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Civilian Leave Programs 

DIAl 1424.001 
7 Jul 2017 

OPR: OHR 

(a) DIA 1nstruction 1424.001, HCivilian Leave Programs," 6 May 2015 

1. Purpose. 

(canceled)-
(b) Title 5 United States Code, Chapter 63, ~'Lcave'~ 
(c) Part III Subpart E of title 5 U.S.C., "Attendance and Leave" 
(d) Section 2601 of Litle 29 U.S.C.~ '"Family and IVledical Leave Act" 
(e) Part 1 of title 38 U.S.C., ~'Gelleral Provisions" 
(f) through (r), see Enclosure 2 

I. L Replaces Reference (a). 

1.2. Implements References (b) through (1) and establishes procedures for the 
administration of civilian leave programs. Leave programs facilitate absence from duty for a 
number of reasons to include vacations, rest and recuperation, personal business, emergencies, 
and lnedical incapacitation. All documents and information regarding an individual's request 
and use of leave are considered sensitive and nlusl be protected accordingly. 

l.3. Designates the Director, DIA (DR) as the approving authority for closure of DIA and 
release of civilian eIl1ployee~ during elnergencies. planned lnanagement actions, or other event~ 
as deelned appropriate by the DR. For areas outside of Washington, D.C., designates the local 
authority responsible for that activity, area, or building, or to the conlbatant commander or 
designee, hereafter collectively referred to as the local authority, as the approving authority for 
release of ci vilian employees in an elnergency. to include weather-related, situations. 

104. Applies to civilian enlployees assigned to directorates, special offices, integrated 
intel1igencc centers, and combatant command directorates for intelligence (hereafter referred to 
as HDIA clements"). This Instruction does not apply to military personnel, contractors, or 
foreign nalional employees. 

2. Definitions - sec Enclosure 3. 

3. Responsibilities. 
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3.1. The DR serves as approving authority for all unscheduled leave resulting tram 
weather-related dismissals, emergency dismissals and closures~ and unscheduled leave or 
excused absence resulting from non-emergency conditions, except as noted in Paragraph 1.3. 

3.1.1. The DR delegates this authority to the DIA Chief of Staff and the Director for 
Human Resources in accordance with Reference (m). This delegation does not divest the DR of 
his or her authority. 

3.1.2. The DR, or designee, must detennine. in conjunction with existing Otlice of 
Personnel Management (OPM) guidance on Washjngton~ D.C. area emergency dismissal or 
c10sure procedures: 

3.1.2.1. When civilian employees in the Washington, D.C. area will be 
administratively dismissed or excused because of an emergency situation. 

3.1.2.2. When all or part of DIA will be closed for short periods of time for 
planned management reasons or other events as deemed appropriate by the DR. 

3.1.3. The DR delegates authority for specific situations related to unscheduled 
leave/excused absence resulting frOln non-elnergency events noted in Enclosure 1. Chapter 9 of 
this Instruction. This delegation does not divest the DR of his or her authority. 

3.1.4. For DIA activities located outside the Washington, D.C. area, the DR, or 
designee, defers to the local authority charged with responsibility for that activity, area, or 
building. This delegation does not divest the DR of his or her authority. 

3.2. The Office of Human Resources (OHR) is responsible for the overall management and 
a(hninistration of civilian leave programs and must: 

3.2.1. In coordination with the Office of General Counsel, interpret aPM and DoD 
leave regulations and policies. 

3.2.2. Inform supervisol'S, managers, and ci vilian employees of laws, regulations, 
and policies atTecting leave administration. 

3.2.3. Approve or disapprove leave without pay (LWOP) in excess of 30 calendar 
days, 

3.2.4. Authorize the appropriate category of leave in unusual situations when 
circumstances warrant removal of a civilian employee from the work site when annual leave, 
LWOP, or other persollalleave is not appropriate. 

3.3. DIA element leaders must: 

3.3.1. Dismiss or excuse civilian employees when directed per Enclosure 1. 
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3.3.2. Ensure civilian leave programs are properly adn1inistered by subordinate 
supervisors under their purvjew. 

3.4. Supervisors Inust: 

3.4.1. Ensure all civilian employees under their supervision are aware of the 
procedures they must follow to request and obtain approval of leave. 

3.4.2. Approve or disapprove leave for their civilian employees. 

3.4.3. Ensure an absences are charged to a proper leave category and certify time 
and attendance reports within the designated tilnefrarne. 

3.4.4. Authorize leave and dismissals as required in Chapter 9 of Enclosure 1. 

3.4.5. Monitor and assist civilian employees in scheduling annual leave which has 
been disapproved due to mission requirements. Ensure to the maxilnUln extent practicable~ that 
all employees have an opportunity to schedule leave before it is otherwise forfeited. 

3.4.6. Consult with the Employee Managelnent Relations (EMR) Office prior to 
approving or denying requests for leave under the Falnily and Medical Leave Act. 

3.4.7. Monitor the duty status of all subordinate civilian employees and report 
unauthorized absences to appropriate officials as outlined in Chapter 3 of Enclosure l. 

3.4.8. Comply with DIA records managen1ent retention policy as it relates to civilian 
leave issues. 

3.4.9. Ensure leave requests are handled with appropriate considerations of privacy 
in1p Ii cati ons. 

3.4.10. For the purpose of group dislnissals of personnel, division-level supervisors 
and above must: 

3.4.10. ] . Designate emergency and mission-critical enlergency civilian 
employees or non-elnergency civilian eInployees in accordance with the provisions of this 
Instruction. 

3.4.10.2. Notify emergency or mission-critical emergency civilian 
employees, in writing~ of their obligation to work in emergency situations. 

3.5. Civilian en1ployees must: 

3.5.1. Request and obtain approval of leave in advance of the absence, when 
possible. 
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3.5.2. Manage individual annual leave balances to avoid forfeiture of excess leave. 

3.5.3. Request LWOP in accordance with this Instruction, when appropriate. 

3.5.4. To request extended LWOP for a spousal acconllUodation, or enrollnlent in a 
full-time academic program~ submit extension rcquest(s) to OHR for approval on an annual 
basis. Periods of LWOP for this purpose must not exceed a total of 5 years. 

3.5.5. Consult OHR regarding civilian enlployee benefits prior to executing militru'Y 
orders of more than 30 days. 

3.5.6. Fonnally invoke entitlelnent to fmnily and medical leave (in accordance with 
Reference (i)) in writing, when applicable. 

3.5.7. Provide medical documentation when required by the supervisor. 

3.5.8. Upon return to duty Ii'om lnilitary leave, provide a certificate or copy of pay 
voucher attesting to performance of military service. 

3.5.9. Upon return to duty from court leave, provide a copy of court orders, 
subpoena summons, jury summons, or other official court documents attesting to perfonnance of 
court service. 

3.5.10. All requests for LWOP, Fatnily and Medical Leave~ lnedical docurnentation, 
and documentation for military service or court service must be submitted to the Human 
Resources Operations Center (HROC) and the supervisor. 

3.5.11. Conta(:t the ilnmediate supervisor in the event of an ernergen(:y within 1 hour 
of the beginning of the ci vilian employee's tour of duty or shift. If the inlmediate supervisor is 
not available, the civilian en1ployee should not assume the leave has been approved and the 
civilian employee must continue to try to contact the supervisor, their designee or the next higher 
level supervisor to detennine if their leave has been approved. 

3.5.12. Follow all internal office leave requesting procedures. 

4. Procedures see Enclosure 1. 

(b)(3):10 usc 424;(b)(6) 

Enclosures - 3 
E 1. Table of contents and procedures. 
E2. Additional references. 
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E3. Definitions 
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Enclosure 1. 
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CIVILIAN LEAVE PROCEDURES 

Chapter 1 

1. Annual leave. 

1.1. Leave accruals. All periods of Federal civilian and honorable military service 
creditable for annuities are also creditable in detennining a civilian elnployee!s annual leave 
accrual rate. Full-tin1e civilian employees are entitled to leave accrual based on their total 
creditable service as fol1ows: 

I Years of service category and hours per pay period year total 

Up to 3 years 4 hours 13 days 
3 to 15 years 6 hours* 20 days 
15 years and over 8 hours 26 days 

* Civilian elnployees earn an additional 4 hours for the last full pay period in the calendar year. 

1.1.1. Leave accrual credi t for prior uniformed service. 

1.1. L L Non-retired lnelnbers will receive full credit for uniformed 
service (including active duty and active duty for training) performed under honorable 
conditions. Service will be credited in accordance with the above accrual rate chart. 

1.1.1.2. Lea ve accrual credit for retired members and melnbers on 
terminal leave is substantially limited as noted in Reference (c). Credit lnay only be granted 
for: 

1.1.1.2.1. Actual service during a war or while participating in a 
campaign or expedition for which a cmnpaign badge is authorized. 

1.1.1.2.2. Active duty when retirement was based on a disability 
received as a direct result of anned conflict or caused by an instrumentality of war and 
incurred in the line of duty during a period of war as defined in Reference (I). 

I.] .1.3. Service must be verified with the military branch in which the 
retiree served and is docUlnented using DoD Form (DD)-214, "Melnber 4" copy, ··Certificate 
or Release or Discharge Ii'om Active DUly," as well as Standard Form (SF)-813, "Verification 
of a Military Retiree's Service in Non-wartime Catnpaigns or Expeditions." Once verification 
is received from the military branch, service will be credited in accordance with the accrual 
rate chart listed in Enclosure I, paragraph 1 .1. 

1.1.2. Part-tin1e ci vilian enlployees. 

1.1.2.1. Part-tilne civilian employees with a regularly scheduled tour of 

9 ENCLOSURE 1 



DIAl 1424.001 

duty earn personal leave for the time they are in a pay status. Leave accrual rates are set forth 
below: 

Years of service Hours NUInber of hours in a pay status 

Up to 3 years 1 hour 20 hours 
3 to 15 years I hour 13 hours 
15 years and over 1 hour 10 hours 

1.1.2.1.1. Part-tinle civilian employees may carryover from one 
pay period to the next those excess hours which are not divisible by 10, 13, or 20 hours, as 
applicable. These hours will be added to the total work hours for the next pay period for leave 
accrual purposes. 

1. 1.2.1.2. The leave accrual category is reflected on the 
employee's biweekly Leave and Earnings Statement (LES). 

1.1.2. ].3. The maximum accumulation of annual leave that a 
civilian elnployee Inay carry into the next leave year is 30 days (240 hours), with the exception 
or leave accrued during certain kinds of service overseas, restored annual leave (with time 
linlitations), and leave accumulated by certain civilian employees impacted by Base 
Realignment and Closure activities. 

1.1.2.2. A civilian employee may accumulate a Inaximum of 45 days (360 
hours) if he or she is a U.S. citizen serving abroad and meets certain requiren1ents (see 
Reference (b)). This includes any civilian employees for whom return transportation to the 
U.S. at Government expense is provided upon cOlnpletion of a prescribed foreign area tour of 
duty. 

1.2. Crediting annual leave. Annual leave will be credited at the end of the full pay 
period in which it is earned. Leave will not be credited for a fractional pay period in which a 
ci vilian employee is separated from Federal service, excepl when a civilian employee transfers 
to another Federal agency under the same leave system with no break in service. 

1.3. Advanced annual leave. 

1.3.1. A supervisor l11ay advance annual leave to a civilian employee. Advanced 
annual leave is not an cntit1cmcnt~ supervlsors should take into consideration past leave usagc, 
performance, and the overa]] circumstances when determining if advanced leave is appropriate. 
The maximum amount of leave that can be advanced is the amount of leave the ci vilian 
en1ployee would earn during the relnainder of the leave year. 

1.3.2. Civilian employees who are indebted for unearned annual leave at separation 
are required to repay the actual amount paid for the leave taken but not earned, to include 
an10unts withheld for allotments (such as life and health insurance, etc.) and, in some cases, 
income taxes. When feasible, DIA wilt withhold any amount outstanding from the final salary 
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and lmnp-sum leave payn1ents. 

1.3.3. DIA will not seek refund for advanced annual leave in the event of death, 
disability retirement, resignation, or involuntary separation because of a disability which 
prevents a return to duty or continuance in service. In the case of separation or resignation due 
to disability, OHR will determine if a refund for advanced leave is appropriate based on 
acceptable medical documentation. 

104. Scheduling annual leave. 

104.1. Scheduling leave. 

1.4.1.1. Except in cases of emergency, approval of annual leave will be 
obtained from the supervisor in advance of the absence. 

1.4.1.2. Accumulated annual leave payable in a lump SUln will not be 
granted when there is cause to believe a civilian elnployee's return lO duty is unlikely (such as 
pending resignation, retirement, terminal leave), except when: 

1.4.1.2.l. A civilian employee takes annual leave during part of 
the last day of pay status; 

1.4.1.2.2. A civilian employee takes annual leave before 
separation, but is present on duty for the last adlninistrative workday before separation; 

1.4.1.2.3. A civilian elnployee is on approved sick leave pending 
approval of his or her disability retirement application; 

1.4.1.2.4. A civilian elnployee is being involuntarily separaled 
due to adjustlnent in force or transfer of function and intends to remain on the Agency's rolls to 
establish eligibility for a retirement annuity or for health insurance during retirement; or, 

1.4.1.2.5. A civilian elnployee lnusl be carried in a leave status 
pending acceptance for extended active duty in the Armed Forces. 

1.4.1.3. Civilian elnployees serving under a tilne limited appointInent 
may not be granted leave in excess of what would be earned and credited prior to the expiration 
of the appointment. 

lA.I.4. Projected leave schedules for the entire year should be 
eSlablished as early as possible to ensure an opportunity [or civilian employees to take a 
reasonable vacation period and to use leave which might otherwise be forfeited. Supervisors 
will determine the date when leave projections should be submitted. 

1.4.1.5. Leave will be scheduled by supervisors so as to avoid having an 
excessive nun1ber of civilian en1ployees absent at the san1e time and to ensure a sufficient 
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nun1ber of personnel will be on duty to maintain essential operations. 

1.4.1.6. As work conditions permit, 1eave will be granted for the tilne 
requested. However, when this is not possible the supervisor will consult with the ilnpacted 
en1ployee and determine which leave periods will be approved. 

1.4.2. Requirement to take annual leave. 

1.4.2.1. Civilian en1ployees will not be placed on annual leave without 
their consent. 

1.4.2.2. A supervisor may ask a civilian ernployee to request leave if the 
civilian employee is not ready, willing, and able to work. If the civilian en1ployee refuses to 
request leave, the supervisor may charge absence without leave (AWOL) until the situation is 
resolved. At the supervisor's discretion, a charge of AWOL can be changed to annual leave, 
sick leave, leave without pay, credit hours taken or compensatory tilne off, upon request of the 
employee and as appropriate. 

1.5. Minimum annual1eave charges. 

1.5.1. The lninilnUln charge of annual leave is ~ hOllr. Additional charges are in 
increments of 1,4 hour. 

1.6. Restoration of leave. Supervisors and civilian employees coordinate leave use to 
prevent forfeiture at the end of the leave year as a result of exceeding the Inaximum cal1'y-over 
allowed. If leave is approved for restoration, it is restored to the en1ployee for a period of 2 
years and carried in a separate restored leave balance in the civilian employee's pay records. 

1.6.]. Conditions for restoration. Annllalleave in excess of the permitted cany­
over may be restored in the following situations: 

1.6.1.1. Administrative error. When an administrative error causes the 
forfeiture of annual leave, the leave may be restored retroactively. 

1.6.1.2. Exigencies of puhlic business. Only the DR can declare an 
exigency of public business, an unanticipated operational demand, beyond managelnent's 
control, that could not have been met through planning. Annual leave lost through exigencies 
of public business may be restored if the annual leave was scheduled in writing or 
c1ectronical1y requested before the start of the third biweekly pay period prior to the end of 
leave year. Supervisors and civilian employees must ensure civilian enlployees' leave is 
scheduled before this date. The exigency lnust be of such ilnportance that the civilian 
en1ployee could not be excused fron1 duty and there was no reasonable alternative to 
cancellation of thc schcdu1cd leavc. 

1.6.l.3. Sickness. Annual leave may be restored if it was schedllled 
during a period of sickness or injury (for which sick leave would be approved) of the civilian 
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en1ployee and interfered with the scheduled annual leave usage. The sickness must have 
occurred too late in the leave year or been of such duration that the annual leave could not be 
rescheduled to avoid forfeiture. 

1.6.1.4. Forfeiture. Any restored leave not used at the expiration of the 2-
year limit is fOtfeited with no further right to restoration. In scheduling the use of any restored 
leave, the supervisor must take into account the fact that regular annual leave must also be 
scheduled during the year to avoid forfeiture. 

] .6.1.5. Service of a civilian employee assigned to an emergency essential 
position who deploys to a combat zone is deemed to be an exigency of the public business for 
the purpose of restoring forfeited annual leave (5 U.S.C. 6304). Any leave that, by reason of 
such service, is lost by the civilian employee (regardless of whether such leave was scheduled) 
will be restored to the civilian employee and will be credited and available. Civilian employees 
will be required to provide documentation to validate the designation of their emergency 
essential status. 
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Chapter 2 

2. Sick Leave. 

2.1. Granting sick leave. Sick leave may be granted to a civilian employee when the 
civilian employee: 

2.l.1. Is ill, injured, or confined by pregnancy; 

2.1.2. Is incapacitated by physical or mental illness, pregnancy, or childbirth; or 

2. L3. Has lnedical, dental, or optical appointlnents. 

2.104. Provides care for a family nlember with a serious health condition, or is 
incapacitated by a medical or mental condition, or attends to a fami1y member receiving medical, 
dental, or optical exmnination or treatment. 

2.1.5. Makes arrangements necessitated by the death of a fanlily nlelnber or attends 
the funeral of a family member. 

2.1.6. 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. Civilian employees are entitled to use sick leave for this 
purpose only for the period of tilne during which the danger to the health of other civilian 
employees exists. 

2.1.7. Is absent from duty for purposes relating to the adoption of a child, including 
appointlnents with adoption agencies. social workers~ and attorneys; court proceedings; required 
travel; and any other activities necessary to allow the adoption to proceed. 

2.2. Sick leave accruals. Full-time civilian employees accrue 4 hours of sick leave per pay 
period. Sick leave is credited at the dose of the pay period in which it is earned. PaIt-time 
civilian employees eanl 1 hour of sick leave for each 20 hours in a pay status. Civilian 
en1pJoyees n1ay not earn more than 4 hours of sick leave during any biweekly pay period. All 
sick leave that is not used within the year in which it is earned wi11 be carried forward for use in 
later leave years. 

2.2.1. Intermittent civilian enlpJoyees do not earn sick leave. 

2.2.2. Employees on telnporary appointlnents of 90 days or less are entitled to use 
accrued sick leave throughout his or her appointment. 

2.3. Sick leave usage limits per leave year. There is no limitation on the amount of sick 
leave a civilian employee may use for his or her own personal use. 

14 ENCLOSURE 1 



DIAl 1424.001 

2.4. Sick leave to care for a family n1ember with a serious health condition, or for general 
family care or bereavement (note: military-related funeral leave is described in Paragraph 9.18.). 

2.4.1. Full-tilne civilian employees Inay use up to 13 work days (104 hours) of sick 
leave each leave year to: 

2.4.1.1. Provide care for a family member with physical or mental illness, 
injury, pregnancy~ childbirth, or medical, dental, or optical examination or treatlnent; or 

2.4.1.2. Make arrangements necessitated by the death of a fami ly member 
or to attend the funeral of a family member. 

2.4.2. The maximum amount of leave part-time civilian employees may use for 
family care or to attend the funeral of a family lueluber is the number of hours of sick leave 
normally accrued by that civilian employee during a leave year. 

2.4.3. Any portion of sick leave used in a leave year to care for a fanlily member 
with a serious health condition, for general family care or bereavement purposes must be 
subtracted from the total 12 weeks available to civilian employees for all family care purposes. 
If a civilian elnployee has already used 12 weeks of sick leave to care for a faInily Inember with 
a serious health condition, he or she may not use an additional 13 days of sick leave for general 
family care purposes in the same leave year. Exceptions may be granted by D/OHR for unique 
circumstances. 

2.5. Advanced sick leave. The medical documentation requirelnents associated with sick 
leave also apply to requests for advanced sick leave. 

2.5.1. When required by the exigencies of the situation. up to a InaxilTIUlTI of 30 days 
(240 hours) per leave year of sick leave may be advanced to a full-time civilian employee who: 

2.5. 1.1. Is incapacitated for the performance of his or her duties by 
physical or Inental illness, injury, pregnancy, or childbirth; 

2.5.1.2. For serious health condition of the civilian en1ployee or a fan1ily 
member; 

2.5.1.3. When the civilian employee would jeopardize the health of others 
by his or her presence on the job because of exposure to a con1municable disease, as determined 
by the health authorities or health care provider; 

2.5.1.4. For purposes related to adoption of a child; or 

2.5.1.5. For the care of a covered Service Member with a serious health 
condition or illness, providing the civilian employee is exercising his or her entitlement to the 
Family and Medical Leave Act (FMLA) leave. 

15 ENCLOSURE 1 



DIAl 1424.001 

2.5.2. In determining whether to grant advanced sick leave, careful consideration 
win be given to the following factors: 

2.5.2. L A civilian employee's tenure in his or her appointment. 

2.5.2.2. The established pattern of sick leave usage. 

2.5.2.3. Stability of the emploYlnent record, to include performance and 
conduct. 

2.5.2.4. Whether advanced sick leave is justified by the situation. 

2.5.3. A maximmn of 13 days (104 hours) of advanced sick leave may be granted 
for: 

2.5.3.1. Medical, dental, or optical exalnination, or treatment of the civilian 
employee~ 

2.5.3.2. General family care, such as for a faInily member who is 
incapacitated by Inedical, dental, or optical eXaInination or treatlnent; 

2.5.3.3. To provide care for a family men1ber who would jeopardize the 
health of others by his or her presence on the job because of exposure to a communicable 
disease, as determined by the health authorities or health care provider; or, 

2.5.3.4. To n1ake arrangen1ents necessitated by the death of a fan1ily 
member or to attend a funera1 of a family melnber. 

2.5.4. If a civilian employee has previollsly used any portion of the 13 days (104 
hours) of advanced sick leave allowable for general fan1ily care or bereavement purposes in the 
same leave year, that amount must be subtracted from the al10wable 30 days (issuance hours) of 
advanced sick leave. 

2.5.5. If a civilian employee has already used 30 days (240 hours) of allowable 
advanced sick leave to care for personal health care or for the care of a family member with a 
serious health conditiun, he or she cannot use an additional 13 days (104 hours) of sick leave for 
general family care purposes in the same leave year. 

2.5.6. Sick leave will not be advanced if a civilian employee will be separated or 
will retire before the amount advanced is earned, or if it is likely that the civilian employee will 
not return to duly. 

2.5.7. Requests for advanced sick leave must be submitted by thc employee to the 
supervisor in writing, and must include a medical certificate. 
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2.5.7.1. In1mediate supervisors will approve or disapprove advance sick 
leave requests up to 13 days (1 04 hours). Additional advance sick leave, not to exceed 30 days 
(240 hours) may be approved by second line supervisors. If approved, the supervisor needs to 
send a signed and dated approval lnemo for processing through HROC to the OHR payroll office 
Employee Services Division in ORR. (An exan1ple template can be found at: 
http://dia.coe.ic.gov/sites/orh/ohr4/sicklcavcJPages/default.aspx.) Approval must be annotated in 
the timekeeping systenl. Disapproved requests will be returned to the requesting employee by 
his or her supervisor. 

2.5.7.2. Medical documents must be hand carried to OHR if the supervisor 
wishes to consult with the DIA Surgeon General regarding the medical documentation or if a 
civilian elnployee does not wish to submit personal health information to his or her supervisor. 
A civilian employee's personal health infonnatiol1 must not be routed through the HROC tool. 

2.5.8. Civilian employees who are indebted for advanced sick leave at date of 
separation are required to refund the excess amount paid. When feasible, DIA will withhold the 
amount required for refund from the final salary or lump-sum leave payments. Refund is not 
required in cases of death, disability retirement, or if the civilian en1ployee is unable to return to 
duty due to an incapacitating illness supported by a medical certificate. Individuals who enter 
active military service with restoration rights are not required to lnake a refund for unearned 
leave. Individuals who receive leave through one of the leave sharing programs are not required 
to make a refund for unearned leave. 

2.6. Applying for sick leave. Civilian elnployees must request unplanned sick leave (for 
example, unforeseen illness or emergency medical appointlnent) as soon as possible after 
becon1ing aware of the need for sick leave. Civilian employees who are unable to report for duty 
due to illness (or other reasons for which sick leave may be granted), must contact their 
supervisor by telephone within 1 hour after the beginning of the civilian elnployee's scheduled 
work shift and request sick leave. Civilian employees must electronically request sick leave in 
the online hUlnan resource Inanagement system (known as "n1yHR") upon returning to the 
workplace. Civilian enlployees lTIUSt request sick leave for prearranged medical, dental, or 
optical eXaIninations in advance. Supervisors desibTOated with authority to approve annual leave 
may also approve sick leave. 

2.7. Minimum sick leave charges. The minimum charge of sick leave is 1A hour and 
additional charges are in increments of 14 hour. 

2.8. Substituting sick leave for annual leave or LWOP. If illness occurs during a period of 
annual leave, and the illness is supported by medical documcntation~ sick leave may be 
substituted for annual leave. Sick leave may not be granted retroactively to cover any period of 
absence without pay requested and approved in advance~ except for leave without pay granted 
pending action on an Office of Workers' COll1pensation c1aiIn which was subsequently 
disallowed. 

2.9. Documenting sick leave. In most cases a civilian employee's self-certification will be 
accepted for absence due to illness for 3 days or less. However, Inanagement n1ay establish 
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internal office policy on the need for documentation. Civilian en1ployees who have been issued 
a Letter of Instruction (LOI) must follow the specifics of the letter when documenting illness. 
Similarly, if there is reason to believe a charge of sick leave may be inappropriate. supervisors 
Illay require Illedical certification as a condition of leave approvaL Sick leave in excess of 3 days 
n1ust be supported by medical documentation. 

2.10. Sick leave and adjustment-in-force. Civi1ian employees on extended sick 1eave 
(including sick leave for matelnity reasons) when an advance notice of adjustrnent-in-force or 
displacement is received, may be continued on sick leave for the duration of the illness but not 
longer than the notice period. Sick leave may not be substituted for annual leave after the last 
day in duty status. 

2.11. Health clinic visitation. Civilian employees visiting on-site health clinics due to 
sickness will nom1ally be allowed up to 1 hour of excused absence to obtain necessary treatment. 
When more than I fu1] hour is required, sick leave will be charged in increments of ',4 hour. If 
the charge exceeds the period of absence~ the civilian employee will not be required to work 
during the period covered by leave. 

2.12. Contagious disease. 

2.l2.1. A contagious disease is one that is delennined 10 be subject to quarantine or 
requiring isolation of the patient by health authorities with jurisdiction over the civilian 
elnployee's place of residencc. 

2.l2.2. Civilian elnployees may be granted sick leave in accordance with sick leave 
regulations when a Inember of his or her immediate family contracts a contagious disease, or as a 
result of exposure to contagious disease, the civilian emp1oyee's prcsence would jeopardize the 
health of others. Civilian employees are entitled to use sick leave for this purpose only for the 
period of lilne during which danger to the health of other civilian employees exists. Civilian 
en1ployees n1ay be granted the use of other leave as appropriate. 

2.l2.3. Civilian elnployee requests for sick leave in these instances must include a 
statement from the health officer or allending physician specifying the disease, attesting to the 
need for quarantine or isolation, and specifying the period of isolation or restricted moven1ent. 

2.12.4. hl those specific cases where there is reason to believe a civilian eillployee~s 
presence at work would endanger the ci vilian employee or would constitute a health hazard to 
others, the supervisor, after consultation with OHR, may request the civilian employee provide a 
medical statement of fitness for duty_ 

2.12.5. If such a statelnent cannot be obtained from a private physician, ORR can 
arrange for examination by a medical officer. 

2.13. Sick leave and military service. Civi1ian employees required to report for periodic 
physical examination in connection with any reserve component of the Armed Forces~ the 
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National Guard. or a State Guard, may be granted sick leave for the period of absence. 

2.14. Re-crediting sick leave following a break in Federal service. Any sick leave balance 
relnaining at the tilne of previous separation from the Federal service may be re-credited 
provided reemployment occurs on or after 2 December 1994. 
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Chapter 3 

3. Leave without pay (LWOP) and absence without leave (AWOL). 

3.1. LWOP. 

3.1.1. At OHR 's discretion, graduating students may be placed in a limited LWOP 
status for 120 days or less if DIA employment is not readily available upon their successful 
completion of a DIA internship program. 

3.1.2. Civilian employees may request L WOP to participate in a tuB-time academic 
program outside a DIA sponsored process or program. LWOP for the purpose of attending a 
full-time academic program outside of DIA may be granted for an initial I-year period, but may 
not exceed a total of 5 years. These extensions must be reviewed and approved by D/OHR on an 
annual basis. 

3.1.3. Supervisor's role. 

3.1.3.1. Supervisors who are authorized to approve annual and sick leave 
may grant LWOP for 30 calendar days or less. 

3.1.3.2. All requests for L WOP for more than 30 days must be forwarded 
to DIOHR for fi nal approval. Upon approval, a personnel action will be processed by OHR and 
a Notification of Personnel Action (SF-50) will be issued electronically to the civilian employee. 

3.1.3.3. Supervisors may grant LWOP when a civilian employee has 
exhausted annual or sick leave or at the civilian employee's request in lieu of accrued annual or 
sick leave. 

3.1.3.4. If a civilian employee remains away from duty after being denied 
LWOP, the civilian employee will he charged AWOL. 

3.1.3.5. Supervisors may not deny LWOP in the following situations: 

3.1.3.5.1. Disahled veterans who are entitled to LWOP, if 
necessary, for medical treatment under Executive Order 5396, dated 17 July 1930. 

3.1.3.5.2. Reservists and National Guardsmen who are entitled to 
LWOP to perform training duties and when their employment is interrupted by a period of 
service in the uniformed service. 

3.1.3.5.3. Civilian employees receiving injury compensation from 
the Department of Labor. 

3.1.3.5.4. Civilian employees requesting leave under the 
provisions of the Family and Medical Leave Act of 1993 which provides covered civilian 
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employees with an entitlement to a total of up to 12 weeks of leave (either paid or unpaid) during 
any 12-month period for certain family and medical needs. 

3.1.3.5.5. AU requests for LWOP for active or inactive military 
tours of duty must be documented in a civilian employee's official personnel file. Individuals on 
active duty military service may not be employed in a civilian capacity with the Federal 
government, therefore, the supervisor must refer civilian employees who are to execute military 
orders of more than 30 days to OHR for further guidance. A personnel action to document the 
period of military service will be processed by OHR and a Notification of Personnel Action (SF-
50) will be issued electronically to the civilian employee. Civ111an employees who arc called to 
active duty are not permitted to receive compem;atioll from DIA, unless the civilian employee 
chooses to use military leave or personal leave (sick leave, as appropriate) during his or her 
military service period. 

3.1.3.6. 
application of LWOP. 

Supervisors are advised to consult with OHR regarding appropriate 

3.1.4. Civilian employee's role. 

3.1.4.1. Except in cases of emergency, approval of LWOP will be obtained 
from the supervisor in advance of the absence. 

3.1.4.2. As a basic condition of approval of extended LWOP, there must be 
a reasonable expectation the civilian employee will return at the end of the approved period. 

3.1.4.3. Examples of circumstances for which extended L WOP may be 
approved include: 

3.1.4.3.1. Educational purposes when the course would contribute 
to the best interest of DIA. Civilian employee must provide proof of enrollment as part of their 
request for L WOP. 

3.1.4.3.2. Service with non-Federal entell)rises when the job is or a 
temporary nature, there is reasonable expectation the civilian employee will return, and the 
service performed will contribute to the public welfare and the interests of the employing office. 

3.1.4.3.3. Recovery from illness or disability nOI of a permanent or 
disqualifying nature. 

3.1.4.3.4. Protection of status and benefits pending action on a 
disability retirement application or compensation claim resulting from a work related illness or 
injury. 

3.1.4.3.5. To avoid a break in service if a civilian employee must 
relocate as a dependent of a military service member or olher Federal employee. 
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3.1.4.4. Civilian employees requesting extended LWOP may be requested 
to submit a letter of resignation that states if the civilian employee has not received further 
approval for another extension and does not return at the end of the approved LWOP timeframe, 
the civilian employee electively terminates their employment with DIA. Letters of resignation 
must be updated and resubmitted upon approval of each extension. 

3.1.5. When a civilian employee is obligated to move due to a transfer of function to 
another geographic location, up to 90 calendar days LWOP may be authorized at the civilian 
employee's request to allow the civilian employee to seek other Federal employment. 

3.1.6. All requests for extended LWOP must ensure the value to the Federal 
government or the serious need of the civilian employee is sufficient to offset the costs and 
administrative inconvenience to the Government which results from the retention of a civilian 
employee in a LWOP status. Civilian employees serving a trial period may be determined by the 
D/OHR to be ineligible for extended LWOP. 

3.1.7. Grants of LWOP are a matter of administrati ve discretion on the part or the 
Agency. If authorized by the D/OHR, L WOP will be initially granted for 1 year (not to exceed 
12 months). In specific cases, extensions beyond 12 months may be authorized. LWOP for the 
purpose of accompanying a spouse on military or Federal government Permanent Change of 
Station (peS) orders may be granted, at the civilian employee's request, for an initial I-year 
period, but may not exceed a total of 5 years. These extensions must be reviewed and approved 
by D/OHR on an annual basis. 

3.1.8. Civilian employees requesting extended LWOP should consult with ORR to 
obtain information concerning the impact of extended LWOP on Federal benefits. For example, 
an extended period of L WOP may delay a civilian employee's scheduled Within Grade Increase 
and may also have an impact on the civilian employee's share of insurance premiums. 

3.1.9. Civilian employees who are ordered to active duty for more than 30 days must 
consult OHR for information regarding civilian employee benefits and rights while in a military 
L WOP status. 

3.1.10. Maximum daily LWOP. 

3.1.10.1. The maximum LWOP which may be granted per day is the number 
or duty hours scheduled for that day. 

3.1.10.2. LWOP may be granted in 1/.1 hour increments and may be charged 
only for the actual period of ahsence. 

3.2. Absence without leave. 

3.2.1. AWOL is an unauthorized or unapproved absence from duty. If the 
supervisor later determines the absence was excusable, the charge of AWOL may be changed to 
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annual leave, sick leave, or other approved absence, as appropriate. 

3.2.2. Supervisors are advised to consult with EMR regarding appropriate 
application of AWOL or other leave charges. 

3.2.3. Disciplinary action may be taken based on charges of AWOL. 

3.2.4. Reporting unauthorized absences. 

3.2.4.1. Civilian employees must notify their management or supervisor 
within I hour of their scheduled reporting time if they are unable to report for work. If no 
contact has been made within the first hour, the supervisor will attempt to contact the civilian 
employee. If no contact has been made within 2 hours of the scheduled reporting time, 
management must report the absence to the Mission Services Operations Center (MSOC). If 
there is reason to believe the absence is due to suspicious circumstances, MSOC must be notified 
without delay. 

3.2.4.2. The Office of Security will take action as necessary to locate 
personnel promptly and advise the immediate supervisor and the appropriate management 
officials of its findings. The Office of Security Investigations Division will advise management 
officials outside the Washington, D.C. area the appropriate actions to take to locale personnel. 

3.2.4.3. EMR will provide information pertinent to clarifying the status of 
the individual involved and will provide advice and assistance as to the appropriate 
action. 
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Chapter 4 

4. Family and medical leave (FMLA). 

4.1. Entitlement. 

4.1.1. Up to a total of 12 administrative workweeks (4RO hours) of unpaid leave 
during any 12-month period for the following reasons: 

4.1.1.1 . The birth or care of a son or daughter of the civilian employee. 

4.1.1.2. The placement of a son or daughter with the civilian employee for 
adoption or foster care. 

4.1.1.3. The care of a spouse, son, daughter, or parent with a serious health 
condition. 

4.1.1.4. Serious health condition of the civilian employee which makes the 
civilian employee unable to perform anyone or more of the essential functions of their position. 

4.1.1.5. Qualifying exigency arising out of the fact that the civilian 
employee's spouse, son, daughter, or parent is on covered active duty in the Armed Forces or has 
been notified of an impending call or order to active duty status as a member of the National 
Guard or Reserves in support of a contingency operation. Qualifying exigency leave may be 
used for short-notice deployment, childcare and school activities, financial and legal 
arrangements, counseling, rest and recuperation, post-deployment activities, or to attend military 
events and related activities. 

4.1.2. Up to a lolal of 26 administrative workweeks of unpaid leave during a single 
12-month period to care for a covered family member who suffers a serious injury or illness on 
active duty. This includes the 12 weeks of regular FMLA leave and is not in addition to it. 

4.2. Eligibility. All civilian employees except: 

4.2.1. Civilian employees serving temporary appointments of 1 year or less; 

4.2.2. Intermillent civilian employees; or 

4.2.3. Civilian employees with less than 12-months of service. 

4.3. Entitlement period. The 12-month period begins on the first day leave is taken under 
this entitlement. 

4.3.1. Civilian employees may take only the amount of family and medical leave 
necessary to meet the needs of the particular situation. 

24 ENCLOSURE 1 



DIAl 1424.001 

4.3.2. In cases of childbirth and adoption, family and nledicalleave may begin prior 
to or on the actual date of delivery or placement for adoption or foster care. 

4.3.3. Civilian elnployees are not entitled to another 12 adtninistrative workweeks of 
unpaid leave under FMLA until the 12-month period ends. After completion of the 12-month 
period, if an event or situation occurs, civilian employees may thereafter invoke entitlement to 
another 12 administrative workweeks of family and medical leave. 

4.3.4. Supervisors may not arbitrarily deduct leave fron1 a civilian employee's 
FMLA entitlement. A civil1an employee must invoke his or her entitlement in order for kave to 
be deducted from the 12-week entitlement. 

4.3.5. Upon return from family and medical leave, civilian employees will be placed 
in the smne or an equivalent position using a vacant permanent authorization with equivalent 
benefits and pay. 

4.4. Use of leave. 

4.4.1. Family and medical1eave may be taken intermittently when medically 
necessary, and both DIA and the requesting civilian etnployee agree to do so. 

4.4.2. The number of hours taken intermittently will be subtracted on an hour for 
hour basis from the total amount of FMLA available. 

4.4.3. Civilian elnployees may elect to substitute any conlbination of the following 
paid time off for any or all periods of L WOP taken: 

4.4.3.l. Accrued annual or sick leave. 

4.4.3.2. Advanced annual or sick leave approved in accordance with this 
Instruction. 

4.4.3.3. Leave approved under the Leave Sharing program. 

4.4.3.4. Compensatory time. 

4.4.3.5. Credit hours. 

4.4.3.6. Time off awards. 

4.4.3.7. Compensatory time off for travel. 

4.4.4. Supervisors may not deny substitution of paid leave for any or all periods of 
LWOP taken under this Fami1y and Medica1 provision. Likewise, supervisors may not require 
the substitution of paid leave. 
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4.4.5. Sick leave n1ay only be substituted, in accordance with sick leave regulations, 
for absences in which sick leave would otherwise be appropriate. 

4.4.6. FMLA Iuay not be invoked retroactively. 

4.5. No6fication requirements. 

4.5.1. When the need for leave can be anticipated in advance of the absence, civilian 
en1ployees n1ust notify their supervisor 30 days in advance. 

4.5.2. When the need for leave is unexpected and 30 days' advance notice cannot be 
provided, civilian elnployees lnust notify their supervisor as soon as possible. 

4.6. Medical certification. 

4.6.1. Fatnilyand medical leave requests Inust be supported by Inedical 
docUlnentation. This documentation must be sublnilled in a liInely manner. 

4.6.2. Documentation for intermittent leave for planned medical treatment should 
include the dates, schedule of treatInent, and duration of such treatlnent. The civilian employee 
will make a reasonable effort to schedule medical treatment so as not to disrupt unduly the 
operations of the Agency, subject to the approval of the health care provider. 

4.6.3. DIA ITIay require additional subsequent medical certification frOlTI the health 
care provider. 

4.7. Documentation for qualifying exigency leave. Civilian employees must provide 
Iuilitary duty orders and certification including, but not Ihnited to. a description of facts 
supporting a qualirying exigency leave request discussed in Paragraph 5.1.1.5. 

4.8. Failure to provide certification or documentation. If, after family and medical leave 
has COITIlnenced, a civilian elnployee fails to provide the required medical certification or 
qualifying exigency leave documentation within 30 days, DIA may: 

4.8.l. Charge the absence to AWOL; or 

4.8.2. Allow the ci vilian employee to request another form of leave (for example, 
annual leave or LWOP). 
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Chapter 5 

5. Voluntary leave sharing programs. 

5.1. General provisions. 

5. L 1. The leave sharing program consists of Voluntary Leave Transfer and Leave 
Bank. 

5.1.2. Both programs are designed to offer support, through leave contributions, to 
civilian employees experiencing a perl-lonal or family medical emergency. 

5.1.3. The Voluntary Leave Transfer and Leave Bank progran1s may be used when a 
civilian employee experiences serious financial need due to the unavailability of paid leave to 
cover absence resulting from a personal or family medical emergency. 

5.1A. The Leave Bank cannot be used for a chronic illness or condition. A chronic 
illness refers to a health-related state that is long-term or, per the U.S. National Center for Health 
Statistics, lasting 3 months' duration or longer (i.e., a chronic ongoing health state). Examples of 
chronic Inedical problelTIs include, but are not limited to, elnphysema, chronic obstructive 
pulmonary disease, diabetes, n1igraine headaches, Alzheilner's disease, arthritis, and Lyme 
disease. 

5.1.4.1. A civilian employee with a chronic illness lnay be eligible for 
either program if the civilian employee experiences an acute medical probJeln. An acute Inedical 
problem refers to a health-related state that is brief or short-tern1 which would be expected to 
resolve after treatment or surgery and a period of convalescence. Examples of acute medical 
problems include acute appendicitis, acute kidney failure, osteOlnyelitis, and endocarditis. 

5.1.4.2. Cancer can behave as an acute medical problen1 that requires 
treatment and convalescence resulting in cure. or as a prolonged chronic, recurrent set of medical 
problems that is ultiInately not curable. Consequently, SOlne health problelns resulting frOIn 
cancel' may be covered by the Leave Bank and Leave Transfer progralns. 

5. ] .4.3. Some medical conditions do not fit easily into either category, as 
both acute and chronic conditions may be ilnpacted by additional medical problems, Inedications 
and complications resulting frOln treatment, therefore, lnedical judgment will be used to render a 
decision on a case-by-case basis. 

5.1.5. Civilian employees must apply in order to be considered for receiving 
assistance through the Leave Bank or Voluntary Leave Transfer prograln. 

5.1.6. Civilian employees cannot receive leave assistance from the Leave Bank and 
the Voluntary Leave Transfer programs within the same pay period. 
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5.1.7. OHR will officially notify the immediate supervisor and the requesting 
civilian employee of approval or disapproval within 15 workdays after the completed application 
is received by OHR. 

5.1.8. When approval is made for civilian en1ployees on part-time or reduced 
schedules, the civilian employee will receive donated leave based on their scheduled tour during 
the 3 pay periods immediately preceding the personal or family medical emergency. 

5.1.9. All applications for the leave sharing program must be approved and 
forwarded through the immediate supervisor to OHR for action. 

5. L 1 O. The required Inedical docmnentation will be subInitted by the civilian 
en1ployee, their personal representative, or health care provider(s) to ORR. 

S.I.ll. All applications are subject to review and approval or disapproval by the 
Leave Sharing Board. 

5.1.12. To be approved as a leave recipient, a civilian employee n1ust be, or expect to 
be, without available paid leave for a minimum number of hours because of a medical 
elnergency. 

5.1.12.1. The n1inin1un1 nUlnber of hours for full-time civilian employees is 
24 (exc1uding advanced annual or advanced sick leave). 

5.1.12.2. The minimum nUlnber of hours for part-time civilian elnployees is 
at least 30 percent of the average number of hours of work in the civilian employee's biweekly 
scheduled tour (excluding advanced annual or advanced sick leave). For example, the minimum 
nUlnber of hours for a part-tilne civilian ernployee who is scheduled to work 64 hours per pay 
period is 19 hours. 

5.1.13. Civilian employees appl ying to become a leave recipient because of a 
personal medical ernergency are required to exhaust all annual leave (including any restored 
leave), and sick leave. Credit hours, compensatory time, tilne-off awards, and compensatory 
tin1e off for travel (travel comp) hours need not be exhausted unless they are due to expire prior 
to the civilian employee"s return to work. 

5.1.]4. Civilian elnployees applying to become a leave recipient in order to eare 
for a fan1ily lnember experiencing a medical en1ergency are required to exhaust all annual 
leave (including any restored Icave)~ and sick leave. Credit hours, compensatory time, time­
off awards and compensatory time off for travel (travel comp) hours need not be exhausted 
unless they are due to expire prior to the civilian employees return to work. 

5.1.15. Civilian employees may apply immediately prior to the beginning of the 
medical emergency if the date is known in advance or within 30 days following the end of the 
emergency. 
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5.1.16. Maximum leave receipt within a leave year for Leave Bank and Leave 
Transfer. 

5.1.16.1. LiInit is 1,040 hours for a civilian eInployee's own medical 
condition. 

5. ] .16.2. Lilnit is 520 hours for a family member's medical condition. 

5.1.16.3. A Leave Bank menlber who reaches the limitation on donations 
from the Leave Bank may thereafter appl y for ass; stance through the Voluntary Leave Transfer 
for the same medical emergency. 

5.1.17. General application requirements: 

5.1.17.J. Application packages may be obtained from OHR. 

5.1.17.2. Civilian employees who are unable to give consent or complete the 
application process may designate a personal representative to conlplete the application process. 
A personal representative must have the civilian employee's consent, or that of the civilian 
eInployee's next of kin or legal guardian, in order to act on his or her behalf. 

5.1.17.3. Applications nlust include the following information: 

5.LI7.3.1. Reason(s) why leave is needed, including a brief 
description of the medical emergency~ to include a prognosis for return to duty. 

5.1.17.3.2. Certification from the health care provider(s) consisting 
of a copy of Inedical records pertaining to the specific condition, nature, severity, and anticipated 
duration of absence of the patient (including mental illness) and a signed consent authorizing an 
OHR representative to speak with the patient's physician if clarification of information contained 
in the medical records is necessary. 

5.l.l7.3.3. Any other information OHR representatives may 
reasonably require (for exanlple, emergency room receipt, ambulance bill, etc.). Failure to 
submit all required information will preclude consideration by OHR. 

5.1.17.3.4. The required medical documentation will be submitted 
fronl the civilian employee, their personal representative or health care provider(s) to OHR. 

5.2. General restrictions for using donated leave from the Leave Bank or Leave Transfer 
program. 

5.2.] . Donated leave may be used on a current basis or may be retroactively 
substituted to the beginning of the medical emergency to liquidate a civilian employee's 
indebtedness for advanced annual or advanced sick leave, and LWOP, in that order. The period 
of LWOP, or advanced annual or sick leave, must have occurred on or after the date approved by 
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DIA as the beginning of the medical emergency; and the civilian employee must have been 
affected by the medkal cmergency while a Leavc Bank member. 

5.2.2. Donated leave lTIay not be: 

5.2.2.1. TransfelTcd to another leave recipient. 

5.2.2.2. Transferred to another Federal agency upon the recipient's transfer 
of en1ployment. 

5.2.2.3. Included in a lump-sum payment. 

5.2.2.4. Re-credited upon reemployment by a Federal agency. 

5.2.2.5. Used after the medical emergency terminates. 

5.3. Earning annual and sick leave while in a transfened leave status. Except as otherwise 
provided, civilian employees in a transferred or donated leave status will earn annual and sick 
leave at the same rate as if they were in a paid leave status. The exception is that the maximum 
aITIOunt of annual and sick leave which Iuay be earned while in a transferred leave status in 
connection with any medical emergency may not exceed 40 hours (or, in the case of a part-tilne 
civilian employee, the average number of hours of work in a civilian en1ployee's weekly 
scheduled tour). 

5.3.1. Any annual or sick leave earned will be transferred 10 the appropriate leave 
accounts, and will be available for use: 

5.3.1. L. When the medical eIuergellCY tenuillates. 

5.3.1.2. Once all donated and transferred leave has been exhausted. if the 
medical emergency has not yet tenninated. 

5.3.2. If a DIA civilian employee is separated from Federal service prior to the 
transfer of earned leave, the leave may not be fully credited to the receiving employee. 

5.4. Approving and disapproving leave sharing program applications: 

5.4.1. OHR will: 

5.4.l.l. Ensure completeness of the application. 

5.4.1.2. Review medical documentation. 

5.4.[.3. Review any charges to absence without leave during the preceding 
12 months. 
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5.4.1.4. Prepare the information that will be forwarded to the Leave 
Sharing Board. 

5.4.1.5. Convene the Leave Sharing Board for a final decision. 

5.4.l.6. Determine jf absence from duty without available paid leave is 
expected to last at least 24 hours. 

5.4.1.7. If disapproved, notify the civilian employee (or their 
representative) of the rcason(s) for disapproval. 

5.5. Terminating a medical enlergency. 

5.5.1. Civilian employees are responsible for submitting written notification to OHR 
through the immediate supervisor when a medical emergency terminates if the termination is 
prior to the date previously authorized. Failure to do so Inay result in disciplinary action. 

5.5.2. The medical emergency will be deemed to have terminated: 

5.5.2.1. When Federal service tenninates. 

5.5.2.2. When the approved period of absence expires, unless an extension 
has been approved in advance of the expiration date. 

5.5.2.3. When OHR receives verbal or written notice froln the civilian 
eniployee (or personal representative) that he or she is no longer affected by the medical 
emergency (written notice nlust fol1ow a verbal notice). 

5.5.2.4. When OHR determines, after written notice and an opportunity to 
respond orally or in writing1 the civilian employee is no longer atlected by a medical emergency. 

5.5.2.5. On the date DIA receives notice that OPM has approved an 
application for disability retirelnent under CSRS or FERS on the civilian employees behalf. 

5.5.2.6. After the maximum amount of contributed leave has been used. 

5.6. Protection againsl coercion. A civilian elnployee may not directly or indirectly 
intimidate, threaten, coerce, or attempt to intimidate, threaten, or coerce any other civilian 
employee for the purpose of interfering with any right such civilian employee may have with 
respect to donating, receiving, or using annual leave. The terms ""intimidate, threaten, or coerccH 

include promising to confer or conferring any benefit (such as an appointment, prOlnotion, or 
compensation) or effecting, or threatening to etlect any reprisal (such as deprivation of 
appointment, promotion, or compensation). 
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5.7. Leave Bank progranl. 

5.7.1. Leave Bank program description. 

5.7.1.1. The Leave Bank program is administered by ORR and consists of 
a pool of annual leave donated each year through membership to the Leave Bank for use by 
Leave Bank members experiencing a personal or fatnily medical enlergency. 

5.7.1.2. The purpose of the Leave Bank is to provide protection to a Leave 
Bank member who faces a loss of income because the member does not have sufficient personal 
leave to cover his or her absence from work due to a personal or family Inedical emergency. 

5.7.1.3. Once a 111ember meets, or knows he or she will meet, the 24-hour 
non pay status criteria, the nlember becomes eligible to apply for Leave Bank donations. If a 
mClnbcr's application to receive leavc is approved, Leave Bank donations will commcnce upon 
expiration of all required paid leave. 

5.7.1.4. If leave abuse is documented during the past 12 months when 
determining eligibility for donated leave, the Leave Bank Board has the authority to disapprove a 
leave bank withdrawal request. Documented leave abuse includes attendance infractions 
resulting in disciplinary action, or time and attendance dOCUlnentation which demonstrates 
unacceptable work attendance or failure to comply with leave policy. 

5.7.2. Open season. OHR will establish and publicize at least one open season each 
leave year for civilian employees to join the Leave Bank. Each open season will last a minimum 
of 30 calendar days. OHR may increase the llUlnber of open seasons but there must be at least 
one each calendar year. 

5.7.3. Leave Bank Inembership. 

5.7.3.1. A civilian employee must be a Leave Bank member to use the 
Leave Bank. 

5.7.3.2. Civilian en1ployees may become a Leave Bank member by 
cnroJ1ing through the "myHR~' menu during an open season. 

5.7.3.3. Civilian employees who are absent (for exmnple, annual leave, 
sick leave, temporary duty, training, home leave, LWOP, or military reserve duty) during an 
entire open season will, upon the civilian employee's request, have an individua1 enrollment 
period of 30 calendar days. This period will begin as of the date of return to duty at DIA. 

5.7.3.4. New civilian employees will have an individual enrollment period 
of 60 calendar days. This period wi]] begin on the date of entrance on duty. New civilian 
employees must enroll through the "myHR~' menu. 
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5.7.3.5. The n1inin1un1 contribution required upon men1ber enrollment, and 
the annual membership requirement for each leave year thereafter, is equal to a civilian 
employee's bi-weekly annual leave accrual, i.e., 4, 6, or 8 hours. 

5.7.3.6. Regardless of when a civilian en1ployee initially enrolls as a Leave 
Bank member and makes the minimum membership contribution, the annual membership 
contribution t(lr the succeeding leave year will be deducted in the first fun pay period of the new 
leave year. The deduction is made after any leave taken during that pay period has been 
deducted and prior to leave accruals being applied. Membership carries over to succeeding leave 
years unless a civilian employee cancc1s membership by submitting orA Form 213 to OHR. 

5.7.3.7. Enrolhnents initiated during an open season will be effective the 
first full pay period of the next leave year. 

5.7.4. Contributing to the Leave Bank. 

5.7.4.1. Both Leave Bank meInbers and nonmen1bers Inay, voluntarily and 
without coercion, contribute additional leave to the Leave Bank. Leave donors n1ay not 
contribute to an immediate supervisor. The annual leave donated must be accrued and available 
at the date of donation. The combined total of a civilian elnployee's leave contributions during a 
single calendar year may not exceed one-half the amount of annual leave a ci vilian eInployee is 
eligible to earn in a leave year. 

5.7.4.2. Civilian elnployees who have annual leave which otherwise would 
be subject to forfeiture at the end of the leave year Inay contribute the maxiInUln amount of 
annual leave that is the lesser of: 

5.7.4.2.1. One-haIf of the amount of annual leave a civilian 
employee would be entitled to accrue during the leave year in which the contribution is Inade. 

5.7.4.2.2. The number of hours remaining in the leave year (as of 
the date of the contribution) for which the civilian elnployee is scheduled to work and receive 
pay. 

5.7.4.3. Civilian employees can request an exception to the maximum 
donation limitations by submitting a Inelnorandmn to OHR providing justification for the 
exception request. 

5.7.4.4. Leave deposited into the Leave Bank may not be returned to the 
leave contributor. Any donated leave that a recipient does not use wi11 be returned to the Leave 
Bank. 

5.7.5. Applying for leave through the Leave Bank. Civilian employees or their 
family members must be affected by a qualifying medical emergency and submit an application 
package. Applications Inay be obtained from ORR. 
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5.7.6. Approving or disapproving a Leave Bank application. Civilian employees 
may appeaJ decisions of the Leave Sharing Board. The appeal must be submitted to the Leave 
Sharing Board, in writing, within 30 calendar days of receipt of the decision. The Leave Sharing 
Board will only accept new infonnation. The decision of the Leave Sharing Board following 
deliberation on an appeal is final. 

5.7.7. Using donated leave from the Leave Bank. 

5.7.7.1. Donated allnualleave is to be used only for those periods in which 
the member is incapacitated or is required to care for a family member affected by a medical 
emergency. Civilian employees can use leave frOlTI the Leave Bank only for the medical 
elnergency for which participation as recipient was approved. 

5.7.7.2. Any leave remaining as of the date the emergency terminates~ will 
cease to be available and will be returned to the Leave Bank. 

5.7.7.3. Regular leave accruals resume when the civilian elnployee returns 
to duty status following termination of the medical emergency. 

5.8. Voluntary Leave Transfer program. 

5.8.1. Application. 

5.S.1.1. The Leave Transfer program consists of annual leave donated on a 
case-by-case basis 10 a ci vilial1 elnployee who is experiencing a personal or family medical 
en1ergency. 

5.8.1.2. Civilian elnployees who are or will be affected by a Inedical 
emergency 111USt sublnit OPM Fonn 630, "Application to Become a Leave Recipient Under the 
Voluntary Leave Transfer Program," in order to be considered for donations. 

5.8.2. Leave transfer to DIA civilian eInployees. 

5.8.2.1. Leave transfer permits the donation ot' annual leave on a case-by-
case basis to other DIA civilian employees experiencing a personal or family medica1 
elnergency. 

5.8.2.2. DIA civilian employees who wish to donate annual leave to 
another DIA civilian employee must submit OPM Form 630-A, HRcqucst to Donate Annua1 
Leave to Leave Recipient Under the Leave Transfer ProgramJ " to OHR, specifying the number 
of annual leave hours to be transferred to the annual leave account of a DIA leave recipient~ 
subject to the following provisions: 

5.8.2.2.1. Civilian employees may not donate leave to their officia1 
supervisor(s). 
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5.8.2.2.2. Civilian en1ployees may not donate leave which they 
have not yet earned. 

5.8.2.2.3. Civilian eluployees may not donate sick leave. 

5.8.2.2.4. Minimum donation is 1 hour. 

5.8.2.2.5. MaxiluulU donation will be the lesser of: 

5.8.2.2.5.1. One-half of the amount of annual leave a 
civilian employee is entitled to earn during the leave year in which the donation is made. 

5.8.2.2.5.2. The nun1ber of hours remaining in the 
leave year (as of the date of the contribution) for which the civilian employee is scheduled to 
work and receive pay. 

5.8.3. Civilian elnployees who wish to donate leave which has been previollsly 
restored must include the following statement on their OPM Forn1 630-A: "Please deduct this 
alTIount from my restored annual leave balance to thc extcnt available." 

5.8.4. The lilnilations on minimUln and maxinlum donations are set by law and 
cannot be waived solely to avoid the forfeiture of "use-or-lose" annual leave. However, 
exceptions to the limitation on maximum donations may be granted in unusua1 circumstances, 
such as lack of donors for a given recipient. Waivers Inust be documented in writing and IUllY be 
granted by OHR on a case-by-case basis. 

5.9. Soliciting leave donations. 

5.9.1. If an approved recipient knows of civilian elnployees who are willing to 
donate annual leave, it is not necessary to seek donations through an announcement. In other 
cases, a leave recipient lTIay need to have leave donations solicited on their behalf. 

5.9.2. OHR solicits and accepts leave donations on behalf of approved recipients. 
OHR will post the civilian elnployee's name~ organization, and expected duration of the personal 
or family medical emergency. The civilian employee's name or the nature of the medical 
eluergency, if requested, may be withheld. 

5.9.3. The infolTI1ation released will be as concise as possible so as not to violate the 
rccipient's privacy or bias potential donors in favor of one recipient over another. The leave 
recipient must consent, in writing, to the publication and distribution of this information. 

5.9.4. The identity of leave donors and the amount of their donations may not be 
released without their consent. Leave recipients who wish to thank those civilian employees 
who donated leave are encouraged to forward a thank you note to the Office of Corporate 
Comlnunications. 
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5.10. Interagency leave transfer to civilian employees outside of DIA. 

5.10.l. Civilian employees who wish to donate leave to a civilian emp10yee in 
another Federal agency Inust provide all of the necessary information about the receiving agency 
(recipient name, point of contact (POC) at the receiving agency, phone nun1ber, and facsimile 
number of POC). 

5.10.2. Civilian eInployees Inust also sublnit aPM Fonn 630-B, '~Request to Donate 
Annual Leave to Leave Recipient Under the Leave Transfer Program/' to OHR, specifying the 
nUtTlbcr of hours to be transfclTcd from thc donor's annual1cavc account accnml to thc annual 
leave account of the leave recipient. (OPM Form 630-8 is available on OPM's website 
(www.opm.gov) or through OHR.) 

5.10.3. OHR win contact the Agency of the potential leave recipient to coordinate the 
appropriate actions. 

5.10.4. The potential donor will be nOlified by ORR of the approval or disapproval of 
the transfer of annual leave by the receiving agency. Upon approval, OHR will process the 
donation and it wi]] be deducted from the donor's annual leave account. 

5.11. Interagency leave transfer to DIA ci vilian employees. 

5.1 ) .1. The transfer of annual leave may be accepted from leave donors employed by 
other Federal agencies. 

5.11.2. OHR will act as the liaison in all instances of leave donations from a civilian 
employee of another agency to a DIA recipient. The DIA recipient must provide OHR with the 
contact information for the donating agency's Leave Transfer program office (phone number and 
nalne of contact, if possible) and information, as known, about the potential leave donor(s) {i'om 
that agency. 

5.11.3. Before accepting the transfer of leave frOIn a leave donor of another Federal 
agency, OHR will verify lhe leave donor's enlploying agency has approved the leave donor?s 
request to transfer annual leave. 

5.11.4. OHR will forward the donated leave infonnation to the NSA Civilian Payroll 
Office who will adjust the number of hours of donated leave. 

5.11.5. OHR will notify DIA civilian employees if a donation is disapproved and will 
provide the reason(s) for the disapproval. 

5.12. Using transferred donated leave. 

5.12.1. Transferred annual leave is to be used for those periods in which a civilian 
employee is incapacitated or required lO care for a faInily Inember affected by a medical 
en1ergency. Civilian employees may use transferred annual leave only for the purpose of the 
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nledieal emergency for which it was approved. 

5.12.2. Transferred annual leave must be used in the same manner as accrued sick 
leave. 

5.12.3. Transferred annual leave may be used on a CUtTent basis or may be substituted 
retroactively to the beginning of the medical emergency to liquidate indebtedness for advanced 
annual leave, advanced sick leave, or LWOP, in that order. The period of LWOP, or advanced 
annual or sick leave, must have been granted on or after a date tixed by DIA as the beginning of 
the medical emergency. 

5.l2.4. If donated leave remains as of the date the medical elnergency tenninates, that 
leave will cease to be available and will be returned to the donor. 

5.12.5. Regular leave accruals resume when a civilian employee returns to a duty 
status after the medical elnergency or condition tenninates. 

5.13. Returning unused transferred annual leave to the donors. 

5.13.1. Upon the tennination of the leave recipienfs medical emergency, unused 
donated annual leave will be returned to donors who are cun'ently employed by DIA. 

5.13.2. The amount of leave to be restored to each donor win be determined as 
follows: 

5.13.2.1. Di vide the nunlber of hours of unused annual leave by the total 
number of hours of annual leave donated to the recipient by an donors. 

5.13.2.2. Multiply the ratio obtained from step one by the nUlnber of hours 
of annual leave transferred by each leave donor eligible for restoration. 

5.13.2.3. Round the results frOln step two to the nearest hour. 

5.13.3. If the total number of eligible leave donors exceeds the total number of hours 
of annual leave to be restored, none of the unused leave will be restored to donors~ instead, it will 
be placed in the DIA Leave Bank. In no case will the aInount of annual leave restored to a donor 
exceed the amount originally donated. 

5.13.4. If the leave donor retires, dies, or is otherwise separated from Federal service 
before the date unused transferred annual leave can be restored, the unused leave will be placed 
in the DIA Leave Bank. 

5.13.5. The leave donor may choose to have all, or a portion of, annual leave restored 
by: 
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5. 13.5. L Crediting the restored annual leave to the leave donor's annual 
leave account in the current leave year. 

5.13.5.2. Crediting the restored annual leave to the leave donorts annual 
leave account effecti ve the first day of the first leave year beginning after the date of election. 

5. ] 3.5.3. Donating such leave in whole or in part to another leave recipient, 
or, 

5.13.5.4. Donating such leave in whole or in part to the Leave Bank. 

5.13.6. Transferred annual leave restored to a donor will be subject to the annual 
leave ceiling limitations at the end of the leave year in which the restored leave is credited to the 
donor's account. 

5.14. "Use-Dr-lose" donations to Leave Bank. Any "use-Dr-lose" leave not taken by the end 
of the leave year will be automatically donated to the Leave Bank. For purposes of capturing 
lIuse-or-lose" leave at the end of the leave year, blanket approval to waive the limitations on 
donating annual leave may be granted by OHR. 
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Chapter 6 

6. Home leave. Home leave is a special category of leave distinct from annual1eave and 
earned only by civilian personnel assigned pennanently to a foreign area. The purpose of home 
leave is to ensure that civilian employees who are assigned abroad for an extended period 
undergo reorientation and re-exposure in the United States. Home leave 1S distinct from other 
forms of leave (such as annual leave) and provides for absence without loss of payor charge to 
personal leave. There is no InaxilnUln accumulation of home leave and accumulated hOlne leave 
does not expire. 

6.1. Accrual start and end dates. 

6.1.1. Hon1e leave accruals start on the date of the civilian en1ployee's arrival date at 
a post of duty outside the United States or on the date of entrance on duty when recruited abroad. 

6.1.2. HOlne leave accruals end on the date of the civilian elnployee's departure (or 
separation) from the overseas post for return to the Continental United States. 

6.1.3. Civilian employees receive home leave on the day of arrival and the day of 
departure. 

6.2. Crediting, accumulation, and transfer of home leave. 

6.2.1. HOlne leave is credited to a civilian employee's leave account in units of 1 
day_ Accruals are credited monthly. Changes in the accrual rate for hOlne leave start the month 
after the effective date of the earning rate change. 

6.2.2. Unused hOlne leave relnains in the civilian elnployee's leave account. Unused 
home leave at separation from Federal Service in not included in any terminal lump-sum 
payment and cannot be used for terminal leave. 

6.2.3. HOlne leave accounts lnay be transferred frOln one Federal Agency to another, 
or home leave can be re-credited to a civilian elnployees account ailer a bteak in service of no 
n10re than 90 days. If a civilian employee leaves Federal service and has been separated for 91 
days or greater, the home leave is forfeited. 

6.2.4. There is no entitlelnent for the civilian empJoyee~s use of accumulated home 
leave solely on the basis of the civilian employee's eligibility to earn hOUle leave. 

6.3. Accrual rates. For each [2 months of service abroad, a civilian employee earns [5 
days of home leave. A civilian employee will not earn home leave for the duration of a lour of 
duty in the Armed Forces of the United States if military service interrupts service abroad 
(example: A civiHan employee will not earn hOIne leave if mobilized under military orders and 
required to serve on active duty while stationed abroad). 
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HOME LEAVE EARNING TABLE 

(Da ys Earned) 

Months of Service Abroad Earning Rate (Days Accumulated) 

1 1 

2 2 

3 3 

4 5 

5 6 

6 7 

7 8 

8 10 

9 11 

10 12 

11 13 

12 15 

6.4. Home leave n1ay be granted to eligible civilian employees in accordance with the 
provisions of this Instruction, provided the civi1ian employee: 

6.4.1. Is a citizen of the United States; 

6.4.2. Has completed at least 18 months of continuous service abroad or, 
alternatively, 12 lllonths of continuous service abroad at a post experiencing extraordinary 
circumstances, as determined by the Department of State; 

6.4.3. Is assigned outside the United States and meets the requirements to 
accUlllulate a InaxilllUlll of 45 days (360 hours) of annual leave; 

6.4.4. Abides by the established local policies of their assigned component 
governi ng use of home leave ~ 

6.4.5. Uses home leave in the United States. Home leave cannot be used for 
vacations in foreign countries. Civilian employees are required to have a hon1e leave address in 
the United States. 

6.5. HOlne leave is permitted in the following situations: 

6.5.1. During an initial overseas tour. 

6.S.i.l. Home leave may be used after a civilian employee completed 18 
n10nths of continuous service overseas, however, if the honle leave is used during the initial tour, 
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the civilian enlployee must retmTI back to his or her overseas assignment, prior to his or her pes 
from the overseas assignment. 

6.5.1.2. The civilian elnployee cannot use hOlne leave in conjunction with 
his or her pes back to the United States after serving only one tour overseas. 

6.5.l.3. AU or part of home leave accrued during the current tour is 
available for use. 

6.5.1.4. The civilian employee's supervisor must approve home leave prior 
to use. 

6.5.2. Between two consecutive overseas tours. 

6.5.2.1. Home leave may be used at any time once the civilian employee 
cOlnpleted 18 lnonths of continuous service overseas. DIA civilian elnployees are encouraged to 
use their hOlne leave between the two overseas tours. If home leave is being used in conjunction 
with Renewal Agreement Travel (RAT), supervisors may adjust the number of requested days 
(as needed) to accomnlodate mission requirements. 

6.5.2.2. 
accrued during the first tour. 

Civilian employees are eligible to use all or part of the home leave 

6.5.2.3. The civilian elnployee's DIA elelnent leader" or designated 
representative, Inust approve home leave prior to use. 

6.5.3. After completion of two or more overseas tours. 

6.5.3.1. Home leave may be used in conjunction with a civilian enlployee's 
pes back to the United States provided the civilian employee's supervisor, or designated 
representative~ can validate that the civiHan employee wiH return to service abroad following the 
cOlnpletion of an assigillnent in the United States. If the supervisor cannot validate a return to 
service abroad following the completion of an assignment in the United States, the request for 
honle leave should be disapproved. 

6.5.3.2. In the event a civilian employee does not return to service abroad 
following an assignlnent in Lhe United States, and a determination is made that such a return is 
not in the best interest of DIA (e.g., promotion opportunity, approved humanitarian request, 
management-directed assignment, etc.), a waiver request must be approved by the civilian 
employee'S DIA clement leader, or designated represen1ative, and fonvarded to D/OHR for 
approval. 

6.5.4. Upon completion of one overseas tour and upon receipt of a follow-on 
overseas assignment i a civilian employee may use his or her hOlne leave in conjunction with or 
in preparation for his or her pes to their new overseas assignment. 
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6.5.5. Hon1e leave for civilian employees serving at posts experiencing 
extraordinary circumstances1 as determined by the Department of State. 

6.5.5. L Civilian elnployees earn horne leave at the rate of 15 days per 12 
n10nths if assigned by Ten1porary Duty (TDY), Ten1porary Change of Station (TCS), or pes if 
the fo11owing criteria are met: 

6.5.5.1.1. Civilian eInployee lnust serve a period of continuous 
service abroad of at least 12 n10nths, and 

6.5.5.1.2. Civj]jan employee is expected to return to service 
abroad or to another overseas location upon completion of the hOlne leave period, or upon 
completion of an assignment in the United States. 

6.5.5.2. Civilian employees serving at posts experiencing extraordinary 
circumstances must take honle leave at the conclusion of their assignlnent. 

6.5.5.3. Civilian en1ployee is not required to complete the one-tilne service 
requirement of 1 R months of continuous service abroad. CiviJian employee is not required to be 
eligible to accUlTIulate a InaxilnUlTI of 45 days (360 hours) of annual leave to earn home leave. 

6.5.504. Service abroad prior to an otliciaI assignment at a post 
experiencing extraordinary circumstances is credited toward the 12-month service requirement if 
it is creditable for the 18-ITIOnth service requirelnent. Civilian elnployees who have previously 
cOlnpleted the I8-month service requirement are not required to complete a new 12-1nonth 
service requirement prior to taking earned and approved home leave. 

6.5.5.5. Civilian elnployees assigned to posts experiencing extraordinary 
circumstances for fewer than 12 conseculi ve months are not eligible to earn home leave unless 
the 12-n10nth continuous service requirement was fulfilled in its entirety by previous creditable 
service abroad. 

6.6. Granting home leave. 

6.6.1. The 1 R months of continuous service abroad is a one-time requirement; when 
the initial I8-month threshold is achieved, the civilian elTIployee may use accrued hOlTIe leave at 

any lime during subsequent lours overseas, with supervisory approval, provided the civilian 
en1ployee is expected to retulu overseas. 

6.6.2. Home leave may be used in conjunction with temporary duty travel to the 
United States provided the basic service period of 18 months of continuous service abroad has 
been met. 

6.6.3. Home leave nlay be granted in combination with other leave or absences; 
returning civilian enIployees should be advised to use honle leave, if eligible, before lIsing 
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annual leave except where such action would result in forfeiture of annual leave. 

6.6.4. Supervisors may adjust the amount of home leave usage when the needs of 
DIA require the civilian employee's presence at the duty station during that time. 

6.6.5. Home leave that js accrued pdor to commencing approved LWOP will remain 
to the civilian employee's credit and may be used when the civilian employee returns to duty 
status and otherwise meets the eligibility requirernents of this Instruction. 

6.7. Home leave for less than 18 months of continuous servke abroad. 

6.7.1. HOlne leave Inay also be granted to civilian elnployees with less than 18 
o10nths of continuous service abroad when: 

6.7. l.l. The assignnlent is terminated because the post or country of 
assignrnent is designated as an ilnminent danger area and the civilian ernployees are evacuated 
from post. 

6.7. L2. As authorized by OHR, the assignment is terminated at the 
cOllvenience of the U.S. Govermnent and the needs of DIA warrant the tennination. 

6.8. Home leave for unique situations. Civilian employees who accompany spouses or 
same sex domestic partners, assigned overseas to foreign locations. may accrue and use home 
leave in their own right (excludes those in a LWOP status and those working under a current 
telework agreelnenl). 

6.9. Home leave charges. 

6.9.1. The IninimUln charge for hOlne leave is 1 day. 

6.9.2. Additional charges are in multiples of I day. 

6.10. A civilian elnployee is indebted for home leave use if he or she: 

6.10. l. Fails to return to service abroad after a period of home leave taken during or 
between foreign tours, unless the period of relnaining service is waived for reasons acceptable to 
DIA; or 

6.10.2. Upon returning from service abroad to an assignment in the United States, 
fails to complete at least 6 Inonths of service within DIA in the United States or possession. 

6.10.3. When a determination is made that a refund of all home leave is required, the 
home leave must be changed to annual leave or other personal leave. If a partial refund of home 
leave is required, that portion is charged to annual leave, provided the minimum time 
requirelnenls for home leave are Inel. 
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6.10.4. In the event a civilian employee is indebted for hon1e leave in1properly used, 
the civilian employee may: 

6.10A.1. Convert the ilnproperiy taken hOlne leave to SOlne other fonn of 
available paid leave (such as annual leave, cOlnpensatory time, or credit hours). 

6. ] 0.4.2. Have the amount owed deducted from payroll according to a 
Inanagelnent approved repaYlnent plan. 

6.10.4.3. Immediately refund the Government for the full amount of leave 
improperly taken. 

6.11. No refund of home leave indebtedness is required if: 

6.1 ] .1. OHR determines the failure to serve 6 months within DIA in the United States 
was due to compelling personal reasons of a hUInanitarian or compassionate nature; or 

6.11.2. It is not in the public interest to return the civilian employee to the overseas 
assignment. 

6. L 1.3. Such exceptions may involve circumstances over which the civilian employee 
had no control. 

6.11.4. Waivers may be submitted to OHR via the HROC request tooL 

6.12. Certifying home leave and ensuring the appropriate use of hon1e leave is the 
responsibility of the civilian employee~s supervisor or thc DJA clClTICnt's 1eader. By certifying 
hOlne leave, the civilian employee's supervisor or the DIA element's leader is affinning that the 
ci vi Ii an employee is abiding by the provisions within this policy. 

6.13. OHR wi1l monitor the use of hOlTIe leave. Civilian emp10yees using home leave hours 
will either return to serve overseas following their assignment in CONUS or have a docUlnented 
waiver approved by OHR. Any use of home leave without a return lO service abroad or a 
documented waiver will be corrected in accordance with Paragraph 6.10.4. 
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Chapter 7 

7. Court leave. Court leave is an approved absence from official duty, without charge to leave 
or reduction in pay, to perfonn jury duty in a Federal, state, or Inunicipal court; or to serve as a 
witness, in a nonofficial capacity, for the US., the District of Colun1bia, or a State or local 
government. 

7.1. Eligibility. Civilian employees on pennanent, term or temporary appointlnents with 
established work schedules (regular tour of duty) are entitled to court leave. However, civilian 
employees in a non-pay status cannot be granted coun leave for jury or witness duty. A civilian 
elnployee serving on an intermittent appointment who does not have established and routine 
work schedule or a civilian employee on LWOP may not be granted court leave when called to 
jury service. 

7.2. Granting court leave. Court leave may be granted to a civilian employee who, except 
for jury or witness service, would be on duty or on paid leave. If a civilian employee's absence 
is properly chargeable to court leave~ he or she cannot elect to have the absence charged to 
annual leave, or other forms of personal leave. 

7.2.1. A civilian employee who is sUlnlnoned to serve as a juror in a judicial 
proceeding is entitled to court leave. 

7.2.2. A civilian employee who is summoned to serve as a witness in ajudidal 
proceeding in which the Federal, State, or local govermnent is a party is entitled to court leave. 

7.2.3. A civilian employee on annual leave who is called for jury duty is entitled to 
have court leave substituted for annual leave. 

7.2.4. Court leave is not granted to a civilian employee who: 

7.2.4.1. Uses time testifying in his or her own behalf. 

7.2.4.2. Is a party in a suit against the Government (i.e., plaintifO. The 
en1ployee will be charged leave for the time the civilian elnployee spends in preparation for the 
trial, including answering the government's interrogatories, and the time the civilian employee 
spends observing the conduct of the tria1. 

7.2.4.3. Is summoned to court for a traffic violation as a defendant. 

7.2.4.4. Uses time to accompany a minor child to court. 

7.3. Jury duty. 

7.3.1. Jury service is a civic responsibility. 
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7.3.2. Supervisors may only request release from jury duty based on DIA 
employment in exceptional situations when the presence of the civilian employee is absolutely 
and unequivocally necessary in the interest of national security. The OIA element leader is 
responsible for the preparation of requests to the court for excusal. 

7.3.3. Civilian employees assigned to night shifts are granted court leave in the same 
manner as civilian enlployees assigned to day work. Night-shift civilian employees who perform 
jury service during the day are granted court leave for their regularly scheduled night tours of 
duty and are entitled to night pay differentiaL 

7.3.4. A civilian employee who is summoned to serve on ajury will be granted court 
leave for the entire period of service. The period of court leave extends from the date on which 
the civilian enlployee is required to report to the court until the time he or she is excused or 
discharged by the court. 

7.3.4.1. Jury duty does not include time during which the civilian employee 
is excused or discharged by the court for an indefinite period subject to call by the court or for a 
definite period in excess of 1 day. 

7.3.4.2. A civilian employee may be required to notify his or her supervisor 
upon notification by the court of being excused or discharged. 

7.3.5. A civilian employee who is excused from jury duty for I day or a substantial 
part of the day is required to return to duty or be charged annual leave for the balance of the 
normal workday. 

7.3.6. When a civilian employee on court leave for jury duty outside the commuting 
area is excused for an indefinite period or discharged by the court, the travel tilne necessary for 
return to duty will be considered as court leave. 

7.4. Witnesses. 

7.4.1. A civilian employee who is sumlnoned as a witness in an official capacity, 10 

include on behalf of the Federal government, is on official duty and no leave of any kind is 
charged. The time the civilian employee spends testifying is considered regular duty, not court 
leave. 

7.4.2. A civilian employee who is sun1moned or assigned by DIA to testify in an 
official capacity is also in an official duty status and no leave of any kind is charged. 

7.4.3. Civilian elnployees assigned to night shifts are granted court leave in the same 
n1anner as civilian employees assigned to regular day shift work. Since witness duty generally 
requires a civilian employee's presence jn court dUTing daytime hours, a civilian employee who 
is scheduled to work at night is granted court leave during the night shift before or the night after 
each day of court appearance. 
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7.4.4. A civilian employee subpoenaed to testify in private litigation, not in an 
offIcial capacity (when the United States, District of Columbia, state~ or local government is not 
a party)~ as a private individual~ must be charged annual leave. leave without pay, or other 
personal leave at the civilian elnployee 's request, for the period of absence. 

7.4.5. Court leave for witness service is permitted only if the civilian employee is 
summoned by the court or authority responsible for the proceeding. 

7.4.6. A civilian employee who is not summoned as a witness but apperu's before the 
court voluntarily and requests to testify is not entitled to court leave. 

7.4.7. Witness service perfonned on behalf of a private party will be charged to the 
civilian employee's personal leave. 

7.5. Jury and witness fees. Generally, civilian elnployees eligible for court leave may not 
accept fees for service as a juror or witness. However, certain exceptions to this rule exist and 
are described below. 

7.5.1. Federal or District of Columbia (D.C.) court. Civilian employees may not 
accept jury fees or witness fees when testifying on behalf of the U.S. or Washington, D.C. 
government unless they are on LWOP for the entire period served as a juror or witness. Civilian 
en1ployees n1ay retain reimbursement for expenses such as travel and parking. 

7.5.2. State or municipal court. Fees (but not expenses) payable by State or 
municipal courts for jury service~ or for service as a witness while on court leave, or in an official 
duty status. must be collected and turned into the Chief Financial Officer. These fees are 
deposited as an appropriation refund to the funds from which ci vilian employees are 
cOlnpensated. 

7.5.2.1. Only jury or witness fees must be reimbursed to DIA. Civilian 
employees may retain reimbursement for expenses such as travel and parking, in excess of the 
jury or witness fee. 

7.5.2.2. Civilian en1ployees serving on juries in state or municipal courts 
who waive or refuse to accept the authorized jury or witness fees win have their salary reduced 
by the alnount of the authorized fee. 

7.5.2.3. The collection or deduction will not exceed the compensation 
otherwise payable for the period of absence. 

7.5.3. Civilian elnployees who lake annual leave, LWOP or other personal leave to 
testify in an unofficial capacity on behalf of a private party are entitled to retain the usual fees 
and expenses related to such witness service. 

7.5.4. For each hour of jury or witness service outside of a civilian elnployee's 
normal hours of duty performed in a U.S., Washington. D.C., state, or municipal court, the 
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civilian employee is entitled to a proportional part of the jury or witness fee for that day. 

7.6. Documentation of jury and witness service. 

7.6.1. Civilian employees called for court service lnust present the court orders, 
subpoena summons, jury summons, or official request to their supervisor as soon as possible. 
This document will be attached to the time and attendance report which shows the first absence. 

7.6.2. Upon return to duty, civilian en1ployees n1ust submit written evidence of 
attendance at court showing the dates (and hours if possible) served, such as certificate of court 
attendance. This document must be forwarded to OHR (through HROC) within one pay period 
following the civilian elnployee's return to duty and will be llsed to support the court leave on 
tin1e and attendance reports. and for other purposes related to the refund of jury or witness fees. 
If the evidence is not received within the prescribed time limits, OHR will notify the civilian 
employee that the court leave requested will be converted to annual leave. If the civilian 
elnployee provides the evidence of attendance after the conversion, court leave will be 
substituted for the annual leave charged. 
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The chart summarizes the rules concerning jury and witness fees 

Fees 
Leave or duty status 

Yes 
Government travel expenses 

Court fees Annual 
Court Official 

leave or 
No 

Retain 
Turn into No Yes* 

leave duty LWOP 
DIA 

I. Jury service 

A. U.S. or District Court X X X 

B. State or local court X X X 

II. Witness service 

A. On behalf of U.S. or District 
X X X 

Government 

B. On behalf of State or loca1 
govermnent. .. 

1. In official capacity X X X 
I 

2. Non -official capacity X X X 
• 

C. On behalf ofprivale party ... 

1. In official capacity X X X 

2. Non-official capacity 

(a) When the U.S., D.C., State or X X X local government is a party 

(b) When the U.S., D.C., State or 
X X 

local government is not a party 
.-.----~----

* Offset to the extent paid by the court, authority, or party that caused the civilian emp10yee to be sUlnmoned. 
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Chapter 8 

R. Military leave. 

8.1. Eligibility. 

R.I.l. Military leave is granted for authorized absence from duty, without loss of pay 
(including pay for regularly scheduled overtinle) or charge to annual or other personal leave, to 
perform active duty or inactive duty for training as a member of one of the following entities: 

8. 1. l.1. Army Reserve. 

8. L 1.2. Coast Guard Reserve. 

8. ] .l.3. Air Force Reserve. 

8. L 1.4. Navy Reserve. 

8.1.l.5. Army National Guard of the U.S. 

8. L 1.6. Marine Corps Reserve. 

8. Lt.7. Air National Guard of the U.S. 

8.1.1.8. National Guard of the District of Columbia. 

R.l.2. Full-tilne and part-time civilian enlployees~ serving on appointments of over I 
year, who are tnembers of the National Guard or Reserve Cmnponents of the Anned Forces, are 
entitled to military leave. This leave must be approved upon presentation of appropriate official 
orders. 

8.1.3. Civilian elnployees serving on telnporary appoinhnents, limited to 1 year or 
less, and civilian elnployees on intermittent appointments are not entitled to lnilitary leave. 

8.2. Leave accruals. 

8.2.1. A full-time civilian employee earns 15 days of Inilitary leave per fiscal year, 
which is credited and available for use at the beginning of the Inollth of October of each fiscal 
year. 

8.2.2. Military leave accruals will be converted to available hours of lnilitary leave. 
For example, a full-time civilian employee working a 40-hour workweek will accrue 120 hours 
of military leave in a fiscal year, or the equivalent of three 40-hour workweeks~ which is credited 
and available for use at the beginning of the fiscal year. Military leave is credited on the basis of 
an 8-hour workday. 
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8.2.3. Military leave for part-tilne civilian employees and civilian en1ployees on 
uncommon tours of duty will bc prorated ba'5cd proportionally on the number of hours in a 
civilian employee's regular1y scheduled biweekly pay period. 

8.2.4. Military leave is authorized up to a maximum of 30 days in a calendar year for 
those who are called to duty under ccrtain conditions, for the purpose of providing military aid to 
enforce the law. 

8.2.5. Members of the National Guard of the District of COlull1bia will be granted 
military leave for all days (no limit) on which they are ordered to duty for parade or 
encampment. 

8.3. Requesting and using l11ilitary leave. 

B.3.1. Requests for military leave must be supported by a copy of the active duty 
Inilitary orders or a valid certificatjon of attendance for inactive duty training. 

8.3.2. To ensure mission requirements are met, orders must be submitted to a 
civilian employee's immediate supervisor as soon as received. 

8.3.3. Certification of attendance by a military officer will be required upon return to 
duty. This certification will be forwarded to OHR (through HROC) within one pay period 
following the civilian employee's return. If the certification is not received within the prescribed 
tilne limits, OHR will no6fy the c:ivjlian elnployee that the Inilitary leave requested wjll be 
converted to annual leave. If a civilian employee provides certification of attendance after the 
conversion, n1i1itary leave will be substituted for the annual leave charged. 

8.4. Lea ve charges. 

8.4.1. Military leave is charged in increments of 1 hour and may only be chm'ged for 
periods of absence occurring during the regularly scheduled tour of duty. 

8.4.2. When lnilitary leave is requested [or inactive duty training, only the amount of 
leave necessary to cover the period of training and necessary travel occurring during the 
regularly scheduled tour of duty hours will he charged. 

8.4.3. Absences occun-ing during duty hours, which are not appropriate for military 
leave, n1ust be charged to another leave category or compensatory time (or other paid time off 
such as crcdit hours or ti me off award), as appropri atc. Examples of tours of duty and leave 
charges follow. 

8.4.3.1. Basic 40-hour tour of duty, Monday through Friday. The civilian 
employee works Monday through Friday 8:00 - 4:30 and requests miHtary leave to cover the 
entire absence. Examples: 

8.4.3.1.1. Civilian en1ployee enters military duty on Monday and 
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remains on duty for 15 consecutive calendar days. The civilian enlployee is absent for 11 
workdays and j s charged gS hours of miHtary leave. 

8.4.3.1.2. Civilian eluployee perfonus 15 days of military duty 
with 3 separate sets of military orders, each covering a 5-day period, Monday through Friday. 
The civilian employee is not under military control during the weekends. The civilian employee 
is absent l5 workdays and is charged 120 hours of military leave (three 5-day periods, Monday 
through Friday). The intervening weekends are not periods of active duty, therefore, military 
leave is not charged. 

R.4.3. J.3. Civilian employee starts military duty on Sunday and is 
released 7 calendar days later on Saturday. The civilian elnployee is absent for 5 workdays and 
is charged 40 hours of military leave. Non-workdays at the beginning and the end of military 
duty are not charged to Inilitary leave. 

8.4.3.2. Basic 40-hour tour of duty, Monday through Friday; co-mingling 
leave. The civilian elnployee works Monday through Friday 8:00 - 4:30 and combines military 
leave with other types of leave. Examples: 

8.4.3.2.1. Civilian eluployee enters Inilitary duty on Monday for 
2 weeks. The civilian elnployee elects to use annual leave for the first week (Monday through 
Friday) and nlilitary leave for the second week. Annual leave is charged for 40 hours (the 
intervening weekend does not count) and the civilian elnployee is charged mi1itary leave for the 
following Monday through Friday. 

8.4.3.2.2. Civilian enlployee enters military duty on Monday for 
2 weeks. The civilian employee elects to use annual leave to cover the entire period. Because the 
civilian eluployee did not cOlnbine luilitary leave with the annual leave, no military leave is 
charged. 

8.5. Military leave for providing military aid to enforce the law, assist civil authorities, or 
participate in contingency operations. 

8.5.1. Reserve personnel or members of the National Guard are entitled to leave 
without loss of or reduction in payor leave when they are required to provide military aid. 
Military aid is provided to enforce the law or to assist civil authorities in the protection of life or 
property, or the prevention of injury. 

8.5.2. Civilian employees performing full-time military service as a result of a call 
or order to active duty in support of a contingency operation are entitled to up to 22 additional 
workdays per calendar year. This military leave is credited at the beginning of the calendar year 
and there is no proration for a partial year. 

8.5.3. The leave is converted into hours and charged in I-hour increments, and is 
charged only for absences occuning during a civilian elnployee's scheduled tour of dUly. 
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8.5.4. Military leave requires that civilian pay be offset by the amount of the military 
pay received. If the military pay exceeds basic civi1ian pay, no civilian pay is received. Non­
workdays and holidays are not included in calculating the offset to the civilian pay. The offset is 
cOlnputed on a daily basis and is not prorated hourly. 

8.5.5. Clvilian emp10yees may opt to use annual leave, compensatory time, or other 
paid time off such as credit hours or time off award in lieu of military leave. In such cases the 
offset rules do not apply, civilian employees retain full Inilitary and civilian pay. 

8.6. Excused absence for civillan employees returning from active military duty. 

8.6.1. Civilian employees who are called to active duty in support of the Overseas 
Contingency Operations (OCO) are entitled to 5 days of excused absence upon their immediate 
return from active duty. 

8.6.2. Eligibility. 

8.6.2.1. The civilian employee must have been called to active duty as part 
of a military campaign. 

8.6.2.2. The civilian employee must have served at least 42 consecutive 
days. 

8.6.3. Using the excused absence leave. 

8.6.3.1. The excused absence will be charged as adn1inistrative leave for 
thnekeeping purposes with comments on the reason for the administrative leave. 

8.6.3.2. The civilian employee will submit certified military orders to his or 
her supervisor and OHR immediately upon their return to civilian duty. 

8.6.3.3. The civilian elTIployee must use the excused absence imlnediately 
upon return to civilian duly. 

8.6.3.4. The maximum amount of such leave a civilian employee can 
receive is 5 days for 1 year, starting on the first day of the excused absence. 
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Chapter 9 

9. Other absences. 

9.1. Maternity leave. 

9.1.1. An forms of approved leave, paid or unpaid (such as LWOP), to i nc1ude leave 
sharing program donations, credit hours, compensatory tilne off, and tilne off awards, may be 
granted to birth mothers for physical examinations~ incapacitation, and recuperation in 
connection with pregnancy. 

9.1.2. Civilian elnployees IllUY exercise an entitlelllent to leave under the provisions 
of Fl\1LA. Refer to the procedures and instructions in Chapter 4~ Family and Medical Leave. 

9.1.3. Civilian employees are encouraged to plan for and provide notification of the 
intent to request leave for maternity reasons as soon as possible, indicating the type of leave, 
approxiInale dales, and anticipated duration. This will allow DIA to take necessary steps to plan 
for staffing adjustments to compensate for the absence. 

9.l.4. Civilian elnployees are required to submit a leave request for sick leave, 
annual leave, LWOP, credit hours, compensatory time off, or time off award(s) in accordance 
with DIA policy. 

9.1.5. Leave will be granted when a llledical certificate establishes incapacitation 
due to pregnancy ~ childbirth~ and recovery. 

9.1.6. Leave will be granted even if the requesting civilian employee does not intend 
to return to duty. Civilian elnployees who will not return to duty must submit a resignation at the 
expiration of approved leave. 

9.1.7. Supervisors are authorized to approve leave for maternity reasons except 
when: 

9.1.7.1. Participation in the leave sharing program is requested. 

9.1.7.2. LWOP in excess of 30 calendar days is requested. 

9.1.8. Approval of leave in these circumstances nlust be coordinated With. and 
approved by, OHR. 

9.1.9. Although each leave request must be considered on its own merits t 

supervisors nlust apply the appropriate leave regulations, and internal policies and practices, 
consi stently when consider] ng requests for leave for maternity reasons. 

9.1.10. Duration of Inalernily leave. 
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9. L 10.1. Managers will not establish arbitrary cutoff dates which require a 
civilian employee to cease work, or require or prevent the civilian employee from returning to 
work, without recognizing the physical capability of the civilian employee to perform the duties 
of the job. 

9.1.10.2. Final dates for the leave to begin and end wi]] be discussed and 
established between the civilian employee and her supervisor after presentation of a medical 
certificate. 

9.1.10.3. If the medical certificate appears to cover an unreasonable period, 
with the civilian employee~s consent, an OHR representative may consult the civilian 
elnployee's private physician for confirmation of the period of incapacity. 

9. L 11. Upon completion of maternity leave, a civilian employee may desire a period 
of adjustment or need additional time to make arrangements for childcare. Such additional short­
tenn leave requirelnents may be satisfied by the use of available annual lea ve, L WOP, credit 
hours, cOlnpensatory time off, or time off awards; however~ they may not be charged to sick 
leave. Annual leave is approved by the supervisor; L WOP in excess of 30 days must be 
coordinated with and approved by OHR. 

9.2. Paternity leave. 

9.2.1. A birth father nlay request all forms of approved leave. paid or unpaid 
(LWOP), to include leave sharing prograrn donations, credit hours, compensatory tilne off, and 
time off awards~ to accompany the birth mother to prenatal appointments, to be with her during 
hospitalization, and to care for her during periods of incapacitation including her recovery 
period. 

9.2.2. Additionally~ birth fathers may have an entitlement to leave under the 
provisions of the FMLA. For additional information refer to Chapter 5, Family and Medical 
Leave, of this Instruction. 

9.2.3. Sick leave may only be granted for medical appointments, or when medical 
incapacitation and the need to provide care are established by a medical certificate. 

9.2.4. Annual leave and LWOP may be used to cover absences for the purpose of 
bonding with and caring for a healthy newborn. 

9.2.5. Although each leave request must be considered on its own merits, 
supervisors must apply the appropriate leave regulations, and internal policies and practices, 
consistently when considering requests for leave for paternity reasons. 

9.3. Adoption. 

9.3.1. Annual leave, advanced annual leave, LWOP, sick leave, or advanced sick 
leave may be requested for the purpose of caring for a newly adopted child. Additionally, 
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civilian employees nlay have an entitlement to leave under the provisions of the FMLA. For 
additional information refer to Chapter 4, Family and Medical Leave, of this Instruction. 

9.3.2. There is no limitation on the anl0unt of sick leave that lllay be used for 
adoption-related purposes. Sick leave for adoption-related purposes does not count towards the 
13-day (1 04-hour) limit for sick leave each year for genera] family care and bereavement 
purposes or the overalllinlit of 12 weeks of sick leave each year for an falnily care purposes. 

9.3.3. While sick leave may be used for adoption-related purposes, a civilian 
employee cannot llse sick leave for purposes related to foster care. Annual leave, advanced 
annual leave, or LWOP may be requested when p1anning for the placement of a foster child or 
after a foster child is placed in the civilian employee's care. 

9.3.4. Adoptive parents may request sick leave for the following purposes: 

9.3.4.1. AppointITIents with adoption agencies, social workers, and 
attorneys. 

9.3.4.2. Court proceedings. 

9.3.4.3. Required travel. 

9.3.4.4. Court ordered or adoption agency required absences from work to 
care for the child, and 

9.3.4.5. Other activities required to allow the adoption to proceed. 

9.3.5. Adoptive parents who voluntarily choose to be absent fronl work to bond with 
an adoptive child may not use sick leave for this pUllJose. Parents may use other forms of 
approved paid or unpaid leave for these purposes. 

9.3.6. Civilian elnployees ITIay be required to submit documentation in sUppott of 
absences related to adoption. For example, civilian employees who in voke an entitlement to 
leave under Fr\.1LA are required to submit supporting documentation. 

9.3.7. Requesting leave. To request sick leave in the event of adoption, civilian 
elnployees should request leave and indicate in the relnarks section "Adoption." 

9.4. Religious holidays. 

9.4.1. Civilian elnployees who wish to observe religious holidays which fall on a 
scheduled workday. workweek, or portions thereof will be permitted absence fron1 duty when 
arrangements can be made without undue interruption to mission operations. Civilian employees 
must submit requests for accommodation 15 workdays prior to the date of the religious holiday 
to be observed. Accommodation is permissible as long as it does not result in an undue hardship 
to the mission of DIA. Examples of possible accomnlodations may include approval of leave, 
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change of tour of duty~ or other means sanctioned by DIA. 

9.4.2. When a civilian elnp)oyee's religious beliefs require that he or she refrain 
frOID working during certain periods of the workday, workweek or portions thereof, he or she 
n1ay be permitted to work con1pensatory time or credit hours in preparation for, or to Inake up 
the time used or to be used. 

9.4.2.1. COlnpensatory time or credit hours may be worked before or after 
the religious observance. 

9.4.2.2. Requests for such modification in work schedules may be 
disapproved based on the mission needs of DIA. 

9.4.2.3. Supervisors must follow the appropriate regulations for approval of 
conlpensatory ti me and credit hours. 

904.2.4. Compensatory time earned specifically [or religious purposes is 
coded in 01A's timekeeping system as "CR." 

9.4.2.5. Use of the cOlnpensatory tilne earned for religious purposes is 
coded in D1A's timekeeping system as "'CA." 

9.4.3. It is DIA policy to accommodate requests for absence for re1igious 
observances to the greatest extent possible. In the rare circUlnstance where requests cannot be 
accOInmodated because or mission needs~ the supervisor will prepare a Melllorandum [or the 
Record (MFR) documenting the mission basis for disapproval. The MFR will address any 
alternative arrangements considered prior to arriving at the decision and wi11 be furnished to the 
civilian elnployee no more than 3 workdays after the receipt of the request. The MFR will be 
retained by the supervisor for a minimum of 120 days. 

9.5. Brief excused absence. Supervisors may excuse civilian employees from duty for 
brief periods of less than 1 hour on rare, infrequent occasions as detennined necessary. For 
accountability purposes, the lime will be recorded as administrative leave (LN) in the 
tin1ekeeping system and an explanation for the absence n1ust be annotated in the comnlents 
section. 

9.5.1. If this privilege is abused, or tardiness becomes excessive, such absences and 
tardiness n1ay be charged to annual leave, other forms of approved absence, or AWOL. 
Unapproved tardiness charged to AWOL may be subject to disciplinary action. 

9.5.2. Supervisors are responsible for monitoring excessive tardiness and 
determining whether disciplinary action should be taken. The civilian employee should be 
counseled and advised that disciplinary action is being considered. Before taking any action, 
supervisors shou1d contact the EMR Office. 

9.5.3. Supervisors may not excuse civilian employees from duty for brief periods of 
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less than 1 hour in order to extend a specific grant of administrative leave authorized by the DR. 

9.6. Work related injury. 

9.6.1. A civilian employee who suffers a disabling work-related traunlatic injury is 
entit1cd to Continuation of Pay (COP) for a period of up to 45 calendar days \vithout charge to 
leave. Both duty and non-duty days are counted towards the COP period and must be 
appropriately recorded in the tinlekeeping systelTI as COP. 

9.6.2. Such injuries must be reported to the Employee Services Division in OHR 
within 2 working days. 

9.7. Morale leave. 

9.7.1. Morale leave can be used without charge to personal leave when attending a 
DIA sanctioned event and is recorded as adlninistrative leave (LN) in DIA's tilnekeeping system 
(noting "Morale Leave" in the COlnments section). Except as noted in Paragraph 10.4.3, a 
nlaximum of 12 hours of morale leave may be granted to a civilian enlployee, per leave year, 
when approved by a supervisor or DIA element leader. Civilian employees participating in DIA 
sanctioned events Inust obtain supervisory approval prior to the event. If a civilian elnployee 
chooses not to attend the event, he or she lnuSl remain in the office and adhere to his or her 
regular work schedule, unless any personal leave is approved for those hours. 

9.7.2. Based on mission requirements, supervisors can approve use of lTIorale leave 
when: 

9.7.2.1. The approval is granted prior to the event; 

9.7.2.2. The approval does not permit the civilian employee to exceed the 
nlaximum number of hours allowable; 

9.7.2.3. The request does not exceed 4 hours per event. 

9.7.3. The DR, CS, or D/OHR nlay approve additional grants of morale leave 
(administrative leave (LN» to encourage group participation in DIA events. The grant of 
additional leave Inust be specific, authorized in writing and in advance of the actual event, and 
may nol exceed the duration of the event. (Personnel assigned official dUlies in connection with 
such events, such as keyworkers, will be carried in a regular duty status for the duration of any 
events for which their attendance is required). 

9.8. Adlninistrative leave (LN). 

9.8.]. An administratively authorized absence from duty without loss of pay or 
charge to leave. 

9.8.2. The use of administrative leave is authorized: 
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9,8,2.1. When it is necessary to remove a civilian employee immediately 
from DIA premises for protection of classified information, for security reasons, or for other 
situations in which such action is desirable, the civilian elnployee may be placed on 
administrative leave as stated in Reference (r). 

9.R.2.2. Pending disciplinary actions. A civilian employee may be placed 
on administrative leave while other disciplinary lneasures are being considered. 

9.9. Wounded Warrior Federal Leave Act. 

9.9.1. Leave provided to any new Federal civilian eITIployee hired on or after 
Noven1ber 5,2016. who is a veteran with a Service-connected disability rating of 30 percent or 
n10re for the purposes of n1edical treatment. 

9.9.2. Disabled veteran leave is available for the first 12 months of emploYlnent and 
may not exceed 104 hours. If disabled veteran leave is not used during the first 12 months of 
employment, it n1ay not be carried over to subsequent years and will be forfeited. Disabled 
veteran leave is recorded as administrative leave (LN) in DIA's timekeeping system. Civilian 
eluployees IllLlst annotate "Disabled Veteran Leave" in the c;omIllents section of the tiIllecard. 

9.9.3. Civilian employees utilizing this new leave category nlust provide proof of a 
Service-connected disability rating of 30 percent or more upon initial in-processing. When using 
this leave, ci vilian employees must su blnit certification issued by a health care provider to their 
supervisor. 

9.10. Prolonged duty status or travel. 

9.10.1. Ir a civilian employee must travel or serve in a duty status for lnore than 16 
hours 1 and is scheduled to work during the next calendar day, he or she nlay be excused without 
charge to leave or loss of pay for up to 4 hours to recuperate from fatigue or Joss of s1eep. 

9.10.2. In determining the time to be allowed1 the adverse effect on work 
performance, health, well-being, or safety should be considered. In extreme circumstances 
additional time may be approved. 

9.10.3. The excused absence lllust be approved by the ilnmediate supervisor or a 
leave-approving official in the chain of command. This time will be recorded as administrative 
leave (LN) for the purpose of titne and attendance and an explanation for the absence must be 
entered in the comments section of the timekeeping system. 

9.11. Exanlination and interviews. 

9.11.1. Based OIl mission demands, supervisors may also excuse civilian elnployees 
to participate in interviews when: 
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9.11.1.1. The interview is for a position within the DoD; or 

9.11.1.2. The civilian employee is under notice of involuntary separation for 
reasons other than lnisconduct. 

9.11.2. Civilian employees under consideration for DIA vacancies, or to fill 
specialized training or rotational assignments requiring interviews~ will be excused from duty f()r 
the mininlum tilne necessary for the interview (including travel thne). DrA employees can 
annotate their time as Regular Hours (RG) when interviewing for DIA positions. 

9.1 ].3. Civilian employees taking examinations at the request of OHR or the 
Acadelny for Defense Intelligence (ADI) will be granted time off without charge to leave to 
complete the exatnination. Any absence for the purpose of examination not precipitated or 
approved by OHR or ADI must be charged to a form of approved leave, to include credit hours. 
conlpensatory time off, time off awards or LWOP. 

9.11.4. Tilne spent in interviews (or other relaled activities) in circumstances other 
than those above will be charged to a form of approved leave to include credit hours, 
compensatory time otf, time off awards or LWOP. 

9.11.5. Civilian elnployees qualiried ror an excused absence for examinations and 
interviews will have their time and attendance report coded as administrative leave (LN) in the 
timekeeping system and an explanation for the absence must be annotated in the comments 
section. 

9.12. Administrative Consultations. A civilian enlployee will not be charged leave for the 
time required to consult with OHR or the Office of the Inspector General (OIG) on questions 
concerning duties, working conditions, or employment status, provided arrangernents are made 
with the iInmediate supervisor. A civilian employee will be granted time, without prior 
approval, to seek guidance from the Equal Opportunity & Diversity Office (EO) on the 
conlplaint process. Civilian employees will also be given time to prepare for the equal 
elnployment opportunity (EEO) cOlnplaint process. Although prior approval is not required, the 
ci vi Ii an employee should notify their supervisor if they will otherwise be absent from the office. 

9.13. Blood donations. 

9.13.1. DIA encourages civilian employees 10 volunteer as blood donors. 

9.13.2. Personnel who donate blood may be excused from duty for the time 
necessary to donate the blood, for recuperation following donation, and for necessary travel to 
and from the donation site. 

9.] 3.3. Maximum exeusal time wi]] not exceed 4 hours except in unusua1 cases 
where up to an additional 4 hours may be authorized. 

9.13.4. Time used under this section will be reported as adnlinistrative leave (LN) 
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in the timekeeping systenl and an explanation for the absence nlust be annotated in the comments 
section. 

9.14. Voting and registration. 

9.14.1. Civilian employees who wish to vote or register in any election (national, 
state, county, city, or local), or in referendums on a civic matter in their community, will be 
granted necessary tilne off upon specific request. As a general rule, where polls are not open at 
least 3 hours before or after a civilian employee's regular hours ofwork~ the civilian employee 
will be excused for up to 3 hours after the pons open, or 3 hours before the polls close~ 
whichever requires less time off. 

9.14.2. Under exceptional circumstances, a civilian enlployee may be excused for 
additional time to vote not to exceed I day. Additional time nlay be authorized due to complex 
transportation problelns, or unusual congestion at the polls. 

9.14.3. In cases where polls are open 3 hours before or after a civilian employee's 
regular working hours, excused time will only be granted under exceptional circumstances for 
civilian employees voting in the local commuting area. 

9.14.4. If any civilian elnployee votes outside the comlnuting area, and an absentee 
ballot is not permitted, he or she will be granted sufficient time off to make the trip to cast the 
ballot. Where more than I day is required. to make the trip, a liberal leave policy will be 
observed. TiIne off in excess of 1 day will be charged to annual leave, LWOP, or other form of 
approved leave. 

9.14.5. Time off to register will be granted on the same basis as for voting. No time 
will be granted if registration can be accOInplished on a non-workday and the place of 
registration is within a reasonable I-day round trip travel distance of the civilian employee's 
place of residence. 

9.14.6. For tilne and labor purposes, tilne used for voting and registration will be 
recorded as administrative leave (LN) in the timekeeping system and an explanation ror the 
absence nlust be annotated in the comments section. 

9.15. Physical exalnination for duty in the Armed Forces. 

9.15.1. Civilian employees who are required to report for physical examination 
before induction or recall to active duty in the Armed Forces will be excused without charge to 
leave upon presentation of official notification fnun proper authorities. For time and labor 
purposes, the absence will be recorded as administrative leave (LN) in the timekeeping system 
and an explanation for the absence must be annotated in the comnlents section. 

9.15.2. In the event the absence extends beyond 1 workday, the civi1ian employee 
will be required to submit a statelnent from the examining slation indicating the necessity for lhe 
additional absence. If approved, the absence will be recorded in the timekeeping system as 
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administrative leave (LN) as noted above. 

9.15.3. If. by a civilian employee's choice, he or she is ordered to report to other 
than the nearest examining station and is absent frOIn duty for Inore than 1 workday. the excess 
absence will be charged to annual leave, LWOP, or other form of approved leave. 

9.16. Rest and Recuperation (R&R). R&R will be processed in accordance with 
deployment policy and procedures. The Forward DIA Organization at the deployed location 
will coordinate for DIA participation in the R&R Program. This program is a benefit, not an 
entitlement. Participation may be suspcnded or cancelled at any time due to workload 
demands, unacceptable or erratic work attendance, poor performance, or failure to comply 
with the conditions specified in the registration process. Civilian elnployees may use a 
combination of personal leave (annual leave, credit hours, comp time oU, or tin1e off award) 
for absences related to R&R. 

9.17. Attendance at training courses or Ineetings. 

9.17.1. The Government Employee Training Act authorizes an agency the 
discretion to pay the costs of training. as we1l as salary and benefits, to civilian employees 
engaged in training that provides a benefit to the government. DIA is not required to pay the 
training costs, but ir a civilian employee is authorized to engage in such training during 
normal working hours, or if DIA directs a civilian employee to engage in such training during 
non-working hours. those hours in training constitute hours of work and are compensable in 
accordance with Reference (p). 

9.17.2. A civilian employee may be excused to attend a conference or 
convention when it is determined attendance wi11 serve the best interest of DIA. The request 
for attendance lnust be sublnitted and approved in accordance with Reference (p). Detailed 
procedures for time and attendance reporting are outlined in Reference (0). Authority 10 
attend conferences or conventions will be lin1ited to 5 workdays per calendar year. The 
civilian employee will remain in a duty status during this period. 

9.17.3. If a supervisor determines the requested training is not of benefit to the 
government, and the civilian employee still wishes to attend the training, the civilian 
employee may do so on his or her own persona] time in an approved paid 1eave status, or may 
request to be placed in a L WOP status. L WOP should not be bTfanted if doing so is 
inconsistent with Inission requirements. 

9.17.4. Cjvilian clnployees who wish to attend conferences or conventions 
concerned with the improvement of working conditions of civilian employees, or conventions 
or other meetings of veteran's organizations, Inay be granted annual leave, or other personal 
leave as appropriate, or L WOP upon request, unless their absence would result in serious 
interference whh mission operations. 

9.18. Funeral leave. Civilian employees are excused f)'om duty for a period not to 
exceed three workdays without charge to leave or loss of pay to make arrangements or attend 
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the funeral or memorial service for an immediate relative who died as a result of wounds, 
diseasc~ or injury incurred while serving as a member of the Armed Forces in a combat zone. 
The three workdays need not be consecutive but if not, the civilian employee will furnish his 
or her supervisor satisfactory reasons justifying a grant of funeral leave for nonconsecutive 
days. Although the phrase "in a COll1bat zone" restricts the funeral leave granted, supervisors 
may excuse a civilian employee from duty without charge to leave or loss of pay, if desired, 
to cover situations involving deaths of servicemen and women occurring in the line of duty 
elsewhere in the world. This excused absence will be reported as adlninistrative leave (LN) 
in the tinlekeeping systenl and an explanation ll1ust be annotated in the comments section of 
the timekeeping system. When a civilian employee requests funeral leave for a combat­
related death of an immediate relative~ documentation of the civilian employee's relationship 
to that ilnmediate relati ve lnay be required. 

9.18.1. Civilian eluployees may be excused up to 4 hours in a workday to 
participate as pallbearers or honor guards in military funeral services for members of the 
Anned Forces whose relnains are returned frOln abroad for interment. The supervisor of a 
ci vilian employee requesting such absence is expected to exercise sound judgment in 
determining whether or not the amount of leave requested is appropriate. Care should be 
taken to avoid lengthy absences on the basis of this provision as such absences would be 
contrary to the intent of the privilege. This excused absence will be reported as 
adlninistrative leave (LN) in the tinlekeeping systeln and an explanation Inust be annotated in 
the comments section of the titnekeeping systern. 

9.18.2. See Chapter 2~ for more illfonnation on the availability of sick leave to 
make an'angements for~ or to attend, the funeral of a family melnber. 

9.19. Bone marrow donation. Civilian employees are entitled to up to 7 days of excused 
absence each year to serve as a bone-marrow donor. This excused absence will be reported 
as adlninistrative leave (LN) in the tinlekeeping system and an explanation lnust be annotated 
in the con1ments section of the timekeeping system, For medical procedures and recuperation 
requiring absences longer than 7 days, civilian employees may be granted additional time off 
in the fonn of paid leave, unpaid leave, advanced leave, or other leave as provided for by this 
Instruction. 

9.20. Organ donation. Civilian employees are entitled up to 30 days of excused absence 
each year to serve as an organ donor. This excused absence will be reported as 
adlninistrative leave (LN) in the tinlekeeping systeln and an explanation must be annotated in 
the comments section of the timekeeping system. For medical procedures and recuperation 
requiting absences longer than 30 days, civilian employees may be granted additional time 
off in the form of paid leave, unpaid leave, advanced leave, or other leave as provided for by 
this Instruction. 

9.21. Civil defense activities_ 

9.21.1. Participation by civilian personnel in officially-sanctioned civil defense 
progranl activities will be considered regular duty and 110 charge will be made to leave for the 
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tillle required. This time will be reported as regular grade (RG) in the tinlekeeping system. 

9.21.2. Full-time civilian employees who volunteer and are selected for civil 
defense assignments may be released with the approval of OHR for participation in pre­
enlergency training and test exercises conducted in connection with State or local civil 
defense programs. Partkipation in these activities during a civilian employee's regularly 
scheduled tour of duty for not more than 40 hours in any 1 calendar year will be considered 
as part of the civilian elnployee's regular duties and no charge will be made to leave. Part­
tinle civilian enlployee's entitlenlent to participate will be prorated based proportionally on 
the average number of hours in the civilian employee~s workweek. 

9.21.3. A civilian elnployee may be designated as available for assignlnent to 
these civil defense activities subject to the following deternlinations: 

9.21.3.1. Civilian employee's participation has been requested by the 
State or local civil defense authority; 

9.21.3.2. Civilian enlployee can be spared fi'om his or her regular duties 
for the required periods of participation~ and, 

9.21.3.3. Civilian employee can be expected to be available for 
assignment to civil defense activities in the event of an elnergency. 

9.21.4. Upon return to duty the civilian elnployee will provide the imlnediate 
supervisor with a statementli'Oln the State or local civil defense authorities showing the days 
or hours of participation. 

9.21.5. Civilian employees who participate in civil defense activities other than 
those specified above will be granted annual leave or L WOP if it is possi ble to spare theln 
without undue interference with operations. 

9.22. Elnergency rescue or protective work. 

9.22.1. A civilian employee may be excused to voluntarily participate in 
emergency rescue or protective work during an elnergency such as fire, flood, or search 
operations. Such participation will nonnally be lilnited to a InaximUln of 5 workdays per 
year and is subject to the following criteria and procedures. 

9.22.1.1. An excused absence must be coordinated with OHR prior to 
final approva1. 

9.22.1.2. In determining whether or not the excused absence will be 
approved, careful consideration will be given, but not limited to, the following factors: 

9.22.1.2.1. Current workload of the civilian employee; 
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9.22.1.2.2. Evidence of a bona tide request for the civilian 
employee's services. 

9.22. L .2.3. Any unique or special skills which would materially 
benefit the emergency rescue, search, or protective operation; 

9.22. [.2.4. The scope of the emergency etfort with regard to 
both the l1UlTIber of individuals who may receive benefit or relief (contribution to the public 
welfare) and the severity or n1agnitude of the disaster~ and, 

9.22.l.2.5. The impact of the civilian employee's absence 011 

lnission accomplishment. 

9.22.2. Upon return to duty the civilian en1ployee will provide the immediate 
supervisor with a statement from the authority which requested the civilian employee's 
services showing the days and hours of participation. If approved, the excused absence will 
be reported as administrative leave (LN) in the timekeeping systenl and an explanation must 
be annotated in the comments section of the timekeeping system. 

9.22.3. Civilian enlployees lTIay not be excused from duty without charge to 
leave for the purpose of perfonning rescue or guardsman duty which otherwise would be 
covered by military leave. 

9.23. Hostile action abroad. Leave may not be charged to the leave account of a 
ci vilian employee for absence, not to exceed 1 year, due to an inj ury incurred while serving 
abroad, and resulting fi"om insurgency, war, mob violence, or similar acts of hostility, as long 
as the injury was not due to the civilian employee's intemperance, vicious habits, or willful 
Inisconduct. The excused absence will be reported as adlTIinistrative leave (LN) in the 
timekeeping systeln and an explanation must be annotated in the comments section. 

9.24. Administrative hearings. Civj]ian employees who serve as voluntary witnesses 
in hearings conducted by the Merit Systems Protection Board are in a duty status during the 
time they are available as witnesses and will not be charged leave. (This includes civilian 
en1ployees who serve may be caned to serve as government witnesses before the EEG 
Commission.) This time will be reported as regular grade (RG) in the timekeeping systelll. 

9.25. Volunleerism. Civilian employees may be granted up to 2 hours morale leave 
per week or up to 4 hours per pay period to participate in DIA sponsored community-related 
events. This excused absence will be reported as administrative leave (LN) in the 
timekeeping system and an explanation must be annotated in the comments section. 

9.26. Preventive health screening. 

9.26.1. Preventive health screening programs include but are not linlited to 
health screening for prostate, cervical, colorectal, and breast cancer; screening for sickle cell 
anemia, blood lead level, blood cholesterol level, mammography, pap smears, and blood 
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pressure checks. 

9.26.2. Civilian employees who wish to participate in an external preventive 
health screening progrllln during normal duty hours Inay request a schedule change from their 
supervisor for the day in question using Alternative Work Schedule (A WS) rules; or request 
sick leavc, annual leave, advanced sick leave, advanced annual leave, credit hours, 
conlpensatory time, time otT award, or LWOP. Requests for schedule changes or leave 
apprOVallTIUst be Inade to the supervisor in advance of the absence. 

9.26.3. Civilian employees with less than 80 hours of accrued sick leave can 
request up to 4 hours of administrative leave per calendar year to participate in such 
progralns. Requests for adlninistrative leave for this purpose lnay be approved by the 
supervisor. 

9.26.4. Excused absence is not appropriate for a civiHan employee to 
accOlnpany a flllnily melnber receiving preventive health screenings such as stress tests~ 
children's inllllunizations, and nu shots. Such absences may be charged to sick leave, annual 
leave or other paid time off, or LWOP. 

9.26.5. Civilian employees qualified for ac.hninistrative leave for preventive 
health screening will have their time and attendance report coded as adlninistrative leave 
(LN) in the timekeeping system and an explanation must be annotated in the comments 
section in the timekeeping system as ·'preventive health scrcening.~~ 

9.27. pes. 

9.27.t. At the supervisor's discretion, DIA civilian employees may be excused 
for a reasonable time~ not to exceed an aggregate of 5 business days at the losing or gaining 
duty locations, or a combination thereof, to make personal arrangements and to conduct 
persona] business directly related to a PCS, provided such business or arrangements cannot 
be conducted outside the civilian employee's regu1ar working hours. This is applicable for 
pes in the interest of DoD or DIA no-cost transfers. 

9.27.2. This time will be recorded as administrative leave (LN) in the 
timekeeping system and an explanation must be annotated in the comments section of the 
tilnekeeping systeln. This includes collection of Inedical dOcUInents for self and dependents, 
obtaining drive(s licenses, auto tags, and immunizations tor dependents. Events such as 
having household goods packed and shipped and obtaining civilian employee. official travel 
documcnts are considered official duty and wi]] be recorded as regular hours in DIA's 
timekeeping system. Thi!o) entitlement may be offered to both DIA civilian employees if 
tra veling on the same order. 
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Chapter 10 

10. Group dismissal and closure procedures. 

10.1. Responsibilities. 

[0.1.[. The DR may administratively dismiss or excuse civilian employees when 
nonnal operations are interrupted by events beyond the control of Inanagelnent and civilian 
enlployees, and close DIA, or any portion thereot~ for short periods of time for managerial 
reasons. This authority is de1cgated to the CS and the D/OHR, or the local authority, as 
appropriate, and noted in the Responsibilities section of this Instruction. 

10.1.2. The DR may authorize an early dismissal of civilian employees for a 
predeten11ined number of hours prior to a Federal holiday. 

10. L2.1. The early release will be charged as excused absence or 
adlninistrative leave (time and attendance code LN). 

10.1.2.2. The administrative leave for early release cannot be used in 
conjunction with other types of personal leave nor can it be cOlnbined with brief excused 
absences that may be authorized by a supervisor as noted in Paragraph 10.2. 

10.1.2.3. The specific grant of administrative leave applies only to the 
specific day authorized by the DR for the early release and cannot be used on an alternate 
workday. Civilian employees whose work schedule does not include that day, or who are 
scheduled to be on leave for that day, are not authorized administrative leave for the early 
release. 

10.1.2.4. The grant of administrative leave is not guaranteed and Inay be 
forfeited due to mission requirements. 

10.2. Essential operations and dislnissaL 

10.2.1. Essential operations will be continued regardless of general dismissals 
affecting all or any portion of DIA. 

10.2.2. Enlergency or Inission-critical emergency civilian employees will be 
designated for this purpose, and personnel whose services will be required win be made 
aware of the special requirements placed upon them for reporting to or remaining at their 
work sites in emergency situations. 

10.2.3. Unless there are unique factors which dictate independent action, the early 
dismissal of civilian employees during a regular workday, or the c10sing of orA because of 
hazardous weather conditions, power shortages, or other emergency conditions affecting the 
Washington, D.C., metro area will be effected only after general inslructions have been 
issued by OPM in accordance with the R~sponsibilities Section of this Instruction. 
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10.2.4. The CS or D/OIIR will infoml the DR of OPM~s instructions and notify 
designated DIA element leaders 10cated within the Washington, D.C .• metro area when 
personnel are to be released before the close of the nonnal working day. 

10.2.5. DIA activities located outside of the Washington, D.C., metro area will be 
dismissed or released by the local authority charged with responsibility for that activity area 
or building. 

10.2.6. Generally, when emergency situations deVelop during non-working hours, 
announcements will be issued by OPM for those in the Washington, D.C., metro area through 
radio or television news media. DIA civilian ernployees should follow the guidance being 
issued by OPM or the local authority unless told otherwise by their supervisor or DIA 
elen1ent leader. 

10.3. Athninistrative group dismissal. 

10.3.1. In en1ergency or unpredictable situations specific to DIA, the DR may 
adnlinistratively dismiss or excuse personnel for short periods of tilne. 

10.3.2. If there is a need to curlail operations for an extended period of lime, other 
options should be considered, such as details to other duties, use of leave, or furlough. The 
dismissal or excusal of anyone group of DIA personnel will not, solely for the purposes of 
equity, require the dismissal of others. 

10.3.3. When due to planned managerial reasons, the closing of part or all of DIA 
is required for short periods of time, civilian employees should be notified not less than one 
full work shift in advance. 

10.3.4. If circun1stances requiring disnlissal continue for an extended period of 
time. civilian employees will then be assigned to other work or locations~ or may be granted 
additional tilne off in the form of paid leave, unpaid leave, advanced leave or other leave as 
provided for by this Instruction. 

l0.3.5. DIA activities located outside of the Washington, D.C., metro area will be 
disrnissed or released by the local authority charged with responsibility for that activity area 
or building. 

lOA. Emergencies during non-working hours. 

10.4.1. If emergency conditions develop during non-working hours, civilian 
employees will be expected to comply with aPM guidance for the Washington, D.C., metro 
area (executive agencies located within the Washington Capital Beltway) on work or leave 
status issued through the news (radio, television, newspaper) media. 

10.4.2. DIA activities located outside of the Washington, D.C., metro area will 
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follow guidance issued by the local authority charged with responsibility for that activity ru'ea 
or buiIdjng. 

10.4.3. Non-emergency ci vilian eluployees will be granted excused absence for 
the nUlnber of hours they were scheduled to work unless covered by one of the exceptions 
listed below. 

10.4.3.1. If a telework agreement stipulates that a civilian elnployee is 
required to work when Federal offices are closed to the public, then the civilian employee 
must continue working unless leave is required and approved by his or her supervisor. 

10.4,3.2. If a non-eluergency civilian eruployee is on official travel on a 
workday when a DIA office is closed to the public, the civilian employee is expected to 
continue working. However~ if the emergency procedures of the Agency make it impossible 
for the civilian employee to continue work, excused absence may be appropriate. The 
supervisor will be responsible for detennining whether a civilian ernployee is required to 
continue working or will be granted excused absence under these circumstances. 

10.4.3.3. A civilian employee on LWOP, LWOP for military duty, 
workers' cOlnpensation, suspension, or in another non-pay status does not receive excused 
absence when DIA is operating under emergency procedLlres. These civilian employees 
should remain in their current status. Civilian en1ployees in a non-pay status have no 
expectation of working and receiving pay for a day during which Federal offices are c10sed to 
the public and is therefore not entitled to be paid for his or her absence. 

10.4.3.4. A civilian employee on A WS whose Regular Day Off (RDO) is 
the same workday that a Federal activity is closed is not cntit1ed to another RDO '~in lieu of' 
the workday on which the Federal activity was closed. 

10.5. Emergencies during norn1al working hours. 

10.5.1. Early dismissal. 

10.5.1.1. Civilian en1ployees who leave work before an early deprulure 
policy is announced, or before his or her early departure time, should be charged leave 
beginning at the time the civilian employee left work and for the rernainder of his or her 
scheduled workday. 

10.5.1.2. Civilian employees on pre-approved leave or requested 
unschedu1ed leave (annual, sick, or other paid absence, military leave, or L WOP) for the 
entire day, will be charged leave for the entire day. A civilian employee scheduled to take 
pre-approved leave c0111mencing after his or her early departure tin1e (for example, for 
doctor~s appointment) wjIl not be charged leave for that period. The civilian employee 
should be granted excused absence for the remainder of the workday fol1owing his or her 
early departure tilne. 
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10.5.1.3. Civilian en1ployees on official travel during normal working 
hours when DIA dismisses civilian employees early are not entitled to additional payor paid 
time off (for example. conlpensatory time off or credit hours) for hours that are part of their 
nonnal work schedule. 

10.5.1.4. If a civilian employee is scheduled to return from leave after an 
early departure policy is announced, the supervisor should charge leave for the period prior to 
the civilian elnployee's early departure time and grant excused leave for the remainder of the 
workday following the civilian employee's early departure time. 

10.5.1.5. Civilian employees may not depart their work site prior to the 
start of the DIA early departure tilne without an appropriate charge to leave. If a civilian 
en1ployee receives approval to leave prior to the early work distnissal time, leave will be 
charged from the time of departure up to the early dismissal time. 

10.5.1.6. Civilian elnployees may be granted an additional period of 
excused absence by their first-line supervisor if they can demonstrate that they would face an 
undue hardship if not released prior to the beginning of the '~early dismissal'" time. For 
example, to facilitate car-pooling or when younger children are released early from school 
and no alternative fonns of childcare are available to the civilian elnployee. Leave will not 
be charged if the supervisor exempts the civilian employee based on hardship. 

10.5.1.7. Civilian employees in a telework status are expected to 
continue working for the relnainder of the workday or request unscheduled leave. 
Emergency or mission critical emergency civilian employees are expected to relnain on duty 
for the remainder of their duty day as directed by their supervisor. 

10.5.2. bnmediate departure. 

10.5.2.1. Non-emergency civilian employees will be imn1ediately 
dismissed from their offices and will receive administrative leave for the hours remaining in 
their workday. For example, if aPM or the local authority announces an immediate 
departure at 12:00 p.ln.~ all non-emergency civilian employees will granted excused absence 
(administrative leave) for the number of hours remaining in their scheduled workday. 

10.5.2.2. Elnergency and lnission critical elnergency civilian elnployees 
are expected to remain at work unless otherwise directed by their supervisors. 

10.5.2.3. Civilian employees in a tc1ework status are expected to 
continue working for the remainder of the workday or take unscheduled leave for the 
remainder of the workday. 

10.5.2.4. Non-emergency civilian employees who depart before an 
immediate departure policy is announced should be charged annual leave or other paid leave~ 
or leave without pay beginning at the time the civilian employees left work and for the 
remainder of their scheduled workday. 
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10.5.2.5. Non-emergency civilian cmployecs scheduled to return from 
1eave after an immediate departure is announced should be charged leave for the period prior 
to the ilnlnediate departure time and granted excused absence for the relnainder of the 
workday following the itnmediate departure tin1e. 

10.5.2.6. Civilian employees on alternative work schedules are not 
entitled to another A WS day off in lieu of the workday on which the Agency is closed. In 
addition, civilian employees cannot be granted excused absence on a non-workday. 

10.5.3. Federal offices in the Washington, D.C., metro area under shelter-in-place 
procedures and are closed to the public. 

10.5.3.1. Civilian en1ployees should relocate to a designated safe area to 
protect themselves from sudden severe weather (for example, tornadoes) until they are 
notified by Agency officials when they may return to their offices or leave their worksites. It 
is anticipated this announcement will be extremely rare and for a short period of time. 

10.5.3.2. Civilian employees who are unable to enter their building due 
to shelter-in-place procedures should be granted excused absence (adlninistrative leave) for 
the duration of the announcement. 

10.5.3.3. Telework civilian employees performing telework are expected 
to continue working during the shelter-in-place, unless affected by the elnergency or 
otherwise notified by their supervisor. 

lO.5.4. After emergency condition is cance11ed. Civilian employees not able to 
return to work once the closure, delayed arrival, or other elnergency condition is cancelled 
may request annual leave, comp till1e,credit hours, other paid tiIl1e off, or LWOP. If leave is 
not authorized by the supervisor, the civilian employee will be charged with AWOL. 

10.6. Hazardous weather. 

10.6.1. When DIA is closed by administrative order, in accordance with Reference 
(0 civilian employees scheduled to work on those days (except those specifically designated 
as elnergel1cy or mission critical elnergency civilian employees as directed by their 
supervisor, or telework agreements that allow working frOln home) will be excused without 
charge to leave or loss of pay. Civilian employees on previously authorized leave will be 
charged leave for those days. 

10.6.2. When a delayed arrival is authorized by adlninistrative order~ 
administrative leave (LN) n1ay be granted for the period noted. Brief additional periods of 
personal1cave Inay be added to the period of the authoriz.ed absence. However, civilian 
employees must report to duty in order to be granted the authorized administrative leave. 
Civilian employees who request unscheduled leave and do not report for duty will be charged 
leave for the entire workday. Civilian employees on pre-approved leave for the entire 
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workday will be charged leave for the entire workday. 

lO.6.3. In situations where DIA activities are not officially closed. but it is 
extrelnely hazardous for civilian elnployees to repol1 for work, or an early dismissal is 
necessary for safety reasons, civilian employees may request annual leave (or other paid 
leave such as travel compensation or time off award), or 1eave without pay, or tnay be 
administratively excused as follows: 

10.6.3.1. Supervisors are authorized to excuse tardiness for up to 1 hour. 
This excused absence will be reported in the timekeeping system as administrative leave 
(LN) and an explanation must be annotated in the comments section of the timekeeping 
system. 

10.6.3.2. Element leaders may excuse a civilian employee's tardiness or 
early departure for up to 2 hours. Excused tardiness or early departure due to hazardous 
weather will be reported as adlninistrative leave (LN) in the timekeeping systeln and an 
explanation must be annotated in the comlnents section of the timekeeping system. 

lO.6.4. Factors to be considered by the authorizing official will inc1ude: 

10.6.4.1. Distance between the ci vilian employee~s residence and place 
of duty; 

10.6.4.2. Mode of transportation nonnally used~ and, 

10.6.4.3. Efforts made by the civilian employee to get to work and 
success of other civilian employees silnilarly situated who were able to report to work. 
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(1) Public Law] 03-388, HFedcral Emp10yees Family Friendly Lcave Act," 

22 October 1994 
u) aPM Washington, D.C.~ Area Dismissal and Closure Procedures, 

Current Edition 
(k) DoD Directive 1404.10, "DoD Civilian Expeditionary Workforce," 

23 JanuaI'y 2009 
(1) DoD Instruction 1400.25~ Volmne 630, "DoD Civilian Personnel 

Management Systenl: Leave," Change 2, 15 May 2015 
(m) DIA Directive 1404.200, ~'Talellt Mallagell1ent~" 2 September 2016 
(n) DIAD 5240.004, ·~Information Security Program," 5 April 20 I 4 
(0) DIA Instruction 1422,002, "Time and Labor Reporting," Change 1, 
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(r) DIAl 1426.001, !1Remedial, Disciplinary, Adverse. and Perfonnance-Based 

Actiol1s/' Change 2, 22 December 2016 
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Enclosure 3. 

DEFINITIONS 

Absence without leave (AWOL) Unauthorized absence from duty without pay. AWOL may 
result in disciplinary action. 

Accrued leave Leave earned and unused by a civilian employee during the current 
leave year. 

Accumulated leave - Unused leave remaining to the credit of a civilian employee at the 
beginning of a leave year. 

Active duty - Full time duty in the active military service of the United States (U.S.), to include 
the Army, Navy, Air Force, Marine Corps, and Coast Guard. Such active service includes full 
time training, annual training~ and attendance in a school designated as a service school by law or 
by the Secretary of the lllilitary department concerned. Active duty does not include full tilne 
National Guard duty. 

Administrative leave - An administratively authorized absence fl'OlTI duty without 10ss of payor 
charge to leave. 

Advanced leave - Sick or annual leave granted before it is earned. 

Approval of exigencies Only the Director, DIA (DR) can declare an exigency of public business 
for the restoration of forfeited annual leave. An exigency is of such importance that it prevents the 
use of annual leave subject to fOli'eiture. The DR establishes a tern1ination date for the exigencies. 

Available paid leave Available paid leave is annual or sick leave that is accrued or 
accumulated; re-credited and restored annual or sick leave, credit hours, and compensatory time. 
Available paid leave does not include annual or sick leave which may be advanced to a civilian 
employee, nor does it include leave placed in a "set-aside account" during participation in the 
voluntary Leave Bank program. ~'Set-aside' leave not yet transferred to the civilian employee's 
accrued leave accounts is not considered available paid leave. 

Contagious disease - An illness or disease requiring isolation of the patient, quarantine, or 
restriction of lllovelnent as prescribed by health authorities having jurisdiction. 

Contributed leave - Annual leave donated to the Leave Bank for use by Leave Bank n1en1bers 
because of a medical emergency. 

Court leave - Leave of absence from duty withoLltloss of payor charge to leave to perform jury 
duty or to serve as a witness, in an unofficial capacity, when sUlnmoned in a judicial proceeding 
in which the U.S., Washington, District of Columbia (D.C.), State, or local government is a 
party. 

Covered Service Melnber - For the purposes of Family and Medical Leave provisions: 

(a) A Inember of the Anned Forces, including a melnber of the National Guard or 
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Reserves, who is undergoing medical treatment, recupera1ion~ or t.herapy, are otherwise in an 
outpatient status, or who are otherwise on the temporary disability retired list, for a serious 
injury or illness. 

(b) A veteran who is ~ndergoing lnedical treatment, recuperation. or therapy, for a serious 
injury or illness and who was a member of the Armed Forces (including men1ber of the 
National Guard or Reserves) at any time during the period of 5 years preceding the date on 
which they underwent such lnedical treatment, recuperation. or therapy. 

Emergency employee - A civilian employee who is expected to report for work or remain on 
duty in dismissal or closure situations unless otherwise directed by their supervisor. 

Excused absence - An adn1inistrative1y approved absence without loss of payor charge to leave. 

Family and medical leave - An eligible civilian employee's entitlement to ]2 administrative 
workweeks of unpaid leave during any 12-Inonth period because of the civilian elnployee's 
serious health condition; the need to care for a spouse~ son, daughter~ or parent with a serious 
health condition; childbirth; or adoption. 

Fatnily lnember For purposes of sick leave, funeral leave, voluntary leave transfer, voluntary 
leave bank, and emergency leave transfer, a family melnber is defined as an individual with any 
of the following relationships to the civilian employee: 

1. Spouse, and parents thereof; and, 
2. Biological, adopted, or fosler child; a step child; or a legal ward 
3. Brothers and sisters, and spouses thereof; 
4. Grandparents and grandchildren, and spouses thereof~ 
5. DOlnestic partner and parents thereof, including dOlnestic partners of any individual in 2 

through 5 of this definition; and, 
6. Any individual related by blood or affinity whose close association with the civilian 

employee is the equivalent of a family relationship. 

Health care provider - A licensed Doctor or Medicine, Doctor of Osteopathy, or a physician 
designated to conduct examinations. A person providing health services who is not a medical 
doctor, hut who is certified by a national organization and licensed by a State to provide the 
service in question. 

Honle leave - Leave earned during an overseas tour of duty which Inay be used when taking 
renewal agreement travel between tours; or during an overseas tour when the civilian employee 
lneets the eligibility criteria. HOlne leave Inust be taken in the U.S., Puerto Rico, or other 
tel1'ilories and possessions of the U.S. 

Inactive duty for training - Consists of voluntary participation in Reserve activities at weekly or 
monthly drills of a National Guard unit, regular meetings of a Reserve organization, or 
Inobilization assignments in any of the Armed Forces in a payor non-pay status. 

Leave Sharing Board - Three-member board that will review all leave sharing program 
applications and forward recommendations to DIA~s Surgeon GeneraL 
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Leave Bank Inember - A civilian employee who makes a leave bank membership contribution of 
4,6, or 8 annual leave hours during an open season (or during an individual enrollment period, 
when applicable) of the current leave year. The contribution must be at least the minimum 
amount of annual leave required for Inembership in the Leave Bank. 

Leave contributor - A civilian employee who contributes annual leave to the Leave Bank. 

Leave donor A civilian employee whose voluntary written request for transfer of annual leave 
to the annual leave account of a leave recipient has been approved. 

Leave recipient - A civilian employee whose application to receive transfen·ed annual leave 
frOIn the annual leave accounts of one or more leave donors has been approved. Leave Bank 
men1ber whose application to receive contributions of annual leave fron1 the Leave Bank has 
been approved. 

Leave Without Pay (LWOP) - Authorized absence from duty without pay that nlust be requested 
by the civilian enlployee and approved by the civilian elnployee's supervisor. 

Leave year - Period from the beginning of the first full pay period in one calendar year to 
the beginning of the first full pay period in the next calendar year. 

Medical certificate - A written statement signed by a registered practicing physician or other 
practitioner certifying to the incapacitation, exan1ination, or treatn1ent, and the period of 
disability while the patient was receiving professional treatnlent. 

Medical elnergency or condition - Acute medical condition, or an acute emergency resulting 
ii'om a chronic condition, of a short-term duration of a civilian employee or a fan1ily n1ember of 
a civilian employee that is likely to require the prolonged absence of such civilian employee 
frOIn duty and to result in substantial loss of incOIne to such ci vilian employee because of the 
unavailability of paid leave. A civilian eluployee with a medical eluergency or condition nlust 
be (or expect to be) without available paid leave for at least 24 hours (excluding advanced 
leave); for a part-time civilian employee the Ininimum number of hours is at least 30 percent of 
the average nUlnber of hours of work in the civilian elnployee's biweekly scheduled tour. 

Medical leave status - For purposes of leave sharing programs, administrative status of a 
civilian employee while the civilian employee is using annual or sick leave accrued or 
accUlnulated due to medical incapacitation. 

Mission-critical en1ergency employees - Civilian employees who are expected to ren1ain in 
contact with their agencies at a]] times during any closure situation to maintain continuity of 
Government operations. 

Parent - The definition of a parent is a biological parent or an individual who stands or stood 
"'*in loco parentis" to a civilian employee when the civilian employee was a son or daughter. 
(* A child of a person who has day-to-day responsibility for the care and financial support of that 
child. A biological or legal relationship is not necessary.) 

Renewal agreement travel- Government paid travel from overseas duty station to home of 
record. Travel is authorized for the civilian elnployee and eligible dependents after the civilian 
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elnployee signs a renewal transportation agreement to relnain overseas in Government service 
normally for an additional 24 months. 

Scheduled leave - Leave is considered scheduled after a civilian employee has requested and 
obtained the supervisor's approval for the absence. 

Serious Health Condition - Defined as an inness, injury, impairment, or physical or mental 
condition which involves any period of incapacity or treahnent in connection with, or consequent 
to, inpatient care in a hospital, hospice, or residential n1edical care facility. A serious health 
condition involves any period of incapacity requiring absence from work, school, or othcr regular 
daily activities for more than 3 calendar days which also involves continuing treatment by, or 
under the supervision of, a health care provider. Continuing treatlnent by, or under the supervision 
oi', a health care provider for a chronic or long-term health condition which is incurable or so 
scdons that, if not treated, would likely result in a period of incapacity of more than 3 ca1cndar 
days~ or prenatal care. The term '4serious health condition" is not intended to cover short-term 
conditions for which treatlnent and recovery are very brief. 

Service abroad - Service on and after 6 September 1960 by a civilian employee at a post of duty 
outside the U.S. and outside the ci vilian employee ~s place of residence if hi s place of residence is 
in the COlnmonwealth of Puerto Rico or a territory or possession of the U.S. 

Set-aside account - An annual or sick leave account which is held separately from other leave 
accounts during the time a civilian employee is in a shared leave status. 

Shared leave status - Administrative status of a civilian employee while the civilian 
employee is using transferred leave from the Leave Bank. 

Spouse A partner in any legally-recognized Inarriage (to include smne-sex spouse), regardless 
of the civilian elnployee's State ofresideucy. The term ~'spouse" does not include uutnarried 
domestic partners, unless they meet the requiren1ents of being spouses in a common-law malTiage 
in states where such marriages are recognized. 

Tour of duty - Specific hours and days during the administrative workweek, fixed in advance, 
during which the civilian employee is required to be on duty. 

Transferred leave status The adnlinistrative status of a civilian elnployee while using transferred 
leave under the leave sharing programs. 

Washington, D.C., metro area - Applies to Federal civilian employees in executive agencies 
located inside of the Washington Capital Beltway for elnergency dismissal purposes. 
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