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MISCELLANEOUS TIME-OFF/LEAVE QUESTIONS

1.  The following information is a reprint of Civilian Personnel Bulletin Number 99-1 dated 16 February 1999..

2.  Excused Absence, or, the “59 Minute Rule”


a.  Excused Absence is an administratively authorized absence from duty without loss of pay and without charge to other paid leave.  Excused Absence is differentiated from Administrative Dismissal in that Excused Absence normally addresses individual employees.  Administrative Dismissal is an absence whereby employees are released from duty because all or part of an activity is closed.  At USMA, only the Superintendent, or his designee, has the authority to close all or part of the installation.


b.  To the extent that Administrative Dismissal or paid leave policies are designed to cover the stated purpose for a particular absence, Excused Absence is not appropriate.


c.  The authority to grant Excused Absence must be used sparingly.  Comptroller General decisions limit discretion to grant Excused Absence to situations involving brief absences.  Supervisors may excuse employees for unavoidable absences of less than one hour if the employee has reasons acceptable to him/her.


d.  The excused absence must relate to the agency’s mission, be officially sponsored or sanctioned by the head of the agency, enhance the employee’s professional development, or be in the agency’s best interest.

3.  Impact of leave without pay (LWOP) on a paid holiday


Based on a Comptroller General decision, in order to be paid for a Federal holiday, you must be in a paid status on one side or the other of a holiday.  


Example #1 – an employee in a LWOP status from Monday, 9 February, through Friday, 20 February, will not be paid for the holiday on Monday, 16 February, because both the workday immediately prior to the holiday and the workday immediately following the holiday were LWOP.


Example #2 – an employee in a LWOP status from Tuesday, 17 February, through Friday, 20 February, will be paid for the holiday on Monday 16 February, because only the workday immediately following the holiday was LWOP.  The workday immediately preceding the holiday (Friday, 13 February) was a duty (paid) day.


Example #3 – an employee in an annual leave status from Monday, 9 February, through Friday, 13 February, followed by LWOP through Friday, 20 February, will be paid for the holiday on Monday, 16 February, because only the workday immediately following the holiday was LWOP.  Annual leave is paid leave.

4.  Time-Off Award as a “holiday”


a.  Time-Off Awards (TOA) are an alternate means of recognizing the superior accomplishments of employees with other than monetary or non-monetary awards.  The TOA is given in increments of no less than one hour, and may be granted up to a total of 80 hours during the leave year.  Awards up to one day may be approved by the immediate supervisor.


b.  Specific information on the TOA can be found in AR 672-20, Incentive Awards, available online at http://www.cpol.army.mil.


c.  It is important to note that the Department of Defense states in DoD 1400.25-M, Civilian Personnel Manual, that,  “Time-off awards shall not be granted to create the effect of a holiday or treated as administrative excusals or leave; i.e. they shall not be granted in conjunction with a military “down” or “training” day or the like which would grant the entire civilian employee population, or a majority of the civilian population, a time-off award to be used on a specified day.”

4.  Questions on any of these issues should be directed to your Personnel Advisor in the CPAC at 938-3943.
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