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USE OR LOSE ANNUAL LEAVE

The purpose of this annual bulletin is to provide guidance on the proper scheduling of annual leave to avoid losing leave at the end of the year.  A later bulletin will be published to explain how to properly request restoration of lost annual leave should that occur.  PLEASE NOTE THAT THIS LEAVE YEAR ENDS ON JANUARY 5, 2008.
SCHEDULING ANNUAL LEAVE
1. Annual leave can be defined as a benefit wherein absence with pay is provided for vacations, and for personal and emergency purposes.  Though annual leave can be used to meet immediate personal needs and emergencies, supervisors should encourage employees to take planned vacations and should give them an opportunity to plan and schedule their annual leave.  Periodically, tentative leave plans should be reviewed to work out a schedule that will minimize work disruption and prevent forfeiture of leave.  Consider employee’s preferences to the greatest degree possible.  
2.  Invariably, there will be conflicts in scheduling leave that must be settled fairly.  Some techniques supervisors can use to establish priorities are: (a) employees with “use or lose” leave get first chance,  especially near the end of the leave year; (b) first come, first served; (c) seniority; (d) preference to an employee who previously lost in a similar scheduling conflict; or (e) any combination of these.  If leave must be denied or cancelled, it should be rescheduled immediately, if possible.  No employee should forfeit annual leave because it has not been properly scheduled.  
3.  Any annual leave earned and not used may accumulate from year to year until the balance reaches a maximum of 240 hours at the beginning of any leave year.  The beginning of a leave year is defined as the first day of the first full pay period in a calendar year, i.e., January 6, 2008.  Any annual leave balance at the beginning of the leave year that is greater than 240 hours will be forfeited, but may be restored under certain conditions. 
4.  Employees are informed of their annual leave balance every pay period on the Leave and Earnings Statement (LES).  The LES will also indicate exactly how many hours will be forfeited at the start of the next leave year if those hours are not used.  Since employees and supervisors have a mutual responsibility to plan and schedule the use of annual leave throughout the year, a printout of employees’ leave balances including use or lose annual will continue to be distributed to supervisors.  Careful scheduling of leave throughout the year should avoid situations where many employees have to take leave simultaneously in December to avoid forfeiture.  

5.  If you have currently accrued more annual leave than the maximum of 240 hours, you should immediately make arrangements to use the excess soon or you will risk forfeiting it.  The decision to schedule annual leave, that is, your request and your supervisor’s approval, must be recorded in writing at least three pay periods prior to the end of leave year 2007.  Since this leaves year ends January 5, 2008, requests for leave and approval must be documented no later than November 24, 2007.  The easiest way to accomplish this requirement is on the Office of Personnel Management (OPM) Form 71, Request for Leave or Approved Absence.  

6. Keep in mind one additional option – consider donating your use of lose leave to someone in the Voluntary Leave Transfer Program.  You can do so by contacting Ms. Peggy Hoffman in this office at 938-3943.

7.  Any questions on this matter should be directed to your Personnel Advisor in the CPAC.  
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