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B O N N E V I L L E P O W E R A D M I N I S T R A T I

1. Purpose & Background

The HR Desk Reference implements BPA HR Directive 410-06: Employee Leave, Work
Schedules, and Telework.

A. Introduction

1. Governance model: This HR Desk Reference is part of a tiered approach to BPA’s

Human Resources governance model. The first tier is the BPA Human Resources
Policy, which provides broad BPA-wide guidelines and standards for making specific
human resources-related decisions and specifies who in BPA is delegated the
authority to make them.

The second tier consists of HR Desk References covering more detailed instructions
concerning program administration and processes. These second tier documents
will be authorized in the “Related HR Desk References” section of the BPA HR
Directives when they are published as an extension of a specific HR Policy.

The third tier consists of Standard Operating Procedures applicable to a specific
business process. Standard Operating Procedures may stand alone or be
encompassed in an HR Desk Reference.

Design of the HR Desk Reference: In order to support the overarching guidance
contained in the relevant HR Policy, this HR Desk Reference provides a standardized
and consistent approach to HCM’s and BPA Management’s administration of the
programs and processes contained in this HR Desk Reference.

Using the HR Desk Reference: Recorded information is an integral part of all
business functions at BPA and as such, is an asset of the agency that is handled and
managed based upon content and the circumstances surrounding the function.
Users of this HR Desk Reference are likely to reference a specific function or
procedure rather than reading it in its entirety and it is therefore structured to
reflect this type of use.

B. Purpose/Objectives:

1.

This HR Desk Reference supplements BPA HR Directive 410-06: Employee Leave,
Work Schedules, and Telework. The HR Desk Reference guide provides guidance to
managers and supervisors in administering leave programs related to employee
earning, accrual, and requesting of time off as well as the documentation required.

2. The HR Desk Reference guide content is separated into chapters for various types of
absence and leave. Generally applicability, responsibilities, definitions, etc. that
apply to all absence and leave chapters are located in this section of the guide.
Content and specific guidance unique to specific type of leave is contained within
the chapter.
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B O N N E V I L L E P O W E R A D M I N I S T R A T I

3. The provisions of BPA collective bargaining agreements will be administered in
conjunction with the provisions of this HR Desk Reference.

C. Background: Employees are one of the Bonneville Power Administration’s (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.

2. Applicability

This HR Desk Reference applies to all BPA annual and hourly employees. Each chapter of

the HR Desk Reference guide provides information regarding the applicability for the
specific type of leave.

3. Terms & Definitions

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.

A. 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.

Family member (sick leave to care for a family member): The definition of a family
member is different under FMLA and FFLA. FMLA’s definition is more restrictive, with a
family member being a spouse, a son or daughter, foster care children legally in your
custody 24 hours per day, and a parent. Under FFLA, a family member may include, in
addition to the FMLA definition, siblings and their spouses, and any individual related by
blood or affinity whose close relationship with the employee is the equivalent of a
family relationship. See Chapter 4 of this document for complete definitions of family
members.

. Family Medical Leave Act (FMLA): The FMLA entitles employees to unpaid leave for up
to 12 weeks within any 12-month period to meet certain family and medical needs.
Such needs include those related to the birth, adoption, and/or care of a child, for the
employee’s own serious health condition, and to care for a family member with a
serious health condition. The FMLA also permits 12 weeks of FMLA leave to be used for
exigencies related to active military duty and the NDAA of 2010 provides a total of 26
weeks of unpaid leave in a 12-month period to care for a covered service member with
a serious injury or illness (the combined total of “regular” FMLA and military caregiver
FLMA cannot exceed 26 weeks)

0]
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B O N N E V I L L E P O W E R A D M I N I S T R A T I

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 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 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 handbook, examples of
a practitioner include an alcohol or drug abuse counselor, a Christian Science
practitioner, a marriage counselor, a medical doctor, and a psychologist or psychiatric
social worker, so long as the treatment is within his/her authority to administer. (Note:
See Chapter 4 for specific definition applicable to the FMLA).

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).

. 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 5 or 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
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B O N N E V I L L E P O W E R A D M I N I S T R A T I

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.

Serious health condition: The term "serious health condition" has the same meaning as
used in Federal regulations for administering the FMLA (See Chapter 4 and Attachment
3). Aserious health condition is: 1) an illness, injury, impairment, or physical or mental
condition that involves hospital care;2) absence plus treatment; incapacity due to
pregnancy or for prenatal care; 3) chronic conditions requiring treatments over an
extended period of time; or 4) a permanent/long-term conditions requiring supervision
or multiple treatments.

. Sick leave used to care for a family member: 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. (See Appendix 1)

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.

Acronyms:

AWOL: Absent Without Leave

CEO: Chief Executive Officer

CFR: Code of Federal Regulations

COO: Chief Operating Officer

DOE: Department of Energy

DOL: Department of Labor

FMLA: The Family and Medical Leave Act
GS: General Schedule

O 0 N o U A~ W NP

HCM: Human Capital Management
10. HRD: Human Resources Director

11. SF: Standard Form
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B O N N E V I L L E P O W E R AD M I NI S TR AT

12. SOP: Standard Operating Procedures

13. VLTP: Voluntary Leave Transfer Program

4. Responsibilities

A. The Administrator or Chief Executive Officer (CEO):

1.
2.

Determines and declares system-wide or individual office closures; and

Re-delegates authority to the Chief Operating Officer (COO) and/or those officials
who are called upon to perform the duties of the Administrator or CEO.

B. Human Resource Director (HRD) or his/her assignee:

1.

Conducts official leave policy inquiries and communications with OPM and
Department of Energy (DOE) offices;

Provides advice and assistance to managers on leave administration policies and
procedures;

Provides periodic leave administration reminders to employees; and

Approves restoration of use-or-lose annual leave forfeited as the result of an
approved exigency.

C. Managers/Supervisors (or acting):

1.

vk W

Approve annual leave requests to ensure that there is minimal work disruption;
Approve sick leave;

Disapprove annual and sick leave, as appropriate;

Educate employees and timekeepers on leave administration procedures and rules;

Maintain awareness and monitors 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;

Ensure that employee leave documentation is maintained as prescribed by the
provisions of this HR Desk Reference and other established unit time and labor
procedures and practices;

Maintain leave records as necessary for Payroll Disbursement and Records
Management to carry out its responsibilities; and

If applicable, abide by further responsibilities outlined in BPA’s Collective
Bargaining Agreements.

D. Payroll Disbursement:
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B O N N E V I L L E P O W E R A D M I N I S T R A T I

1.
2.

Maintains payroll records; and

Monitors in collaboration with Human Capital Management the use of accumulated
leave consistent with federal regulations and other fiduciary responsibilities.

E. Employees:

1.

o v o~ w

5.1

Adhere to and apply all leave policies;

Communicate with managers to plan all nonemergency leave in advance to allow
management time to schedule work assignments;

Take leave appropriately for the purpose for which it was designed;
Schedule annual leave in order to avoid the forfeiture of “use-or-lose” leave;
Properly request, record and manage leave use; and

Follow any leave request, approval, and/or documentation procedures specific to
their units or the instructions of their supervisors (employees may not approve their
own leave requests).

5. Annual & Sick Leave (Self & Family Members) Requirements & Guidance

Purpose & Background

A. Purpose/Objectives: This section provides guidance to managers, supervisors, and
employees related to employees earning, accruing, and requesting time off. The
chapter also provides guidance, procedures, and documentation required for the use of
annual and sick leave.

B. General:

1.

Employees who have a regular tour-of-duty established during the regularly
scheduled administrative workweek can earn annual and sick leave.

BPA employees (full or part-time) may use annual leave for planned vacations,
personal reasons, or unplanned emergencies. An employee has a right to take
annual leave that is subject to the right of the supervisor to schedule the time at
which annual leave may be taken. An employee will receive a lump-sum payment
for accumulated and accrued annual leave when he/she separates from Federal
service or enters on active duty in the Armed Forces and elects to receive a lump-
sum payment.

Intermittent employees are not eligible for any type of leave (or excused absence).

Employees with annual leave balances who are converted to intermittent positions
will have their annual leave held in abeyance during their intermittent duty and re-
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B O N N E V I L L E P O W E R A D M I N I S T R A T I

credited when they return without a break in service to either full-time or part-time
employment.

On-call and seasonal employees earn annual or sick leave only during periods of
work in accordance with their established tour of duty.

Annual and sick leave are earned and used in 30-minute increments.

When an employee is on extended continuous LWOP, alternating paid and unpaid
leave for the benefit of obtaining a paid holiday is not permitted.

C. Earning annual leave:

1. BPA employees with an initial appointment of more than 90 days earn and may use

annual leave as of the first day of employment.

A temporary employee with an appointment of less than 90 days is entitled to
accrue annual leave only after being currently employed for a continuous period of
90 days under successive appointments without a break in service. (This restriction
only applies to the accrual of annual leave. If an employee on such an appointment
already has annual leave to his or her credit from a previous appointment, he/she is
allowed to use this annual leave during the temporary appointment.) After
completing the 90-day period of continuous employment, the employee is entitled
to be credited with the leave that would have accrued to him or her during that
period.

Full-time employees earn annual leave based on length of service as follows:

a) Employees earn 4 hours of annual leave during each full biweekly pay period if
they have less than 3 years of service.

b) Employees earn 6 hours of annual leave during each full biweekly pay period if
they have 3 or more, but less than 15 years of service. Employees in this
category earn 10 hours of annual leave on the last pay period of the leave year.

c) Employees earn 8 hours of annual leave during each full biweekly pay period if
they have 15 or more years of service.

Part-time employees earn annual leave based on years of service and the number of
hours spent in a pay status:

a) 1 hour of annual leave for every 20 hours in a pay status if they have less than 3
years of service.

b) 1 hour of annual leave for every 13 hours in a pay status if they have 3 or more,
but less than 15 years of service.

¢) 1 hour of leave for every 10 hours in a pay status if they have 15 or more years of

service.
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B O N N E V I L L E P O W E R A D M I N I S T R A T I

Changes in annual leave accrual rates are made at the beginning of the pay period
following the completion of 3 and 15 years of service.

Leave is charged only for an absence that occurs during the basic 40-hour workweek.

Since overtime work is only counted if the employee actually works during that
period, overtime work is not scheduled or charged to leave during an employee
absence.

D. Earning sick leave:

1.

4.

An employee is not required to complete a 90-day period of continuous
employment in order to be entitled to earn or use sick leave. Such leave is available
for use at any time during the pay period in which it is earned.

Full-time employees earn 4 hours of sick leave for each full bi-weekly pay period.

Part-time employees earn sick leave on a prorated basis of 1 hour for each 20 hours
of duty.

Unused sick leave accumulates throughout an employee's career without limit.

E. Restrictions on outside employment during periods of sick leave:

1.

5.2

Employees are required to notify their managers whenever they engage in outside
employment on one or more days during a period in which they have requested sick
leave.

If the employee is unable to work for BPA because of illness or injury, the employee
is generally considered unable to work elsewhere. Employees are required to obtain
prior approval before engaging in outside work during a period of sick leave.

Managers may approve outside employment in rare instances such as an employee
confined at home because of pregnancy who engages in telephone solicitation work
where the condition might prevent the employee from carrying out official duties,
but might not prevent her from engaging in the telephone work.

Annual and sick leave processes and procedures

A. Scheduling/using leave (annual and sick):

1. General: 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.

2. Annual leave: BPA employees (full or part-time) may use annual leave for vacations,
rest and relaxation, and personal business or emergencies. Annual leave may also
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B O N N E V I L L E P O W E R A D M I N I S T R A T I

be requested due to medical reasons in lieu of using sick leave (using appropriate
timesheet time reporting code).

3. Sick leave: There is no limit on the amount of sick leave that an employee may use
for her own personal medical needs, however an employee has no entitlement to
use sick leave except for authorized sick leave purposes. Except where noted, a
request to use sick leave is submitted and must be granted when an employee is:

a)

b)

d)

e)

f)

g)

h)

Physically incapacitated for the performance of duties by sickness, injury, or
pregnancy (for prenatal care, any period of incapacity due to her pregnancy—
including periods of morning sickness or medically prescribed bed rest—
childbirth, and recovery from childbirth);

Receiving medical, dental, or optical examination or treatment;

Receiving therapy or rehabilitation treatment associated with mental or
emotional illness, or substance abuse;

Receiving treatment from a licensed family/marriage counselor;

Providing care for a family member who is incapacitated by medical or mental
condition or attends to a family member receiving medical, dental, or optical
exam or treatment where there may not be a serious health condition (see
section below regarding limitations on amount of sick leave available for use
under this provision);

Providing care for a family member with a serious health condition (see section
below for limitations on amount of sick leave available for use under this
provision);

Making arrangements necessitated by the death of a family member or
attending a funeral of a family member (see section below for limitations on
amount of leave available for use under this provision);

Absence from work when absences relate to the adoption of a child including,
appointments with adoption agencies, social workers, and attorneys; court
proceedings; required travel; and any other activities necessary to allow the
adoption to proceed. This does not include time spent bonding with the child; or

Exposed to a communicable disease and because of this exposure his/her
presence on the job would jeopardize the health of others. (Use of sick leave to
care for family members who are ill is covered above.) A state-licensed
diagnostician must diagnose the disease. The maximum time periods for which
leave may be granted after an employee has been exposed to a communicable
disease is listed below. The employee must produce a medical certificate to
document his/her eligibility to use sick leave under this provision.
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B O N N E V I L L E P O W E R A D M I N1 S TR A T I
Disease* Amount of Sick Leave that May Be Granted

Measles Infectious from onset of first symptoms until 4 days after the
appearance of the rash.

Rubella Infectious from 7 days before the rash appears until 4 days
after.

Mumps Infectious from 3 days before the glands swelling until 7 days
after the swelling has subsided.

Chicken Pox Infectious from 5 days before the rash appears until all the
spots have scabs.

Tuberculosis Once diagnosed, employee must receive clearance from

County Health Department before returning to work.

*Exposure to which would qualify for use of Sick Leave

4. Use of sick leave for family care requires inclusion of an override reason code with
the type of leave or LWOP used in the time and labor system. The following
limitations apply to use of sick leave for family care and bereavement:

a)

b)

For use of sick leave for a family member with a non-serious health condition or
to attend a family member’s funeral, full-time employees may use a maximum of
104 hours of sick leave in any leave year. This amount is prorated for employees
in part-time or uncommon tours-of-duty (as specified in 5 CFR Section 630.401).

For use of sick leave to care for a family member with a serious health condition,
full-time employees may use a maximum of 480 hours of sick leave in any leave
year. This amount is prorated for employees in part-time or uncommon tours-
of-duty (as specified in 5 CFR Section 630.401).

If an employee has previously used any portion of the 104 hours of sick leave for
a family member or to attend a family member’s funeral, that amount must be
subtracted from the 480 hour maximum amount. If an employee has already
used the 480 hours maximum of sick leave to care for a family member, he/she
cannot use an additional 104 hours in the same leave year for other family care
or for bereavement purposes. An employee is entitled to a total of 480 hours of
sick leave each leave year for all family care and bereavement purposes.

5.3 Approving Leave Requests

A. Leave requests (written or electronic) are official records and information on the
request, including the type of leave requested, is covered under the Privacy Act.
Therefore, only managers and authorized employees, e.g., office managers or
timekeepers, have a need to know this information, and it should not be made available

0]
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B O N N E V I L L E P O W E R A D M I N I S T R A T I

B. Non-emergency requests for leave are submitted in a timely manner for approval, to
allow a manager to schedule for office coverage or completion of critical projects (as
applicable).

Managers may approve leave via the following options and should communicate his/her

preferred method(s):

1.

Using an electronic calendar for optional use within a manager’s workgroup to
request leave,e.g., Outlook or SharePoint calendars.

a) If this information is accessible to employees who do not have a need to know,
then these calendars should not include the employee’s specific type of leave to
be taken, e.g., annual or sick leave, or the word “leave”.

b) Itis permissible to communicate and note “out of the office” for an employee’s
absence with the specific date and time. If the employee is out of the office for
work related reasons it is acceptable to indicate the reason, such as training or
telework, with the date and time.

Printed copy of the official leave request form, e.g., OPM-71, Application of Leave,
for employee signature/date and manager approval and date.

Submit a leave request or an e-mail message. If an electronic leave form or e-mail is
sent for approval, the Subject Line of the e-mail should contain “Leave Request”. The
electronic method would be deemed to have been “signed" by the employee by
virtue of having sent the e-mail and by the manager by providing a positive approval
via return e-mail.

Requiring a telephone or verbal request procedure where the manager is held
responsible for recording the leave request and approval by utilizing a paper or
electronic document (electronic or paper calendar, note to file, etc.) that the
manager deems appropriate.

Allowing employees to certify their own leave usage, if requesting less than a full day
of leave, by signing the Time and Attendance Sheet (applicable only for those using a
hard copy timesheet).

D. 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.

54

Substitution of Sick Leave for Annual Leave

When an employee is injured or becomes ill during a period covered by annual leave, sick
leave may be substituted for the period of incapacitation or the employee may continue on
annual leave. If sick leave is to be used in lieu of annual leave, the employee must provide
appropriate documentation of his/her incapacitation.
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Advancing Leave

. Advanced annual leave and sick leave are at manager’s discretion to approve or
disapprove. Employees are not entitled to have requests for advanced leave approved.
(Approval is required for childbirth, adoption and foster care purposes, see 03.05
below). Managers may contact the Leave Program Specialist or Employee Relations
Specialist in HCM for further guidance on disapproving requests for advanced sick leave.

Annual and sick leave may not be advanced if it is known that the employee will not
return to BPA.

The employee submits either the OPM-71 form (paper or electronic) or leave calendar
request to the manager for approval. The request should specify the type of advanced
leave, the dates, and amount.

If advanced leave is approved, a copy of the leave request (paper or electronic) is sent to
Payroll Disbursement and received and processed before the advanced hours can be
entered into the Payroll system. This must occur prior to the end of the pay period. The
original leave request may remain with the originating office files.

Advanced leave is entered as annual (AL) or sick leave (SL) by the employee. The
amount that exceeds the employee's leave balances must match the advanced leave
request approved by the manager. The approving official approves the amount of
advanced leave in the Time and Labor system.

Advanced annual leave and sick leave must be repaid upon separation from Federal
Service except upon:

1. Death of employee;
2. Disability retirement;

3. Resignation or separation because of a disability which prevents the employee’s
return to duty or continuation in Federal service and which is the basis for the
separation as determined by BPA based on medical evidence;

4. Inability of an employee to return to duty because of disability (the employee's
disability claim must be supported by a medical certificate acceptable to the
manager, which is then sent with a statement from the manager listing the pertinent
facts to the Human Capital Management Office for coordination with the Payroll
Office, Disbursement Operations; or

5. An employee who enters active military service with a right to restoration is not
considered as having separated and is not required to refund the amount of
advanced annual leave when entering military service. The advanced sick leave
should be liquidated either after the employee returns to duty or is separated from
Federal service.
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5.6 Advanced Annual Leave

A.

C.

5.7

In deciding whether or not to approve advanced annual leave, the manager needs to
consider work-related considerations, e.g., coverage, employee’s leave use patterns,
etc.

Advanced annual leave must be approved upon an employee’s request for childbirth,
adoption, and foster care purposes, with the same limitations provided in C below.

The manager may approve advanced annual leave up to the total amount of leave the
employee could earn during:

1. the remainder of the current leave year; or

2. for atemporary employee, the rest of his/her appointment or the remainder of the
current leave year, whichever is less.

Advanced annual leave requires the immediate manager’s approval. If approved, a copy
of the leave request is the only documentation sent to Payroll and the original is
retained with the employee’s timesheet.

Advanced Sick Leave

A. Advanced sick leave may only be advanced for the serious disability or ailment of the

employee or employee’s family member with the following limitations:

1. For full-time permanent employees, advanced sick leave cannot exceed a total of
240 hours for the employee;

2. For employees on a part-time work schedule, advanced sick leave may be scheduled
on a pro-rata basis, e.g., a permanent part-time employee with a tour of duty of 20
hours per week would be eligible for a total of 120 hours of advanced sick leave;

3. Temporary employees may be advanced only the amount of sick leave remains to be
earned during their current appointment;

4. Up to 40 hours of sick leave may be advanced per leave year to care for a family
member with a serious ailment or disability (pro-rated for part-time employees);

5. A doctor’s statement is required to include the nature and estimated duration of the
serious disability or ailment of the employee or family member. HCM’s Leave
Program Specialist may be consulted to determine whether or not the request
meets the criteria for approval; and

6. Advanced sick leave requires two levels of manager approval and must be supported
by a statement by the physician (submitted to Occupational Health). If approved, a
copy of the leave request is the only documentation sent to Payroll and the original
is retained with the employee’s timesheet.
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The maximum amount (240 hours) of advanced sick leave must be approved for
childbirth, adoption, and foster care.

Sick leave cannot be advanced for the purpose of being applied retroactively to cover
previous absences in which annual leave or LWOP was used, unless it is substituted in
the same pay period during which absence occurred.

. Sick leave cannot be advanced beyond the ability of the employee to repay the
advanced sick leave he/she has requested. For example, advanced sick leave shall not
be approved beyond the date that the employee has chosen to terminate employment.

Advanced sick leave should not be granted to an employee who has applied for
disability retirement after submitting an application for disability retirement to the
Office of Personnel Management through Human Capital Management.

If there is any unused advanced sick leave when the employee returns to duty, the
manager must inform the employee and Payroll that unused advanced sick leave has
been canceled, unless the approved advanced sick leave was documented for a
continuing medical condition. If an additional period of advanced sick leave is needed,
the request is handled in the same manner as the initial request and is subject to the
same conditions.

5.8 Medical Documentation

A. A manager may require that each period of sick leave of more than 3 consecutive

workdays be supported by either a medical certificate issued by a state-licensed
diagnostician or by other evidence (advanced sick leave, care of a family member with a
serious health condition, and FMLA-required medical documentation). The medical
certificate or other evidence must be administratively acceptable to the manager
(meaning that the medical evidence must have the date of the visit; a statement that
the employee was incapacitated for duty or unable to work due to illness; the dates of
incapacitation; the medical care provider’s signature; and it must be on letterhead with
the provider’s name, address, and phone number). This certificate must be presented
within 15 calendar days of the request made by the manager. An employee who fails to
do so is not entitled to the sick leave.

Also, a medical certificate for any period of sick leave for less than 3 consecutive
workdays may be required at the manager’s discretion, provided the employee has
been given written notice of this requirement in advance or if the manager believes a
specific leave request is suspicious and provides the employee with an explanation as to
why the certificate is being requested (except for advanced sick leave, care of a family
member with a serious health condition, or if FMLA has been invoked for self or a family
member). The medical certificate must be provided by the employee within the time
frame addressed in the advance written notice or within 15 calendar days of being
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requested to submit it if there is no advance written notice. If an employee fails to do
so, the employee is not entitled to the sick leave and the manager should consult an
Employee Relations Specialist in HCM to determine the appropriate action to be taken.

Documentation of a serious health condition is required when caring for a family
member. DOL WH-380-F forms (available on e-forms) shall be used for this purpose as
written certification from the health care provider of the family member’s need for
psychological comfort and/or physical care. An employee must provide medical
documentation within 15 calendar days after the manager requests such documentation
to the Leave program specialist in HCM (or by secure facsimile number provided upon
request). If it is not practicable under the particular circumstances to provide the
documentation within this time frame despite the employee’s diligent, good faith
efforts, the employee must provide it within a reasonable period under the
circumstances, but no later than 30 calendar days after the manager’s request. An
employee who fails to do so is not entitled to sick leave.

If an employee fails to provide required documentation within the timelines discussed
above, management may approve the sick leave even though the employee is not
entitled to it. In making such decisions, management will take into consideration
situations in which an employee is able to document diligent, good faith efforts on the
employee’s part to obtain such documentation but the medical provider has not been
responsive.

All medical documentation is submitted to the HCM Leave Program Specialist. Access to
such documentation will be limited to those with a need to know in HCM.

Disposition of Annual and Sick Leave - Transfer and Upon Separation

A. When transferred, the employee's annual and sick leave balances will be certified to the

gaining agency.

B. Terminal leave is annual leave taken at the conclusion of a period of service and
immediately before separation or retirement without the employee being present at
his/her workstation and in a work status at the end of the workweek or pay period in
which he/she separates or retires. Managers may not grant an employee terminal leave
immediately prior to separation from Federal service when it is known, in advance, that
the employee is to be separated, except where the exigencies of the service require
such action.

C. Upon separation, an employee will receive a lump-sum payment for all unused annual
leave, but not sick leave. This includes any annual leave accrued and unused during the
year of separation, leave carried forward from the previous year, and restored leave
that is within the 2-year time limit prescribed by statute.
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D. The unused sick leave of an employee covered by the Civil Service Retirement System
(CSRS) and the Federal Employees Retirement System (FERS) who:

1. Retires on an immediate annuity; or

2. Dies leaving a surviving spouse entitled to a survivor annuity, is used to increase the
amount of service on which to base a retirement annuity. Each 8 hours of unused
sick leave constitutes 1 day of credit. This credit is converted to days, months, or
years on the basis of a 260-day work year.

Excused Absences (Administrative Leave)

6.1 Purpose & Background
A. References:

1. OPM’s Administrative Leave Fact Sheet (June 2015)

2. DOE Order 333.1 — Administering Work Force Discipline

B. Purpose & Objectives:

This section describes the types of situations or events where excused absence
(administrative leave) may be granted on an individual (discretionary and non-discretionary)
basis and for group dismissals. It also provides the process that excused absence is
requested, approved, and documented.

The term "excused absence" (administrative leave) is authorized absence from duty with
pay and without charge to leave or other personal time-off accounts. Administrative leave
is intended to generally be granted for an individual employee or group from duty for brief
periods of time. Extended periods of administrative leave may only be granted with review
and authorization from Human Capital Management (HCM).

C. Definitions:

1. Administrative order: BPA’s memorandum prepared by HCM instructing a
particular workgroup(s) or individual and authorizing excused absence for a
dismissal, delayed arrival or closure, or other event determined by BPA senior
management or the on-site field supervisor for field offices.

2. Discretionary individual excused absences: Managers have discretion to approve or
determine when excused absence is granted for reasons described Attachment 1.

3. Group dismissal: Group dismissals can be granted only to employees who are in a
work status, under a regularly scheduled tour of duty at the time of dismissal, by
appropriate officials, as described further in Section 10.01.
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4.

Individual excused absence: Medical Situations: When an employee’s medical
condition presents a risk, such as a contagious illness of a serious nature to
himself/herself or others. BPA’s Occupational Health/Safety office may be consulted
and a decision can be made by the HRD to place the employee on excused absence
for a brief period of no more than two (2) work days.

Non-discretionary individual excused absences: Excused absence must be granted
for the situations provided in Appendix 1. However, managers retain the discretion
in some cases as to the actual time when employees will be released from work for
excused absence.

Volunteer service: Volunteer service means an activity that an employee might
engage in for long periods of time during official duty time, such as Board Members
of the Credit Union and members/officers of a non-work related organization.

Acronyms:

a) CFR: Code of Federal Regulations

b) COO: Chief Operating Officer

c) COOP: Continuity of Operations (office or program)

d) HCM: Human Capital Management

e) HRD: Human Resources Director

f) OPM: The Office of Personnel Management

g) SOP: Standard Operating Procedure

h) SVP/EVP/VP: Senior Vice President/Executive Vice President/Vice President

D. Responsibilities:

1. The Chief Executive Officer/Administrator, the Deputy Administrator, or Chief

Operating Officer (COO):

a) Declares an agency-wide or Portland/Vancouver area office closure (upon
recommendation from appropriate BPA officials);

b) Authorizes an Administrative Order for a Group Dismissal. In the case of
employees who are scheduled to work at locations in Portland/Vancouver
offices, Administrative Orders may be authorized by the Chief Executive
Officer/Administrator, the Deputy Administrator, or COO, for any of the
situations described in Section 6.2. In addition, any SVP or VP may issue an
administrative order for any of the situations described in Section 6.3.B.3.f; and

c) Reviews and determines approval of a request for use of excused absence
(individual or group) for a reason not provided in this HR Desk Reference (based
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on memoranda submitted through the originating office’s SVP/EVP/VP, through
HCM'’s Leave Program Manager.

Senior Vice-Presidents or Vice-Presidents: Grants excused absence for dismissals as
described in Section 6.2, but only when it applies to the employees in their
organizations. The authority should be exercised only when the senior-level on-site
officials designated in Section 6.2 are not available or unable to act.

Senior-Level On-Site Official for an Individual Field Office:

a) Authorizes dismissals described in Section 6.2. When there are multiple
organizations at the same facility or work location, the organizations should
coordinate, preferably in advance, to designate the senior-level on-site official
and any back-up officials with the authority to make a decision that covers all
such organizations. In making any excused absence determination, the senior-
level on-site official should coordinate, as appropriate, with other agencies in the
local commuting area that are similarly affected by the circumstances that
occasion the need for excused absence; and

b) Prepares and approves the administrative order and providing a copy to HCM’s
Leave Program Specialist and to Payroll Disbursements.

Managers/Supervisors (or acting):

a) Excuses employees on an individual basis for reasons listed in Appendix F.
Managers should consult with HCM when there is doubt as to the applicability of
the following criteria to unique situations; and

b) Coordinates with HCM'’s Leave Program Specialist prior to approving excused
absence for any circumstance that may warrant individual excused absence that
is not covered in this HR Desk Reference or Attachment 6, Discretionary/Non-
Discretionary Excused Absences. The excused absence must not be approved by
an individual manager (such as volunteer participation in other public activities
in which the government participates or is interested in encouraging). A formal
request by memorandum approved by a Senior Vice President or Vice President
is submitted to HCM’s HRD for concurrence or approval.

Human Resource Director (HRD): Reviews and concurs or approves requests for
excused absence not covered in this HR Desk Reference or Attachment 6
Discretionary/Non-Discretionary Excused Absences and indicated in the
memorandum (or e-mail request), as appropriate.

Non-Discretionary Excused Absence: Excused absence must be granted for
situations provided in Appendix F. However, managers retain the discretion in some
cases as to the actual time when employees will be released from work for excused
absence. Managers should consult with HCM’s Leave Program Specialist for
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6.2

assistance with the situation and applicability of the following criteria to special
cases.

Excused Absence Requirements and Guidance

A. General:

1.

6.3

Excused absence for a group dismissal may not be applicable to those employees
whose duties are defined as those whose presence is essential to the continuing
operation of BPA and its power and transmission systems, as determined by their
managers.

Managers may not approve extended amounts of excused absence (administrative
leave) beyond what is provided in this HR Desk Reference or Attachment 6
Discretionary/Non-Discretionary Excused Absences unless consulted by HCM, Safety,
or appropriate program contact, e.g., Employee Relations, Occupational Health.
Prior to approval, review is required by the Leave Program Specialist with approval
through the appropriate level official.

Employees may not approve their own excused absence.

Volunteer Service: Under law, BPA is authorized to only pay the salaries of
employees who perform work related to the BPA’s mission. Excused absence may
be approved for BPA employees who participate in BPA-sponsored events or for
educational activities on a discretionary individual basis as provided in Attachment
6, Discretionary/Non-Discretionary Excused Absences.

Managers are encouraged to support employees by making proper use of flexi-
schedule or, if appropriate, to approve work schedule changes to allow emplo