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Leave Administration:  The Mystery Unraveled 

November 30, 2006
1:00—3:00 PM ET

Leave Administration
The Mystery Unraveled

Objectives

• Describe employee entitlements under 
the major leave programs available

• Explain the rules relating to each type of  
leave

• Explain the purpose and elements of a 
local leave policy

• Discover how to deal with common 
leave problems

Picking Up the Scent
What questions do YOU have 

about leave?

Participant
Guide
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www.opm.gov/oca/leave

ANNUAL LEAVE

Accrual of Annual Leave

Full-time employees

• Less than 3 yrs svc = 4 hrs/PP
• 3-15 yrs svc            =  6 hrs/PP

(10 in last PP)
• 15+ yrs svc             =  8 hrs/PP
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Accrual of Annual Leave, cont’d.

Part-time employees
Pro-rated

Temporary/seasonal
Accrue AL if appt is > 90 days

Intermittent employees
Do NOT accrue AL

Max Carryover per year = 240

Restoration of Annual Leave

• Annual leave exceeding 240 hrs 
• Scheduled and approved in 

advance (documented in writing)
By November 25, 2006

• Leave must be denied; lost and 
then restored

Advance Annual Leave
• Limited to the amount employee will 

accrue through the remainder of the 
leave year

• Employees have the right to request
advance AL

• Use caution
Is it in the NPS’s interest?
Will the employee be around to 

repay?
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The Case of Use or 
Lose Louise

Participant
Guide
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SICK LEAVE

Sick Leave Uses

Personal illness, injury, pregnancy, 
childbirth
Medical/dental/optical exam or 

treatment
Family care and bereavement
Exposure of you or family member 

to communicable disease
Adoption-related purposes
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Accrual of Sick Leave

Full-time employees  = 4 hrs/PP
(incl. temporary & seasonal)

Part-time employees = 1 hr/20
worked

Intermittent employees
Do NOT accrue SL

Sick Leave Certification

May require medical certification  
for absences of more than 3 
workdays

May establish time limit for 
providing medical certification

May request additional information

The Dental Dilemma

Participant
Guide
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Sick Leave for
Family Care and Bereavement

• Attend medical/dental/optical 
exam with family member

• Make funeral arrangements
and attend funeral for 
family member

Sick Leave for
Family Care and Bereavement

Total of 13 days available

For regular Dr. Appts
and 

Funeral Arrangments

Limitations on Use

Sick Leave for Family Care

May use up to maximum 12 
weeks (480 hrs) to care for 

“family member” with 
“serious medical condition”
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Sick Leave for Family Care

A family member is –
• Spouse and his/her parents
• Children (including adopted) and their 

spouses
• Parents
• Brothers, sisters, and their spouses
• Any individual related by blood or affinity 

whose close association is equivalent to a 
family relationship

Sick Leave for Family Care
Serious Health Condition

Illness, injury, physical or mental 
condition that involves:

Inpatient care 
Any condition that results in incapacity of 
3+ calendar days and continuing 
treatment by health care provider
Continuing treatment by health care 
provider for chronic condition

Betty’s Bypass

Participant
Guide
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FAMILY AND MEDICAL
LEAVE ACT (FMLA)

Family and Medical Leave Act
(FMLA)

Provides a total of 12 work weeks of 
unpaid leave during any 12-month period 
to care for family members with a serious 
health condition; or for birth or adoption

Employee’s job and benefits are 
protected during this leave

Leave Under FMLA Applies To

Birth of child and care of newborn
Placement of child with employee 

or adoption or foster care
Care of spouse, child, or parent 

with serious health condition
Employee’s own serious health 

condition
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FMLA Family Member Definition
Spouse = legal or common 

law marriage

Parent = biological parent 
or “in loco parentis”

Child = biological, adopted/foster, 
stepchild, legal ward who is:

Under 18
Over 18 and incapable of self-care

FMLA
Serious Health Condition

Illness, injury, physical or mental condition 
that involves:

Inpatient care 

Any condition that results in incapacity of 
3+ calendar days and continuing treatment 
by health care provider

Continuing treatment by health care 
provider for chronic condition

FMLA Entitlement

Total of 12 workweeks of unpaid 
leave (LWOP) in any 

12-month period
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FMLA Notification 
Requirements

Employee must “invoke” FMLA
When need is foreseeable, must 
provide 30 days’ notice
When unforeseeable, reasonable 
notice must be given

FMLA Interaction with Sick 
Leave

Employee may use 12 weeks of SL 
for a family member with a serious 
health condition AND then invoke 
his/her entitlement to FMLA for an 
additional 12 weeks of unpaid leave 
to care for a spouse, son/daughter, 
or parent with a serious health 
condition.

FMLA Medical Certification

Employee must provide within 30 
calendar days of request

Use Dept. of Labor Form WH-380
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Leave for Childbirth

Birth Mother may:
Use SL for “incapacitation” from 

pregnancy or childbirth
Use AL for newborn bonding and other 

childcare responsibilities
Use up to 12 weeks of FMLA LWOP for 

childbirth and care of newborn 
(in addition to or in combination with 
AL or SL)

Leave for Childbirth
Birth Father may:

• Use up to 12 weeks of SL to 
care for biological mother 
during pregnancy, childbirth, & 
recovery 

• Use up to 13 days SL to care for 
newborn when ill or med exams

Leave for Childbirth

Birth Father may (cont.):

• Use AL for bonding

• Use 12 weeks FMLA LWOP for 
childbirth & care of newborn (in 
addition to or in combination with 
AL or SL)
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Post Leave Entitlements

Employee must be restored to:
• Same position 

OR
• Equivalent position with same 

benefits, pay, status, & other 
terms and conditions of 
employment

The Mystery
of the

Maternal Matriarch
Participant

Guide
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LEAVE SHARE
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Voluntary Leave Transfer 
Program

Allows Federal employees to donate 
annual leave directly to other 
employees who have a personal or 
family medical emergency, and 
have exhausted all of their own 
leave

Qualifications To Become A 
Leave Recipient

• You, or a family member, must be 
affected by medical emergency

• Absence from duty for medical 
emergency without available paid 
leave must be at least 24 hours

• Use OPM Form 630 to apply

Medical Emergency Means:

• Medical condition of employee or 
family member will likely result in 
prolonged absence from duty and 
substantial loss of income

• Broad definition provides flexibility
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Family Member Definition for 
Leave Share 

Spouse and parents 
Children (including adopted) and their

spouses
Parents
Brothers, sisters, and their spouses
Relative by blood or affinity that is

equivalent to a family relationship

(Same as SL for family care)

The Case
of

Great Expectations
Participant

Guide
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OTHER TYPES OF LEAVE
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Leave Without Pay (LWOP)

• Temporary absence from duty & pay 
REQUESTED BY EMPLOYEE

• Should be granted only when mutual 
benefit 

• Most common - follow spouse to new 
location

Absence Without Leave 
(AWOL)

Absence from duty without authorization 
or approved leave
Employee receives no pay for time 
coded AWOL
Not a disciplinary action in itself; but 
may be basis for future action
Employee must be notified in writing 
when placed on AWOL

Not to be confused with LWOP...

What Should You Do if Your Employee 
Is Absent Without Leave?

• Don’t indicate LWOP on the 
timecard!

• Investigate
• Talk to the employee
• You may change/correct the 

timecard if you decide to approve a 
leave request
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Administrative Leave

• Brief and determined to be in 
interest of the agency

• Normally must be approved by 
Superintendent

• Not to be used as substitute for 
other types of leave

Administrative Leave

• Registration and/or voting

• Blood donation

• Day of on-the-job injury

COURT LEAVE
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MILITARY LEAVE

FUNERAL LEAVE

Doug’s Dilemma

Participant
Guide
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Local Leave Policy Includes…

• Arrival and departure times
• Lunch periods
• Leave request and 

approval procedures
• Additional appropriate 

information

Name That Leave…

Ground Rule:

Annual leave can only be used as 
answer when it is the ONLY option.

Participant
Guide
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Name That Leave…

Though not disciplinary in and of itself, 
too many hours in this status may be 
the basis for future disciplinary action.
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Name That Leave…

Though not disciplinary in and of itself, 
too many hours in this status may be 
the basis for future disciplinary action.

AWOL

Name That Leave…

A husband is entitled to use this leave 
to spend up to 12 weeks with his 

healthy newborn child.

Name That Leave…

A husband is entitled to use this leave 
to spend up to 12 weeks with his 

healthy newborn child.

LWOP under FMLA
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Name That Leave…

This leave must be scheduled and 
approved prior to November 26, 2005.

Name That Leave…

This leave must be scheduled and 
approved prior to November 26, 2005.

Use or Lose Annual Leave

Name That Leave…

An employee may use up to 4 hours of 
this leave to donate blood.
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Name That Leave…

An employee may use up to 4 hours of 
this leave to donate blood.

Administrative Leave

Name That Leave…

Under the leave share program, this 
leave can be donated to other 

employees to increase their sick leave 
balance.

Name That Leave…

Under the leave share program, this 
leave can be donated to other 

employees to increase their sick leave 
balance.

Annual Leave
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Name That Leave…

Used to attend the funeral of a family 
member who died of a terminal illness.

Name That Leave…

Used to attend the funeral of a family 
member who died of a terminal illness.

Sick Leave

Name That Leave…

An employee is placed on this type of 
leave while receiving compensation 

from OWCP.
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Name That Leave…

An employee is placed on this type of 
leave while receiving compensation 

from OWCP.

LWOP

Name That Leave…

An employee who habitually fails to 
report to work at the proper time 
should be placed in this status.

Name That Leave…

An employee who habitually fails to 
report to work at the proper time 
should be placed in this status.

AWOL
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Name That Leave…

When an employee leaves work on the 
day of an ”on the job” injury to receive 
medical treatment for the injury, they 
should be placed in this leave status.

Name That Leave…

When an employee leaves work on the 
day of an ”on the job” injury to receive 
medical treatment for the injury, they 
should be placed in this leave status.

Administrative Leave

Name That Leave…

For the purposes of this type of leave, 
even your son-in-law would qualify as 

a family member.
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Name That Leave…

For the purposes of this type of leave, 
even your son-in-law would qualify as 

a family member.

Sick Leave

Name That Leave…

Marlene arrives 30 minutes late for work.  
This is the 3rd time in the last 2 weeks 

that she has been late.  You have spoken 
to her about the problem previously and 
want to impress upon her that she needs 

to get to work on time.

Name That Leave…

Marlene arrives 30 minutes late for work.  
This is the 3rd time in the last 2 weeks 

that she has been late.  You have spoken 
to her about the problem previously and 
want to impress upon her that she needs 

to get to work on time.

AWOL
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Name That Leave…

Jack’s mother passed away over the 
weekend after a long illness; he is the 
oldest son and needs time off to make 
funeral arrangements and take care of 

business.  What type of leave may 
Jack take and is there a maximum 

number of days allowed?

Name That Leave…

Jack’s mother passed away over the 
weekend after a long illness; he is the 
oldest son and needs time off to make 
funeral arrangements and take care of 

business.  What type of leave may 
Jack take and is there a maximum 

number of days allowed?

Sick Leave (up to 13 days)

To Receive Credit for This Course

• Take the on-line evaluation at
• www.nps.gov/training/tel
• Click on the DOI Learn tab
• Go to the link under Class 

Evaluations for Leave Administration
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To Receive Credit for This Course

Please complete the evaluation within 2 
weeks of the course, by December 14

Thank you for participating in today’s 
course!


