THE SUPERVISOR’S GUIDE TO
THE CORRECT WAY OF DOING
PRIME TIME ANNUAL SLIPS

(aka PRIME TIME FOR DUMMIES)
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OTHER HELPFUL HINTS

The easiest way to do prime time annual slips is to:

1.) Separate all the 1st and 2nd choice from the total slips and file them according to seniority,
i.e. Jane, 1st & 2nd choice, John, 1st & 2nd choice, etc. Make sure that when you have the 1st
and 2nd choices pulled out that these choices are in the prime time dates. Example: 1st choice;

12/20-25/95. This would be placed back in the pile of other 3971 according to seniority. This
does not fall within May 1-September 15, :

2.) Have your annual leave book ready and mark it as soon as you disapprove or approve your
slips, but make sure the disapprove is also marked in the book. Place your approve/disapprove
in the appropriate envelopes that is attached each month,

3.) Make sure that you approve according to the allotted percentage for your section!
For sections that have TE’s assigned, you would also include them in your percentage.

4.) Once you have been through all the 1st and 2nd choices, you now go to the “other” pile of
3971’s, by seniority. Approve/disapprove and make sure they are marked in the annual leave

book. You can go above your allotted percentage to make sure that everyone that requests some
leave during prime time will get a vacation (ITEM 9),

Examples of 3971°s of do’s and don’ts are in this packet,



BLOCKING IN A HOLIDAY

To make sure you get the Holiday window, included in your leave submission, you have a few
options.

1.) Taking 32 hours of Annual (or more), and 8 hours of Holiday leave. This is considered a
40 hour block, and guarantees you the Holiday and Holiday window as part of your time off.

Examples: 32 hours of leave taken from December 23 through December 29, on a bid with
weekends off, gets you both Christmas and New Years, Time off is December 23 through
January 1. The total leave paid hours must be 40 hours,

2.) Blocking in the Holiday. This requires a minimum of 16 hours and can be more, You have
weekends off and request 16 hours of Annual from September 1 through September 5. Only 16
hours of leave is requested, but five days are utilized, You must block the Holiday on both sides
of the Holiday and/or days off. You cannot take 16 hours on one end and be guaranteed not to
work the Holiday or part of the Holiday window,

The above two are the only two ways that you are guaranteed the Holiday and Holiday window
off. o

3.) You may request on your 3971, in the remarks, “To include Holidays and Days Off” Only
if the supervisor signs this as annotated do you get the Holiday and Holiday window off If the
supervisor annotates in the remarks, or where there ig room, “May be required to work Holiday
and Days Off,” then you may be working the Holiday or Days Off, Example: request 8 hours
annual on September 1, and annotate “To include Holiday and Days off.” The supervisor signs
this and sends it back, you have a four day weekend for only 8 hours, !

Now if you request 8 hours annual for September 1 and annotate “To include Holiday and Days
Off,” and the supervisor writes on the 3971 “May be required to work Holiday and Days Off”
you have the 8 hours for September 1, but may be working September 2,3&4. ,
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Supervisor Screwed approved, scheduled the annual leave,
Which means Supervisor Screwed had already done the following:

1.) Checked that no one senior to Employee Goode was denied

2.) Checked to see if Employee Goode had annual leave to cover request

3.) Request was submitted timely

¥
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RIGHT!

Supervisor Screwed COULD NOT approve leave as written so the slip was _
disapproved with a reason and resubmission asked for the dates the Supervisor
Screwed could approve,

Remember, when a resubmission is asked for, the date of original request will still
be honored as long as employee resubmits in 5 days of when employee receives
disapproval slip.

. 7 REQUEST FOR OR NOTIFICATION OF ABSENCE _ PP | _YEAR
L) ¥ TV mmc; m N, of Prguested
“t -5 o] )
e ation ) Y "W% rem Date Doy | o,
D T4 son iy | ‘1 S his |95 (Yoo potiesd to
Thvie of Coll o Requent ] Wmummwm 5 4o
Y ST O no car 5'-7 '7 e {45
Tmof-ﬁbunccc Documentation (or Ogicial Use Oniy) Revised Scheduie For ,q % Ee SN oy o Mon
G Knoumt 01 58700 |00 For C. of Poy Leave €A1 on File) Deve) APDIOVEd In Advancs -
CJ wwor (see ) For Advanced 8Kk Laeve (122/ an Flk) Yoo (O wo Tue
CJ Sick (See Reverse) 0 For Mifttary Loave (Orders Reviewed) o
Late cor CJ For Count Leuve Summons Reviewsd) Begin Work o
Other L Eot Higher Lever (723 o ) :
0 ?ﬁm":w ssting, Quaktying Lunch-Out '&yx
Remarks (Do Nor Enter Mediom] Mformation)
_ Lunchvin i
- Eeawen o
bl 15 e g o Bt e B e TS e | )
Employes's Signaturs & Dete 2maturs of Parson Recordkrg Absance  |Sknatirs of Beremser & Bres o Mhon
7 3w l4s [abae S {4s™ 10
T, Gooda_ R Do i
Officiel Action on Appiication e
0 Approved B Dissoproved (Give Reasom Moy 3 O LF ST S i, [Homirs of Supervieor & Date u(\\\qg— Thor
f"(. AT .+ v "\. .' ' '
wve Type Code m; for 51 v ) »L.. * ;Q\ S i':
‘ymm;:mmmmormummummm'mmnmmnmwmmms Convimeed
o Imprisonment of not more than & years, o¢ both, (18 U.S.C. 1001) 10.000 U Revere
P8 Form 3971, October 1988




LS. Poatal Service

o REQUEST FOR OR NOTIFICATION OF ABSENCE _ PP |  YEAR
‘ e UST |
b fom Mo Oay | nit, Raurn
W/ - Sm
Rotuechudoc Orti " t . m k.
LY O ne con et | FEde
Type of Abum.c Documentation Gor Oficiad Use Owly) Reviesd Schockes For 'y 93&) )
" 0 701 Ruke For C. of Pay Leave (CAI on File) [ere) Approved i Advance ] ::*
LWOP (See } For Advenced Sick Leave (1221 ow File) Qv ‘
L Sick (See Rrverse) CJ #or Mitary Laeve (Orders Reviewed) n_ Ln a
Lt [Jcos 8 For Court Laava fSummons Reviewed) Begin Work ‘c':va“
Other ] ¢ 3 :
lj ?gmm"m %‘é qth‘: gﬁfa)ﬂm Lunch-Ou &""
Nemacks (Do Nor Enver Modical Information) Luncivin Fel
nc Aays ol ¢ hol, ' 07
- End Work o
' ,
oy Bt o S B ey ot v | "
Emptoyes's Signaturs & Date Signetute of Person Recorcing Absance Signature of Supervisor & Date Motified Mon
35 [~ [s0me ] ANishspd 20
IM (oo | TDZ.W e
Offickd Action on Apphcation i
, Approved [ pj (Gi . o &D
L aoproved (Give Reason) ; ké)u:_kl%wrw W Semervecr & Dats Qh\‘l‘s"" E“
Waening: ‘l‘hoﬁmwhhhaoﬂmmomnﬂonmthbfwm mm'mmdfmmmmno.ooo Comti
N mmbmmmmmmmsm,mm'mus.amn o DW“
P8 Form 3971, Ociober 1983

-
o
R,

Employee Goode has Sunday/Monday off. The 4t}
year. Employee Goode wants to take 7/5

RIGHT!

off to recuperate.

10f July is on a Tuesday this

Supervisor Screwed can approve the leave but not the request stated in the

Approve the leave with the following note, “May be required
to work days off/Holiday.” ’

remark section.
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WRONG!

Why is this wrong, Supervisor Screwed.

1.) The Supervisor DOES NOT chan
dates, times or hours req

2.) Circled unscheduled, This s|

3.) WRONG LEAVE TYPE CODE. “24” is AWOL, not annual leave,

Big difference.

4.) Are you giving out approved LWOP!

ge Employee Goode’s request by changing
uested, Approve as is or disapprove and give reasons,

ip was submitted timely, so it i SCHEDULED,
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TRUE COPY

April 28, 1988
MEMORANDUM FOR FILE
Subject: Annual Leave Selections

Based on meetings with City Operations and APWU, we have reached the following
understanding with respect to annual leave scheduling during the choice vacation period

(May 1 through September 15).

1. Choice vacation selections. First and second choices will be approved up to the percentage for
the section. The percentage applied is determined on a weekly basis. Selections may be for less
than five days. Item 6 concerning days off and holidays applies to choice vacation selections even
though the selection is for less than 5, 10, or 15 days,

2. Requests submitted by March 15, approved by seniority. If the percentage is not filled by first
and second vacation choices, annual leave will be approved for those who have submitted
requests prior to March 15, by seniority, up to the appropriate percentage. We have indicated
that we will base the percentage on a daily calculation for approval of these requests. The union
has not yet indicated whether or not they agree with that method of calculating the percentage.
Item 6.of the Local Memo does not apply to requests approved under these provisions, since
these requests are not choice vacation selections. However, we have agreed that normally days
off and holidays that are bracketed by annual leave, will not be worked. The union has agreed
that they will do their part in explaining to senior employees who might be required to work
holidays if junior employees utilize these provisions to insulate themselves from holiday
scheduling. If an employee submits a request for leave, and one or more days cannot be approved
because the percentage has already been filled for those days, the supervisor will annotate on the
3971 the days which can be approved and return the 3971 to the employee for resubmission. If
the employee amends the request for leave and resubmits it within five calendar days, we will
consider the resubmission to be as of the date of the original submission, If'the resubmission
comes back more than five calendar days after it was returned, it will be considered as newly
submitted. If that new submission date is after March 15, then consideration for approval of the
leave would be on a first-come, first-served basis,

3. Incidental leave submitted after March 15. If a request for annual leave is submitted after
March 15, but at least five working days prior to the first day of requested leave, as provided in
Item 12, annual leave will be approved up to the appropriate percentage. The percentage will be
calculated on a daily basis. This leave is approved on g first-come, first-served basis. If the
request is submitted less than S working days, the percentage will not apply, Leave approval will
be strictly at the discretion of the supervisor, but if any leave is approved it will be first-come,

first-served as required in LMU.
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Memo for File

The above provisions concerning percentages apply only during the period from May 1 through
September 15, when choice vacation percentages apply. There are no percentage allocations for
periods outside that time frame. Any requests for leave outside that time frame, or in excess of
the applicable percentage during that time frame, are strictly at the discretion of the supervisor,
Such requests would, of course, still be subject to approval by seniority or on a first-come, first-
served basis depending upon the submission date of the request.

Any of these understandings which can change the way we have done something will be applied
only in the future. We will not backtrack to make changes on items that have already been
approved,

This applies only to APWU.

/S/ DIJIS

/t/ D. James Shipman
Director, Human Resources
Des Moines Division

Des Moines, TA 50318-9994



DES MOINES POST OFFICE
LAMPS SETTLEMENT

ISSUE: AwoL

APWU NO: 77-89-5080

As a final and complete settlement of the above stated issue,
the LAMPS Team agree to the following:

THE STEWARD AND EMPLOYEE ARE ADVISED OF SECTION
6€6.51 IN THE EMPLOYEE AND LABOR RELATIONS MANUAL
CONCERNING THE OBEDIENCE OF ORDERS.

IN THE FUTURE IF AN EMPLOYEE REQUESTS ANNUAL LEAVE
AND INCLUDES IN THE REMARKS SECTION OF THE PS FORM
3971 “TO INCLUDE DAYS QFfF® OR ™TO INCLUDE DAYS OFF
AND HOLIDAY" THE REQUEST WILL BE GRANTED IF
APPROVED BY THE SUPERVISOR.

IF THE SUPERVISOR CAN APPROVE THE ANNUAL LEAVE, BUT
NOT THE REQUEST STATED IN THE REMARKS SECTION, THE
SUPERVISOR WILL APPROVE THE PS FORM 3971 AND NOTE
THE FOLLOWING: "MAY BE REGUIRED TO WORK DAYS
OFF\HOL IDAY",

The LAMPS Tean mutually agree, based on the above, to

consider this case formally closed, effective with the
signing of thisg settlement.,

Y CM; G

L. B. Corbin, J¢.

7/ 7’/ ’7

Date
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ITEM 12

THE PROCEDURES FOR SUBMISSION OF APPLI.
CATIONS FOR ANNUAL LEAVE DURING OTHER
THAN CHOICE VACATION PERIOD.

Section 1. Al AP.W.L. Bargaining Unit Employees.

A.

It a request for annual leave outside the choice
vacation period is submitted in triplicate and hand-
ed to the supervisor at least five (5) working days
prior to the first day of the requested leave, the
third copy of PS Form 3971 shall be signed and
dated by the supervisorto show submission by the
employee. The second copy of the PS Form 3971
will be returned to the employee upon determina-
tion by the supervisor. A determination must be
made on such request within two (2) working days
of the submission of the request.

Ifafter the two (2) working day period, no deniai or
approval of the requested leave is received, the
employee requesting the leave will submititto the
Tour Superintendent, who must act upon it within

twenty-four (24) hours.

Seniority shall prevail outside the choice vacation
period for leave beginning after May 1, if the
application has been submitted by March 15 of the
current leave year.

In addition to the Provisions of ltem 12.18, after
May 1 of the current leave year, employees may
submit requests for annual leave for the period
between the first day of the following leave year
through April 30 of that leave year. These leave
requests will be considered on a first-come, first-

served basis.

All other annual leave shaj| be administered on a
first come, first served basis,
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PRIME TIME % VS INCIDENTAL %

=

Definition:

PRIME TIME %. This is the number of employees off on a daily basis, This number is based
on total number of bids in section and those assigned, i.e. PTF’s, TE’s, light limited duty. This %
applies to all employees in section who submitted their annual leave slips by March 15. Leave is

approved on a seniority basis.

INCIDENTAL %. This is the number of employees off per day.. This % may fluctuate from
day to day based on positions and assigned employees in that section for that day they are
submitting, i.e. a Sunday. This % applies to employees who have submitted their annual leave
AFTER March 15. Leave is approved on a 1st come, 1st served basis. :

Example of PRIME TIME %: 6 employees submit annual leave for May 0. Supervisor
Screwed can approve up to 5 employees off (weekly %: all have submitted leave by March 15).
Supervisor Screwed approves the 5 senior employees. The 6th employee is first denied and if one
of the 5 seniors turns in this day , annual leave is approved to employee 6. REMEMBER: a
supervisor can approve more than the percentage in order to make sure each employee has a

vacation (Item 9, LMOU).

-

Example of INCIDENTAL %: 4 employees submit annual leave for June 6. All have submitted
by March 15. Supervisor Screwed can approve up to 5 weekly %’s. Employee Goode submits
annual leave for June 6 on April 1 (after March 15). The daily % now kicks in. According to my
DAILY %, 3 employees can be approved. Supervisor Screwed CAN approve Employee Goode’s
annual but is not contractually obligated based on this scenario.



