DEPARTMENT OF DEFENSE

OFFI CE OF DEPENDENTS SCHOOLS
2461 EISENHOWER AVENUE
ALEXANDRIA, VIRGINIA 22331-1100

PERSONNEL DI VI SI ON DS REGULATI ON 5630. 4
Novenber- 6, 1987

DEPARTMENT OF DEFENSE DEPENDENTS SCHOCOLS .
ABSENCE AND LEAVE

Ref er ences: (a) 20 USC 901-907, Defense Department Overseas

Teachers Pay and Personnel Practices Act

(b) DoD Directive 1400.13, Salaries and Personne
Practices Applicable to Teachers and QO her
Empl oyees of the DoD Overseas Dependents’
School s System July 8, 1976

(c) Chapter 630, Federal Personnel Manual,
Absence and Leave

A PURPOSE

This regul ation establishes the policies and procedures for
the adm nistration of [eave for Departnent of Defense Dependents
ggyoggf (DoDDS) personnel enpl oyed under the provisions of 20 USC

B. APPLICABILITY AND SCOPE

This regul ation applies to all enpl oyees, except
substitutes, who are enployed under the provisions of 20 USC
901-907 (Public Law 86-91, as anended).

C PAICY

Absence and | eave shall be adm nistered in a uniform and
equi tabl e manner consistent with the needs of DoDDS and the
wel fare of students and enployees. The authorization of |eave is
a matter of administrative discretion. \Wile enployees my
request and use |eave, the use of leave is subject to supervisory
approval . The appropriate supervisor’s approval should be
requested prior to any absence.

D. RESPONSIBILITIES

1. The Director, DoDDS, is responsible for establishing -
DoDDS-wi de policies and procedures for |eave administration
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2. Regional directors are responsible for

a. Ensuring that supervisors and managers within their
regions are inforned of the requirenents of this regulation and
the applicable provisions of law and other regulations concerning
| eave adm nistration.

b. Ensuring that supervisors and managers properly
execute their responsibilities with regard to |eave
adm ni stration.

- ¢.  Providing advice and guidance, as necessary, to
supervi sors and managers.

3. Managers and Supervisors are responsible for

a. Ensuring that |eave is properly adm nistered-and
absences are appropriately controlled and charged in accordance
with applicable |aw and regul ations.

b. Ensuring that enployees know and follow the proper
procedures for requesting and using |eave.

C. Determ ning when, and to what extent, leave is
approved.

d. Establishing procedures for inplenenting the
provisions of this regulation within the school.

4. Enpl oyees are responsible for:

a. Planning for absences and requesting-|eave
sufficiently in advance to allow proper planning of work
assignnpnts and equitable decisions on the approval and
schedul ing of absences and leave. This wll ensure that maxi mum
consideration is afforded to such requests.

b. Reporting illnesses and the need for “absences due to
ener%encies to the imediate supervisor or the person designated
by the supervisor as soon as possible, but not later than the
normal |y schedul ed reporting tinme. Wen circunstances
surrounding illnesses or energencies Prevent enpl oyees from
requesting and obtaining approval for |eave before the normally
schedul ed reporting tinme, approval shall be requested from the
I medi at e supervisor or the person designated bg t he” supervisor
as quickly as possible in accordance with established schoo
procedur es.
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EFFECTI VE DATE AND | MPLEMENTATI

This regulation is effective 60 days after signature. It
supersedes any regional regulations on absence and [eave in
effect as of the inplementation date. |t may not be suppl emented
w thout the prior witten approval of the Director, DoDDS.
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[4 /\- ) A ",
John L. Strenple
D rector

Encl osur es



DS REGULATI ON 5630. 4
Encl osure 1

DEFI NI T1 ONS

A.  Absence Wthout lLeave. An absence from duty w thout pay for
whi ch | eave has not been approved.

B. Accrued lLeave. The anount of educator |eave which wll
accrue to the enployee's |eave account during the current school.
year. Enpl oyees accrue educator |eave at the rate of 1 day for
each cal endar nonth, or part thereof, of service in a schoo
year. If a school year includes nore than 8 nonths, an enplogee
who serves the entire school year is entitled to a total of 1
days of cunulative leave for that school year. Enployees hired”
for the full school year are credited with 10 days |eave at the
begi nning of the school year. Enployees who are regularly

enpl oyed on a part-time basis wll earn leave in the anount
proportionate to that anount of time the enployee is regularly
enpl oyed conpared to full-time enploynent.

C. Accumulated Leave. The anpbunt of unused educator |eave
remaining to the enployee's credit. There is no limt on the
anount of accunul ated [eave which may remain to an enpl oyee’s

credit at the end of a pay period, school year, or |eave year.

D. Adoption, Absences for. An absence which may be approved
imedi ately before or after the adoption of a child to acconplish
official actions necessary to adopt a child and for acclimation
of the adopted child in its new hone. The supervisor may approve
| eave Wi thout pay or any purpose |eave to either parent or (o
both in such circunstances.

E.  Advanced Leave. Up to 30 days of educator |eave which nay be
approved by managenent for current use, when an enpl oyee has nho
accumul ated |eave. Such advances are subject to subsequent

earnings of educator |eave, or repaynent upon separation for any
| eave advanced but not earned.

F. Any Purpose Leave., Authorized absence from duty with pay,
not to exceed three days in a school year, charged to educator

| eave. This | eave may be approved for any purpose the enployee
chooses and the enployee is not obligated to state the reasons
for requesting such |eave.




G Educator lLeave. Leave with pay which accrues to an

enpl oyee’ | eave account. This may be authorized for use during
the school year for maternity purposes; in the event of the
enpl oyee’illness; in the event of illness, contagious disease,

or death in the inmediate famly of an enployee which requires
the enployee's absence; or, in the event of any personal
emergency.  Any purpose |eave (See paragraph F., above) “is also
educator | eave.

H  Excused Absence. An absence from duty, approved by
managenent ? wi thout |oss of, pay and w thout charge to [eave.

|.  Leave Wthout Pay. An approved absence from duty without
pay.

J. Maternity Reasons. Absences for. An approved absence
associated wth pregnancy and childbirth. ~ Such absences may be
charged to educator |eave, |eave without pay, or an appropriate
conmbi nation of both.

K Mlitary leave. Leave without |loss of pay or jeopardy of
performance rating which accrues to non-tenporary, full-tine
enpl oyees at the rate of 15 days per fiscal year. To the extent
the leave is not used in a fiscal year it may be carried over
into the next fiscal year not to exceed 30 days. It may be
approved for use by enployees who are called to active duty or
for field or coast defense training as a Reservist of the US
Arnmed Forces.

L. Paternity Reasons, Absences for. An approved absence when
the wife of a DoDDS enpl oyee is physically incapacitated because
of pregnancy or conplications resulting from pregnancy. The
enpl oyee may be required to present docunmentary evidence from a
conmpetent nedical authority to establish the wfe's physica

I ncapacitation. Such absences may be charged to educator |eave.
I f the enployee does not have accrued |eave, advanced |eave or

| eave without pay may be approved. APproved absence may al so be
requested by a father who is needed at hone after the nother's
hospitalization to help with household duties, to care for other
children, to adjust to the new famly nenber, or to nake
arrangenents for child care. In such cases, Leave Wthout Pay or
Any Purpose Leave, as requested, may be approved.
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Encl osure 2

P RES F REQUEST] AND SCHEDULI NG LEAVE

A Requests for lLeave. Requests for educator |eave, including
advanced | eave, and |[eave without pay of |ess than 30 days wl|
nornmal |y be submtted in witing to the imediate supervisor by
the enpl oyee requesting leave. The SF 71, Application for Leave,
will be used for this purpose. The enployee nust indicate the
specific type of |eave requested and, I1f requested, provide an
expl anation of the circumstances justifying its approval. Wen
appropriate, docunentation, including nedical certificates, wll
be attached to the request. Such requests will be submtted in
accordance wth established school procedures to the supervisor
or the person designated by the supervisor as far in advance as
possible, nornally, at least 3 work days prior to its proposed
use. When sudden illness or unforeseen personal energenc
prevents the enployee from requesting leave in witing, the

enpl oyee may contact the inmmediate supervisor or the Supervisor’'s
desi gnee verbally to request approval for the use of |eave. If
such circunstances prevent an enployee from requesting approva
of leave in advance, the enployee shall contact the inmed ate
supervisor as quickly as possible. The enpl oyee nmust nake every
reasonable effort to contact the imediate supervisor prior to
the beginning of the enployee’ s schedul ed work day.

B. Scheduling and Approving Leave Requests. The approval or

di sapproval of requests for leave is at nmanagenent’s discretion.
In maki ng decisions on the approval or disapproval of |eave, the
supervi sor nust consider, as a mninmm the inpact of the absence
on the educational program and the ability to neet staff

requi renents during the period of requested absence.

Upon receipt of a request for |eave, the supervisor will indicate
approval or disapproval on the SF 71 and return it to the

enpl oyee promptly.  The supervisor should review the |eave
schedul e periodically and request nodifications or direct

cancel lation as determ ned necessary. \Wen the supervisor

determ nes that the |eave request should be disapproved or
cancel l ed, the supervisor will provide the enployee the reason
for such action. Once any purpose |eave is approved b¥
managenent, the approval will not be w thdrawn except for good
reason.

Requests for the use of |eave wthout pay in excess of 3 days but
l ess than 30 days are subject to the approval of the district
superintendent. = Requests for the use of |eave without pay in
excess of 30 days or advanced |eave in excess of 10 days are
subject to the approval of the regional director. This
authority, or any portion of it, may be delegated to district
superintendents by regional directors. Requests for |eave
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Wi t hout paK i n excess of 30 days or advanced |eave in excess of
10 days shall be submtted through supervisory channels to the
regional director. Supporting docunentation must be-attached.
Each intervening supervisor shall recommend approval or

di sapproval of such requests and pronptly forward t-hemto the

next higher supervisory-level. The regional director will make a
decision to approve or disapprove the enpl oyee-request. \Wen a
supervisor at any level determnes that additional information is
needed to act upon the request, this will be pronptly

comuni cated to the enpl oyee.

C.  Enployee Wthdrawal of Leave Requests. An enpl oyee nay

w thdraw a request for |eave without penalty prior to the tine
such | eave begins provided the supervisor has reasonable time” to
w t hdraw any offer of enploynment which has been made to a
substitute teacher prior to the tine the substitute departs for
the work site.

D. Absence Wthout Leave. \Wen an enployee is absent from duty
Wi t hout receiving supervisory agproval of a | eave request, the
enpl oyee will be placed in an absence w thout |eave status.

Al though absence wi thout |eave is nondisciplinary, disciplinary
action may be taken when appropriate. \Wen an enployee Is absent
fromduty without approval, the time-and attendance report nust
so indicate. Upon the request of the enployee, the. absence

w t hout | eave charge may be changed to another |eave status if
managenent, after a review of the circunstances, determ nes that
such a change is warranted.

E. Medical Certification. Medical certificates may be required
to support absences for illness or for nmaternity purposes when an
absence exceeds 3 days or for shorter periods when there is a
reasonabl e cause to believe that the |leave privilege has been

abused. In cases of prolonged illness, the supervisor nay
require the enployee to furnish evidence of incapacitation for
duty at reasonable intervals. If there -is a reasonable basis to

bel1eve that the |eave privilege has been abused, the supervisor
may require that a nmedical certificate. be -submtted in support of
a request for leave for illness, regardless of duration. In such
a case, the enployee will be advised in witing that future
rFqgeSts_nust be supported by a nedical certificater, regardless

of duration

F. Mninum Units. The mnimmunit of paid |eave, |eave-w thout
pay, or absence without |eave is one-half day, An’ enployee may
not be allowed to work during a period of time charged to one of
these categories. \WWen an substitute has reported. for duty to

repl ace an absent enployee, the enployee will not normally be
allowed to report for duty during the period for which. the
substitute nust be paid. If a substitute has not been commtted,
t he supervi sor nmay excuse infrequent absences of-up to one-half
day without charge to |leave if the supervisor determnes that the
enpl oyee’ s reasons for being |ate are adequate.
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Encl osure 2

G Nonnwork days. Absences on regularly schedul ed nonworkdays,
such as Saturdays and Sundays at nost DoDDS school s, regularly
schedul ed holidays and other admnistratively authorize

nonwor kdays shall not be charged to paid |eave.
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Encl osure 3
AUTHORI ZATI ON OF LEAVE

A Mternity Purposes. Pregnancy is a condition which my
require the enployee to be absent from duty due to
incapacitation. Such incapacitation is to be treated |ike any
other form of illness. The use of educator |eave and, upon
exhaustion, advanced |eave or |eave wthout pay may be
authorized. Any additional request for |eave beyond that
required for incaPacitation may be charged to educator |eave or,
upon exhaustion, |eave W thout pay. In determning whether to
approve requests beyond that required for physica

i ncapacitation, supervisors should fully consider the enployee’s
needs to adjust to the new famly nenber, and to make appropriate
arrangenents for child care as well as the needs of the school

B. Routine Medical Appointnents, Educator |eave may be

requested by an enployee for routine nedical, dental, or optica
appoi ntments.  \Wen possi bl e, enployees should attenpt to
schedul e routine nedical appointnents for treatnment and

exam nation during nonduty periods.

c. lllness, Contagious Disease, or Death in the |mediate

Fam | v. Educator [eave may be approved in cases of death,
|Ilnéss, or contagious disease in the imediate famly which
require the enployee’'s absence. Menbers of the immediate famly
i nclude the spouse, child, nmother, father, brother, or sister of
the enployee or other relatives when a simlar famly
relationship can be clearly established. \Wenever possible

enpl oyees should attenpt to schedule nedical appointnents which
require their presence for imediate famly menpers during
nonduty hours.

D. Personal Enmergency. A personal energency IS an unforeseen or
sudden set of circunstances over which the enployee has no
control and which requires imrediate action on the part of the
enpl oyee which prevents the enPonee fromreporting for duty.
Personal energencies are nornally of short duration. The

determ nation of whether a specific set of circunstances
constitutes a personal emergency is left to the supervisor.
Questions from supervisors about whether a set of circunstances
constitutes a personal energency should be referred to the
appropriate office.

E. Beginning and End of School Year. Any purpose leave will not
normal ly be approved during the first or yast week of the schoo
year. Exceptions may be nmade when early departure or late
arrival is necessitated by sumer school attendance, or other
reasons acceptable to managenent.

F. Reli gious Needs. = Supervisors should attenpt to make
reasonabl e accommpdations to the religious needs of enployees.
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EnFonees requesting leave to fulfill established religious
obligations during the work week should, to the extent possible,
be authorized any purpose |eave or, at the teacher’s option,

| eave Wi thout pay. A distinction nust be made between a
religious obligation for which [eave without pay would be
apFropriate and attendance at an activity associated wth a
religion, such as a retreat, which is not obligatory. In the
case of an activity which is not obligatory, an enployee would
normal |y be required to request any purpose |eave.

G Leave Wthout Pay. Extended |eave w thout pay may be
initially approved at management’s discretion for up to one

cal endar year. Requests for extensions beyond one year will be
scrutinized carefully, and will be approved only in unusual
cases. Management decisions on whether to approve enployee
requests for extended |eave without pay will be based on the
assurance that the enployee will return to duty and that the
value to the CGovernment or the serious needs of the enployee are
sufficient to offset the costs and adm nistrative inconvenience
associated with the approval of such |leave. Except for disabled
veterans requiring nedical treatment and National Guardsnen
desiring leave without pay for mlitary training, enployees

cannot demand | eave without pay as a right. Extended |eave
W t hout pay may be approved for the follow ng, not all inclusive,
reasons:

1. Education.

2. Illness or disability.

3. Illness of a nmenber of the immediate famly.

4. Teacher exchange program

5. Service as a union representative.

6. Maternity/paternity purposes to provide ‘tinme for a

period of adjustnent and to nmake arrangenents for child
care.

7. Leave for adoption to provide time for a period of
adjustment and to make arrangenents for child care.

8. Not to exceed one school year from the beginning of the

next school year to acconpany a Government enployee
spouse to a new duty |ocation

3-2



DS REGULATI ON 5630. 4
Encl osure 3

H Requests for leave Wthout Pay when Any Pur?ose Leave has not
been exhausted. Leave wi thout pay is not nornmally intermngled
with paid |eave. Cenerally, leave without pay will not be
approved until an enployee has used all the anK lourpose | eave to
his or her credit for the school year for which [eave wthout pay
is requested. Exceptions to this general rule may be made for

| ong-term | eave without pay (leave w thout pay of 30 days or
more) and for |eave without pay to engage in union activities.
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EXCUSED ABSENCES

A Excused absence is an absence from duty which has been
authorized by the supervisor. There is no charge to |eave or

| oss of pay for a period of excused absence. Generally, to be
approved, the activity or action to be perforned nust be a

requi rement of enploynent or sufficiently in the interest of the
Government. There nust also be a legal or regulatory basis for
excusi ng absence.

Excused absence may be approved by supervisors for actions
requiring the presence of the enployee which cannot be
acconpl i shed outside the duty day, as follows:

1 ' i pt of Household Goods. Packing,
unpacki ng, and custons, or admnistratively required clearance of
househol d ﬂoods prior to shipment or upon receipt of shipnent.
When both husband and wife are enpl oyed by DoDDS, either, but not
both, may be excused. |If a DoDDS enployee’ s spouse is enployed
by an enployer other than DoDDS and the PCS is a condition of the
spouse’ s enpl oyment, excused absence is not appropriate.

2. Directed Mvenent. Mvenent to new quarters when the
movement is officially directed by a U S. Governnent agency and
the novenment is based on the enployee’ s DoDDS enpl oynent.

' Ofices. For up to

| ith Ml
one-hal f day, to conduct official business of a personal nature
wth mlitary offices.

4, Oficial Business with Host Nation. For up to one-half
day, to conduct business with official offices and utility
conFanles of the host nation which is required because of the
enpl oyee’s status as a foreigner in the host nation. This
applies onlz when a foreigner is required to ﬁerforn1sone task or
action which is not required of citizens of the host nation.

5 1Injury on Duty. To allow an eQPonee to seek immediate
medi cal attention for an injury sustained while on duty.

6. Attendance at Conventions, For attendance at a
conference, convention, hearing, or neeting when the supervisor
determ nes that the enployee’s attendance will serve the best
interests of the Government.
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7. Attendance at Activities For attendance at a school
parent, or installation sponsored activity when the supervisor
determ nes that the enployee’'s attendance will be in the best
interests of DoDDS or the school

8. BlLood Donation. For up to one-half day, to donate bl ood
to an authorized collection organization. This includes travel
and recuperation tine.

9 . ficial Business. In any instance when the supervisor
determ nes that the absence cannot be clearly differentiated from
of ficial business.

_ 10. Tardin n nce. For brief tardiness or
i nfrequent absences of |ess than one-half day for reasons deened
acceptabl e by the supervisor.

11. Delayed Arrival at the beginning of the of the School Year
When an enployee is delayed solely at the fault of the Governnent
or an act of God during the performance of initial travel
overseas or during the return portion of renewal agreement
travel, the enployee will be paid for those duty days occurring
prior to the date of arrival. An exception to this rule is when
-job offers are nade with less than 15 days before the begi nning
of the school year. Determnations in this regard will be nmade
on a, case-by-case basis. Delinquency in requesting or reporting
for travel is considered to be the fault of the enpl oyee.

12. DoDDS Directed Training. Wen DoDDS directs an
enpl oyee to attend specific training, including time and place,
and requires the enp OKee to depart before the end of the school
year or return after the start of the school year, the duty days
m ssed will be excused. These determnations will be made in
advance on an individual basis and wll be documented in witing.

13. Wtness in a Judicial Proceeding.
~a. \Wen an enployee is summoned or assigned by DoDDS
to testify in his/her official capacity or to produce official
records in a judicial proceeding, the enployee is in an official
duty status.

o b. Wen an enployee is sumobned as a witness in a
udicial proceeding to testify in a non-official capacity on
ehal f of a state or |ocal government,- the enployee is entitled

to regular pay during the tinme absent as a w tness.

~Cc. Wen an enployee is sumoned or assigned by DoDDS

to testify in a non-official capacity on behalf of the U'S

Government or the Government of the District of Columbia, the

enpl oyee is in an official duty status.
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d. \Wen an enployee is sumoned as a witness in a
nonof ficial capacity on behalf of a private party in connection
with any judicial proceeding to which the U S, the District of
Col unbia, or a state or |ocal government is a party, the enployee
Is entitled to regular pay during the time absent as a W tness.

e. |If an enployee serves as a witness in a non-officia
capacity on behalf of a private party not in connection wth any
judicial proceeding to which the U S, the District of’ Colunbia,
or a state or local government is a party, the enployee’ s absence
nmust be charged to | eave or | eave w thoutpay, and the enpl oyee
may accept fees and expenses from the court incidental thereto.

14, Oficial Time. The use of official tinme may be
authorized in conjunction with applicable |aws, regulations, or
ne%otiated agreenents to pursue representational functions on
behal f of exclusively recogni zed unions, or in appropriate
adm ni strative foruns. 8pestions concerning the use of official
time should be referred to the appropriate office.

15. Mlitary leave. A non-tenporary, full-time, enployee
who is a reservist of the Arnmed Forces is entitled to accrue 15
days of mlitary |eave each fiscal year for active duty for field
or coast defense training. Reserve duty and training should be
schedul ed only during the summer recess period, unless there is
witten confirmation fromthe coordinator for reserve affairs at
the maj or command | evel that such duty or training cannot be
schedul ed during the sumer recess period. \Wen, the enpl oyee
does not present such confirmation at the time of request, the
supervi sor should contact the appropriate authority for such a
det erm nati on.
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