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Chapter 630tc "Chapter 630" \f C \l 1
LEAVEtc "LEAVE " \f C \l 1
This Chapter, along with Chapter 610 when published, replaces Chapter 5, JSP 2.  
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1.  Generaltc "General" \f C \l 2.  This chapter, along with 5 CFR, DOD 7000.14-R, Volume 8 is the basis from which payrolls are computed and processed for all technicians.  The detailed procedures for posting, maintaining and processing time and attendance sheets are contained in these directives and may be supplemented by Idaho Army or Air National Guard comptrollers as needed.

2.  Purposetc "Purpose" \f C \l 2.  The purpose of this chapter is to outline policies of The Commanding General, Idaho, for the administration of the regulations, procedures, and directives for all matters concerning leave.

3.  Application For Leavetc "Application For Leave" \f C \l 2.  An OPM Form 71, Application for Leave (available on FormFlow or OPM website), will be used to request all technician leave or approved absences.
4.  Annual Leavetc "Annual Leave" \f C \l 2.  A technician may request to use annual leave as soon as it is earned in accordance with the following:

    a. Technicians request to use annual leave by completing an OPM 71, Request for Leave, and submitting it to his/her supervisor for approval.  Annual leave may be charged/used in a minimum of 30-minute increments.

    b.  Qualifying Period.

	Type of Appointment

	Eligible for Annual Leave

	
	

	Intermittent
	NO

	Temporary *
	

	        1-89 days
	NO

	        90 or more days
	YES

	Indefinite
	YES

	Part Time (temporary)*
	NO

	Part Time (Permanent)
	YES

	Permanent
	YES


* To be eligible for annual leave, the appointment must be for 90 days or more.  An extension of an appointment beyond 90 days with no break in service qualifies the temporary employee for retroactive accrual of annual leave from the effective date of initial appointment. 

    c.  Annual Leave Accrual Rates:

	Years of Federal Service
	Hours accrued per Pay Period

	Full-Time
	

	0-3 Years
	4 (13 days per yr)

	3-15 Years
	6 (20 days per yr)

	15 or more years
	8 (26 days per yr)

	
	

	Part-Time
	

	0-3 Years
	1 per 20 hrs in pay status

	3-15 Years
	1 per 13 hrs in pay status

	15 or more years
	1 per 10 hrs in pay status


    d.  Maximum Accumulation:  Normally, the maximum amount of annual leave that may be carried forward from one leave year to the next is 240 hours (30 days).  However, annual leave may be restored if forfeited because of exigencies of official business or sickness.  Before annual leave may be considered for restoration, the leave must have been scheduled in writing at least three (3) pay periods prior to the end of the leave year.  Every effort must be made by supervisors and technicians to prevent any unintended loss of annual leave at the end of the leave year.  The HRO is the approving official for restoration of forfeited annual leave.  Requests and justification will be forwarded through technician channels to the HRO. 

    e.  Advancing Annual Leave:  Advancing annual leave is only done by exception.

    (1)  Advancing annual leave causes a debt to the employee and is in effect, a loan to the employee by the agency.  Therefore, this not a preferred practice.  Leave is intended for use after it is earned.  However, under very limited circumstances, a technician may be advanced annual leave not to exceed the amount that would be accrued during the current leave year.     

    (2)  The authority to approve advanced annual leave is the Chief of the Joint Staff for Joint Staff employees; or the DCG Army/Air for employees assigned, respectively, to non-Joint Staff positions.  

    (3)  All requests for advanced annual leave will be addressed through the technician chain of command, thru HRO to the approving official.  

    (4)  Consideration for approval will be based on the employee’s extraordinary circumstances, history of leave use and the ability to repay the advanced leave in a reasonable time.  Supervisors will ensure this information is in their endorsement of the employee’s request.  A copy of the approved request must be attached to time and attendance sheets.

    f.  Scheduling of Annual Leave:  Supervisors should develop an annual leave schedule for all technicians.  Supervisors should closely manage leave schedules for those technicians whose leave balance will exceed 240 hours during that year.
    g.  Lump Sum Leave Payments.  Upon separation from the technician service, a technician may be entitled to a lump-sum payment for all unused earned annual leave.

5.  Sick Leavetc "Sick Leave" \f C \l 2.  
    a.  Authorized Use:  A technician may use sick leave when he or she:

    (1)  Is incapacitated for the performance of duties by illness or injury;

    (2)  Receives medical, dental, or optical examinations or treatment; or

    3)  Would, as determined by the health authorities having jurisdiction or by a health care provider, jeopardize the health of others by his or her presence on the job because of exposure to a communicable disease.

    b.  Sick leave must be approved by a supervisor in the technician’s chain of command.  Supervisors may further specify instructions for requesting leave.  Sick leave may be charged/used in a minimum of 30-minute increments.

    c.  Abuse of Sick Leave:  It is the responsibility of the supervisor to determine if absences are properly chargeable to sick leave.  For absences in excess of 3 days, or for a lesser period when determined necessary by the supervisor, the supervisor may require a medical certificate or other administratively acceptable evidence.

    d.  Earning Rate and Maximum Accumulation of Sick Leave:

    (1)  Technicians earn four (4) hours each pay period regardless of the length of Federal service. 

    (2)  Unused sick leave will be added to Civil Service Retirement System (CSRS) technician service credit at time of retirement for retirement pay computations, but not for determining eligibility for retirement.  Technicians covered under Federal employees' Federal Employee Retirement System (FERS) are not authorized the unused sick leave credit for retirement.

    e.  Advancing Sick Leave:  Sick leave may be advanced to a technician not to exceed 240 hours at any one time subject to the following conditions:

    (1)  Request for advancement of sick leave will be supported by a medical certificate.

    (2)  All available accumulated sick leave will be exhausted before advancement.

    (3)  Annual leave that would otherwise be forfeited (“use or lose” leave) must be exhausted before advancement.

    (4)  There is reasonable assurance that the technician will return to duty to earn and repay the advanced sick leave.

    (5)  Maximum amount of advanced sick leave.  A technician may not be indebted to the Federal Government for more than 30 days of advanced sick leave at anytime.  Once a technician's advanced sick leave balance falls below 30 days (240 hours) the technician may be advanced additional sick leave; however, the advanced sick leave balance may never exceed 30 days (240 hours).

    f.  Requesting Advanced Sick Leave:

    (1)  The authority to approve advanced sick leave is the Chief of the Joint Staff for Joint Staff employees; or the DCG Army/Air for employees assigned, respectively, to non-Joint Staff positions.  All requests for advanced sick leave will be addressed through the technician chain of command, thru HRO to the approving official.  Consideration for approval will be based on the individual's extraordinary circumstances, history of sick leave use and the ability to repay the advanced sick leave in a reasonable time.

    (2)  Requests must be supported by a medical certificate signed by a licensed practitioner certifying that the technician is unable to perform his/her normal duties and the date the technician can be expected to return to work. 

    (3)  The supervisor must endorse the request recommending approval /disapproval.  The supervisor and employee should also discuss light or limited duty the employee may be fit to perform.

    (a)  If recommending approval, the supervisor will include a statement that the technician can be expected to return to work to repay the advanced sick leave.

    (b)  If recommending disapproval, the supervisor will give his/her reason(s) for such recommendation.

    g.  Once approved, the technician is entitled to use any or all of the advanced sick leave only for the medical situation or condition for which it was approved--even after returning to duty.  Example:  Technician's request for 20 days advanced sick leave is approved.  The technician uses 10 days sick leave and then returns to technician duty.  At a later date, before the 10 days advanced leave has been repaid, if the technician requires additional medical help for the same medical situation, the technician is still entitled to 10 days of unused advanced sick leave.

6.  Family and Medical Leave Act (Fmla) Of 1993tc "Family And Medical Leave Act (Fmla) Of 1993" \f C \l 2.    
    a.  The FMLA provides Federal employees with entitlement of up to 12 work weeks of unpaid/paid leave during any 12-month period for the following purposes:

    (1)  Birth of a son or daughter of the employee and the care of such son or daughter.

    (2)  The placement of a son or daughter with the employee for adoption or foster care.

    (3)  The care of a spouse, son, daughter, or parent of the employee who has a serious health condition.

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

    b.  A technician must provide notice of his or her intent to take family and medical leave not less than 30 days before leave is to begin or, in emergencies, as soon as is practicable.  The agency may request medical certification for FMLA leave taken to care for an employee’s spouse, son, daughter, or parent who has a serious health condition or for the serious health condition of the employee.

7.   Family Friendly Leave Act (Ffla) tc "Family Friendly Leave Act" \f C \l 2.  
    a.  The FFLA entitles employees to 40 hours sick leave per leave year for the following purposes:

    (1)  To provide care for a family member who is incapacitated as a result of physical or mental illness, injury, pregnancy, or childbirth;

    (2)  To provide care for a family member as a result of medical, dental, or optical examination or treatment; or;

    (3)  Make arrangements necessitated by the death of a family member or attend the funeral of a family member.

    (4)  “Family Member” is defined as:

    (a)  Spouse, and parents thereof;

    (b)  Children, including adopted children, and spouses thereof;

    (c)  Parents;

    (d)  Brothers and sisters, and spouses thereof; and

    (e)  Any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.

    b.  An additional 64 hours of sick leave may be used each year if the employee maintains a balance of at least 80 hours of leave in his or her sick leave account.  Part-time employees are also covered, and the amount of sick leave permitted for family care and bereavement purposes is pro-rated in proportion to the average number of hours of work in the employee’s scheduled tour of duty each week.  Only the first 40 hours of sick leave (or proportional amount for an employee on a part-time schedule) may be advanced.

    c.  Documentation of the leave is similar to other sick leave use, including the provisions for supervisors requiring administratively acceptable documentation from employees who are absent more than three consecutive days.  

8.  Absence for Maternity Reasonstc "Absence For Maternity Reasons" \f C \l 2.  
    a.  Absence for Maternity Reasons.  This is a period of approved absence for incapacitation related to pregnancy and confinement.  There is not a separate "maternity leave" as a type of leave.  It is chargeable to sick leave or any combination of sick leave, annual leave, and leave without pay.

    b.  Granting Absence for Maternity Reasons:

    (1)  A technician should report her pregnancy as soon as it is known so that any necessary steps can be taken to protect her health or improve working conditions and so that necessary staffing adjustment may be planned.

    (2)  There is no arbitrary cutoff date, which requires a technician to cease work at a certain date or requires the technician to return to work by a certain date.  The length of absence should be determined by the technician, her physician, and her supervisor.  An absence covering pregnancy and confinement is to be treated like any other medically certified temporary incapacitation.

9.  Leave Without Paytc "Leave Without Pay" \f C \l 2.  
    a.  Leave without pay (LWOP) is a temporary non-pay status and absence from duty that in most cases is at the employee's request.  However, approval/disapproval is a matter of supervisory discretion.  LWOP may be granted whether or not the technician has annual or sick leave to his/her credit.  It must not be confused with absence without leave (AWOL), which is unauthorized absence.  

    b.  Entitlement to LWOP.  Employees have an entitlement to LWOP in the following situations:

   (1)  The Family and Medical Leave Act of 1993 (FMLA) (Public Law 103-3, February 5, 1993), provides covered employees with an entitlement to a total of up to 12 weeks of unpaid leave (LWOP) during any 12-month period for certain family and medical needs.  (See 5 CFR part 630, subpart L.) 
   (2)  Office of Workers Compensation Continuation of Pay (OWCP COP).  Employees must be in a Technician LWOP pay status while receiving workers' COP payments from the Department of Labor. 

    c.  Employees should be aware that LWOP affects their entitlement to or eligibility for certain Federal benefits.  

    (1)  Annual and sick leave accruals in the pay period for which the 80th hour of LWOP occurs is withheld. 
    (2)  There is no charge of LWOP for holidays.  However, technicians must be in a pay status either the day before or after the holiday to receive pay for the holiday.

    d.  Approving Authority:  

    (1)  Technician supervisors may approve periods of LWOP for less than 15 days. 

    (2)  The approving authority for all LWOP of 15 continuous days or more, (other than for those situations described in paragraph 9a(1)-(2)) is the Chief of the Joint Staff for Joint Staff employees; or the DCG Army/Air for employees assigned, respectively, to non-Joint Staff positions.  Approval of LWOP will be made only after considering the value to the National Guard or the serious needs of the individual concerned.  A basic consideration in authorizing such leave is a reasonable expectation that the individual will return to duty at the end of the period of leave.  

    e.  Requesting LWOP:          

    (1)  A Technician will submit a written request to his/her supervisor for all periods of LWOP of 15 continuous days or more.  The request will specify inclusive dates, the number of hours, and the reason for the request.  The technician’s supervisor submits the request with an endorsement recommending approval/disapproval, through the technician’s chain of command, to the HRO.  The HRO will endorse the request for submission to the approving official.  The technician’s supervisor will also prepare a SF-52 to accompany the LWOP request of 15 continuous days or more.  The SF-52 will list the inclusive dates and reason for the request of LWOP.  If the technician should return to duty during the inclusive date period, the supervisor will forward a SF-52 for the date returned to duty.

    (2)  Technicians will request LWOP for less than 15 days in accordance with normal leave request procedures.  

10.  Entry And Return From Military Service (Absent – Uniformed Services)tc "Entry And Return From Military Service" \f C \l 2.
    a.  Absent – Uniformed Services is when an employee is absent (whether in a pay or nonpay status) to perform duty with the uniformed services and has reemployment rights under the Uniformed Services Employment and Reemployment Rights Act (USERRA – 38 U.S. Code chapter 43).  Because of the Rights & Benefits employees have under USERRA, any time a technician is placed in an Absent – Uniformed Services status for military orders, it must be reflected in the employee’s OPF.  Technicians on military orders who will be in an Absent – Uniformed Services status for 30 consecutive days or more must have a SF-52 and a copy of the military order submitted by their supervisor to the HRO prior to the technician’s departure in order to determine their continued benefits.  Additionally, the technician should personally contact the HRO for information regarding benefits and obligations. 
    (1)  Absent – Uniformed Services serves as a mechanism to track employees when they are on military orders in relation to their USERRA rights.  Technicians are entitled to a cumulative 5 years of absence to perform military duty, not including mobilization periods.

    (2)  When a technician is placed in an Absent – Uniformed Services status, this period of time would generally need to be bought back to count as creditable service for retirement.  The advantage of buying this time back through making the service credit deposit payments is that the technician would have gained serviceable credit towards their respective retirement for this period of service.

    (3)  Additionally, for longer periods of military service for the completion of schools, mobilization or other training, the employee will in essence, out-process, allowing pay, health insurance and retirement considerations to be fully outlined.    
    b.  Upon completion of military duty, a SF-52 must be forwarded to HRO indicating, "Return to Duty".  The effective date for the action will be the date the technician actually returned or will return to pay status.  HRO will issue a SF-50 authenticating the return to duty status.

    c.  Employees should be aware that Absent – Uniformed Services affects their entitlement to or eligibility for certain Federal benefits.  

11.  Military Leavetc "Military Leave" \f C \l 2.  Any full-time Federal civilian employee whose appointment is not limited to 1 year is entitled to military leave.  Military leave under 5 U.S.C. 6323(a) is prorated for part-time career employees and employees on an uncommon tour of duty.  Military leave entitles an employee to time off at full pay for certain types of active or inactive duty in the National Guard or as a Reserve of the Armed Forces.  

    a.  Types of Military Leave 

    (1)  5 U.S.C. 6323 (a) provides 120 hours per fiscal year for active duty, active duty training, and inactive duty training.  An employee can carry over a maximum of 120 hours into the next fiscal year.    

    (2) Law Enforcement Leave (LEL).  This type of leave affords the military technician to receive the greater of his/her salary, but not both.  Employees who perform military duty in support of civil authorities in the protection of life and property are eligible for an additional 22 workdays of military leave under 5 U.S.C. 6323(b). An employee is eligible for the additional 22 days of leave only when activated for full-time military duty under sections 101(a)(13), 331, 332, 333, or 12406 of title 10, or other provision of law, as applicable, or when activated for full-time military service for his or her State.  However, any military pay for such duty, on days the technician is excused from his/her technician duties, will be deducted from his/her technician pay.  If the military pay exceeds the civilian pay, the technician will be entitled to the excess.  Annual leave lost due to performance in a law enforcement leave status may be reinstated if it was properly scheduled prior to going into the law enforcement leave status.

    (3)  44 Day Military Leave.  This type of leave, like Law Enforcement Leave, affords the military technician the opportunity to receive technician wages in lieu of military pay.  5 U.S.C. 6323(d) entitles Military reserve technicians to leave - without loss of, or reduction in pay, leave to which otherwise entitled, credit for time or service, or performance or efficiency rating for days on which serving on active duty without pay. The active duty must be performed under 10 USC 12301(b)or (d) for participation in non-combat operations outside the United States, its territories and possessions.  This leave is not authorized for active duty during a war or national emergency declared by the President or Congress.  There is no charge to 44-day leave on non-weekdays or weekends.  On holidays, technicians receive both technician and military pay, when technician pay is received on the duty day before or after the holiday.

    b.  Charging of military leave:

    (1)  An employee will be charged military leave only for hours that the employee would otherwise have worked and received pay. The minimum charge to leave is 1 hour. Employees will not be charged military leave for weekends and holidays that occur within the period of military service. 

 

    (2)  Inactive Duty Training (IDT).  Employees who request military leave for IDT will be charged only the amount of military leave necessary to cover the period of training and necessary travel.  Therefore, hours in the civilian workday that are not chargeable to military leave must be worked or charged to another appropriate leave category.    

    (3)  Active Duty (AD) and Active Duty for Training (ADT).  AD/ADT orders places the technician in a military status for the entire day (beginning at 0001 on the first day of the order).  A technician cannot be in a technician duty status on the same day he/she is in an active or active duty for training status.  Therefore, he/she must take some type of leave, to include military leave, for all of the technician hours missed while on AD or ADT orders.

    (4)  LEL or 44 Day Military Leave.  Ensure coordination is made with both your finance office and HRO before departing for duty when the employee intends to use one of these types of leave.

    c.  Supervisors must verify that military leave is properly posted to T&A sheets and will require the technician to provide a certified copy of the military order or certificate of attendance.  The certified order/certificate of attendance will be attached to the T&A sheet.

12.  Court Leavetc "Court Leave" \f C \l 2.  An employee is entitled to paid time off without charge to leave for service as a juror or witness.  An employee must inform his or her supervisor if he or she is excused from jury or witness service for one day or more or for a substantial part of a day. If there is no jury/witness service performed, court leave is not authorized and the employee must either be present at work or take annual leave, sick leave, or leave without pay, as appropriate.  In other words, if not required to be physically present at the court (i.e. if placed on telephone stand-by), the employee must be either at the work place, or in another approved leave status.  To avoid undue hardship, an agency may adjust the schedule of an employee who works nights or weekends and is called to jury duty.  

    a.  Technician statuses for court appearances are as follows:

    (1)  Jury Duty.  An employee who is summoned to serve as a juror in a judicial proceeding is entitled to court leave.

    (2)  Witnesses.  An employee who is summoned as a witness in a judicial proceeding in which the Federal, State, or local government is a party is entitled to court leave.

    (3) Official Duty.  An employee who is summoned as a witness in an official capacity on behalf of the Federal Government is on official duty, not court leave. 


    b.  Fees/Expenses.  Employees must reimburse to their agency fees paid for service as a juror or witness.  However, monies paid to jurors or witnesses who are in the nature of "expenses" (e.g., transportation) do not have to be reimbursed to the agency. Disposition of court fees received by the technicians will be made in accordance with the directives the technician received from the USPFO comptroller or ANG comptroller.   A Technician serving on a jury in a state or local court who waives or refuses to accept jury fees is still liable to the U.S. Government for the fees he or she would have received.

    c.  Application for Court Leave:

    (1)  A request for a technician to appear in court (court summons) should be presented to the supervisor as far in advance as possible of the actual court day.

    (2)  The technician will arrange with the USPFO comptroller (ARNG) or comptroller (ANG) for a briefing on the procedures the technician must follow concerning the court summons.

    (3)  Upon return to duty, the technician will submit written evidence from the court reflecting dates (and hours, if possible) of his attendance in court.

    (4)  T&A cards will be posted reflecting the days and/or hours of court leave granted the technician while absent from regularly scheduled duties.

13.  Compensatory Timetc "Compensatory Time" \f C \l 2.  Technicians are not entitled to any pay for overtime work.  If overtime work is required, the technician will be granted an amount of compensatory leave (time off) from his scheduled tour of duty equal to the amount of time spent in overtime work.  Overtime work and that travel which qualifies as hours of work are authorized to support mission essential requirements, but are not authorized for the convenience of the technician.
    a.  Scheduling and approving overtime work: Overtime work should be scheduled in advance.  Request for overtime work will be submitted by the supervisor (the supervisor is the requester) on a NGB 46-14, Request, Authorization, and Report of Compensatory Time   The approving official will be at least one level higher than the first line supervisor, unless the requesting official is a DCG, the Joint Chief of Staff, a Brigade, Group or Wing Commander, or a Primary J-Staff Officer.  These officers have final approval authority for overtime work.  If advanced authorization is not feasible, “after the fact” approval should be secured and made a matter of record. 

    b.  TDY Work Schedule:  A technician’s regularly scheduled administrative workweek while working, attending training, or attending a conference at a TDY location, the duration of which is at least 5 days, will normally be 10 eight hour days for the pay period containing the temporary duty.  This is the agency’s regularly scheduled administrative work week.

    (1) A technician may earn compensatory time for work that is outside regular work hours at a TDY location.  

    (2) Time spent in training outside regular working hours shall be considered hours of work if the employee is directed to participate in the training by his or her agency, AND the purpose of the training is to improve the employee’s performance of the duties and responsibilities of his or her current position.  

    (3) Time spent attending a lecture, meeting, or conference shall be considered hours of work if attendance is outside the employees working hours, and the employee is directed by an agency to attend such an event, OR the employee performs work for the benefit of the agency during such attendance.  

    (4) In each of these cases, the technician must present documentation of the requirement for work outside regular work hours in order to earn the compensatory time.  A course or conference agenda, or the onsite supervisor’s certification will serve as documentation of work outside regular working hours.  If, however, that agenda identifies class/conference days that are shorter than regular working hours, those hours will be deducted from any compensatory hours claimed as earned.  See paragraph 13c.(2) for policy regarding travel to/from the TDY location.  

    c.  Compensatory Time for Travel.  Technicians are authorized compensatory time off for time spent by an employee in a travel status away from the employee's official duty station when such time is not otherwise compensable.  

  (1) The term ``travel'' is defined to mean officially authorized travel--that is, travel for work purposes that is approved by an authorized agency official or otherwise authorized under established agency policies. The term ``travel status'' is defined to mean travel that is creditable for the purpose of accruing compensatory time off. To make clear that an employee may not receive double compensation for travel hours, the term ``travel status'' does not include travel time that is otherwise compensable as hours of work.  (For example, regularly scheduled overtime.) 

    (2)  Time in travel status includes only the time actually spent traveling between the official duty station and a temporary duty station, or between two temporary duty stations, and the ``usual waiting time'' that precedes or interrupts such travel. Generally, passengers are required to arrive at a transportation terminal (e.g., airport or train station) at a designated pre-departure time (e.g., 1 to 2 hours prior to the scheduled departure time of an airplane, depending on whether it is a domestic or international flight). Such waiting time at the transportation terminal is considered usual waiting time and is creditable time in a travel status.
    (3) In addition, when an employee's travel is interrupted (i.e., the employee travels to an intervening transportation terminal and has to wait for a connecting flight to continue traveling to a temporary duty station), usual waiting time at the intervening transportation terminal also is creditable time in a travel status, subject to exclusions for bona fide meal periods. If the employee experiences an extended (i.e., not usual) waiting time during which he or she is free to use the time for his or her own purposes (e.g., rest or sleep), the extended waiting time that is outside the employee's regular working hours is not creditable time in a travel status. Once the employee arrives at a 

temporary duty station, he or she is not considered to be in a travel status just because he or she is away from the official duty station. In other words, the time spent at a 

temporary duty station between arrival and departure cannot be credited as time in a travel status.

    (4) Qualifying compensatory time off for travel must be credited and used in increments of one-tenth of an hour one-quarter of an hour (15 minutes).
    (5)  Management will direct the mode of travel.  If the technician elects a mode other than that which is directed, ie: his personal vehicle rather than management-directed air travel, then only constructive time (the time it would take for air travel) would be considered compensable.  

    (6)  Management should ensure technician travel be scheduled during normal duty days and hours as much as is possible.  Travel during non-duty time should not be a normal occurrence.

    d.  Call back overtime.  When called back to one’s place of employment for unforeseen or emergency circumstances, call back overtime will result in a minimum credit of 2 hours per call back regardless of the amount of work, if any, performed.

    e.  On-Call and Stand-by Duty.  (5 CFR §551.431)

    (1)  Stand-by Duty.  An employee who is required to remain on-call on the employer’s premises is working while on-call, or more specifically is on “Stand-by” duty.  An employee is on-duty, and time spent on stand-by duty is hours of work if, for work-related reasons, the employee is restricted by official order to his/her place of work AND is assigned to be in a state of readiness to perform work with limitations on the employee’s activities so substantial that the employee cannot use the time effectively for his or her own purposes.  A finding that an employee’s activities are substantially limited may not be based on the fact that an employee is subject to restrictions necessary to ensure that the employee will be able to perform his or her duties and responsibilities, such as restrictions on alcohol consumption or use of certain medications.

    (2) On-Call.  An employee will be considered off duty and time spent in an on-call status shall not be considered compensable hours of work if:

    (a) The employee is allowed to leave a telephone number or to carry an electronic device for the purpose of being contacted, even though the employee is required to remain within a reasonable call-back radius; or

    (b) The employee is allowed to make arrangements such that any work which may arise during the on-call period will be performed by another person.

    f.  Time limits on the use of compensatory leave:

    (1)  Compensatory leave must be used within twenty-six pay periods following the pay period in which it was earned.  Compensatory leave not used within twenty-six periods of accrual will be forfeited.

    (2)  Compensatory leave will be taken before annual leave, except in those instances where forfeiture of annual leave will occur.

    (3)  Supervisors and employees will ensure that accrued compensatory leave is scheduled for use to avoid forfeiture.

    g.   Holiday premium pay, not compensatory time, will be earned by technicians required to work on a holiday or the day designated as an in lieu of holiday.  (ref Holiday pay and work)

14.  Excused Absencetc "Excused Absence" \f C \l 2.  An excused absence is an administratively authorized absence from duty, without loss of pay and without charge to leave.  Except where otherwise specified below, approval authority for excused absence is the Chief of the Joint Staff for Joint Staff employees; or the DCG Army/Air for employees assigned, respectively, to non-Joint Staff positions.
    a.  Situations for which excused absences may be granted include:

    (1)  Tardiness and brief absence:  With adequate justification, supervisors may excuse tardiness or brief absences from duty of less than one hour.  If the reason for the absence/tardiness is not justified, the supervisor may allow the absence to be made up or charged to an appropriate leave status.  If the absence is characterized as Absent Without Leave (AWOL), the absence may become the basis for disciplinary action.

    (2)  Blood donation:  An employee may be excused to make a blood donation.

    (3)  To attend conferences or conventions (e.g. AGAUS, NGAUS, EANGUS) whenever it is determined by the approval authority that such attendance will serve the best interest of the Federal Government.

    (4)  Representing employee organizations.  An employee serving as a representative of an employee organization may be excused to receive information, briefing, or orientation relating to matters of mutual concern to the employing agency and the employee in his capacity as an organization representative.  Areas of mutual concern would include matters relating to pay, working conditions, work schedules, employee grievance procedures, performance ratings, adverse action appeals, as well as agency policy and negotiated agreements pertaining to them.  Official time and administrative leave requests and approvals will be handled IAW HQ IDNG (ARNG) 690-700/HQ IDNGI (ANG) 36-701 and the negotiated Labor Management Agreement.

    (5)  To take an examination, either physical or mental, as a condition for continued technician employment or promotional opportunity.

    (6)  For time required to vote when polls are not open at least three hours before or after regularly scheduled duty hours.

    (7)  Technicians may be excused for short periods to participate in civil activities that the Federal Government is interested in encouraging.  These periods will be confined to not more than a combined total of three (3) work days during a calendar year.  Official civil activities include but are not limited to: inaugurals, dedication of public buildings and projects, ceremonies for officially invited governmental visitors, and the convening of legislative bodies.  Before excused absence is granted, it should be determined that such participation is in the best interest of the Federal Government.

    (8)  State Active Duty:

    (a).  Technicians may be excused when ordered to State active duty by the Governor for participation in emergency rescue or protective work (not involving law enforcement duties) in connection with floods, fires, or other natural phenomena.  Leave status for technicians providing military aid to enforce the law will be determined on a case-by-case basis, depending on current NGB policy.  (See paragraph 11a.(2) for information regarding leave for State active duty).
     (b)  Technicians may be granted excused absences not to exceed five (5) work days for each State emergency of this nature when called under competent civilian or military orders to participate in emergency search and/or rescue work, to participate in Civil Air Patrol searches, or to provide support services during a strike.  Technicians who suffer injury or death while on state active duty are not eligible for benefits under the Federal Employee's Compensation Act since state active duty does not constitute performance of official technician duties.

    b.  Administrative Dismissal:  The Deputy Commanding General, IDANG/IDARNG and Joint Chief of Staff may close an activity for brief periods.  When group dismissals occur by reason of closing an activity or by releasing technicians in the public interest, technicians affected by these actions are generally excused without charge to leave and without loss of pay.

    (1)  This authority is to be used sparingly and not to exceed three (3) consecutive workdays for any single period of excused absence.

    (2)  Reasons for administrative dismissal may include by are not limited to:  power failure, breakdown of equipment, local holidays when Federal work may not properly be performed, interruption of transportation facilities, etc.

15.  Military Funeral Honors Dutytc "Military Funeral Honors Duty" \f C \l 2.  Military Technicians may be used in a technician status to administer, plan, train, and prepare military funeral honors details for performance of funeral honors.  When Military Technicians perform military funeral honors as part of a detail, they must be placed in a military duty status and take appropriate leave.  Leave for this purpose may only be granted to cover each period of travel to and from the burial site, and the performance of the funeral honors.  Administrative Leave, Annual Leave, Compensatory Leave or Leave Without Pay is the appropriate leave statuses for such duty.  Additionally, if the funeral honors duty is done in Full Time National Guard Duty for Special Work (FTNGDSW) or Military Personnel Authorization (MPA) status, the appropriate leave statuses for such duty are Annual Leave, Compensatory Leave, Leave Without Pay, or Military Leave.

16.  Holiday Worktc "Holiday Work" \f C \l 2.  .  The Chief of the Joint Staff for Joint Staff employees; or the DCG Army/Air for employees assigned, respectively, to non-Joint Staff positions are authorized to direct or delegate to others, work on a holiday.  If a technician performs work on a holiday, it must be directed by one of the above and properly recorded on the T&A card as holiday work.  Holiday premium pay, not compensatory time, will be earned by technicians required to work on a holiday or the day designated as an in lieu of holiday.

    a.  Determining Holidays.

    (1)  If a holiday falls on a technician’s non-duty day, the previous duty day is designated as the in lieu of holiday.  

     (2)  Technician must be in a pay status the day before or after a holiday to receive pay for the holiday.

    b.  Documenting Holiday Work:  Use of the NGB Form 46-14 is mandatory for all holidays worked.  The requesting supervisor/commander will prepare an original and one copy of NGB Form 46-14 and forwards thru the Joint Chief of Staff to the appropriate DCG.

17.  Holidaystc "Holidays" \f C \l 2.  .  The following are holidays for purposes of pay of technicians:

New Year's Day - First day of January

Martin Luther King's Birthday - Third Monday of January

President’s Day - Third Monday of February

Memorial Day - Fourth Monday of May

Independence Day - Fourth day of July

Labor Day - First Monday of September

Columbus Day - Second Monday of October

Veterans Day - Eleventh day of November

Thanksgiving Day - Fourth Thursday of November

Christmas Day - Twenty-fifth day of December

Any other day designated as a holiday by Federal statute or executive order

