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Article 31

Time and Leave

Section 1. Leave Increments

All absences will be charged in increments of one-quarter (1/4) hour.

Section 2. Annual Leave

A. Employees shall accrue leave in accordance with statute and regulations of

the Office of Personnel Management.

Annual leave is provided and used to allow employees an annual vacation
period of extended leave for rest and recreation and to provide periods of time
off for personal and emergency purposes. The use of accrued annual leave
is the right of the employee, subject to the right of the Employer to approve
the time at which leave may be taken. Employees should apply in advance
for approval of all anticipated leave to permit the orderly scheduling of leave

and to avoid leave forfeitures which might otherwise result.
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When "use or lose" leave is requested in writing before Nevember15"-of
eachyear the start of the 3" biweekly pay period prior to the end of the
leave year and cannot be approved or used prior to the end of the leave year
(due to factors beyond the employee’s control), the excess annual leave
will be restored in accordance with appheablerules-andregulations 5 CFR
630.360 dated March 10, 2009 and must be used within the next two leave
years. Additionally, employees with excess annual leave may elect to donate

such leave pursuant to the-Veluntary-Leave FransterProgram-MOU-dated

02/08/96 Section 11 of this Article.

. Nermally; leave requested in advance will be granted except when conflicts of

scheduling or undue interference with the work of the Administration would
preclude it. Leave may also be granted when it is not scheduled in advance
and werklead-considerations there is no undue interference with the work.
permit. Leave for personal emergencies, ordinarily infrequent in number, will
normally be granted unless there is an operational exigency which
requires the employee’s presence. Requests for leave based on the death
of a family member or any individual related by affinity will be considered a
personal emergency for leave approval. The Employer will make every

reasenable effort to allow the maximum number of employees to use leave.
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1. Advanced annual leave is leave time requested on an SSA-71 or
equivalent, including e-mail requests, approved by the delegated

authority and taken but not yet earned by the employee.

2. An employee may will, at their request, be advanced, thelessero6f80

beginning of the leave year or at anytime thereafter, such annual

leave as he or she may be expected to accrue during theremainderof
the leave year {kemaximum-of 80-hoursin-theleaveyeary. This

D. During the months of February and August of each year, employees will be
notified to submit requests for extended annual leave of one calendar week or
more and/or requests for days immediately preceding and following federal
holidays for the six (6) month periods April through September and October
through March, respectively. Such written requests should be submitted to
the appropriate leave approving official by the last day of February and

August, respectively.
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When conflicts arise in scheduling annual leave (A/L) requests received

during the six (6) month leave request periods above, they will be resolved

using a continuously rotating procedure to address employee’s leave

preferences. The procedure will operate as follows:

Each leave approving official will initially establish an Employee A/L
Roster in service computation date (SCD) order (from earliest to most

recent SCD).

This roster will be used to resolve individual conflicts in favor of and at the

option of, the employees highest on the roster.

histheroption- When an employee exercises his/her option to resolve

an individual conflict, his/her name goes to the bottom of the roster.
Employees granted leave, as a result of the roster process, will have
his/her name placed at the bottom of the list whether or not the leave is

taken.

Once established, the list will rotate continuously and will be used to

resolve all conflicts for all subsequent leave scheduling periods.
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e The Union will have access to employee SCD dates when rosters are
initially established and in facilities that use a seniority roster and

employees will have access to the rosters (paper or electronic).

When leave slots remain after management has inveked-the-leaverosterand
made the final decision on extended annual/holiday leave requests,
employees will have the opportunity to submit/resubmit leave slips for that
same period. Once management notifies employees that extended
annual/holiday leave decisions have been made, and-additional-slots-are
available, employees will be notified that they have five (5) workdays to
submit leave requests for any remaining slots for days before or after holidays
or for a full week during the six months. leaverequestperiod- Any conflicts
for leave submitted during that five (5) day period will be approved based

upon the employee with the oldest SCD having first choice. Management-will

participant-desighated-by-the-union--SCD ties will then be resolved via a

Union supervised and approved lottery.

Conflicts for any leave not before/after a holiday or for less than a full
week will be resolved by SCD. A conflictis when all employee leave
requests cannot be approved, pursuant to this section. SCD ties will

then be resolved via a Union supervised and approved lottery.
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115 Management will insure that bargaining unit employees, subject to
116 use/approval of annual leave rosters, will receive training/refresher
117 training on proper procedures to utilize with regards to annual leave
118 rosters. The training will be provided no later than 60 days before and
119 no earlier than 30 days prior to each six (6) month leave cycle month.
120 The Union will be provided the training package within 30 days after
121 implementation of this Agreement for comments and resolution of
122 disputes.

123

124 When extended annual/holiday leave requests are submitted after the

125 February or August leave-scheduling periods, the leave requests will be
126 considered on a first-come, first-served basis. Conflicts arising from leave
127 slips received by management on the same day will be resolved using SCD.
128 SCD ties will then be resolved via a Union supervised and approved

129 lottery. —-Managementwitbresolve-furthercontlietsin-SCB-by-arandom
130 o

131

132 E. Each of the six PSC’s, ODAR Headquarters and each ODAR Region can

133 select either seniority arrangements or the leave roster system. ltis

134 agreed that the PSC and ODAR Council Presidents will notify SSA prior
135 to the February 2011 leave solicitation period regarding which of the two
136 leave procedures will apply in each PSC, ODAR Headquarters and each
137 ODAR Region.
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138

139  Section 3. Excused Absences

140

141  A. infregquent Ttardiness of less than one hour shall rermally be excused if the
142 reasons are acceptable.

143

144  B. When management- it is determined s that exposure to unsafe or unhealthy
145 working conditions which cannot be immediately corrected may result in the
146 likelihood of illness or injury, employees will either be assigned work in a safe

147 and healthy area inthe-same-office-or-deployed-to-anotherinstallation or

148 granted an excused absence.

149

150 C.

151 needs-to-exeuse An employee who is donating blood without compensation
152 will be excused for a reasonable amount of time; normally up to four 3 (4)
153 hours, for the purposes of donation and recovery. Employees who donate
154 blood platelets without compensation through a Hemapheresis Program will
155 normally be authorized up to feur4} eight (8) hours of excused absence.
156 Employees will also be entitled to reasonable travel time. However, the
157 total administrative leave will be limited to the remaining scheduled hours of
158 duty on that day. An employee who is not accepted for donating blood/blood
159 platelets is only entitled to the time necessary to travel to and from the
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donation site and the time needed to make the determination. Absence for

blood/platelet donations must be approved in advance.

. The Employer will excuse employees for a reasonable time, when practicable

to do so without seriously interfering with operations, to vote or register in any
election or referendum on a civic matter in his/her community. An employee
will be excused from duty so as to permit him/her to report for work 3 hours
after the polls open or to leave work 3 hours before the polls close, whichever
results in the lesser amount of time off. Under unusual circumstances, an
employee can be excused up to the full day. The Employer will notify
employees of this right at the beginning of each fiscal year and shall
encourage employees to avail themselves of the right to register and vote

while on excused absence.

1. All SSA employees are to presume that the office is open each regular
workday unless specifically announced otherwise. Although employees
are expected to be prepared to deal with most emergencies, conditions
might occur which will make the closing of all or some SSA offices
necessary. The decision to close the office or open it late will be based
on the Agency's concern for the health and safety of its employees
including the hazardous conditions that the majority of employees might

face reporting to their workplace or returning home, weighed against the
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mission of the Agency, including due consideration to the needs of the
public. An announcement of full day closing or delay in opening will be
made through the news media. Depending on the circumstances of the
particular situation, attempts will be made to make a closing decision
and broadcast it as early as possible. Employees should be advised
that, when emergency conditions develop during non-working hours,
they should listen to the radio or TV news and follow the Agency's

specific instructions.

As an additional method of communicating closings and delayed
openings, the Agency may provide a telephone number for employees to
call to receive a recorded message giving instructions about office hours.

Each employee will receive a copy of SSA’s instructions.

. When a decision is made to close a work place for a full day by

administrative order due to emergency conditions warranting such
closing, employees not required to work, including employees previously
authorized paid leave (e.g., annual, sick, credit hours, or compensatory
time), will not be charged leave. The Administration will timely notify the

news media and employees on duty of such decision.

. When a decision is made to dismiss employees during the workday,

under-the-conditions-deseribed-in-E2-above; employees on duty at the
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time of the dismissal not involved in essential services will be excused
without charge to leave. Those employees who are on paid leave for the
entire day will be excused without charge to leave from the time of the
early dismissal. The employee will be considered on his/her fixed shift

for the purpose of computing the amount of excused absence.

In the event an employee in a duty status on the day of an early
dismissal requests leave/LWOP and departs before the official dismissal

time, leave will be charged only up to the time of the early dismissal.

These procedures will apply to all similar decision to dismiss
employees early during the workday, including holiday
administrative leave benefits that SSA decided to grant, such as
early dismissal on Christmas Eve or New Year’s Eve per item 3F of

this Section.

. When employees request leave/LWOP/credit hours because of

conditions discussed above when early dismissals or non-workdays

have not been authorized, leave approving officials shall be as liberal as
possible in approving such leave. They will give special consideration to
physical or other conditions which subject employees to special hazards

in such circumstances.
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5. When the opening of an office is delayed due to emergency conditions,

employees (except essential services unless specifically designated in
the announcement) will be excused without charge to leave or loss of
pay for the number of hours the office delays opening. Employees on
approved (either previously authorized or by telephone on the same day)
annual, credit hours or sick leave will not be charged leave or lose pay
for that portion of the day the opening of the office is delayed. This
applies to leave requested for either the entire day or that portion of the
day the office is closed. The Agency will utilize the employee’s fixed
shift as a point of reference to determine the amount of excused
absence/leave to be granted. If the Agency proposes to change any

fixed shift, the Union will be given appropriate notice and the opportunity

to bargain. to-the-extentrequired-by 5-UsC Chapter 74

. When an announcement is made that an office will open late, employees

on flextime and affected by the announcement will revert to a prescribed
fixed shift for that day. Flextime will be canceled. If the announcement
is made too late to effectively cancel flextime for all employees,
employees who report and begin to work will be permitted to leave when
they have completed the number of hours in their scheduled workday,
provided they continue to work, or the end of their established fixed shift,
whichever comes first. Those employees eligible to request to work

credit hours may be able to do so.
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If hazardous weather or emergency conditions exist and prevent an

employee from getting to work and the post of duty is not closed,

time-; the employee will be granted administrative leave for absence
from work for a part or all of the employee’s work day Fhe-granting
of suchleave-iscontingent- upon providing the manager-determining
Employer with justification that the employee made reasonable efforts
to arrive-timely-and-was-delayed-by-the conditions: - reach work but
that conditions prevented timely arrival. Such situations include
but are not limited to such events as heavy snow or severe icing
conditions, floods, earthquakes, hurricanes or other natural
disasters, severe pollution, massive power failure, terrorist attacks,
major fires or serious interruptions to public transportation caused
by incidents such as strikes of local transit employees or mass
demonstrations. Affected employees will be considered to have
reverted to their established fixed schedules whenever
management determines to grant leave for such absences from

work due to inclement weather or emergency conditions based on

an employee’s normal working hours. Extreme-sitdationse-g-
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8. Joint Union-Management committees will be established in areas

where multiple office and multiple components exist within local
commuting areas in order to establish procedures to coordinate

hazardous weather and other emergency issues.

. Serious/Catastrophic Weather and Conditions

A. When severe weather warnings or emergency situations have
been declared by Federal, State or other government officials
and remain in effect, the Agency will exercise its discretion to
excuse employees from duty without loss of pay or charge to
leave. Regarding hurricanes, employees should normally be
excused at least twenty four (24) of daylight in advance to

prepare.

Additionally, all benefits related to pay, leave and travel will be
provided to employees prevented from working in an area
affected by severe weather conditions or other emergency

situations in accordance with the Office of Personnel

Management’s (OPM’s) Handbook on Pay and Leave Benefits For

Federal Employees Affected by Severe Weather Conditions or
Other Emergency Situations, dated July 2007, which is available

on OPM’s web site at www.opm.gov/oca.
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298

299 B. If OMB establishes an emergency leave transfer program to

300 assist employees affected by an emergency or major disaster,
301 SSA will participate and establish such a program to assist SSA
302 employees. Such a program will allow employees to donate
303 annual leave for transfer to employees who have been adversely
304 affected by the emergency or major disaster and need additional
305 time off work without having to use their own paid leave or

306 credit hours, SSA will also cooperate and facilitate SSA

307 employees who wish to donate leave to non SSA federal

308 employees in such situations.

309

310 When OMB establishes an emergency leave transfer program,
311 SSA will contact AFGE, immediately. The parties will schedule
312 and conduct an emergency session of the Union Management
313 Committee in order to establish the parameters of the

314 emergency leave transfer program.

315

316 Establishment of the an emergency leave transfer program will
317 not diminish any right and benefits may have pursuant to the
318 OPM Handbook on Pay and Leave Benefits For Federal
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Employees Affected by Severe Weather Conditions or other

emergency situations and this contract.

. When a voluntary or mandatory evacuation notice is issued,

those employees living or working in evacuation areas will be
dismissed without charge to leave, if they have not already been

dismissed to prepare.

Offices will be closed during a hurricane and will not reopen
until all services have been restored in the surrounding area.
An appropriate joint union-management health and safety

inspection will precede reopening of the office.

Employees not able to contact the office due to power outages,
etc., will be placed on administrative leave. Those employees
who suffer damage from hurricanes will be given sufficient time

to deal with cleanup etc., without charge to leave.

4. The above provisions will also apply to other natural disasters

and other emergency situations such as floods, tornados, ice

storms, fires, acts of terrorism, volcanic eruptions, etc.
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341

342 Employees adversely affected by a natural or man-made disaster
343 such as atornado, hurricane, flood, earthquake, act of terrorism,
344 volcanic eruptions, etc., may be excused from work on a

345 reasonable amount of administrative time sufficient to ensure the
346 safety of their families and property. Employees will request

347 such administrative leave under the procedures for requesting
348 annual leave for personal emergencies. If administrative leave is
349 denied, SSA will provide a written reason for the denial.

350

351 10. E Employees with Mobility Impairments or Disabilities

352

353 During periods of inclement weather or other emergency conditions,
354 employees with mobility impairments or disabilities, whether

355 temporary or permanent impairments, may be unable to report to work.
356 Management may will grant excused absences when an acceptable
357 reason is provided, even when their respective office is open.

358

359 F. G When a decision is made by Management to grant excused absences

360 agency-wide before Federal holidays, especially at Christmas and New Years
361 the Union at the appropriate level and employees will be informed as soon as
362 possible. All employees will be treated fairly and equitably with respect
363 to the excused absence.
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364

365 G. H: The employer may will grant excused absence to permit employees to

366 participate in judicial proceedings arising out of work place incidents of
367 violence by members of the public against employees.
368

369 H & Upon request, subject to certification by a physician, leave approving

370 officials will approve excused absence for employees who serve as living

371 donors for bone marrow, organ and tissue donation and transplantation. The
372 use of excused absence can cover time off for activities such as donor

373 screening, the actual medical procedure, and recovery time. Leave approving
374 officials will approve:

375

376 1. Up to 7 workdays of absence without charge to leave or loss of pay
377 for each donation by employees participating as living bone marrow
378 donors.

379

380 2. Up to 30 workdays of absence without charge to leave or loss of
381 pay for employees participating as living organ or tissue donors.
382

383 The length of absence from work can vary depending on the medical

384 procedure involved in the donation. Therefore, for longer periods of

385 incapacitation, leave approving officials should approve annual and/or sick
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386 leave or LWOP in combination with the maximum amounts of excused

387 absence specified in (1) and (2) above.

388

389 I. J—All medical examinations pursuant to the prevailing fitness for duty

390 regulations shall be at no cost to the employee and performed on duty time
391 (with pay) at no charge to leave.

392

393 J. Employees will be approved for up to forty (40) hours a year to work in

394 charitable, public service, medical service, disaster relief or social

395 service activity subject to the following conditions:

396 1. The activity is unpaid;

397 2. The employee submits documentation upon request
398 verifying the activity; and

399

400 Such excused absences will be granted if the employee can be spared
401 without undue interference to essential agency operations and

402 obligations.

403

404 K. The Agency will provide excused absences fairly and equitably to

405 employees to participate in fitness related activities during Federal
406 Fitness month. A minimum of two (2) hours will be provided for such
407 activities.
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408

409 L. Upon request, leave approving officials will approve up to three (3) days

410 of absence without charge to leave or loss of pay for employees to
411 mourn the death of the following family members:

412 1. Spouse;

413 2. Children, including adopted and step-children;
414 3. Parents, including grandparents, stepparent and
415 parents of spouse;

416 4. Siblings, including stepbrother/sister; and

417 5. Any individual related by affinity; i.e. whose
418 association with the employee is the equivalent to one
419 of the family relationships identified above.

420

421 M. SSA will grant administrative time and reimburse employees’ travel and

422 per diem for Union sponsored activities as SSA does for the various
423 Advisory Committees and management association meetings.
424

425 N. The Agency will grant an employee up to a total of twenty four (24) hours
426 excused absences per calendar year for the purposes of attending a

427 health benefits fair, reviewing health benefits information and materials,
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428 receiving financial counseling and seeking supplemental retirement
429 counseling.
430

431 O. Employees who perform active military duties may request annual leave

432 and paid military leave in accordance with law, rule and regulations (i.e.
433 5USC 63, E.O. 13223))
434

435 Section 4. Sick Leave

436

437 A

438
439
440 The Agency will approve an employee’s request for sick leave when the
441 employee:

442
443
444
445
446
447
448
449

450
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451 ; _ . ; ; hich is ruled
452 bi neisolati cted bed
453 by the_health authorities havine iurisdiction.

454

455 1. Receives medical, dental, or optical examination or treatment;
456

457 2. Is incapacitated for the performance of his or her duties by

458 physical or mental health iliness, injury, pregnancy, or childbirth;
459

460 3 (a) Provides care for a family member who is incapacitated by a
461 medical or mental health condition or attends to a family member
462 receiving medical, dental, or optical examination or treatment; or
463

464 (b) Provides care for a family member with a serious health

465 condition;

466

467 4. Makes arrangements necessitated by the death of a family

468 member or attends the funeral of a family member;

469

470 5. Presence at the post of duty would jeopardize the health of others
471 because of exposure to a contagious disease as described above.
472

31-21



Union 1 — 10/30/09

473 6. Must be absent from duty for purposes relating to his or her
474 adoption of a child, including appointments with adoption

475 agencies, social workers, and attorneys; court proceedings;
476 required travel; and any other activities necessary to allow the
477 adoption to proceed.

478

479 7. Is entitled under the provisions of the Federal Employee Family
480 Friendly Leave Act (FEFFLA) and the Family and Medical Leave
481 Act (FMLA).

482

483 8. Is absent for a period of emotional bereavement caused by the
484 death of a family member.

485

486 B.

487 1. Employees rermally-shall not be required to furnish a medical certificate
488 from a health care practitioner to substantiate a request for approval of
489 sick leave unless-sick-leave-exceeds three{3)-consecutive-workdays-
490

491

492

493

494

495
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Employees may be required to furnish administratively acceptable
evidence such as a completed SF-71, Request for Leave, to
substantiate a request for approval of sick leave and the employee is

on sick leave restriction.

. In cases where the nature of the illness is such that an employee on sick

leave restriction did not need to see a medical practitioner, a medical
certificate normally will not be required if the employee provides an

acceptable explanation.

. In the event a medical certificate is necessary, the completion of the

reverse side of the SSA-71 by a physician or practitioner, or equivalent

shall normally be considered sufficient.
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5. Employees who are incapacitated for duty due to illness/disability will

provide initial notice for sick leave and the anticipated return to duty date.
Once an anticipated return to duty date has been provided, the
employee is not required to contact the Agency daily. Employees will
not be unreasonably requested to provide continual notices regarding sick
leave requirements unless their situation changes or abuse is suspected.
The procedures for requesting unanticipated sick leave will be in

accordance with Section 5 of this article.

. Employees will not rermaly be required to reveal the nature of the illness

as a condition for the approval of the requested sick leave.

. The Employer will treat as confidential any medical information given by

an employee in support of a request for sick leave.

The Agency agrees that all medical information or documentation
furnished by the employee to the Agency will be subject to the
Privacy Act of 1974 (5 U.S.C. 552a) and disclosure will only be made
to those individuals who have a need to know in order to make
informed management decisions regarding the employee’s
performance, conduct or request for an accommodation. For

purposes of this Article, a need to know does not include handling
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by clerical, secretarial or administrative personnel. Any medical
documentation that is provided to the Agency by an employee will be
secured in a manner that is only accessible to those officials who

have the employee’s consent to review the documentation.

C. Inindividual cases, if there is evidence that an employee’s leave pattern may

indicate that an abuse of sick leave exists, the employee shall first be advised
by an interview, which shall be recorded in the SF-7B file, of the reasons a
medical certificate may be required for each subsequent absence or sick
leave. The use of sick leave for scheduled medical appointments caused by
recurring and previously documented medical conditions will not be
considered a leave pattern that indicates an abuse of sick leave. Where the
Agency has reasonable grounds to believe that an employee is abusing
the use of sick leave, the Agency may inquire further into the matter and
ask the employee to explain. Absent a reasonably acceptable
explanation, the employee should be counseled that continued abuse of
sick leave, may result in a written requirement to furnish acceptable
documentation for each subsequent absence due to illness or
incapacitation for duty, regardless of duration. The use of sick leave
for medical appointments, or incapacitation caused by recurring and
previously documented medical conditions, or any other proper and

approved use of leave, will not be considered an abuse of sick leave.
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The medical certificate would indicate that the employee is under the
care of a physician, is incapacitated for duty, and the expected duration
of such incapacitation. The employee shall not normally be required to
provide specific medical information such as diagnosis and prognosis.
In the rare instances that the employee would be required to provide a
medical certificate, the employee may choose to provide this

information only to Agency representatives who are medically certified.

If the employee’s leave-pattern abuse continues, the employee will be
advised in writing as to whether an acceptable medical certificate may be

required for each subsequent absence for which sick leave is requested.

The sick leave usage of all employees under sick leave restriction will be
reviewed at least every feur{4) two (2) months and a written decision to
continue or lift the restrictions made. If the review shows-significant

improvement-the-supervisorwilHlift therestriction— reflects there was no

abuse of sick leave during the restricted period (i.e. medical certificate

for each sick leave usage), the supervisor will lift the restriction.

are incapacitated for duty because of serious disability or ailment may
31-26
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be advanced sick leave for up to 30 calendar days. In addition, a
maximum of 30 days of sick leave may be advanced to an employee
with a medical emergency related to the adoption of a child, for family
care or bereavement purposes, or to care for a family member with a
serious health condition. The employee will not be required to utilize any
annual leave prior to utilizing the advanced sick leave. Sick leave will be

advanced when the following required conditions have been satisfied:

1. The employee is serving under a career or career-conditional

appointment.

2. The employee has a minimum of 1 year's Federal civilian service.

3. All available accumulated sick leave to his/her credit has been

exhausted.

4. There is no expectation that the employee is contemplating separation

by retirement or resignation.

5. A medical certificate substantiates that a serious illness or injury exists,

and that the employee will be capable of subsequently returning to work

and fulfilling the full scope of his/her job.
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6. There is no expectation that the employee will not remain employed after

his/her return to duty long enough to repay the advance of sick leave.

7. The employee does not have a current letter of warning or disciplinary

action properly proposed or effected for abuse of sick leave.

Section 5. Unanticipated Use of Leave

If the use of annual leave or sick leave cannot be anticipated, the request for
approval shall be called in within two (2) hours after the start of the
employee’s normal tour of duty, or core time when flextime is in effect, or

as soon as possible thereafter. by-the:

o shift for fixed shif |
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Contact will be made with the employee’s immediate supervisor or other

designated official. In the event that neither are available employees may utilize
voice mail, where-it-exists; or electronic transmissions to notify the supervisor
or designated official of their need for leave, the type of leave requested and a
phone number where the employee can be reached. In the event the employee
is unable to make the call, any responsible person can make the notification. In
the event the employee does not report during the reporting period, the
supervisor will not record the leave status until the end of the scheduled shift,
except for the need to process time and attendance records. If the employee’s
leave status has not been clarified by the end of the shift, the absence may be
charged to AWOL. Thiswillnotpreclude-ataterchange-i-leave status-forgood
and-sufficientreasens--Such a charge to AWOL will be corrected to credit
hours or approved leave when the employee provides reasons sufficient to

meet the existing provisions for approving leave or credit hours.

Section 6. Leave Balances

A. Employees will not be denied leave usage selely-because of their leave

balances.
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B. Employees will not be denied overtime or credit hours selely because of their

leave balances.

C. Employees will not be adversely affected in any employment decision selely

because of their leave balances.

D. Employees will not be placed on sick leave restrictions because of their

leave balances.

Section 7. Leave Without Pay

by-an-employee—Heowever; Nothing precludes an employee from requesting

LWOP for any purpose.

A. Requests for LWOP will be given serious consideration and will not be
denied arbitrarily. Denials of requests for LWOP will be provided to the

employee in writing.

B. LWOP may be requested in the same manner and for the same purposes as

annual leave and sick leave and for employees who have applied for a
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disability retirement when a removal action is involved. Denials of written
requests for LWOP will be provided to the employee on the SSA-71 or

equivalent.

C. An employee may be granted leave without pay to engage in Union activities

on the national, district or local level, to work in programs sponsored by the
Union or the AFL-CIO, upon written request by the appropriate Union office.
Such requests will be referred to the appropriate Management official and will
normally be approved. Such employees shall continue to accrue benefits in
accordance with applicable OPM regulations. LWOP for this purpose is

limited to one year but may be extended or renewed upon proper application.

. Upon return to duty after a period of LWOP, Management will restore the

employee to the position which the employee held prior to the leave or to a

similar position at the same grade level and pay within the commuting area.

. Employees have a right to LWOP consistent with government wide rules and

regulations:

e When a disabled veteran requests LWOP for medical treatment,

e When requested by a reservist or National Guard member for military

duties in accordance with appropriate military orders. Employees may
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request such leave after their military leave has been exhausted (38

USC Section 4316(d)),

e When requested by an employee who has suffered an incapacitating
job-related injury or iliness and is waiting adjudication of a claim for
employee compensation by the Office of Workers’ Compensation

Program, or

e When an employee makes a request under the Family and Medical

Leave Act, or the Expansion of the Family and Medical Leave Act and

meets the criteria for that program.

Section 8. Military Leave

Military Leave will be granted in accordance with 5 USC 6323, law and

appropriate regulations. The OPE Website will provide the latest information

regarding Military Leave. In addition, the OPE Website will provide an electronic

link to the Military Leave information on the OPM Website.

Section 9. Court Leave
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724  A. In accordance with law and regulations, an employee with a regular

725 scheduled tour of duty is entitled to court leave (CL) for:

726

727 1. jury duty with a Federal, District of Columbia, State or local court; In the
728 District of Columbia, a State, territory, or possession of the United States
729 including the Commonwealth of Puerto Rico, or the Trust Territory of the
730 Pacific Islands.

731

732 2. witness duty on behalf of a State or local Government.

733

734 3. witness duty on behalf of a private party when the Federal or District of
735 Columbia or a State or local Government is a party to the judicial

736 proceeding.

737

738 B. An evening or night shift employee who performs court services during the

739 day may elect to be granted court leave for the employee’s regularly

740 scheduled night tour of duty. The employee will continue to be entitled to
741 night differential in accordance with applicable payroll policies.

742

743 C. Atthe employee’s request an employee will normally be granted an

744 adjustment in the Tour of Duty so the employee’s hours coincide with the
745 court day(s).
746
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D. If an employee is excused from court service with sufficient time to enable

that employee to return to duty for at least twe{2} three (3) hours of the
scheduled workday (i.e., normal fixed shift), including travel time, the
employee shall return to duty unless granted appropriate leave by the
Employer. It is the employee’s responsibility to request and receive approval

prior to going on leave.

. Even though no compensation is received for serving on a jury duty in a

federal court, employees may keep expense money received for mileage,
parking, or required overnight stay. Money received for performing jury duty
in state or local courts are indicated on the pay voucher or check as either
"fees for services rendered"” or "expense money." "Expense money" may be
kept by employees; "fees for service rendered" must be submitted to the

appropriate financial office.

. Employees who are summoned as witnesses in their private capacity in

judicial proceedings in the District of Columbia, a State, territory or
possession of the U.S. including the Commonwealth of Puerto Rico and the
Trust Territory of the Pacific Islands are entitled to court leave when the
United States, the District of Columbia or a State or local government is a

party and the employee is not one of the parties in the suit.
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Employees who are summoned as witnesses in an official capacity on behalf

of the Federal government are on official duty, not court leave.

. Court leave will be granted for any legal proceedings related to criminal

and/or civil actions arising out of the course of employee’s employment,
but not limited to, consultation with attorneys, depositions, witness
preparation and attendance as a witness and/or observer of court

proceedings.

Section 10. Leave for Maternity, Paternity and Adoption Reasons

A. The Employer will be liberal when granting leave for maternity/paternity/

adoption reasons and will apply its policies fairly. Such leave may include

LWOP, sick leave (when appropriate) or annual leave.

. The following conditions apply to the granting of leave to cover a period of

absence for maternity/paternity/adoption reasons. Sick leave will be granted
for the period of incapacitation due to pregnancy and confinement and also
when the employer cannot accommodate a pregnant employee’s request for
modification of duties when supported by acceptable medical evidence.
Additional periods of annual leave and leave without pay may be granted in

whatever order the employee requests for a non-incapacitated period. Once
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requested and approved, the order of leave may be changed only on approval

by the proper supervisory authority.

The employee also may request and be granted annual leave or leave without
pay instead of sick leave for the period of incapacitation. When requested by
the employee and upon consultation with the supervisor, the total absence for

maternity/paternity/adoption reasons will be authorized for a period up to 225

two hundred and seventy (270) consecutive days. Reguestsforadditional

accordance-with-appheableregulations-and-this-agreement: Additional time

will be granted based upon the employee’s circumstances and the

individual employee’s needs.

In considering requests for sick leave, annual leave, and/or leave without pay
for maternity/paternity/adoption reasons, the proper supervisory authority will
apply pertinent laws, regulations, and this Agreement in the same way they
would apply them in any other cases. No arbitrary cutoff date requiring an
employee to cease work or prevent an employee from returning to work will
be established. If cutoff dates are established, they must be based on
physical capability of the employee to perform the duties of the job after a

determination by a competent medical authority.
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The employee should submit notice, at least 3 months in advance, of the

prospective need for leave for maternity/paternity/adoption reasons.

C. All other leave for maternity/paternity/adoption purposes will be granted in
accordance with the provisions of the Federal Employee Family Friendly
Leave Act. Requests for advanced leave will be handled on a case-by-case

basis.

Section 11. Leave Transfer Programs

An employee may donate annual leave directly to another Federal
employee who has a personal or family medical emergency and who has
exhausted his or her available paid leave. Each agency must administer a

voluntary leave transfer program for its employees.

There is no limit on the amount of donated annual leave a leave recipient
may receive from the leave donor(s). However, any unused donated leave

must be returned to the leave donor(s) when the medical emergency ends.

The parties have set forth procedures and requirements for the Voluntary
Leave Transfer Program, pursuant to Public Law 103-103- Federal Leave
Sharing Amendments Act of 1993 and 5 USC 6331, dated October 8, 1993,

in Appendix A of this Article.
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Section 12. Religious Compensatory Time

A. Employees whose personal religious beliefs require them to refrain
from work during certain periods of time, may elect to work
compensatory overtime to make up for time lost in meeting those
religious obligations. SSA must give employees the opportunity to
work compensatory overtime in those instances unless doing so would
create undue interference with the work. Employees may work the
approved compensatory overtime before or after the religious
compensatory time off. One hour of overtime work is equal to one hour
of compensatory time off. Employees who elect such compensatory

overtime work waive the right to premium pay for the time worked.

1. Normally, employees must request RCT off in advance. Those
instances where it is not requested in advance should be rare and
will be judged on a case-by-case basis. RCT may be requested up to
6 months before it is to be taken. Requests for RCT for periods of 5
days or more or days immediately preceding or following Federal
holidays should be submitted with semiannual requests for annual
leave. Requests submitted at other times will receive equal

consideration.
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Employees request RCT off by submitting a completed form SSA-71,
Application for Leave and proposed schedule for earning/repaying
RCT, to the supervisor. In the “remarks” space of the form, they
should state, “My personal religious belief requires me to abstain
from work”. Supervisors may not ask further questions or require

additional information.

2. Supervisors will consider and act upon requests for RCT submitted

3.

on a semi-annual basis within 5 days after the request period so that
employees can begin working their RCT overtime. When a request is
submitted outside the semi-annual request period, supervisors will

consider and act upon the request within 5 work days.

In accordance with this Agreement and applicable regulations,

requests will be granted.

Employees should develop a general written schedule for
earning/repaying the time off and have it approved by their
supervisor before they begin to work the RCT. Requests for working
RCT will be approved if work is available. SSA management has the
right to assign work to the employee who is working RCT. If work is
not available during the time the employee requests to work RCT,

supervisors will work with the employee to schedule the
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compensatory overtime work at other more suitable times when work

is available.

SSA'’s Flexible Work Arrangement Program lends itself to
accommodating employees because of each component’s regular
workday, which allows employees adequate time to earn/repay the
RCT without any special arrangements. Schedules to earn/repay
RCT may not normally extend beyond employees’ component’s
regular workweek. If opportunities outside the component’s regular
workweek occur, supervisors may permit employees to adjust their
schedules to include the additional hours. Supervisors can usually
accommodate employees on fixed shifts by allowing them to work
RCT overtime at other times within the administrative workweek.
Supervisors should ensure that sufficient supervisory coverage is

provided and applicable health and safety concerns are addressed.

RCT overtime work may be scheduled before or after the
compensatory time off. However, compensatory overtime work will
normally not be scheduled more than 6 months before it is to be

taken.

Once schedules have been approved for the overtime work,

employees should normally adhere to their schedules. Nonetheless,
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employees and their supervisors may mutually agree to amend or
adjust the schedule as circumstances warrant. In addition,
employees can work compensatory overtime when work is available

similar to the requirement for working credit hours.

When approved, employees may work compensatory overtime normally
up to 6 months in advance of the time it is to be taken. Employees may

work compensatory overtime in 15 minute increments.

Employees may be permitted to earn up to 3 %2 hours of compensatory
time on each component’s regular workday. On non-tour days for
employees who work 4/10, 5/4/9 or part timers, employees will be

permitted to earn up to 8 hours of compensatory time.

If other opportunities outside the component’s regular workweek occur,
supervisors will normally permit employees to adjust their schedules to

include the additional hours.

If employees cannot use RCT on the designated date(s)/time(s) because
of an Agency declared exigency of public business, approved sick leave
or due to a personal emergency, they may defer its use for up to 27 pay

periods. The 27 pay periods begin with the first full pay period following

the end of the exigency, sick leave, personal emergency or the
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employee’s return to duty. If during these 27 pay periods, employees
have another need to request RCT off and their requests can be
approved, they must use the compensatory time already earned.
However, if employees do not anticipate the need to request religious
compensatory time off during these 27 pay periods, they may request to
use the earned RCT as time off at any time before the designated time

frame expires.

. Employees must repay advanced RCT before the end of the prescribed

time frame, normally within 13 pay periods after the time is used.
Supervisors will charge any leave not repaid by the expiration date first
to annual leave. If not enough annual leave is available, they will charge
the absence to leave without pay. Supervisors are permitted to extend
the 13 pay period repayment time if the employee presents acceptable

rationale.

If approved absence of 5 days or more prevents employees’ adherence
to their schedules for repayment of the time used, supervisors will
adjust the schedules by a like period provided the employees have

generally adhered to their schedules.

Supervisors will permit employees to substitute annual leave for the

RCT at any time before the end of the prescribed time frame.
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F. Employees can adjust their repayment schedule in order to take

advantage of opportunities to work overtime for premium pay and/or

credit hours.

. When employees separate from SSA with earned religious

compensatory overtime work to their credit, they are entitled to be paid
for the unused portion at the rate of one and one half basic pay in effect

at the time the work was performed.

When employees separate from SSA before fully repaying advanced
RCT, SSA will withhold the balance from their final pay settlement. If
employees have sufficient annual leave to their credit, they may choose

to have their outstanding balance charged as annual leave.

Section 31 13. General Leave Policies and Practices

A. Normally, leave requests, approvals and denials will be made in writing on

form SSA-71 or equivalent.

The completion of the EMPLOYEE section, items 1-4, normally found on

the back of the paper SF-71, is optional.
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B. Once leave has been approved, SSA will cancel such leave only if there

is an operational exigency declared by the Commissioner, which
requires the employee’s presence. Under such circumstances, SSA will
make every effort not to subject the employee to a loss of personal
funds expended in the planning and/or use of the leave. If SSA does
direct an employee to return to work while on previously approved
leave, SSA will exercise all possible discretion, to the extent allowed by
law, to seek or provide reimbursement to the employee for such travel
or other expenses incurred that are necessary for the employee to

return to work.

. Leave approvals/denials requested pursuant to Section 2.D. of this article will

be provided within ter{20) five (5) working days after the close of the request
period. Leave approvals/denials requested pursuant to Section 10 of this
article will be provided within ten<20) five (5) working days after receipt of the

request for maternity leave.

. SSA also agrees to respond to all other leave requests in a timely manner.

. Every effort will be made to accommodate employees who are arranging for

and/or attending funerals and similar emergencies for immediate relatives,

"significant others" or their dependents.
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F. Use of leave will not be the sole basis for denial of overtime or credit hours.

G. The Employer will provide employees with its written reasons for any denial of

leave.

H. Leave will not be denied as a disciplinary measure.

|.  Employees, upon request and with the approval of the supervisor, may
change previously authorized annual leave to sick leave in accordance with

Section 4 of this article.

J. To approved leave or approved absence will be a basis for disciplinary

action.

Section 14—Furloughs

The following procedures apply when a furlough is necessary due to lapse
in appropriations/debt ceiling limitation, failure to extend the debt ceiling,

or lack of continuing resolution.

1. On designated days, SSA employees will be furloughed except for those
employees performing excepted functions. When there is more than

one qualified essential employee in the same position, grade, office, and
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tour of duty available for an excepted position, the Employer has
determined that employees will be assigned to the excepted position by
seniority based on SCD. The Agency will consider an employee’s
request not to work due to hardship or previous commitments. If the
employee’s request is honored, the Employer has determined that the
next employee, meeting the above criteria, will be assigned to the

excepted position.

2. SSA will provide each AFGE Local with one copy of the decision letter

3.

together with a list of those employees who have been designated as
excepted. The local parties will determine the form of and the timing for
delivery of the list. Employees will be given a written document
notifying them in advance of the details of the furlough and its

applicability to the employee.

Employees are expected to listen to the radio and/or television
broadcasts to learn when an appropriation or continuing resolution has
been signed or when the debt ceiling has been raised. Appointing
officials and local union representatives are free to negotiate additional
methods of notifying employees about the conclusion of the furlough.
Employees will then be expected to report to work no later than four (4)
hours after that announcement. In the event the announcement

contains instructions on reporting to work later than that, employees
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1043 will be expected to follow those instructions. A liberal leave policy will
1044 be in effect on the day employees are to return to work. Employees who
1045 travel during the time of the furlough will be expected to return to work
1046 in accordance with the terms of this article or with the more specific
1047 instructions.

1048

1049 4. If an employee is unable to use their scheduled “use or lose” annual

1050 leave due to the furlough, and if they are unable to reschedule it,
1051 provided that they qualify for carryover of annual leave, such annual
1052 leave will be carried over.

1053

1054 5. (a) During any fiscal year in which a furlough occurs, SSA and AFGE

1055 shall jointly issue an all-employee notice with Questions and

1056 Answers attached which will advise employees of the impact of the
1057 non-pay status on civil service benefits and programs and which
1058 will address some financial concerns employees may have when
1059 faced with a pay reduction. SSA will distribute this notice to all
1060 employees.

1061

1062 (b) Each local office shall distribute a fact sheet to employees

1063 describing unemployment benefits available in its jurisdiction. At a
1064 minimum, this notice will contain information on unemployment
1065 benefits availability, the waiting period, if any, benefits eligibility
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1066 requirements, and the location and phone number of State and/or
1067 municipal agencies responsible for administering the program in
1068 the local area.

1069

1070 (c) Requests for outside employment for any employment during the
1071 period of the furlough will be in accordance with this National
1072 Agreement. Employees may not engage in any activity prohibited
1073 by the applicable rules of conduct. While in a non-pay status, such
1074 employees may engage in outside employment without obtaining
1075 prior written permission that is otherwise required. Upon return to
1076 duty status, employees must submit a written request to engage in
1077 outside employment if such activity continues.

1078

1079 (d) SSA will assist employees and provide any documents necessary
1080 in any claims made for unemployment insurance.

1081

1082 (e) SSA will assist employees and provide any documents necessary
1083 for employees to interact with financial institutions, creditors,
1084 welfare agencies, food-banks, etc.

1085

1086

1087

1088
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APPENDIX A

LEAVE TRANSFER PROGRAM

The purpose of this appendix is to set forth procedures and requirements

for the Voluntary Leave Transfer Program under which the unused accrued

annual leave of one employee may be transferred for use by another

employee who needs such leave because of a medical emergency,

pursuant to Public Law 103-103 Federal Leave Sharing Amendments Act of

1993 and 5 USC 6331, dated October 8, 1993.

Section 1;: Definitions

B.

Medical emergency means a medical condition of an employee or a
family member of such employee that is likely to require the
prolonged absence of such employee from duty and to resultin a
substantial loss of income to such employee because of the
unavailability of paid leave (disregarding any advanced leave).

A Family member means an individual with any of the following

relationships to the employee:

1.

2.

Spouse, and parents thereof;
Sons and daughters, and spouse thereof;
Parents, and spouses thereof;
Brothers and sisters, and spouse thereof;

Grandparents and grandchildren, and spouses thereof;
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1114 6. Domestic partner, including domestic partners of any individual in
1115 categories 2-5 of this definition.

1116 7. Any individual related by blood or affinity whose close association
1117 with the employee is the equivalent of a family relationship.

1118 C. Health Care Provider means:

1119 a) A doctor of medicine or osteopathy who is authorized to
1120 practice medicine or surgery (as appropriate) by the State in
1121 which the doctor practices; and

1122 b) Any other person determined by the Director of the Office of
1123 Personnel Management to be capable of providing health care
1124 services.

1125 Section 2. Application

1126

1127 A. An application to become a leave recipient may be filed by (a) the
1128 employee, (b) if the employee is not capable of making the

1129 application on his/her own behalf, a personal representative of the
1130 employee, or the Union.

1131 B. The employee, or the personal representative/Union shall apply for
1132 the leave transfer program by completion of the appropriate

1133 application form.

1134 C. The employee, or the personal representative/Union may apply for
1135 leave transfer when the combined annual and sick leave balance is
1136 80 hours or less for the employee’s medical emergency; or 80 hours
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or less annual leave when it is a medical emergency for a family
member.
In order to be considered for the Leave Transfer Program, an
employee must have a medical emergency certified by a health care
provider and file an application.
The application may be filed prior to obtaining medical certification
and the date of filing will serve as a protective filing date. However,
the application will not be considered complete without medical
certification from the employee’s health care provider, which should
include the anticipated date of return.
The application to participate in the leave transfer program shall
include, at the minimum, the following information:

1. The name, position, title and grade or pay level of the potential

leave recipient.

2. The date the medical emergency began.

3. The brief description of the nature, severity and anticipated
duration of the medical emergency and if recurring, the

approximate frequency of the medical emergency.

4. A statement of the effect that information about the leave
recipient’s medical emergency may be disclosed only with the
recipient’s written consent stipulating precise language to be

used.
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5. A statement to the effect that transferred annual leave may be
used to repay leave indebtedness for the current medical

emergency, and

6. A statement addressing the ability to receive leave transferred

from employees in other Federal agencies.

An employee is permitted to continue to use donated leave for the
period of time needed to arrange and/or attend a funeral and settle
other remaining matters in cases when this medical emergency

results in a family member’s death.

Section 3. Procedures

A.

Complete applications for leave transfer shall be submitted to the
employee’s immediate supervisor or designee for review and
recommendation for approval/disapproval of the medical emergency
as defined in Section 2A. The immediate supervisor’s action should
be accomplished as soon as practical.

Application and medical documentation and recommendation should
be submitted to authorizing official or designee utilizing the most
expeditious manner possible including FAX and E-mail.

If the application is approved, the authorizing official or designee will
immediately notify the leave recipient (and the party who made

application on behalf of the leave recipient if applicable) and the
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timekeeper within 10 workdays after the date the complete
application was received.

If the application is not approved, the authorizing official or designee
will notify the applicant and the party who made application on
behalf of the leave recipient as soon as possible but within 10
workdays after the date the complete application was received. Such
notification should include the rationale for non-approval.

An application cannot be approved unless the applicant’s absence
from duty without available paid leave is expected to last at least
twenty-four (24) hours for a full-time employee and at least 30% of
the average number of hours of work in the employee’s biweekly
scheduled tour of duty.

Advanced leave will not be considered as “paid leave available” to
offset a substantial loss of income as referenced in the medical
emergency definition.

The agency will provide a written explanation of their rationale for

their denial of any application for leave transfer.

Section 4. Restrictions and Information on Leave Donation

In any one leave year, a leave donor may donate no more than a total

of one-half of the amount of the annual leave he/she would be
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entitled to accrue during the leave year in which the donation is
made, with the following exception:

The donor may choose to donate up to the amount of his/her

yearly annual leave accrual if the recipient is a family member.
A leave donor who is projected to have annual leave that otherwise
would be subject to forfeiture at the end of the leave year under
Section 6304 (A) may transfer more than the number of hours
remaining in the leave year, (as of the date of transfer) up to the
limitation as stated in A above when the following situations occur:

1. Any Federal employee who experiences a current medical
emergency which began within the last three pay periods of

the leave year.

2. A donor becomes aware of arecipient for leave transfer due to
the solicitation for leave at a higher organizational level during

the last three (3) pay p4erios of the leave year.

3. Additional waivers may be granted. Any such waiver shall be

documented in writing.

The Union retains the right to request information pursuant to 5 USC
7114(b)(4) pertaining to the transfer and restoration of leave between
donors and recipients related to the VLTP for all bargaining unit
employees when it has reason to believe a discrepancy exists for

when requested to do so by an employee.
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Leave transfers may be accepted from employees or other Federal
agencies, upon submittal of the appropriate application form.

If leave transfers remaining from the initial area of announcement
total less than 40 hours during the medical emergency, then the
Agency will solicit additional donations from the next higher
organizational level within 5 workdays depending upon the needs of
the employee.

If leave transfers from the solicitations in the level from E above total
less than 80 hours during the medical emergency, then the Agency
will solicit additional donations nationally within 20 days depending
upon the needs of the employee.

The national solicitation shall be conducted by E-mail and include
the employee’s location, position, and timekeeper number.

Offers of leave from outside the area of announcement will not be
discouraged or rejected, including appropriate offers from
employees in other regions, components, and agencies.

If the medical emergency exceeds the projected period anticipated,
and additional transfers of leave are needed, the procedures for
soliciting donations from the initial area of announcement through
increasingly higher organizational levels will be re-effectuated once.
Also, management will expeditiously explore with the recipient, or

his personal representative/Union, other means of continuing in pay
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status, including but not limited to, advanced annual leave and/or
sick leave in an attempt to minimize loss of income.

Under no circumstances may annual leave be donated to an
immediate supervisor.

For retroactive situations, a medical emergency will be deemed to
continue for the purposes of providing a leave recipient an adequate
period of time within which to receive donations of annual leave.
Every pay period, the recipient of transferred leave has the right to
request and receive the donated leave balance.

Form SSA 3139 for the donation of leave will contain the recipient’s
timekeeper telephone and FAX numbers for expeditious transfer to

leave by donor’s timekeeper.

Section 5. Use of Transferred Leave

Transferred annual leave may be used only for the purpose of the
approved medical emergency.

Annual and sick leave accrued due to any full or partial tours of duty
shall become available for use during the medical emergency and
prior to using the transferred leave.

A “set aside” account will be kept separately in which annual leave
and sick leave while participating in shared leave can accrue.

Accrued leave in the “set aside” account cannot exceed 40 hours of
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annual leave and 40 hours of sick leave (prorated for part-time
employees and employees with uncommon tours).

If donated leave comes in during the first pay period following the
transfer of the “set aside” leave due to administrative error, following
the transfer of set aside leave, then, the donated leave will be used to
reestablish the3 “set aside” account at the level it was prior to
transfer.

Transferred annual leave may be substituted retroactively for any
period of leave without pay, or used to liquidate an indebtedness for
any period of advanced leave, which began on or after the date fixed
as the beginning of the medical emergency involved.

Absent evidence to the contrary, the date of the medical emergency
shall be the onset date on which the incapacitation occurred,
considering the certification of the health care provider with the
concurrence of the authorizing official.

Employees are permitted to use donated leave for the period of time
needed to arrange and/or attend a funeral and settle other remaining
matters in cases when a family member’s medical emergency results

in death.

Section 6. Restoration of Leave to Donors
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Any transferred leave remaining to the credit of a leave recipient
when the medical emergency affecting the leave recipient terminates,
shall be restored on a prorated basis by transfer to the appropriate
accounts of the respective leave donors in at least quarter-hour
increments in accordance with Office of Personnel Management
regulations. Any additional restored leave will be rounded to the
nearest increment of time established by the leave donor’s

employing agency to account for annual leave.

Section 7. Termination of Medical Emergency

The medical emergency affecting a leave recipient shall be
considered to have terminated on a date as of which:
1. The leave recipient notifies the authorizing official, in writing,

or orally that the medical emergency no longer exists; or

2. The authorizing official determines, after written notice, and
opportunity for the leave recipient/representative to answer
orally or in writing, that the medical emergency no longer

exists; or

3. The leave recipient is separated from service.

At the end of the biweekly pay period in which SSA determines that

the recipient is no longer affected by a medical emergency, fifteen
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calendar days advance written notice must be given before the

termination of the medical emergency.

Section 8. Prohibition of Coercion

An employee may not directly or indirectly intimidate, threaten or coerce,
or attempt to intimidate, threaten or coerce, any other employee for the
purpose of interfering with any rights which such employee may have with
respect to contributing, receiving, or using annual leave under the leaver

transfer program.

Section 9. Notice to Employees

Written notice will be provided to all employees of the existence and
provisions of the Leave Transfer Program, which will include application
procedures, eligibility requirements, identification of the “approving
official” for each respective unit etc. Such notice will be provided to

employees in the notice regarding Annual Personnel Reminders.

When an application for the Leave Transfer Program is approved, the rights

and responsibilities under the program will be reviewed with the affected

employee. The name and telephone number of the appropriate
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management official to contact regarding changes in the medical

emergency that would affect eligibility will be provided.

Section 10. Miscellaneous

A. The immediate supervisor will notify the local Union representative

that a bargaining unit employee has filed for leave sharing.

B. The Union will receive program reports summarizing the VLTP from
all components in each region similar to the information provided
during these negotiations. These reports will be provided to the
General Committee Spokesperson. This does not restrict or waive
the Union’s rights to request additional information.

C. Either party has the right to reopen this Appendix in the event there
are any changes in law, rule, and/or regulations which impact on the
Leave Transfer Program.

D. The Union will be notified of any changes in implementation of the

Leave Transfer Program or reinterpretation of applicable regulations.
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