AIR FORCE POLICY

[image: image1.wmf]Leave is an important and significant benefit for all employees.  There is a mutual employee-management responsibility to plan, and schedule the use of annual leave throughout the year.  The scheduling of leave is so important that by law it is a prerequisite to the restoration of annual leave that may be forfeited because of exigencies of the service or because of sickness.

Managers must administer leave and excused absences on a uniform and equitable basis within the scope of applicable laws and regulations.  They must base their decisions to deny leave requests and cancel approved leave on the necessity of the employee's services.  Denial or cancellation of leave is not disciplinary in character and must not be used as a punitive measure.

In granting leave, managers must consider the needs of the Air Force and welfare of the employees.  Authority to approve leave requests is normally delegated to the lowest supervisory level having personal knowledge of the work requirements and the employee's leave record.

The Standard Form 71 (SF71), Request for Leave or Approved Absence is available for the purpose of requesting leave.

Annual Leave

Annual leave is accrued as follows:

Employees with less than three years service receives 4 hours per pay period.  Employees with more than three years service but less than 15 accrue 6 hours per pay period for the first 25 pay periods and 10 for the last pay period in a cycle.  Employees with more than 15 years accrue 8 hours per pay period.  All annual leave an employee will earn during the leave year becomes available for use at the beginning of the leave year.

When annual leave is granted:  

Employees are granted annual leave to allow them time off for vacations and for personal and emergency purposes.  Except in cases of emergency, annual leave must be requested and approved in advance of the actual leave.  Supervisors should consider employee's desires and personal convenience as well as the work situation when granting leave.  Arbitrary decisions must not be made to deny leave.

Restoration of forfeited annual leave:

Annual leave which would otherwise be forfeited may be restored when it is lost because of exigencies of the service or sickness of the employee or when an administrative error causes the loss of leave otherwise accruable.  Before forfeited leave may be considered for restoration, use of the annual leave must have been requested, scheduled, and approved in writing before the start of the third biweekly pay period before the end of the leave year.  Leave restoration is approved/disapproved by 14th FTW/CC.

Sick Leave

Amount of sick leave earned: All employees on a basic 40 hour workweek or 80 hour biweekly work schedule earn four hours of sick leave per pay period regardless of length of service.

Use of sick leave: Sick leave is a qualified right of the employee and may be used for the following absences:

· When incapacitated for performance of duties by physical or mental illness.

· For medical, dental, or optical treatment.

· When a member of an employee's family (as defined in the AFI) is afflicted with a contagious disease and requires the care and attendance of the employee, or when through exposure, the presence at work of the employee would endanger others.

· To participate in drug and counseling programs

· To make arrangements for adoption related activities.

How sick leave is requested and approved: Sick leave for prearranged medical and dental appointments must be requested in advance of the appointment.  Other sick leave must be requested as soon as possible after the beginning of the absence (normally within the first hour or two).  For absences of 3 days or less, sick leave must be requested on the first day and each subsequent day.  Over 3 days must be supported by appropriate medical documentation.  As a general rule, sick leave is not approved for a period of absence which an employee is engaged in outside employment.

Limited amount of sick leave use for family care: Sick leave may be used to provide care for a family member as a result of 

physical or mental illness, injury, pregnancy, childbirth, or medical, dental, or optical appointment, or to make arrangements for the death of a family member.  A full time employee may use up to 40 hours sick leave annually to care for a family member.  An additional 64 hours is available as long as the employee maintains a balance of at least 80 hours.

Treatment of Injury in performance of duty: On the date of injury, an employee injured in the performance of duty is considered to be in a duty status during the time required for initial examination.

Leave Without Pay (LWOP): LWOP is a temporary nonpay status and an authorized absence from duty granted upon the employee's request or when an employee has insufficient annual, or sick leave or compensatory time off to cover an approved absence.  An employee does not have to exhaust annual leave before requesting LWOP.  It must not be confused with Absent Without Leave (AWOL) which is charged for an unauthorized absence or an absence for which the employee did not obtain approval of leave.
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This pamphlet outlines the provisions of 


AFI 36-815 





It is for informational purposes only!  Any detailed questions or guidance, refer to the referenced AFI or to 14 MSS/DPC, ext 2637.
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