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This Personnel Letter in conjunction with subsequent chapters  
· Establishes requirements and responsibilities for managing absences and using leave;
· Describes the rules, policies, and general procedures for administering Bonneville Power Administration’s leave programs; and
· Describes the various types of leave an employee may earn, accrue and request for time off, and the documentation required.
· This Personnel Letter provides a general overview of the various types of absence and leave that are available to Bonneville Power Administration employees based upon law, regulation, executive order and guidance from the Office of Personnel Management.  Generally definitions that apply to all absence and leave chapters are located within this chapter.  Definitions unique to a specific subject area of absence and leave are located within the respective chapter.  Each of the chapters included herein outline specific rules, processes and procedures relative to the following subjects:
Chapter 1	–	General Leave Administration
Chapter 2	–	Annual Leave
Chapter 3	–	Sick Leave (Self and Family Members)
Chapter 4	–	Excused Absence (Administrative Leave)
Chapter 5	–	Leave Without Pay (LWOP)
Chapter 6	–	Funeral Leave for a Family Member in the Uniformed Services
Chapter 7	–	Absence and Leave due to Work-Related Injury or Illness
Chapter 8	–	Family and Medical and Family Friendly Leave (FMLA)
Chapter 9	–	Military Leave and Reservist Differential
Chapter 10	–	Court Leave 
Chapter 11	–	Absence without Approved Leave (AWOL)
Chapter 12	–	Voluntary Leave Transfer Program
Chapter 13	–	Discretionary Creditable Service for Annual Leave Accrual as a 
		Recruitment Incentive 
Revisions
· Provides a brief summary of each chapter;
· Clarifies that employees cannot approve their own leave requests;
· Removes duplicative information that is available in subsequent chapters; and 
· Supersedes PL 630-01, Chapter 1 dated November 10, 2008.

[bookmark: _Toc306191795][bookmark: _Toc213829394]BUSINESS OBJECTIVE
The Bonneville Power Administration (BPA) (the Agency) under authority from the Office of Personnel Management (OPM) and Title V, United States Code provides a variety of leave that is earned, requested, granted, denied, and charged in accordance with the procedures in Chapters 
1-13 of this Personnel Letter.  Employees are one of BPA’s most critical assets for delivering on the Agency’s mission in the Pacific Northwest, and absence and leave tools contribute to the recruitment, retention and sustainment of this talent by allowing employees time to balance personal life demands, medical conditions and family needs. 
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[bookmark: _Toc306191796]COVERAGE
Absence and leave chapters apply to all Federal employees except those who do not have a regular tour-of-duty on one or more workdays during the regularly scheduled administrative workweek (e.g., intermittent employees).  Contractors are not covered under the provisions of PL 630-01.
[bookmark: _Toc306191797]CHAPTER SUMMARIES
Chapter 2 – Annual Leave
An employee may use annual leave for any personal reason, but it is generally used for vacation, rest and relaxation, personal business or emergencies.  While employees have the right to use accrued annual leave, managers may disapprove or require that annual leave be rescheduled when conflict arises with office coverage or essential workload demands.  To avoid scheduling conflicts, employees should request non-emergency annual leave well in advance.  Annual leave in excess of 240 hours is subject to forfeiture if not used by the end of a leave year. 
Chapter 3 – Sick Leave
Sick leave is a period of scheduled or unscheduled approved paid absence used for an employee’s or family member’s illness, pregnancy, childbirth or adoption, doctor and dental appointments, bereavement, and other purposes outlined in Chapter 3.  In the case of unscheduled sick leave (i.e., emergency situations) employees should be familiar with their manager’s notification requirements and make every attempt to schedule non-emergency sick leave in advance. 
Chapter 4 – Excused Absence (Administrative Leave)
An excused absence is a period of administratively authorized absence from official duties without loss of pay and without charge to an employee's leave or other paid time-off account (e.g., compensatory time).  Reasons for granting excused absences may include certain types of volunteer activities, early dismissal for holidays, inclement weather office closures, disciplinary actions and various other reasons.
Chapter 5 – Leave without Pay (LWOP)
Leave without pay is a temporary non-pay status and absence from duty that is normally initiated by an employee.  Generally, LWOP is a matter of administrative discretion and is used when an employee does not have sufficient leave to cover an otherwise authorized absence.
Chapter 6 – Funeral Leave for a Family Member in the Uniformed Services
Excused absence of up to 3 days may be granted to allow an employee to make arrangements for and/or to attend the funeral and memorial service of an immediate relative who died as a result of a wound, disease, or injury incurred while serving as a member of the Armed Forces in a combat zone.

Chapter 7 – Absence and Leave due to Work-Related Injury or Illness
Excused absence is granted for time required for examination and treatment on the day of the injury.  An employee unable to return to duty due to the job-related injury may request up to 45 days of Continuation of Pay (COP), or paid sick and/or annual leave, or to be placed on LWOP.  Employees suffering occupational disease or illness are ineligible for COP, but may request paid sick and/or annual leave or may request LWOP.  Being on paid leave precludes an employee from receiving COP or wage-loss compensation.  
Chapter 8 – Family Medical Leave Act (FMLA)
FMLA is intended to promote the interests of the workplace and the family by providing unpaid leave with job protection to employees in certain specified instances.  FMLA leave differs from LWOP in that an employee who establishes eligibility may not be denied FMLA leave and is administered along with similar provisions under Family Friendly Leave Act (FFLA).  Employees who have completed at least 12 months of Federal service are entitled to FMLA.   
Chapter 9 – Military Leave and Reservist Differential
An employee is entitled to time off (military leave) at full pay for certain types of active or inactive duty in the National Guard or as a Reserve of the Armed Forces.  An employee may also be eligible to claim Reservist Differential during a qualifying period of active duty if the employee meets specific conditions described in this chapter. 
Chapter 10 – Court Leave 
Employees are entitled to paid time off without charge to leave accounts to serve as jurors or witnesses.  An employee on court leave is responsible for informing his/her supervisor if excused from jury or witness service for a substantial part of a day, a full day, or more.  BPA may adjust the schedule of an employee who works nights or weekends if the employee is called to jury duty and it causes undue hardship.   
Chapter 11 – Absence without Approved Leave (AWOL)
AWOL is a period of absence without approved leave or for which a request for leave is denied and the employee remains away from work.  AWOL can be converted to appropriate leave when a supervisor receives and is satisfied with documentation justifying the absence.  AWOL is not itself disciplinary in nature, but may be the basis for disciplinary action.
Chapter 12 – Voluntary Leave Transfer Program 
The Voluntary Leave Transfer Program allows BPA employees to donate their annual leave to assist other Federal employees who have personal or family medical emergencies and who have exhausted all accumulated leave.
Chapter 13 – Discretionary Creditable Service for Annual Leave Accrual as a Recruitment Incentive
BPA may credit job-related, non-Federal experience and uniformed military service toward advancing a selectee’s annual leave accrual category as a recruitment tool, but only for new appointments.
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Generally, the terms related to absence and leave that pertain to more than one chapter are defined below.  All other terms are defined in the applicable chapter.
Absence without Leave (AWOL) 
An absence which has not been authorized by the proper management official.
Accrued Leave
Leave earned during the current leave year that remains available for use during that leave year.
Accumulated Leave
The total leave carried over from the previous year, including restored annual leave (maintained in a separate account) and accrued leave.
Compensatory Time
An alternative form of compensation for overtime worked under authority of either the Fair Labor Standards Act or under 5 Code of Federal Regulations (CFR), Part 550, Subpart A.  It is time off for an equal amount of overtime worked, instead of overtime pay.  Compensatory time is subject to the conditions and requirements that apply to the payment of overtime.
Compensatory Time – Travel
Compensatory time off for travel is a separate form of compensatory time off that an employee may earn for time spent in a travel status away from the employee's official duty station when such time is not otherwise compensable.
Credit Hours
Apply to annual employees that elect to work hours with prior supervisory approval during established flexible time bands, which are in excess of the employee’s basic work schedule.  Credit hours are regular work hours and not overtime hours.
Excused Absence (Administrative Leave)
Authorized absence from duty with pay and without charge to leave or other time off.
Family Friendly Leave 
Federal leave policy that allows full-time and part-time Federal employees to use a limited amount of sick leave for family care or bereavement purposes.
Full-Time Employee
An employee regularly scheduled to work 80 hours in a biweekly pay period.
Intermittent Employee
An employee who does not have a regular work schedule.  An intermittent employee receives compensation only for time actually worked and is not eligible for any type of leave or excused absence.
Leave Ceiling
The maximum annual leave that may be carried over to the following leave year is 240 hours; Senior Executive Service employees may usually carry over 720 hours.  
Leave Without Pay (LWOP) 
Temporary non-pay, non-duty status that, in most cases, is granted upon an employee's request.  LWOP differs from absence without leave (AWOL) in that LWOP is an approved leave status.
Leave Year
A 12-month period which begins with the first day of the first complete pay period in a calendar year and ends the day immediately before the first day of the first complete pay period in the following calendar year.
Medical Certificate
A written statement signed by a state-licensed diagnostician certifying the incapacitation, examination, or period of sickness or disability during which the employee was a patient receiving medical treatment.  A written statement from a state-licensed practitioner certifying that the employee is/was receiving counseling/treatment is also acceptable.  For the purpose of this PL, a practitioner includes an alcohol or drug abuse counselor, a Christian Science practitioner, a marriage counselor, and a psychologist or psychiatric social worker, so long as the treatment is within his/her authority to administer.  (Note:  This definition does not apply to the Family and Medical Leave Act; see PL 630-01, Chapter 8, Leave Administration – Family and Medical Leave).
On-Call Employee
An employee that works under a permanent (competitive or excepted) appointment on an as-needed basis during periods of heavy workload.  An on-call employee is expected to have a cumulative service period of at least 6 months in pay status each year.  An on-call employee may have a full-time or part-time tour-of-duty.
Over-Ceiling (Use-or-Lose Leave)
For most employees, this occurs when an employee’s annual leave balance or projected annual leave balance exceeds or will exceed 240 hours by the end of a leave year.  This triggers a leave status known as “use-or-lose” leave.
Part-Time Employee
An employee with an established tour-of-duty that is 16-32 hours per week (32-64 hours per pay period if on a compressed work schedule); see PL  340-01, Part-Time Career Employment for authorized exceptions.
Regularly Scheduled Administrative Workweek
For full-time employees, it is the period within an administrative workweek when regularly required to be on duty (normally Monday through Friday, but it can be any five (5) or six (6) consecutive days of the administrative workweek, and may include regularly scheduled overtime).  For part-time employees, it is the officially prescribed days and hours within an administrative workweek when regularly scheduled to work as reflected on the current Notification of Personnel Action, Standard Form (SF) 50. 
Restored Annual Leave
Annual leave previously forfeited as a result of administrative error, exigency of the public business, or sickness of the employee, that has been restored for a limited period of time and maintained in a separate account.    
Seasonal Employee
An employee who works recurring periods lasting less than 12 months, but more than 6 months, in a service year.  Employees who work on a seasonal basis hold permanent (competitive or excepted) appointments.  A seasonal employee may have a full-time, part-time, or intermittent tour-of-duty.
Tour-of-duty
The hours of a work day (daily tour-of-duty) and the days of the work week (weekly tour-of-duty) which constitute an employee's regularly scheduled administrative work week.
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Responsibilities specific to a particular leave chapter are found in the chapter but generally:
A. The Administrator or Chief Executive Officer (CEO):
1. Determines and declares system-wide or individual office closures;
2. May re-delegate authority to the Chief Operating Officer and/or those officials who are called upon to perform the duties of the Administrator or CEO.
B. Chief Human Capital Officer (CHCO) or delegate: 
1. Conducts official leave policy inquiries and communications with OPM and Department of Energy (DOE) offices; 
2. Provides advice and assistance to managers on leave administration policies and procedures;  
3. Provides periodic leave administration reminders to employees;  
4. Administers the Voluntary Leave Transfer Program; 
5. Approves and restores annual leave forfeited as the result of an approved exigency.
C. Managers: 
1. Approve leave requests to ensure that there is minimal work disruption;
2. Approve and deny leave and excused absence in accordance with the provisions of this PL;
3. Educate employees and timekeepers on leave administration procedures and rules;
4. Maintain awareness and monitor subordinate employee's leave balances so as to avoid approval of nonexistent leave and to remind employees about the potential loss of annual leave, including restored leave;
5. Ensure that employee leave documentation is maintained as prescribed by the provisions of this PL and other established unit time and labor procedures and practices;
6. Maintain leave records as necessary for Payroll Disbursement and Records Management to carry out its responsibilities;
7. Abide by, if applicable, further responsibilities outlined in BPA’s Collective Bargaining Agreements.
D. Payroll Disbursement:
1. Maintains payroll records;
2. Monitors in collaboration with Human Capital Management the use of accumulated leave consistent with PL 630-01 and other fiduciary responsibilities. 
E. Employees: 
1. Adhere to and apply all leave policies and request and record leave in accordance with BPA instructions, manuals, and Personnel Letters; 
2. Communicate with managers to plan all nonemergency leave in advance to allow management time to schedule work assignments;
3. Take leave appropriately for the purpose for which it was designed;
4. Schedule annual leave in order to avoid the forfeiture of “use-or-lose” leave;  
5. Properly request, record and manage leave use; 
6. Follow any leave request, approval, and/or documentation procedures specific to their units or the instructions of their supervisors;
7. May not approve leave requests. 
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A. The minimum leave charge:
The minimum annual leave and sick leave charge is 30 minutes and additional charges are in multiples thereof.
B. Leave during the regularly scheduled administrative work week:
May be charged and an absence may be granted only on days in which the employee is scheduled to work (i.e., the employee's regularly scheduled administrative work week).  Leave may not be charged for an absence during the specific hours an employee is scheduled to work overtime.  In other words, employees who have regularly-scheduled overtime hours must take those hours as unpaid when in leave status.
C. Alternating paid and unpaid leave:
For the benefit of obtaining a paid holiday cannot be done.
D. Charge of AWOL:  
Any period of absence not approved by a supervisor will be considered and recorded as AWOL according to the evidence supporting this charge.  A charge of AWOL may be changed to an authorized absence upon managerial approval of the absence.
E. Negotiated Agreements:  
Collective bargaining unit requirements will be administered in conjunction with the provisions of this PL.  
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A. Records Maintained by Payroll Disbursement:
Employee absences must be documented and maintained in accordance with Title 5, Part 600 of the CFR, relevant General Accounting Office standards, OPM, Departmental, and BPA requirements.  Payroll Disbursement maintains employee payroll records in accordance with Title 5 and in the event that an employee moves to a new Federal position outside of BPA, Payroll Disbursement will forward the relevant records to the recipient agency and make records available and amenable to outside and internal audits.
B. Records Maintained by Managers:
Managers are required to maintain documentation and approval of leave requests and leave-related approvals, denials and supportive documentation.  These records must be maintained in official electronic or paper files. 
Refer to the BPA Records Manual or call Records Management for more information. 
C. Employee Medical Documentation:
Managers must not maintain any employee medical documentation or records for any reason beyond their immediate use (i.e., to verify and approve requests for various types of leave when required), and must forward these records securely to the Medical Program Coordinator in Human Capital Management for filing in the employee’s medical folder.
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· 5 U.S.C., Chapter 61, Hours of Work
· 5 U.S.C., Chapter 63, Leave
· 5 CFR, Part 610, Hours of Duty
· 5 CFR, Part 630, Absence and Leave

/s/ Roy B. Fox
Roy B. Fox
Chief Human Capital Officer
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