June 16, 2008
ATTENDANCE POLICY/LEAVE MANAGEMENT 
Hawkeye District
The Postal Service leave program is a valuable fringe benefit which, if properly used, protects employees from loss of earnings while incapacitated by illness or injury and provides times for rest and recuperation. One of the basic principles which form the foundation of our leave program is that employees be regular in attendance. As you are aware, employees absences result in a loss of productivity with the most disruptive being unscheduled absences. In support of proper administration of the leave program and the reduction of unscheduled absences, the general obligations of all employees regarding attendance are provided in ELM 510 (Leave). 
Douglas H. Morrow
District Manager
Attachment
EMPLOYEE RESPONSIBILITIES
Employees are expected to maintain their assigned schedule and must make every effort to avoid unscheduled absences. In addition, employees must provide acceptable evidence for absences when required. (ELM 511.43) ELM 510 Leave 
To the extent possible, employees should schedule medical, dental, or optical examination or treatment outside of work hours or at the beginning or end of tour if possible, to provide minimum disruption to the unit. (ELM 513.32) ELM 513 Sick Leave 
Avoiding unscheduled absences is an important part of each employee’s responsibility. All employees are reminded that to continue to have a productive and efficient postal operation, unnecessary absences must not occur. Failure to be regular in attendance may result in discipline up to and including removal. 
Definition of Unscheduled Absence: Any absences from work that is not requested and approved in advance. (ELM 511.41) ELM 510 Leave
Scheduled vs. Unscheduled: All absences are either unscheduled as defined above scheduled. A scheduled absence usually involves the completion, submission, and approval of PS Form 3971 prior to the actual absence however there could be situations where it is not possible to have a PS Form 3971 submitted in advance, yet the absence could be scheduled. In these situations, there still must be a request in advance, and it must be the supervisor who decides that the employee will not have to come to work. In any event, the determination of whether an absence is scheduled or unscheduled must be made by the supervisor. 
CALL IN PROCEDURE
All employees are required to notify management in the event they are unable to report for work as scheduled for unexpected illness/injury situations. Such notice should be provided as far in advance as is reasonably possible. Employees should not rely upon others to provide this notification unless they are physically unable to make notification personally.
Non-IVR Offices:
1. Personally call the supervisor or designee at the reporting office. 

2. Advise him/her of the condition or situation leading to the unscheduled absence. 

3. Upon return to duty, prior to beginning tour, the employee should report to their duty station early enough to process necessary documentation. 

4. Military and court leave requests must be submitted immediately after the employee is notified. 

5. Documentation may be requested for any absence. 

IVR-offices:
1. Call 1-877-477-3273 (TTY 866-833-8777 – Option 4) 

2. For unscheduled leave requested ALWAYS wait for and write down the confirmation number. 

3. Upon return to duty, prior to beginning tour, the employee should report to his/her duty station early enough to process necessary documentation. 

4. Military and court leave requests must be submitted immediately after the employee is notified. 
5. Documentation may be requested for any absence. 

For JOB RELATED illness or injury absences, employees are required to contact the supervisor immediately. (Link to Injury Compensation)
MANAGEMENT RESPONSIBILITIES
It is the responsibility of all supervisors to control unscheduled absences and to inform employees of all leave regulations. The supervisors are to discuss attendance records with employees every time an absence occurs and maintain and review Form 3971 and Forms 3972 (Absence Analysis). Form 3972 can show abuse or patterns of unscheduled absences and can be used by the supervisor to determine if corrective action is needed. (ELM 511.42) ELM 510 Leave
SICK LEAVE
The Postal Service has excellent sick leave benefits. Taking advantage of the opportunity to earn unlimited amounts of sick leave is encouraged. The purpose of sick leave is to insure employees against loss of pay if they are incapacitated due to illness, injury, pregnancy and confinement and medical examination or treatment. 
EVIDENCE REQUIREMENT
For periods of absence of 3 days or less, supervisors may accept the employee's statement explaining the absence. Medical documentation or other acceptable evidence of incapacity for work or need to care for a family member is required only when the employee is on restricted sick leave (see 513.39) ELM 513 Sick Leave 
Or when the supervisor deems documentation desirable for the protection of the interests of the Postal Service. Substantiation of the family relationship must be provided if requested. (ELM 513.361) ELM 513 Sick Leave
For absences in excess of 3 days, employees are required to submit medical documentation or other acceptable evidence of incapacity for work or of need to care for a family member and, if requested, substantiation of the family relationship. (ELM 513.362) ELM 513 Sick Leave 
When employees are required to submit medical documentation, such documentation should be furnished by the employee's attending physician or other attending practitioner who is performing within the scope of his or her practice. The documentation should provide an explanation of the nature of the employee's illness or injury sufficient to indicate to management that the employee was (or will be) unable to perform his or her normal duties for the period of absence. Normally, medical statements such as "under my care" or "received treatment" are not acceptable evidence of incapacitation to perform duties. Supervisors may accept substantiation other than medical documentation if they believe it supports approval of the sick leave request. (ELM 513.364) ELM 513 Sick Leave
Employees who are on sick leave for extended periods are required to submit at appropriate intervals, but not more frequently than once every 30 days, satisfactory evidence of continued incapacity for work or need to care for a family member unless some responsible supervisor has knowledge of the employee's continuing situation. (ELM 513.363) ELM 513 Sick Leave
A call-in does not insure approval. The employee’s unit supervisor has the authority to approve or disapprove a leave request.
If sick leave is approved but the employee does not have sufficient sick leave to cover the absence, the difference is charged to annual leave or to LWOP at the employee's option. (ELM 513.61) ELM 513 Sick Leave
If sick leave is approved for employees who have no annual or sick leave to their credit, the absence may be charged as LWOP unless sick leave is advanced as outlined in ELM 513.5. ELM 513 Sick Leave LWOP so charged cannot thereafter be converted to sick or annual leave. (ELM 513.62) ELM 513 Sick Leave
SICK LEAVE FOR DEPENDENT CARE
A limited amount of sick leave may also be used to provide for the medical needs of a family member. Nonbargaining unit employees, and bargaining unit employees if provided in their national agreements, are allowed to take up to 80 hours of their accrued sick leave per leave year to give care or otherwise attend to a family member (as defined in ELM 515.2) ELM 515 Family Care with an illness, injury, or other condition that, if an employee had such a condition, would justify the use of sick leave. If leave for dependent care is approved, but the employee has already used the maximum 80 hours of sick leave allowable, the difference is charged to annual leave or to LWOP at the employee's option. (ELM 513.12) ELM 513 Sick Leave
BEREAVEMENT LEAVE
All employees (EXCEPT Rural) may use up to three workdays of annual leave, sick leave or leave without pay, to make arrangements necessitated by the death of a family member or attend the funeral of a family member. 
Definition of a family member:
· Son or daughter-a biological or adopted child, stepchild, daughter-in-law or son-in-law 

· Spouse 

· Parent 

· Sibling-brother, sister, brother-in-law or sister-in-law 

· Grandparent 

For employees opting to use available sick leave, the leave will be charged to sick leave for dependent care, if eligible. Documentation evidencing the death of the employee’s family member is required only when the supervisor deems documentation desirable for the protection of the interests of the Postal Service. Authorization of leave beyond three days is subject to the conditions and requirements in ELM 510. ELM 510 Leave
ANNUAL LEAVE
Except for emergencies, annual leave for all employees except postmasters must be requested on PS Form 3971 and approved in advance by the appropriate supervisor. (ELM 512.411) ELM 512 Annual Leave Request for annual leave is made in writing, in duplicate, on PS Form 3971. (ELM 512.421) ELM 512 Annual Leave
The supervisor is responsible for approving or disapproving the request for annual leave by signing PS Form 3971, a copy of which is given to the employee. If a supervisor does not approve a request for leave, the disapproved block on PS Form 3971 is checked and the reasons given in writing in the space provided. When a request is disapproved, the granting of any alternate type of leave, if any, must be noted along with the reasons for disapproval. AWOL determinations must be similarly noted. (ELM 512.422) ELM 512 Annual Leave
EMERGENCY ANNUAL LEAVE
An exception to the advance approval requirement is made for emergencies; however, in these situations, the employee must notify appropriate postal authorities of the emergency and the expected duration of the absence as soon as possible. (ELM 511.412) ELM 510 Leave
Supervisors approve or disapprove the leave request. When the request is disapproved, the absence may be recorded as LWOP or absent without leave (AWOL) at the discretion of the supervisor as outlined in ELM 511.422. ELM 510 Leave
LEAVE WITHOUT PAY
LWOP is an authorized absence from duty in a nonpay status. (ELM 514.1) LWOP may be granted upon the employee's request and covers only those hours that the employee would normally work or for which the employee would normally be paid. FLSA-exempt employees must take LWOP in 1-day increments except when they are taking leave protected under the Family and Medical Leave Act (FMLA).(ELM 514.1) ELM 514 Leave Without Pay
LWOP is different from AWOL (absent without leave), which is a nonpay status due to a determination that no kind of leave can be granted either because (1) the employee did not obtain advance authorization or (2) the employee's request for leave was denied. 
Each request for LWOP is examined closely, and a decision is made based on the needs of the employee, the needs of the Postal Service, and the cost to the Postal Service. The granting of LWOP is a matter of administrative discretion and is not granted on the employee's demand except as provided in collective bargaining agreements or as follows: (ELM 514.22) ELM 514 Leave Without Pay
a. A disabled veteran is entitled to LWOP, if necessary, for medical treatment. 
b. A Reservist or a National Guardsman is entitled to LWOP, if necessary, to perform military training duties under the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA), Public Law 103-353. 
c. An employee who requests and is entitled to time off under ELM 515. ELM 515 Family Care 
Absence for Family Care or Serious Health Condition of Employee must be allowed up to a total of 12 workweeks of absence within a Postal Service leave year for one or more reasons listed in ELM 515.41. ELM 515 Family Care
LWOP is not granted for the purpose of enabling an employee to "try out" or to accept other employment. (ELM 514.25) ELM 514 Leave Without Pay
A request for LWOP is submitted by the employee on PS Form 3971. If the request for leave indicates that the LWOP will extend over 30 days, a written justification and statement of reason for the desired absence is required. (ELM 514.51) ELM 514 Leave Without Pay
Acceptable reasons and instructions for LWOP are outlined in ELM Section 514.4. 
ELM 514 Leave Without Pay
FAMILY AND MEDICAL LEAVE ACT
The Family and Medical Leave Act of 1993 (FMLA or Act) allows “eligible'' employees of a covered employer to take job-protected, unpaid leave, or to substitute appropriate paid leave if the employee has earned or accrued it, for up to a total of 12 workweeks in any 12 months because of the birth of a child and to care for the newborn child, because of the placement of a child with the employee for adoption or foster care, because the employee is needed to care for a family member (child, spouse, or parent) with a serious health condition, or because the employee's own serious health condition makes the employee unable to perform the functions of his or her job.
The Act is intended to balance the demands of the workplace with the needs of families, to promote the stability and economic security of families, and to promote national interests in preserving family integrity. It was intended that the Act accomplish these purposes in a manner that accommodates the legitimate interests of employers.
· Employees desiring to use FMLA must have one year of service and have worked 1250 hours during a 12 month period prior to the date the leave begins. 
· Link to Department of Labor FMLA 
ABSENT WITHOUT OFFICIAL LEAVE
Employees who fail to report for duty on scheduled days, including Saturdays, Sundays, and holidays, are considered absent without leave except in cases where actual emergencies prevent them from obtaining permission in advance. In emergencies, the supervisor or proper official must be notified of the inability to report as soon as possible. Satisfactory evidence of the emergency must be furnished later. An employee who is absent without permission or who fails to provide satisfactory evidence that an actual emergency existed will be placed in a nonpay status for the period of such absence. The absence may be the basis for disciplinary action. However, once the employee provides management with notice of the need for leave in accordance with Family Medical Leave Act (FMLA)-required time frames, and the absence is determined to be FMLA protected, the employer must change the AWOL to approved FMLA-LWOP, and delete the AWOL status from the record. (ELM 665.42) ELM 665 Standards of Conduct
TARDINESS 
Any employee failing to report at his or her scheduled time in installations where 
time recorders are not used is considered tardy. Tardiness in installations equipped 
with time recorders is defined as any deviation from schedule. ELM 665.43)
ELM 665 Standards of Conduct
