::v.l'.-lzrrfi-;::crm n emplovee. Leave
Eranted =

- pinguighed
i OP) s to be distinguish
Frl‘lluml g:iﬁi};:f{-:héliﬁ- Imﬂ{f};ﬂ}f. peferred
Ay T ) =
b0 g ahaenoe rithout leave (AW

Leave apatkoul gy is

pegu1esh of 8
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b. Absenoe srithout leave means any absence
from duty which has not been granted and ap-
proved pursuant to the provisions of these reg-
ulations.

5-2, Department’s policy.—a. Leave
without pay will not excead 12 months, and may
b granted whether or not the employes has ac-
cumulated and aeerned leave to hie credit, ex-
cept that an employes injured in the perform-
ance of duty who has pecumulated and acerued
leave to his eredit may be granted leave of ab-
senes without pay for such period as he may be
paid by the Emplovess’ Compensation Commis-
gion. (See paragraph 5-4.) Favorable econ-
sideration will be given to requests for leave of
ahsenea without pay in those cases where it can
be .:,,hij'i;':re[F evidenesd that—

{1) The services of the emploves can be
epared without detriment to oper-
TL‘ti.ﬂ;_ﬁ ]'q'|,]1|i:1:1t11L'I1t-F-

{2) The continued employment would
be injurions to the physieal or
mental condition of the employes,
apch as pregnaney and confine-
ment, or personal illness of em-
ployes.

(8) Urgent personal eircumstances gxist
which necessitate the absence of
the employes, such as illne=s of
members of family {to be granted
for a lirnited peried depending on
merits of the casa).

(4) Personal circumstances exist which
necessitate the granting of leave
without pay for vocation pur-

In this case the Depart-
ment’s policy on granting leave for
vication purposes will be strictly
phaerved, See CPR To2-2

5. Employees grauted leave without pay
ghould be restored to the same or & similar posi-
tion upon reuri.

o When the employes does not return to duty
after the expiraion of n_mhﬂrizrd leave with-
ot Py, it will be the palicy of the Department
1o congider such employees as hiving resigned
from the service. Any annual leave accrued,
however, which was not granted prier {o ploe-
:ne the employee in & leave-without-pay status
must be granted before effecting his separation,

| i.’-"i".'(.']_..-i.'!':.'ifi_"!!:n
J|||||:I|_1ri|'_'\; |'|..IL‘ I-!| E’ '-'1:||_ EI
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The effective date of resignation will be at the
expiration of the leave-without-pay period plus
wll accumulated and acerued annual leave not
previously taken.

d=3. Granting leave without pay.—a.
The period of absence to be suthorized by ad-
ministrative officers may vary in each individual
case, within the limitation of 12 months pre-
seribed in paragraph 52, in accordance with
the urgency of the reasons motivating the re-
quest.  The suthorization for leave without, pay
is o matter of administrative discretion, and em-
ployees eannot demand that they be ranted
lrave withont pay as a matter of right, Al
leave of absence without pay will be applied for
in advance wherever possible, and permission
oblained to be absent befors the employes is
allowed to take the leave.

f, Eligibility for leave without pay is not da-
pendent upon any specific length of service,
Tha merits of each request will determines
whether approval is warrantad.

5—4. Leave for disability.—g When an
Gﬂ:plﬂjﬂha who is eligible to receive benefits -
der section 8, l:..'}vil Service Retirement Act, ha.
comes totally disabled to perform his duties ap
i3 declared legally incompetent, he should he
granted all sick and annual leave to his t:u:d.it.,
and then placed in a leave-without-pay stafys
pending settlement of his claim for disahility re
tirement by the Civil Bervics Commission, g :
11 Comp. Gen. 1. B

b. An employee who is injured in g
fu}-lnu.nm of his duties will be carried iy, uﬁnﬂ.}:h
w:t]wuta-pn_.g' etatus for such time ag ha =
compensation from the United Siy
ployees” Compensation Commisgion. T,
if at the time he becama benefisia s
U- E-. Em [.II':IT{H’ G{Hummﬁnﬂ {:Uﬂﬂ;l?m?r the
elects to have any accumulated ann, all ion he
main to his credit, he mmst be rﬂﬁtﬂmlmm o
pay roll after a period of 19 momths Lm“b:.lﬁf

out pay and paid for the ann :
had to his eredit at the time ual leave whioh he

e WHE 5
nonpay statns.  (During the tim Placed ip i

Peie]vas

tes Em-

F 4 & tha ey

is receiving payment for saoh | Ployes

States Employees! Eﬂmfﬂllmtj:nmgtnhe Uiil]?-ai
FILIn g

will be notified to SLop payinent yngj) the | 0
Bl v

R

to the employes’s credit has been exhausted.)
(Sea CPR 00.) The employes will then be re-
stored to a leave-without-pay status for guch
period as he may continue to receive compensa-
tion from the T, 8. Employess’ Compensation
Commission. See paragraph 5-2a.

5=5. Absence without leave (AWOL)—
a. Absence from duty for any cause without
leave having been previously asked for u.!l'-']
granted should be made the subject of special
inquiry unless satisfactorily explained. An
employee who is absent without leave for any
canse must explain to his immediate superor
at the earliest practicable time, the cause of _hlﬂ
abeence and of his failure to ask for permission
to be absent. Tf it iz found that he was "'t's’:'ftr'
upon insufficient canse, or if his failure to obtal®
Permission to be ahsent is not satisfactorily
nccounted for, the time lost will be counted 83
absence without leave (A WOL) and pay will P
Torfeited for the entire period of such absence

b. In thoge thses where, as a disciplinaf¥
Teasure, it is desiped to remove the 'E]:I'-IF-'I{'IFM
fh:lrrl ﬂll-:tlllll" and Pay status for a 'E:I'El.'iml ﬂf Lo
i addition to the unautheriged nbsence, 3 55°
Penson neting om the .E‘D‘]'m.| “W ot ification i_',lf Por-
sonnel Action,” will be prepaved. The days OF
PEI'! ol of time ':'-'l"-'EI'-Ed bw ﬂm 51]:?11-&151“!: ‘P-"L
Indicated oy the ‘Iﬂrm, ‘rl‘-Tntiﬁcu-,tiun of Persotl
nel Aetion,” and the employes will not be PeL°
mitted to render serviea on thosze daye: Such
S may be taken even though the employes
]I-.I:IE.}' IHI"FE “Wﬂlhuhtﬂ{l llml..-’ur llﬂl:l'l-lnd gnnui
tave to his credit. Aq employee may 1O Ao~
BV, -E'Jr_' Rirpended [ and .!.ﬁ:dﬁéfﬂ'i"ﬁ denied ;i'J-!I!n"j
AT any period of time during WhiCh i

1] E-;Hﬂdy ?jgrfﬁ.;-?md Reroice. Sea ,I:_PI{ ﬁp-

G ATy T.|‘|_|'|5-q= CHMEE “.hﬂ.l,':! an em lr_-.:l...ﬁz_ j_;. 1 i
nonpay statys becnuse of n.hsmme[:t'ilhﬂ“t Joawi
n::; LW(}P}I and does not peturn to dutys the
¥ u:_L] lenve aecpneg to his credit prior to the
;;:E“ & nonduty status will be granted befor®
d_:m; i ]:”H SEparation, but under ne pipeui-
crm@m Will he be granted any sick leave 8C°

but nat takon, Fop regulation 00 pay-

mEﬂL Inr i'EEI.I.
ve due to spspepsion, G568
Th8 7. BUE[NFICTL,
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CPR 765
L=

5=6. Computing absence without pay.—
a. Leave without pay.

(1) When a per annum or monthly em-
ployee iz granted leave without
pey {LWOP) « Sanday {or other
nonwork day) or legal bulil.!n.:,r
immediataly following the period
of leave without pay will not be
charged against compensation doa
the emplayoe, but those Sundays
(or other nonwork days) or h-!il-].!-
days which cecur within & pen-::-d
of leave without pay will be
charged (13 Comp. Gen. 0, E‘ﬂ]":i.
For example, if an employee i3
granted leave without pay for &
Saturday and returns to duty at
the opening hour the following
Monday, he will be in a nonpay
gtatns for only 1 day. Wi‘_mru the
facts and circumstances of & casa
whern absence was not approved in
advance do not warrant the retro-
aetive approval of Jlnum without
pay, the ernployee will not be con-
cidered as having been on lesvi
without pay bot will be ﬂME{niEL‘Hﬂ
gz having been on ahgence withnﬁii-
loave {AWOL} and therefore w
be denied pay for ﬂ.da_}‘s. S

(2) Where the a[:lpii:nn.l;::m for leaw
without pay indicaies Suml'lﬂ-’f (or
gther nonworlk day) of h"l_‘dﬂf]rr::
the beginning or terminating t :
of the le‘:[‘iuﬂ of leave without paj
and it is appm'i'?ﬂ m 5:1‘-& Eﬂ:ﬁi}:

o will no :
gﬂﬁ!ﬁlﬂm Sunday urlwhfi:tf;
: though the employee rﬂ?'—'ﬂ.
the beginning of &8
v date next following.
3 FAﬂ:;:JFEM returning to duty E':E:;
5 he expiration of an 4pPF it

: .'u:ld of leave without .pﬂ:’r 1'1“ :

pert S anly for the Lime ae

ey _;_H.. ‘. uniﬁﬁﬂ f}l'.i.'l:lr ni].ifl]ﬂ‘iﬂ-f

“"js- Tr'hmined for cu::m!aim;:mza

:;::- remaining Pt of

without paF-:

ET."EH
for duty al

AL 114

b. Absenee without leave~Any Bundays (or
other nonwork days) or holidays immediately
following a period of absence without leave will
be considered as being included in the pariod
of absence witheut leave, and compensation for
such daye may not be allowed, ATl euch periods
of absence withouot leave will be considered for
reduction in lesve credits.

a. Method of eharging —Absence without pay
will ba charged in multiples of 15 minutes for
the actual time the employes is absent. For ex-
ample, if an employes working a regular daily
tour of duty of B hours iz on leave without pay
43% hours, be will be charged 435 hours leave
without pay and receive compensation for 315
hours,

d. For regulation governing pay on the 31st
day of & month and Febrnnry, sse CPR 12002

5=7. Beports of excess leave.—a. Az de-
fined in CPE T61-%, excess lenve is lenve with-
out pay of a combination of leave with and
without pay taken during any calendar year
which in the aggrepute excesds 6 months. Leave
reoords will be examined at the end of the year,
or upon an employes’s separation from the
gorvica if prior to the end of the year, to deter-
mine whether a report of excess leave is re.

quired.

(1) At the end of the calendar yapr, ox-
pess leave will be reported on the
form “Motification of Personnel
Action® for emploveers concerned
who are currently employed. For
example, during the calendar year
1044, an emploves was absent 26
days on annual leave and 15 days
em gick leave. If this employes
alzo had Teave without pay which
was in exeess of 139 days, mclud-
ing Sundays and helidays, the re-
port of #xcess leave 15 regumired.
The natire of action on the form,
whgtification of Iersonnel Ae-
tion,” will show “Absence Re.
Imr;._f_‘nimuhr Year — " The
“Remarks” will show in days the
tota] amount of leave taken during
the entire calendar year, and as a

gubeotal that portion of the total

ASSIFIED
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leavn which represents absonce in &
nonpay status.  All absences in &
nonpay status which are consid-
ervd for leave credit reduction
purposas plus pericds of suspen-
sions in excess of 3 days will con-
gtitute the report of absence in &
nonpay status, For example, an
employes during the calendar year
1944 was absent for 26 days on an-
nual leave, 15 days on sick leawe,
100 days on leave without pay, 27
days on suspensions, and 8 daya
absent without leave. The expess
leave report would show as “Re.
marks" the following:
Totnl—178 days
Withoot pay—ids =

(8) In case of separation during the
year, excess leave will be reported
m the “Remarks" block of the
form, “Notification of Peraonnel
:L:tiu;:,” which is prepared affect.
ing the separation,
in (1) above, S

(3) In cages of militory or admiinistma.
tere “furlough™ if the Period of
absence on account of such fyp.
lough and wny leave with or wit}
out pay tiken prior or syl u .
to the forlough excesds @ m..;l.ﬂﬁ

during the calendar ¥ear, an excorg

leave report is required, [p

of a military furlough, uddm;ﬂ:j
excess leave reports wif) e
mads after the first L ——
the employee retirns to duty it

without pay, 2 d,
and 2 daye absent
Clj_jrl September ha
military furlongh, Th
leave report. mads a5 of .'J.;- IjE;DH;Em
ber 1643 worild !.‘.la e fﬂ“ﬂ'\i‘.u.'
Total-—184 2
Withage ];:P—LH ﬂ-‘“h

Wi prantad 5

During the calendar year 1944, the
employea was in o military for-
lough statos and no excess leave
report would be required. Om &
July 1845, the employee returned
to a civilian position and took Do
leave during the remainder of the
year. Since the period of fur-
lough from 1 January to 5§ July
Wis in excess of § months, an excess
leave report would be prepared 8t
the end of the calendar year 1945,
showing excess leave as:
Total—1E4 dayn
Withenst u
. .E:ﬂ-ﬂcppiﬂml i
(1) If an employee is on leave without

Pay and is being compensated 00
df:f the United States Employes?
Compensation Act, as amendeds
for injuries received in the P47
formance of duty, such period 2

Periods of leave without pa¥

be excluded in computing the e

cess loave,

(2) When afl absences are with pey 2™
EL'II::!. ﬂl}ﬁﬂﬂm Exml [i jnl:l]:lﬂ-"lq"l no
Teport is required. The exee™
leave report is required only wher
i.]Jq_-. leave without pay or the com-
bined leave with and without Pay
“";'Wd 6 months during the cal-
tndar vear invalved.

{2) No excess leave report is mquirﬂd
for E"'“-F']‘:'_'.'I’[‘-"EE nal l.’_",I::l'FEI"';‘-'r]- ].IF the
Civil SBervice Retirement Ach 4
amisnded,

E‘Eﬂﬂ,ﬂh G Dmm oF
' SITION OF LEAVE
mmuéﬂ?mﬁ UPON TRANSFER, FUR-
H, OR SEPARATION

Transfer of

munﬂnr:n::l-:ﬁ UDIB an employee's trnnefer 00
Transter gp gore o0 War Department-—-—
ment hy "-’llp:u'rr{' UpeT an employes’s appoint
9L OF red e wrihet

.&:::llﬂm P_':I:uhlI.-:'hml:-nrﬁ.:ll]_ﬂ“}mlﬂlr lrl-1il-ii__ G2

ML Aistrative “furlongl™ S B4

tary BTy .

Patlog_ T mmemeae——- 55

—— e e i

el o e
% T advingg unlquidured leave— . -—=— . 6B

paragraphd

S

¢
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6-1. Transfer of leave upon An em-
ployee’s transfer or reemployment within
War Department.—a. From one peraaneli
or indefinite position to another permanend or
indefinite position—When an employes 18
transferred or resmployed without o break in
sarvica of 30 or more calendar days, his leave
account will be certified to the employing office
for credit or charge to the employee. In the
event the position Lo which ¢ransferred is not
within the scope of the leave acts, the procedurt
outlined in & below will be followed.

h. From. permecasnt oF indcfintid pﬂﬂ:ﬂm];ﬂ

a ition.—YWhen & permanent or 0=
;{::?ii’c??mmeu is reemployed or trar%qfarred
to & temMporary position without a]:-r!}:ak in sarv-
joe of 30 or more calendnr days, h.'m leave ac-
count will be certified to the employing office for
credit or charge to the c_n'lplu].'vea, provided me.
tamporaly ¢mployment 15 not an -:.utmm::h-:m
work 1-.5'1..;1 at hourly rates. _[E!-eu GPI:E ’I:;:']iv‘!
B(1).) If the position o which transferred 1s
not within the purview of thI:I]E-a\rﬁ acts t:;
CPR 75.1-48) the employee will be f“mfm
with a statement of his Ilﬂ:ﬁ'E- nﬂmr:;ﬁlﬂm b
amounnt shown 48 due will be recredl e
.aecount if he 1s Eubﬂﬂlil“m:l'f-t}' ‘U‘ti_ - w':";:hi“
'break jn sarvics employed o8 I""‘*:‘m: i
tha War [Japill'tfﬂﬁnt' which i subDjed

leave regulations. osition to another

. famporary P %
o From ond hen AN employee is Fe-

T r
e Fj'mti:;z}r:mﬂ, without & break m
gervica of 80 or MOIR mlrndur] Einﬁvﬁlz;n 1;11;
temporary pogtion 1o another, 'ugno i
ghould be certified to Ll Empllugrll Eﬂgi:m..lwn_
copt whers il rn:'rl:llslura:i]: E::::,:} n_}q: o
1 onrly 15, i
:’_}:'{;ﬁﬂﬁ;ﬁfﬂ:; ahove 1'::5.“ be ‘In]]::-;:;ﬂ e
s LETLETETY posion fo p :
ek aaitign.—VW hen & temporary em
: ; loved, without &
Jendar days, to

| indefinite
;:i;?:,; 5ﬂh;cﬂ]1mnll}- reern

i 1
| break in service of 30 or mre c4! B b4
: & permanant OF indnﬁmml ]_\w:'aaem:au]:ll1E| g
| ff“i‘!ilileti with any leave which may

R
| charged with any uo g
have been arlﬂnmi.f ioave g

B—2. Tﬂﬂlﬁf'ﬂr 5 {ransfer oF raemm-
ployea’s al]-'ll“"i'“tImmlt w];e&aﬂ-l gatablish-
ployment in 889
A0 #1104

o e

ment.—a. From one permenend porilion fo
another.—When a permanent employee 15 ap-
pointed by transfer, or reemployed without a
break in service of 30 or more calendar daye, to
& permanent position coming under the leave
regulations, his leave account will be certified
to the empleying agency. Standard Form No.
83 will be used for this purpose.  If the pogition
in which the emploves is employed ia not within
the purview of the leave nets (see CP'R 75.1-45)
s will be furnished with a statement of his
lenve sccount and if he is subsequently reem-
ployed without a break in service in a position
within the purview of the leave aects, the leave
shown te ba due will be recredited to his acconnt.

b, From one permanent position to a tempo-
rary position—In such cases the leave may not
be transferred to the employing agency. The
employee will be furnished a statement of his
leave aecount and if he is subsequently employed
without & break in service in a permanent posi-
tion coming under the leave acts, the amount of
leave shown to be doe will be recredited to his
aeoount.

e. From one temporary position to anoiher
tamporary position—In such enses Jeave mey
not be transfereed and the instructions In a
above will apply.

. From temporary posilion fo permanent
pogition—~When & temporary employee is sub-
aequently reemployed, withoot a break in serv-
io, in o permanent position eoming under the

isions of tha leave acts, he will be credited
with any leave which may be due him or charged
with any unacerusd legwe which may have bean
advanced, If the permanent position is not
within the purview of the leave scts, the instroe
tions contained in @ above will be followed.

6-%. Administrative “furloogh"—a
Dieposition of praed laave—The annual leave
to the credit of the employes on his last day
of duty will be granted and compensation paid
therefor or, if the employee so elects, it may
remain to his credil pending recall to duty or
amployment. elsewhere in the Federal service,
T the event tha employee is not recalied to doty
ar reemployed alsewhere in the Federal servies,
he will, at the expiration of the farlough period,
b restored to the pay roll and paid for annual
lagve t‘EIII-i-ﬂiILE to his credit.

DECLASSIFIED
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position of rick feave—Any sick leave
to the credit of the employee on his last work-
day will remnin to his credit during the period
of administrative furlough, pending recall to
duty or employment elsewhere in the Federal
servica without a break in service,

E-r-l Military service.—a, Under the pro-
visions of act T April 1842 (Public Law §17—
Tith Cong.) and section 4, met 28 June 1943
{Public Law 27—78h Cong), civilian em-
ployees enlering on active military, naval, or
merchant marine service are entitled to receive
payment for accumulated and ourrent acomied
W leave to their credit or to have such leave
remain 0 their credit until their return to o
civilian position. Since temporary employees
do not have resmployment rights in their civil-
mn positions, they are eligible anly for annna)
leave payments.

(1) Employees are entitled to the benefits
of the above referpad o @cts
'EF]JIjEi_'urr saparation from civilinn
posttions was by resignation, sepn-
ration, or furlough and Irrespec-
tve of whether entry into servips
was by induetion, voluntary unh'sr.-.
ment, or otherwiss, Hee CPR
si2-1 for employees eligibla for
benefits under these aots,

(2) A break in servies deprives the em.
Il]-.I'I.Fﬂ:E. of any rights under the pro-
munu_:}f these acls unlesg tha
Eeparition cecurred ag a reanlt of
volantary action on the part of tha
emplovee with an obvious intent tq
enter the military, naval, or

e chant marine sarvica, W
« UVompidation of leave~Tha
nual leave payment of an mpluy?;l:dma:‘

upon military, naval, or merchant miring dy e
mmmput&dmﬂmc]xﬂnufthnlmdg]rm 1“:_]{
he was actually present for duty in hig l:r:ﬂlm
porition. Mo additional leave epedit will
allowed to compenests the employes for b
earned during the leave period, In g i
the leave will be granted amd paid fop (hucs,
same basia as though the employee hm:]tm S
the leava without entering the armed ’mkm
Employess on military furlough whn:mm
have any or all of their arcimilated N,:lmt:

rent acerned annual lenve remain to their credit
may, at the request of the employes, be restored
to the pay roll for the purpose of receiving pay-
ment for all or any portion of such leave balance.

o Retiremeont daductions —When the m-
ployes being furloughed is subject to the Civil
E'E_T""'i"l'rﬁ Retirement Act, retircment deductions
will be made from the compensation paid for
the period of annual leave,

d. Military furlough and reduction 0
grade—An employes who was temporarily pro-
moted to & position subject to the return of 8
furloughed employee, then is reduced 1o grade
and salury simultanecusly with his release from
active civilinn servies under orders to enter the
active military, naval, or merchant marine serv-
tee, and who applies for payment after entrancs
into such service, will reosive compensation ¢0¥-
ering the period of annual leave only at the Te
duced rate applicable to the position petully
held at the timo he entered the military suTVICE.
Hap 21 l.':.."|:.l;Ii':|_|‘|'.'|r G‘ﬁll-\. 21

b feetroaetive revignation dote chongesT
“]!E"' subsequent to 1 May 1040, and prioT W
nect 7 April 1842 (Public Law 517—77th Cong)
stending to employess voluntarily enlisted 10
the armed forees after 1 May 1040 the payment
for leave benefits of act 1 J‘Lu;m!at 1l a civilitn
!:'Flpi,“}""'-" "'"'hTf resigmed from his position to &

i .ﬂ]E military or naval forees without &
Pie In sarvics intervening may heve the ;
tive date ;?f the resignation ehanged to 107
mual Jeg Period of acenmulated or enrrent 80
DO 8 oo Fhid:h he iz entitled to !Jajrm'ﬁnt
Ul&dﬁr@uF with active military or navel oy
5 act T April 1048, See 22 (omp. Gere 40

de 5 erdren anual and for sick leave—Um

? «Eecutive Order 9414, an employe® enter-

g Upon -:'I_ui_-]' with the military, naval, or mar-

w::ér;ﬂﬂ-"lﬂﬁ BEIVIOn 18 not required to ':'“*—hmd
antarg o sl or gick leave at the M

from h’?md? mrvice without s break in seTvics

B-408 18 civilian position, (Comp. Gen. Dee

18,16 March 1944,) See OPR 76.6-5

dischargs from active militsT¥

naval, or merchant marine duty

meats, within 40 days, the condl-

400 114
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tions for reemployment as pre-
seribed in CPR 5 to entitle him to
be restored to his former civilian
position or one of like senioritys
status, and pay, but reemployment
was delayed beyond the 40-day pe-
riod solaly because of administra-
tive delay, any annual and/for gick
Ieave to the credit of the employes
at the time of military furlooagh
(subsequent to 1 May 1540} may bea
recredited to the employee in the
position to which he was

Mo such eredit, however, n:uy_bu
made for annual leave for which
payment has previously becn
made. Neither will the employes
be credited with any nocrued leave
on leave during the period of mili-
tary furloogh.

(2) When a farlonghed employee doss

(8) In the

AGD 4114

aot make application for restora-
tion to his former eivilian position
within 40 days after discharge for
military, naval, of merchant ma-
rina service, or refuses to mooepty
or dalays in accapting solely for
personal reasanis or ia Iu!mble-m ag-
cent becanse of inability to per-
form the duties the former posi-
tions or one of like statos EEH'MHE
and pay which was offered him,

annual leave o

loyen has any
e ime of entrancs

i i i
hia credit st the
into the militaryy naval, or [IIF‘::.
hant maring sryice, the pifectiy _
ciniu of the ssparaicd will be P:h
tended to parmi SAM

nual leave. L
i reqmestances ontlined in (2)

is reeme

. if the employes 15
ity lﬂt coma future EIme, he
Phﬂd redited with any
which re-

t payment for

41
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6-5. Separation.—a Feneral provisignas

(1) Executive Order 8414 provides in
part as follows:

An employes who is to be sepa-
rated from the sarviea ghall be en-
titled to the unused wnnual leave
standing to his credit, and the date
of his separation shall be =0 fixed
28 to permit him to take such leave,
and in no cnse, whether the sepa-
ration be veluntary or involon-
tary, shall the separation become
affective on & date prior to the date
of termination of such leave: Pro-
vided that an employes who elects
to forfeit the leave standing to his
eredit may doan by filing o written
notice to such effect.

(2) Administrative officers are responsi-
ble for ascertaining that all un-
nzed annual leave and, where spe-
cific cases justify, all eick leave are
granted as terminal leave prior to
the effective date of separution
from the Federal servies, except
az gtated in d(T) below. An em-
plovee will not be granted accuo-
mulated and aecrued sick leave to
his credit in addition to the unmssd
annual lesve prior to separation,
exeept whers it is established by
an accepiable medical cartificate of
& megistered practieing physician
or other practitioner that the rea-
gon Tor the separation is the inea-
pacity of the emploves to perform
hiz dutiea becanse of illness, in-
jury, pregnancy and confinement,
ate.  An employee, however, who
alocte to forfeit hiz leave may do
¢n br filing & written notice to the
p-lfug;f__ gtating in such notice that
he desires to forfeit the leave
aranding o hiz cradii.

5. Acorual of leare on Teove prohibited.—In
somputing the amount of terminal leave to be
niad an cmployee, whether by sepamtion,
furlough, of resigmation, neither annual nor
sick leave will sccriie over the terminal leiwe

t !
“'iﬂ'h‘
ki

| DECLASSIFIED
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perigd. Accrual of leave for all emplovees
ceases after the close of the last day the em-
ployes was actually present for duty. The pro-
visions of the Executive Order probibiting the
granting of leave on leave during terminal leave
applies to employees whose tenure of service is
indefinite and whose termination date must ba
fixed after service has been rendered.  Accord-
ingly, these provisions do not deny lemporary
emplayees the annual leave to which they ara
entitled by law and regulations for each full
mmjr.h of service, which includes both active
eerviee and leave lawfully granted. For exum-
Ple, an employes was appointed for 30 days on
1 April. After 2714 days in an employment,
status the employes moy be granted g1 days’
nonnal Feave, thos terminating the ap[:u.ihtm-ml_
on 30 April. The same rale applies in the CAER
of an employee who was appointed for 60 iiys
on 13 _.]uam:n'}' Idd.. I9 employed withont g
break in month of service, the emplovee would
be entitled to pay for 60 days, ineluding 5 duvg'
annual leave terminat iz witly 12 }I.Im—?h g
. ferroncous feing of separaiion .g.l,'.u.f. ;
to bermingtion of J r.!.a-r:_—‘i.’iﬁmn an Lﬁmpii:.m
separated without being granted 4l terminal

leave to his credit, tha fc e
: v Lhe Torm, *Notificglion o
Personnel Action” :

: will b amended to show tha
correct date of separation and they emnploves wil]
be restoved to the pay roll for the p-urrp.;m of
recelving payment for the additiong] leave, Ip
the event the employes has Eul'ﬂi.‘l.]llﬂ-]'ﬂ]‘rlhs'u}.n
emploved elsewhere in the T f

etleral servieq
leave payment will not be made if the dyg) B 2

pensation statutes would he violated (h
See CPR 130 and CPR 75.6-1 and 2. i

d. Specifio vascs,
(1) Temporary employess —Te
| =Ea— | ik FIFR
employess will be :llluwedl:_u q-_[;;ji
hanst all accummuinted a4 aceryad

annual leava prior tg EBpMTalion
If the exigencies of §) )

guch that the leaye
be granted prior to the expirat;
of the employment periag H.m,hl e
ized, the employee will ba 1v1ai.nﬁrti
i the service for thy adurien,
period  necessary ty ey il:l.l
earnig lepve. The “Notifienti 15
of Personnel Action® ful.n:lll ::ﬂ

12 hi?h'slm Are
earned canpet

42

gtate in the “Remarks” column the

reason for retaining the employee

in the service bevond the period

authorized. See 0§, above, and

CPR 60.10 and CPR 60.12-10.

(2) Employees in reccipt of disalility
compensation under United States

Employees’ Compenaation det, 08

emended —Under Executive Or-

der 9414, an employes absent in &
nonpay status because of illness of
injury incurred in the perform-
ance of duty accrues both :Lnll'l_lL'L:I
and sick leave covering the perid
during which he was ],'au'u] digahbil-
ity compensation, and i8 entitled
to receive credit for such leave 1C°
erued upon return to duty. 1o the
evenl of !"'!']"'-I'll'lil-li-:m, all I.l,”r\.q:‘-]}(ﬂ}l
Bick and apnual, to the credit ©
the {"'”F']ﬁ}'ﬂ-. at the time he pnfent
the nonpay status will be grat
and the employee will be pesbort

to the pay roll for purposes s
teiving such payment.

{8) Retirement.
{2) An employee who is to be re-

tired during the E‘:L]-l.'l'l'i']_il-r
yviear, whelher under the dis-
ability, optional, or 8E%
provisions of the Civil
Service Retirement Act _"-;l’
amended (see CPR 5}, W1

b granted all :m.'llnml:;lﬁ]
and current acerued a0
nual leave to his credity
prior to effective date -::u.f n:,--
tirement, Whenever it Lsi
known that retirement will
be affected during the years
annual Jeave may Dot b
oranted in excess of the
amount which will accras
to his eredit at time of re-
tirement, For exaomple, if
an employes is retiring at
the age of 70, and completes
his required aumber of
yoars of wervict o0 a0 June,
all leave with pay must be
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anted prier to that date

i the mI:Tlliaed balonce will

he forfeited, unless he 1s re-

cmployed witheut @ l:urr.a._l:

i1 service, in which ease his

leave rights will be con-

B oo i 1 cotring

mployes whi 1

it A-E: ::“;.::lnt af djsrﬂ.'!i.].lt!"'

muy be granted, in additicn

to the annual leave as pro-

vided above, all gick leave

to his credit, proer @ the

effective data of retirement

provided that the peried

for which the si:klluﬂ! is
granted 1% s,u!}s»tn.nl-]:ltad

s medical ertificate.

Whenever it is known that

an employee is gONE t-f;ilt':-

tire on aecount of thPb;ﬂ;‘;

annual and/or sick %

may not be granted mhi:h

cess of the amourt ¥ Inf

will accrue ot the time ]

retirement. See paragrap)

‘ﬂis,-—ﬁﬂ employee who has

- and
: from & duty at
been #pendﬂi-hu pes ot return

pﬂ_y.ﬁmﬂus_ntlllf-]im " ored to & pay

“pese of pITing
ed and current
 jenve. In the case

: i 1
o whi 15 BUSPED
n employed ¥ i
c 4:;jin.r ipvestigation amd_ m:llj.;.n
i il
IJI"I:- ,,n._-u.g]; pm'lcui., ihe r!"'FI,_II,'JI o
o peepted affcotive al &
= bE : m::.;mnu]nleﬂ 1l
ting from

ye d
Bl Ve . o CPR

pal
'|.'!I"|-|Ed anm
e g of suspenstr:

s, —A N B

2 » Jeclared men-

o ]'1l.'gl'l]|:l.'i

e “h;;menh whether 1_'.|Jr not
ally inco e ety il D
: 11iEIﬂrE=='] gnd ne-
; woll
ctive dote of

i ppeleney

(6) Political activilies—An employee
who iz to be removed from the
sorvice hecanse of violation of the
Haich Act (s CPR 160) will have
the effective date of his separation
g0 fixed oz to permit him fo receive
pay for the nccumulated and ae-
cried annual Jewve to hig eredit.

(T} Subversive aoiiribies,—The annonl
appropriation scts (see Public Law
&74—78th Cong.) contain an abso-
lute prohibition against the use of
sulary appropristions for payment
of salary of any person “who advo-
cates, or 15 & member of an organ-
igption that advocates, the over-
throw of the Government of the
United States by force or vio-
lence.” Therefore, an employes
snmmarily removed from the serv-
ice by reason of subversive activi-
Hes iz not entitled to be paid for
terminal leave prior to his sepaca-
tion, His removal from the serv-
ice is immediate and any annual
leave noccumulated and acoroed 10
his credit is forfeited.  Ses Comp.
Fen. Deo. B0518, 16 March 1944

(8) Death—If nn employee dies in the
gervice, any accumulated and for
pecrued Teave to hi= eredit 15 for-
feited and hisestate 15 not entitled
to receive payment for any leave
which had neither been granted
nor requested by him.  If, at the
time of death, an employes is in-
debted for unesrned leave & po-
fund for swch loave 18 ot required.
Bea lulnlp‘a'ph 86 and PR
12015,

6. Refund for advanced unligquidated
leave— Whenever an gdvanee of lepve is

manted in aceordance with the provisions of
these repulations and the employee is suhse-
quently separated prior to having liquidated the
advanced lenve, vivilinm DRy rofl certifying of-
fieprs may not be held financially respongibile for
any such overpaymenits. Hmrevm'_. it is the pe.
gp;msi.bi“f}' of the eertifying officer to sttempt
to ohiain pefuni of 1he overpayment or to place

I}F.'-:."l..-tﬁ.*ilFFEf-'r .
Authorityy Juh %'i?"u -llf?_t,
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% wot-off aguinst the employess retirement po-
count. See CPR 85,18 and CFR 190,
a. When required for advanced onnual legos,
{1) When unaccrued annusl leave has
been granted & permanent em-
ployee who has been employed
for longer then 1 year, and
snpch leave i3 not leter enrmed
during the calondar year, refund
will be reqoired to liquidate the
umnearned portion of the annual
leave granted, or a deduction will
be mads in the next calendar vear
from the first and subsequent im_'p-
ments of compensation due to the
emploves for services rendersd.
An unhiquidated balance of an-
nual leave will not be earried for-
ward from 1 ealendar year to the
next. For example, assuming an
employee carried po ammual leave
forward from the preceding calen-
dar year; during the carrent colen_
dar year he was granted his f1]] o5
days anmual lenave: and during
Deoember was pranted 5 period of
16 calendar days as leave without
pay. Since the leave without pay
Feqires & reduction iy anmnumnl
leave credits, and since he hag o
leave to his credit, he must refumnd
the compensation COVering  the
lewve that would have necrued for
the 1S-day period, If refund ig
not Fuade by the employes, a o
duction wiﬂ be made from hig firat
payment for serviges :
the next vear. R
(2) ]_f‘ upon separstion an employes ig
Indebted for uncarned leave (ex
mptm.pmﬁdadinﬂlm]m} lrn:
nmount of leave advanee] i
subsequently  carnod, Sen (LDM
o RPM.[:, and CPR 120, &
3 funds for overdrawn
annual leave must be fn::hgumh
smount of compensation =)
paid for the entirs pering nf 1..:_,:dlI
including tompensation fo, Eut

days and holidaye cecurring with-
in sueh period
(4) An employes who, although eligibla
for retirement noder the disability
provisions of the Civil Service Re-
tirement Act, ss amended, volun-
tarily resigns from the service on
sccount of disability without mak-
mg application for retivement,
must refund the ecompensntion re-
esived for the period of advanced
anmial leave, unless an acceptable
midical certificute substantisting
his disability is furnished. See
CPR 855,
b. When required for advansed sick leave.
(1) In cases of voluntary separation of
removal for canse, refund s Te-
quired from employees who have
been advanced sick leave in extes
of the amount aceumulated snd 86
ered,
(2) An employen whao, although gl]gﬂlh
for retirement, voluntarily Tes4
ﬁ"f""{l the servies on account of dm-
’:h]l“E without making apphca”
Gon for retirement and who 402
not furnigh s medical certificate
substantinting his disability. must
refund the compensation receive
IL':_I-' him for the period of pdvanced
& Whon gick ]ia:a'rg_ e
refund is not required for advd
ennial and sigl, men—hﬁdg inmﬁng ad-

vanced leave will pot, be roquired under the fol-

IIIE Ellmmmmnm:

{1 I'ndm of death, retirement, 0T P&

wetion in foree.

(2) Whers ap employes who is not found
E-F'Eﬂl'[lh for retirement ip anable to
!ﬂum tor ll']ul..j' becanse of disabil-
Y. In such cases, it will be nec-
Bmary for the employee to furnish
& medical cortificate as evidence

{ﬂ'i that be i3 unahle to return to duty.

-Aﬂ1erup]um who is indebted to the
Tovernment for advanced annual
and/or gk lenve at the time of
m‘i]it"f'}' furlongh or resignation
to enter the military, naval, of

ATy 4114
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merchant marine service will not
be required to refund the amount
paid for a pericd of advanced an-
nual and,for giek leave. Necessary
adjustmant in the amployes's leave
rocord will be made upen Teturn
to duty, or in ths event the em-
ployes does not return to duty, &
refund for unliquidated ad

loave will ba ruqulrad
(4) An employee who 15 indebted to ﬂ:;
Government for pdranced annu

and for gick leave at the time .1.1e s
¢ransferred to s public -:-r_]'.-rl'r'uh:
enterprise under War Service Rag-
plation IX will not b 1:r-qu|1'cd o
refund the amount paid 'J_'ur the

riod of snch leave at the tuné thie
getion is tuken. Necessary pdjust-
ment will be mide in the am-
ployeas leave record Upon rl.:l_'!:rﬂ
io ditty, or if he 18 *_-i!:;']'l.'-t'l'l'lh’.'Ll. fmm
the sETViCE, refund will be required-

4. Vislation of dyal compensaiion alainles—

s yf.—In
: e TeeoTeE gfter refund.
ad s g} |_]fg provisions of CPR 130

acoordance with iabesition Lo
whers violation © oy frei 08
. magylita from :
ut.u_;u.. -Iﬁu.:l:ﬂz - Toave with pay fmT mmg;:;i
s will be given gpportumniky 1] -
tha-_em]llu,'-'ﬂ“ it nami;;- 1# the employee ¢ ETJ
et s:li'-LE,T I]J-I'.l;.]nt- paid for annunl lJeave, he
Lo pefind tho ?:'g.d with the gmolnt af !_{u!\-c. rep-
o Nﬂmﬂt refund, and the form, “N rjhi?-:tau
gl lq.r. 1 ol Action.” will be amet EII.I -
ticn of Ierst ];Epgmtiml dute .ﬁj]nl.n the u{,e,;]
H]lﬂﬂl:dth{'lr]:;t cm]J]fF"_j”'": |:|:|:EI_'I'." “—”.] e ATIETIC
resords o -

accordingly-
% T' pParagrarss
-
Ja LA 2
e ——
Ahsences aid anpilisiRE g S ST :i
Botidaya =" T
rt leagyee———" ey e >
1 LY Imtt;—.———-—l-- A PR ot T_ﬂ
A 47 i Tﬁ:ﬂllﬂr -I.xlrlfl.'TEEl'i."i-....__ __: =
hasnes for convl cj;n:'llirnﬂ|-||_|.:-__.__.__I_Ild
Absenee for CIFl _E;S by elective sarvioe &
Medica] examinnf g BRI LT
Indnetion l[-!ul:‘:;‘;;- e ﬂumullp-'dln_____._: o
Wlmm 'IITU ﬁ _._._'_.__ 8 4:'.
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Farngraphs
Oleing of Installation or &0 e cnnccm e . 7-11
Abappos from estahbsbed posts of doly In eveot

of peinnl emergency =12
Elomd demnorn T e Ry
Coosnlfation with coomsellors_________ ________ T=1d
Hearings and copsmifathons In coppection wich

rificiency rAURE Appeais T-ia
R-E'Bl'.[ﬂ'iﬂllﬂ e T=1E
Tragiment for nfory In performance of dury__ . 7=17
Ahsence bwmose of administrativelr reguined

voocinaticns . T=18

7=1. Absences and tardiness.—a Lin-
avoiduble and necessary absence [rom duty not
in excess of 30 minutes, and tardiness, may be
handlied in any of the following wuya:

(1) Administratively by excuse for ade-
quale rensons

{2) By requiring additional work equiv-
alent to the period of absence or
rardiness,

(8) By a charge ngainst overtime previ-
oiigly  worked beyond regular
homrs.

(4) By disciplinary sction, L e, con-
sidering it a period of unsuthor-
ized ahsence,

(6} By a charge against annusl leave.
Zep OPR 752-11a for minimum
charge for anneal leave.

This refers only to individua] absences not in
exceas of 80 minntes and to tardiness of any
durativn, Absences in excess of 30 minutes
must ba handled in accordance with CPR 75.2. 3,
Or b,

. Each period of absence not in excess of 80
minutes, or tardiness, must be considered indi-
vidunlly on & calendar day bazis. There 1z no
authority to tatal such pheences for the purpose
of determining the action to be taken nor may
continnous absence involving fractions of an
hour and whole hours b handled by charging
the fraction hour to overtime and the remain.
in whole houre to annnal leave, For example,
an employes is granted 1 hour's leave, i3 de-
tained Tor 20 minutes, and returne to duty after
a total absence of 1 hour and 20 minates. In
this case, the employes could not be charged 1
hour annual eave and 20 minates overtime, but
wouild have to be charged 2 hours annual leave,
Koo Comp. Gen. Dee. BIT511, § May 1044

| DECLA S=SIFIED
Authority, jud E?%\__?E
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a. The authority contained in e above does
not authorize the excusing with pay of hourly,
per diem, or piece work employees for absence
ar tardiness oconrring outside their regulee 40-
hour tour of duty.

72 Holidays.—a. Federal legal  Aoli-
disyg—The following holidayz have been de-
elared legal holidays by Congress and the Pres-
dent:

(1} 1=t of January,

(2} 224 of February.

(3} 30th of May.

{4} 4th of July,

(%) First Monday of September.

{68) 11th of November,

{7} Thanksgiving Day.

(8) 25ith of December.
Whenever one of the ¢ wove holidays falls on
Sunday, the following day will be considered
us being a holiday. Any other days on which
Federal departments and establishments may be
closed by Executive Order are alao considersd
legal holidays, Fer the duration of the wor,
hunnever, the President has ordered all holidays
except the B0tk of December fo be ek i

. Dhstrict of Columbia doliday,—In a:;l.[['g.ﬁr_,n
to the holidays named above, the inauguration
of the President, in every fourth vear, i a hali-
day in the District of Columbia, 81 St 1404
ag ganended Gy 32 Stat, RS

. Emovarng amployecs,

{lj Tawve Y fual, s -E:]'!;I.rgugi any em
ployes for absenes on i ]"'ﬂ:"]illa‘li-'
even though work may have b
ardersd for that dnw. filin
(2) Despite the nomobEerya nes of 1 hol;
trative diseretion whether op 5
an individoal employes Jllwntﬁ
excused, either with op veithia
pay, on a holidav op "-'l'].'l'i-:_'h- ﬁt
ermployess are Eenerally required
Lix '|.'.-e:-r'|'.. [ Hpe 0 I::I“rl'l]:l. [.‘]1_':[ an
'lI'ina_'r:-:. true whether the am '] L}
is paid on & per annog rmp]l;i?run
per ||f1-u:!'., 0r p1eee-work hieie md,
is applicable when (he |:|ni'a“
falls on Bunday and itz o) i
ance ia on Monday, lI:,n-E-,-::fr;;

caze an absence of g Per hoyy pe
s e

s —

diem, or pisee-work employes oc-
curs on his overtime day, it would
result in the loss of pay for that
day. If such employees are ex-
eused on a day requiring regular
work hours ond overtime hotrs,
that part of the day which consists
of repular work hours would be
paid at straight-time rmtes and for
the balance of the day the em-
plovess would be in a nonpay
status.

(3) Any unauthorized absenes from duly
flll- ! ]Il:llil_l_ll.:r' declared by admin-
istrative order to be a work day
will result in the loss of a duy’s
pay.

(4) An employee who iz ill on a holiday
and reports the fact as soon 18 pOs
'?ihl“- shonld be exevsed with PEY
if it is administratively deter-
mined that he was actually unabile
o work that day, except in [!H.',_I::'I-H‘-'
of per hour, per dicm, and I"']Eﬂ?_
work employess, where the holt-
day falls on the overtime day-
See (2) above.

(5) E"l[%hlyue:-u on periods of anmual oF
sicke leave with pay ghonld not be
charged  legve fu-l' holidays de-
claved to be work days which fall
within the period of authorized
nbsence with pay. Neither ahould
ﬂ'lDJ,' lixse pay fll‘I' Eul.‘h dﬂ]-‘_"-i‘ 1:|:|'I]E:—?-'~,
in the easa of per hour, per diem,
and piece-worl epnployees, it is the
overtime or ponwork (¥

. d. Religious holidays ~There is no official ob-
mﬂ]ﬂie of 1"-‘15_2'-"!:-“:-; holidays, except Hl.l':'i:l.ll'-:
'l:ufl.h:-l E..}m national holidays, It 18 the policy
i ,rllrw"[”'r“““"i topermit absence from work
o "'E1E:Ir','r'l"i'h who desire to spend certain
0Ly days in veligions devotion, Wherever ¢it-
:1““31“”“"5 permit, work schedules should be re-
'v:;;-"ﬂ.f.ﬁ'd B0 48 (o provide substituted worl time.
WA ZI:|I'_|I such arrangement can be made, the
::Jhm:n-:l-. will b charged against annusl leave to
u:‘iﬂ-ﬂ:plnﬂe-‘ﬁ oredit. If the employee has no
ual leave to hig credit, his absence will be

A0 A11A
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charged as leave without pay with no prejudica
to his standing.

w3, Court leave.—Court leave ie the au-
thorized nhsence with pay of o eivilian E'Il.llp'l,u:ftﬁ
from official duty when summoned for ]1!.rjr_ut
court serviea in any State, Federal, or District
of Columbis epurt.

. Witness servics (800 CPR IGE]I.—P‘LII.'HEE.T!’L
to mct 14 Oectober 1941 (Publie Law Eﬁf«g—:::-

; lovees called upen to serve 05

iﬁs}mﬂnﬁh.ﬁ af the District of L‘-ulu.mll:u. o
tha TTnited States in A0F court proceeding 1
which the District of (Columbin or the GD-':JBJ‘I.TE
ment of the United States mAY be & party | i:;“,
not be paid witness fees for such %rﬂm, K
the period of guch service must be “lthmﬁt =
of salory OF gompensation :.mcl must I ] 5
thm'gc‘ﬂ-mguinﬂt lenve bal mt]lhﬂ rmlrd_;mq
powrt leave El:l:l]:n]u;.'ﬂ:ﬂ_u.m'nd_u1g s mqi e
before o Federal grand jury will be m:nr":H b
as heing on courk leave 1N l.bEe mm; tht iy
when a't-.ltandiﬂ,r: gourt 14 & witness Tor IS ¥
' I wh, in obed

lpves

< nt. An smHOFE :

i ET“TLTDmummnm gttends sessIons of a police
G T 5

trinl hoard, is Rot gntitled o ].jls mgjmm:
pensation for dnys of gpch attendasnce 1

) wal leave.
t'téert;,m uﬂdﬁ:ﬂf o et 20 June 190 (54
Yy 2 il

Stat. 659) and act 22 A
provide that 8 FEEWAE 00 0 gor jury service
States who mo¥ b mﬂfﬁuﬁ? he Urnit:':«d States
] 5 of; i X p
T|:“ a‘;.‘f f‘m{ﬂ]fz%istﬁct of Cﬂ]unih:;ébiil;gn?:j
have. his compensition 9 0 C
iched hepust of E'“Eh. nLtDndn:;:Tﬂ'E
0. Employees ﬁlfﬂiif% o it sre entitled
he Unit® - lar pering-
Hloyes 2 ':1' with pay a1€ the le,rl-réeﬁ“m._
to court lea¥ not Eemporary of itk
29 A0 per hour, and piece work

nent emplofe e
employees. Per dit e ol B loyees are
ol A T ATOUM i

employees Who um..f;-_-.
entitled to court €% |, abeence on @ duy
mionthly employee i P8 4 will be compen
Y aplar 8lArY i Absence of
at which reg! £he jar salary. fh gvertima
sated for 8t VU5 0 gy fof I"I]”E'H T at the
mach employe™ ﬂlh*f'**":'mpmsutgi El:-l'ulrrnud
rates nrl‘-]mfuif the employoesd 1mﬁi BieIEL,
Enmye rabe as ol "
overtime WOIS i

30 May 1844
AGHAT1A

Jagte—Emr

d. Duration of court lemve—An employes
who is under proper summons from any courd
in the State or Federal court to serve on a jury
may be granted courl Jeave with pay for the en-
tire period. The “term” of jury service is de-
termined s extending from the date specified
in the summons on which he is to report Lo the
court until the time he is digcharged by the
court, regardless of the number of hours per
day or days per week he actually served on the
jury during the period. (20 Comp. Gen. 131
Where an employes is exensed or discharged by
the court during the term for an indefinite pe-
riod, or for o definite period in excess of 1 day,
for which he was summaoned, the “term™ of such
jury service is regarded as having been curtailed
ar reduced by the eourt to the extent of the days
for which the court has excused the employee,
and for such days court lenve with pay 13 not
authorized. 20 Comp. Gen. 151,

& Foes for cowurt dufy—See CPR 120.0-44-
(&) and CPR 185

7_4, Military court.—An employes who
attends, as a witness, a military court will be au-
thorized the necessary absence without loss of
ealary and without charge to leave,

7-5. Absence for voting purposes.—di.
It is the policy of the Department to encourige
ite employees to vote in all elections,

b, 8o far as practicable nnd without serions
interference with production, employens who
desire to vobe in eommunities where they are em-
ployed will be pxensed for a period normally ot
T EXCeES of 2 hours,

g. When an employves requesta lepve Tor wot-
ing purposes which will require as much as &
day or longer in order to enable Iim to go to
his ]pgu] ﬂ!.E'!l:h"J:II'.‘E tn voli, '|'|l:'I.'.|I-I.i:!=!'=il'§-:n will T
g-runrned wherevar it is practicable, and the total
period af ahsence will be churged against annygal
leave or leave without poy.

7-6. Absence for conventions or confer-
anosg.—a. Properly suthorized eniployees who
are abeent from duty for the purpese of stiend-
ing ponferences or ponventions In connection
with the work of the Department, including
{ime going to and coming from official stations,
Jyonld be treated as in 2 duty status without
charge to leave and without loss of salary.

{ DECLASSIFIED
Authority g 353078
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b. Where such conventions or conferences are
not in eonnection with the work of the Depart-
ment, but are in connection with the bettering
of conditions for employees with relation to
their employment, it is within administrative
diseretion to excuse employees or to charge
such absence agninst the employees’ annual
leave, if availoble

¢ Absenee for stiendance ot conveniions or
other mestings of veternan organizations of
which employeses are members may not be ex-
eimed, However, so far as the absence of em-
ployess can be permitted without serious inter-
Terence with operations, ndministrative offiers
should authorize the taking of annual lenve by
members of such organizations for the purpose
of attending mestings,

7—7. Abszence for Civil Bervice examinag.-
tions.—Employees taking nobeompetitive Civil
SBervice examinatioms or departmental examing-
tiona for promotion will be granted time off
without chorge apninst leave for the time neces-
sary to complete the examination. Fmployecs
taling open competitive Civil Barvies examins-
tions, however, will be required to take annnal
leave or leave without pay.  Civil SBerviee Rula
VI, section 1, as amended by Executive Ordep
B58T, T November 1840,

7-8. Madienl examination by Belective
Bervice and induction stationa.—a. Time off
with pay for the purpose of reporting for any
physical examination ordered by Selective Sppy.
ice to determine the employee's eligibility for the
nrmed forces will be anthorized withont chargs
to gick or annuel leave or to leave withoyt pay
provided the request for absence is supported h‘r
official notification from a local Selictive SR
board., In the event the abeence exterde bw'_md:
1 work day, the employet will be roquired e
pubmit a statement from the induetion atation
showing the necesaty for the additingal ahsanee
However, if through choice an the part of th::l-
emploryes, ha 15 ordered to report to other thian
the neerest induction slation, and g 4 result, e
is away { P -du‘tf for mare than 1 day th
absepce 1n ekcess of 1 day will be Eh:‘l]';n;j 5
annual leave or leave without pay.

B, YWhen iTJI emploves iz red]iired b}. & ]ﬁr:ai
Belective Service board to escure madipg] trent.
ment a5 & prerequisite to induetion inito the

armed forees, no charge will be made against Iﬂ“‘
employee’s leave for the time absent in receiving
such treatment.

7-8. Witness before Civil Service Com-
mission.—A Civil Serviea employee who ap-
pears s a witness before the Civil Service Com-
mission in obedience to a summons of the Com-
miszion shoold be treated ms in a duty status
without charge against annual leave and with-
out loss of salary. 18 Cemp. (Fen. L35,

T-10. Compensatory lenve.—Compensa-
tory time off from duty, without loss of pay, for
ineidental O excess overbime wﬂr'|-|.'_| a8 miLy ':'-_I'
oecd 48 hours in any weak, may be H‘_l':l.'l:ltﬂd n
lien of overtime compensation to full-tzme pev
anntm employecy  when ﬂ,—_]_m;ni._v.r,mu?ﬂ]’
dleimed necessary.  Im the event that Ef}ml‘a”:"
satory time off from duty for employment ID
exceds of 48 hours in any wesk is not Fﬂm
':«'Fj:l'lllile B0 calendar dﬂ}'h wfter such mp]ajrml&!!lt
19 performed, the employea shall be E]’lt-iu'a’d? 1
lieu of such compensatory time off, to grveriims
colpensition., See OPR 80.2-55(1). 2

7-11. Closing of i.ustn.l.laﬁ.u[ﬂjm' nctive
ity —e. Administrative reasons.—It 38 ﬂlt'!lm
the administrative discretion of commanding
officers ag to whether employees will e eECt
froem d'l?ll].’ withont chﬂ'[lgﬁ to leave OT loss of
pay for regular workdays on which the mnsH
lation or activity iz cloged for administrali®™
reasons, such as taking inventory, malking F=
pairs to machinery, ete. In ,,_-;H_c,,a_b whers leave
& charged, those amployees without necrued
leavg to theip eredit will nat lose mml—_,en_mtiﬂﬂ
f'.'l'l" t.\]'jIJ-F'jJ dn}-&

b. Climatic conditions —When amployees are
p!"l!"i-gn'[@d In:-m “'ﬁr!'iiﬂ.g IJF ’L]'.I.E I;].I:Elﬂ.'q" of -
Hl:q!lutims o activities becnnse of t'-.l-lli'mti'": gy
'I'..II._I:lI'I!L:-i,‘ Bl ng 11‘:'&‘3 or sovere StOTTOE, l]:ﬂ:':l-
“'l_]-l be excused from duty on regulsr workdays
without charge to lagve.  Leave will be charged
enployees who arg absent on such days in 8
1ﬁﬂ?ﬁ.xtatua and thus are nob 1|1'1.'='|-'L:|'ll-'-'-'| from
Working solely b s atie eonditions.
Ses CP 21 cies of elimatic

7-12. Abzence from established posts
“f_ "1}“3? in event of actual pmergancy. —Ad-
ministrative officers are authorized to treat as
tonistrctivy duty withaut charge to leaye any
absence of employees from their regular posts
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during an actual emergency when phaence is
made necessary by participution in peseut oF
protection work as voluntesrs. In the event th:
employes is ordered to perform such HEL}: Eu
protection worl by reason of the fact

is  member of a State militia or gther similar

tontion, it is withi injsrative discre-
organization, 1t 18 within ndmim:=

i 5 ] harre to
tion to anthorize sch alsence W atll-mu:.?thirngam
leave or loss of salary. IT.I!IE also iete
jurisdiction of the cominanding officer Sk
to grant such an prployes the time n_fl fn:::u. ﬂi
+f he eannot be spared without detriment (o
ml".':?ﬂ Blood donors.— amp!u}:?:t:]:g TLIE

hlood donors fo comir )
:!:':L:?lt-t:g Red Cross bload plasmm hlﬂ{;;ﬂiﬁ
i peasary o Me
arized the ahsence ne e
[rose. Particular |‘:.'|::r\-:'. “3 .
fint employees talo sufficient tame from r_hcu:
i uupE:rntr;. Excepl in uuufun] i PO
it Tﬂmaximum 4 houes’ anthorized albsence
glances, i
.
hould be oheerve . e
£l 4 gonsultation with munsﬂluf i
T=14. e charged for n.hﬂ'm::c ris
Leave ﬂ”. Juring which ar amployes 15 utl:-?;e-
E:ﬂicm!l du i—iﬁ' of a counsellor provided twrnh-
ing the 3¢ T asaist g P‘“m"';’]’wh
Depatiss pxit intervIeWE. '

L ]

g ar o conduc 5 yad from the
].'E-'I:ﬂ" s n.ﬂint—&m I:ll"ﬁ.l:“!: Hm.ﬂ - -,1.'5” yi
counsallors 1 of doty {ranait tme
o o)

-me devoted to the
com to the famo
pznal cases, however,

v authorized for this

auth
this pur

interview. E

the total ["‘-‘ﬁ':'d of alﬂj::d @ hours.
purpose ehould 1ot Hfﬂ.ﬂ consultations in
'?-15. Hgﬂ.ﬂ.ﬂﬂ'& :ﬂ,ﬂiﬂﬂw I'I:I.t!ﬂg Bp=

R 'ﬁtl'}"lr:rsnnila.] Regnlation Hu_. P66
PEHJE-'_G“"hmdmﬂ for nppt'n[ of &fﬁméf:i
o Public La® EEIII-—'I'EthE] z
o t:ifﬂ {rders promulgal |_-|:
Employees whqm
mnnn’.-!im] T il i aur.]Tﬂ o
their |_~ﬁ're_-1|_=1|'-:5[1.l-|1 e arithont oz r.llf galary e
e :1“ (TI'_i‘t‘F for the fnl!umnp; peaS0TlE
abaent ﬁ-n: with such rl]:llf-t'uf.r. .n,;] it =
mas.'ul:ucfl‘:;um e with ratﬂf ]; e

a- i el e
cinls as rect I

B, Fxamini!

press, and

a
g T

ficin] filea havineg e 2

-\_,-H_'_‘
A0 4714 S9EA0T

gulting with board membears or Department rep-
resentatives.

e. Attendancs at ora] hearinge conducted for
employees in the dapartmental eervice. In the
fisld service employees will be authorized the
necessary fime to prépars a written testimony
for transmission to the War Department Board
of Review on Efficency Ratings, or to attend an
orul hearing.

7—16. Rest periods.—It is the policy of the
Department to permit the granting of short
reat periods during the daily tonr of duty when
in the discretion of commanding officers 1 will
gerve to maintain the efficiency of the employess,
The cummlative period of resting during each 4
hovrs of continuons work may not exoesd 16
minutes. This rest period will not be charged
o leava.

7—17. Treatment for injury in perform-
ance of duty—An emploves injured in the
performance of duoty will not be charged leave
when ahsent for examination or oot-patient
treatment by n Government physician or by a
facility officially suthorized (o handle ¢nses of
employees injured in the performance of duty.
This doea pot apply, however, o ndditional ab.
senee on aecounl of the njury where trentiment
is mot invalved.

7-18, Abzence beecause of administra-
tively required waccinations.—When em-
ployees are ahsent becavse of illness resnlting
from -administratively required vaccinations,
the time lost will be considered as oxensed ah-
genoe, provided the necessity for the abssnee ia
eertificd to ]‘]]‘ the medicel officors n.d“i-lnigter;i_ng
the vaceinntions prior fo Lhe beginning of ¢ha
abashioe,

Bection 8, MILITARY LEAVE

Farngemphs
Defipi Fbons. o T R— 5 |
Legnl bash e - B
Mitncy Meave pesteleted s L
Cpmpatntlon oo enlendnr-tay bosds____ .. g4
Evidence of avwibority for military leawve_________ BB
Rulary TeBiriTRbE.. e e e oo R
Types of diuty oot coversd by militnry leave BT
Employees not «ligibde for miiktary beave.____ B8

8-1, Definition.—Military leave iz ap-
absenos with pay from official duty ao-
thoriged for those civilian employees who ars

| DECLASSIFIED
Authorityy sF30]E
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members of the National Guard, Officers’ He-
serve Corps, Coast Guard Reserve, or Nuval
and Marine Reserve, on days on which they may
be engaged in training doty. This type of
leave is to be distinguished from the provision
of payment for sccumnlated and accrued leave
for civilian employees when ordered to aclive
duty with the military or naval forces. (In
time of war there will be very few requests for
leave of this type.)

-2, Legal basis.—a. Members of Natiovnal
frpard. —Section B0, National Defense Act, 3
June 1916 (89 Stat. 208), allows military leave
without loes of pay, time, or efficiency rating to
eivilian employees who are members of the Na-
tional Guard on “all days during which they
shall be engaged in field or const-defense train-
ing ordered or anthorized under the provisions
of this Act.” There is no limit on the number
of days such leave may be granted for the speci.
fied purposes. 19 Comp. Gen, G657,

b, Members of National Guerd of District of
Columbis.—Pursunnt to act 1 March 1539 (25
Stat. T79) as amended by act 18 February 1909
(25 Stat. 634), military leave with pay may be
granted civilian employees who ame members of
the National Guard of the District of Columbia
when ordered to active duty for parades or en-
campment purposes or when ordered to engage
in feld or coast-defense training, There 12 no
limit to the number of days of military lepve
with puy when ordered to active duty of the
ldnd spocified in the aforementioned acts,

¢. Members of Oficers’ Reserve Corpe—p
eivilinn employes who also is a member of the
Officers’ Reserve Corps is entitled under gt
12 May 1017 {40 Stat. T2}, to military leave with
pay when ordered to active duty for training for
o pericd of not to exceed 15 days in any 1 col-
endar year whether the order be with or wit.
out the officer’s consent, (19 Comp, Gy, 236.)
Members of Officers" Reserve Corps wha ape jp
the employ of the United States Governmeng
or of the District of Columbin, and whg i
ordered to duty by proper authority shall, when
relieved from duty, be restored to the IJﬂl;uir.iun_.,-
held by them when ordered to duty. (40 Stat
e 0 17, 8, €. 87L) Civilian emplovess of th;
Government who are in attendance gt trRinn
eamps as candidates for commissiong jp s

Officer’s Reserve Corps of the Army cannol be
reymrded as members of that corps within the
menning of act 12 Moy 1917 (40 Stat. T2}, grant-
g leave of absence under certain conditions to
civil officers or employees who are members of
that eorps; nor can the instruction received by
suich employees while attending training comps
a8 such candidates be regarded as the instroe-
tiona of members of said COrE contemplated in
siclion 39, act 3 June 1916 (39 Stat, 191). See
&1 Llomp, Gen. Dee, 875, 24 id, B1.

d. Membars of Naval and Marine Reserve—
By act 25 June 1988 (52 Stat. 1177), a civiltma
ul]:l.]'}]ll:l}'l::v who is o member of the Naval or Ma-
ring Reserve iz entitled (o military leave with
pay for thoss days during which they are n
training duty under orders of eompéetent al-
I'-j'blfll'.i.L_'l-'. Mi]i!ar}p lewve iy granted to guch em-
ployees withonut regrard to whether trpining duty
ia ordered with or without their eonsent; but
sueh leave may not exceed 15 days in any calen-
dur year and may not be granted for active dut¥
other than training. (20 Comp, Gen. 375, 158.)
A civilian employee ordered to active service .fur
the purpose of taking a 20.day “eliminstion
flight training course® to determine his fitoess
for appointment as Naval Reserve aviation
'I-‘“]-*'illlm:f be considerad on “teaining duty” and
13 entitled to 15 days military leave, 20 Clomp.
Gren, 247,

£. Membery of Const Fuard Reserve—Ofh-
vers and employees of the United States or of
IEI.-E- I]]H]U:T of Uu]“'rll’.‘-jl.l. W |'||| Ly e TEEET=
h'_h‘:l of the Coast Guard Resprve zhall be en-
“tlfﬂl o the same leave of aheence with pay
u-!ulu i LI.'H.1'||'L||E "]“[JI' and, except As ather-
Wise providaed by act 10 February 1941 (Publie
Law 8—T7th Cong. ), to all other benefits which
AFe NOW or hereafter may be applieable by L
Lo officers and emnployess of the United States or
of the P'—"‘trjﬂ of Columbiy who are members
of the Naval Resorve, Sec, 218, get 10 Februal¥
1941, Public Law 8 _77¢h Congres:,

8-3. Military leave restricted.—Military
leave will be granted only for the purpose of
militury und nyva) training duty or field exer-
tises, 1:uzd.x_ll- Proper orders from one of the mili-
:'“ri' *'mhhl-“hmunls of the United States.  Mili-

ary leave 18 not allownhls when on actlve mili-
tary duty ns distinguished from regular annual
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iraining perigd for which lenve is granted by
statute. 19 Comp, Gen. 413

B4, Computation ocn calendar-day
basis.—Military leave will be computed on a
calendar-day basis. If abstnce on aceount of
military leave begins or ends on a Sundny or
holiday, that Sunday or holiday is n:f-lunfnd na
well s Sundays or holidays fulling within the
approved period of military leave,

8-5. BEvidence of authority for military
leave.—FBefore any officer or employes will b
permitted to be absent on military leave, he will
be required to fornish o certified true copy of
his orders, together with a certificate of Ihpf re-
gponsible efficer, certifying as to the required
attendance of the employes on militnry truimn.
mg—ﬁ. Salary restrictions.—Where an of-
ficor or employee, while ab=ent from regular
dutv on pccount of military lenve, exhausts the
amount of military leave ﬁ.tl.‘-ci. 1.|r||| limiced by
statute and continues such military or """"f!
duty on time chargeable to a1l11?1=_n.] L, !:]_Ft
sombined compensatien from civilinn and mili-
ries ghall in no event exceed #2000 on

: wll]
:.E:i:?j:nﬂm hasiz. See CPR 180, The fore.
going regtriction does not apply to Naval Re-

me within the provisions of the

gepvista who o vl
Naval Resarve Act of 1088, innsmuech as exch
AV SRrvE iy
ides that no restviction shall

ifically provi L
::[ ?ﬂ":;:;:n ;]:l. pay ani allowance ineident to
'1.-1'I] erpnloyment in addition to the pay and al-
ﬂmmml:ﬂ ‘which a member may be entitled un-
R L. e
&E;:;;MT}M,_PEE of duty not covered by mili-
i l.aswe.—-.q_ Active duty with Army or
H:'l.j::." —_Civilian employes mambers nr_ﬂw 0Of.
A Corps of the Army. National
gws []iﬁ;‘;ﬂﬁuurd Reserve, and Naval and
uard, R.I:IE,.-,[--.I-Q S entitled to any military
M"T“m.ul; ay while on petive duty with the
e c'wllzﬂisll {]':Jal"ﬂl Nury, or Marine Corps, In
ﬁmﬁi o with the pr..riﬁinnﬂ. of Public Reso-
]“:ﬂ ;‘,: a6, 27 August 1940 1,-'_1-1_5-'~|nt. 848}, a8
;llzqzrin:.guiﬁlhﬂﬂ from snnual training doty, 20

2 Ten. 168,

VR EI:M mpm-!e'-.—-En'l;J]n_}'u'p who are
b {u_ of the ﬂﬂi.-(‘l!'ﬁ" Heserve Cr_lr[re'-: T ot

:T.E;rit:[:::istu Jeave with po¥: under act 12 May

517 i# fhey olomtacily apply for raining Aod

A0 4114

instruetion with the YWar D-l_']utl'Lrnl.-.l]L at thair
WD EXPRIGE,

a4, Parficipating in parades—An emploves
who iz o member of the National Guard of &
Stote is not entitled to military leave while ab-
sent from duty participating in a parade, such
purade not constituting field or coast-defense
training within the meaning of section B0, Na-
tional Defense Act, 3 June 1816, [ 55 8iaf, 200}

d. Target practice —Employees  who are
members af the Mationn] Guurd of the Discrict
af Columbia are pol entiiled to military leave
while participating in target practice matches
‘outside the Distriet of Columbia, except matches
held in connection with anousl enenmpmentis,
& Comp, GFen, 207,

E. Serpice schools —A National Guard Officer
may not be granted military leave of absence
with pay from u civilian position while attend-
ing under orders u military schonl for the pur-
pose of pursuing u regular course of study.
I Comp. (Fan. 856,

f. Military orders of governor of State—
Employess are not entitled to military leave
with pay while on active duty under military
urders of the gpovernor of a State in connection
with the suppression of strikes or riots. (26
Comp. Gen, Dec. 551.) Such nbespes will be
charged 1o nnnual leave or, where no annnal
lenve is availuble, as leave without pay. See
CPR T6.7-12,

8-8. Employees not eligible for mili-
tary leave.—a Temporary and “when actu-
ally employed™ employees are nod entitled 1o
military leave with pay while absent for the
purposs of performitge traming duty as mem-
bers of the Nationnl Guard or of (he Oficers
Reserve Corps. (16 Comp. Gen. 106, 118.)
Howvever, such employess may be granted pn-
nual lenve, or leave without pay, where re-
quested, in order o availl themeelves for mili-
tary training duty. I8 Comp. Gen. 535,

b. Military leave with pay may not be granted
to employees for training with n Stare guard or
other State military organizations which are
not & part of the Nations] Guard, or which
were crenbed to take the place of the National
Guard during the present emergency. This

should not, hewever, be construed as limiting
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1:1113 discretion of administrative officers author-
ized in CPR 75.7-12,

c. Employees who are appointed for indef-
inite periods, although they work only during
the summer or other seasons, are entitled to
military leave of abszence with pay provided all
the conditions of the controlling statutes are met,
and they are called to military or naval duty for
training or for instruction during a period of
actual service in their civilian position, whereag
employees who are informally employed each
year for one season are temporary employees,
and as such are not entitled to military leave of
absence with pay. 20 Comp. Gen. 123.

d. It is necessary for a person granted mili-
tary leave to return to duty at the expiration
thereof in order to be entitled to pay as a
civilian employee unless prevented from so do-
ing through no fault of his own. An employes
is granted the military leave only by virtue of
being a civilian employee, and if he obtains mili-
tary leave and enters upon field training with
the intention of not resuming his civilian em-
ployment at the expiration of such leave, and
in fact does not return, he would be held as hav-
ing terminated the employment at the time he
entered upon the period of field training, and
his separation will be effective at the expiration
of accumulated and current acerued annual
leave.

Section 9, PREVIOUS ISSUANCES
SUPERSEDED

9-1. These regulations supersede and render
inoperative the following publications:

@ Administrative Memorandum No, 22 14
April 1942, See CPR 75.7-12.

b. Administrative Memorandum No. 54, 7
Septcmbﬁr 19492, See CPR 75.3-10,

. Administrative Memorandum No. 55, 10
September 1942. See CPR 75.7-2¢.

@. Administrative Memorandum No. 76, 28
December 1942. See CPR 75.9-9.

e. Administrative Memorandum No, W-10
11 Febrnary 1943. See CPR 75.9-9.

f. Administrative Memorandum No, W-32,
19 May 1943. See CPR 75.7-2.

g. Administrative Memoranduvm No, W-36,
8 June 1943. See CPR 75.7-115.

}
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k. War Department Civilian Personnel Di-

vision Memorandum No. 98, 4 August'~

1942. See CPR 75.1-4.

&. Civilian Personnel Circular No. 10, 30 July
1943. See CPR 75.2-2,

. Paragraph 2i, Civilian Personnel Circular
No. 20, 27 August 1943. See CPR
75.2-13 and CPR 75.3-12.

k. Section I, Civilian Personnel Circular No.

36, 25 September 1943. See CPR
T5.7-16.

l. Civilian Personnel Cireular No. A7, 27 Oc-
tober 1943, See CPR 75.3.

m. Civilian Personnel Circular No. 48, 29 Oc-
tober 1943. See CPR 75.7.

A, Civilian Personnel Circular No. 4, 10 Jan-
uary 1944. See CPR 75.7-12,

o. Civilian Personnel Cireular No. 8, 18 Jan-
uary 1944, Detach and retain attached

copy of Executive Order 9414, 13 Janu-
ary 1944,

p- Civilian Personnel Circalar No. 29, 93 Feb-
ruary 1944, :

g. Civilian Personnel Circular No. o4, 28
March 1944. See CPR 75.2, 75.3.

7. Civilian Personnel Cireular No. 35, 28
March 1944,

8. Paragraphs 2 and 3, Civilian Personnel
Circular No. 52, 24 April 1944 .

t. Civilian Personnel Cireular No. 55,12 May
1944, See CPR 75.2-9.

u. Civilian Personnel Cireular No. 61, 25 May
1944, See CPR 75.7-8.

v. Civilian Personnel Regulation No. 55.6, 17
September 1943. See CPR 75.6-4.

0. I’rpvisi::ms of Civilian Personnel Regula-
tion No. 80.2-6, 15 December 1943, which
are inconsistent with the provisions of
these regulations,

@. Civilian Personnel Regulation No. 85.16-
6b(8), 17 May 1943. See CPR 75.5-7.

9-2. All Army Regulations which pertain

to leave of absence for ecivilian employees are
rendered inoperative until rescinded.
[A. G. 220,54 (13 Jul 44).]

By oroEr or 1HE SECRETARY OoF Wan:

WM, H. EUSHNICK,
Lhrector of Civilian Personnel and Training.
OFFICIAL !
J. A, ULIO,
Major General,

The Adjutant General.
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