ELM Language

513.39 Restricted Sick Leave

513.391 Reasons for Restriction o - :
Supervisors or installation heads who have evidence indicating that an employee is
abusing sick leave privileges may place the employee on the restricted sick leave list. In
addition, employees may be placed on the restricted sick leave list after their sick leave

use has been reviewed on an individual basis and the following actions have been
taken: :

a. Establishment of an absence file. :

b. Review of the absence file by the immediate supervisor and higher levels of
management. ‘

¢. Review of the absences during the past quarter of LWOP and sick leave used by

employees. (No minimum sick leave balance is established below which the employee’s
sick leave record is automatically considered unsatisfactory.)

d. Supervisor’s discussion of absence record with the employee.
e. Review of the subsequent quarterly absences. If the absence logs indicate no
improvement, the supervisor is o discuss the matter with the employee to include

advice that if there is no improvement during the next quarter, the employee will be
placed on restricted sick leave. -

513.392 Notice and Listing

Supervisors provide written notice to employees that their names have been added o
the restricted sick leave listing. The notice also explains that, until further notice, the

employees must support all requests for sick leavé by medical documentation or other
acceptable evidence (see 513.364).

513.393 Recision of Restriction _
Supervisors review the employee’s PS Form 3972 for each quarter. If there has been a
substantial decrease in absences charged to sickness, the employee’s hame is

removed from the restricted sick leave list and the employee is notified in writing of the
removal.

If you call in sick, and you have a rotating schedule, what is the chance of your absence falling in
conjunction with your off day?

Day of Absence (X) SAT |SUN |MON |TUE |WED |THU |FRI
Non-Scheduled Day ' , .
MONDAY X |Ns |NS X . 40%
TUESDAY X NS |X NS |x 60%
WEDNESDAY X NS |xX  |x |Ns |x 80%
"THURSDAY X |Ns X X NS |X |80%
FRIDAY X NS |X X NS |60%
SATURDAY NS (NS (X X 20%

Based on 6 day rotation
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Coopera’uon in Investlga’uons

_ Employees must cooperate in any postal investigation, including Off‘ ce of
. Inspector General investigations.

_Attendance

-Requirement of Regular Attendance

Employees are required to be regular in attendance: Failure to be regular in

attendance may result in disciplinary action, including removal from the
Postal Service.

Absence Witﬁout Permission

Employees who fail to report for duty on scheduled days, including
Saturdays, Sundays, and holidays, are considered absent without leave
‘except in cases where actual emergencies prevent them from obtaining
permission in advance. In emergencies, the supervisor or proper official must
be notified of the inability to report as soon as possible. Satisfactory
evidence of the emergency must be furnished later. An employee who is
absent without permission or who fails to provide satisfactory evidence that

. an actual emergency existed will be placed in a nonpay status for the period

of such absence. The absence may be the-basis for disciplinary action.
However, once the employee provides management with notice of the need

_ for leave in accordance with Family Medical Leave Act (FMLA)-required time

frames, and the absence is determined to be FMLA protected, the employer

‘must change the AWOL to approved FMLA—LWOP and delete the AWOL

status from the record.

Tardmess

Any employee failing to report at his or her scheduled time in installations
where time recorders are not used is considered tardy. Tardiness in

installations equipped with time recorders is defined as any deviation from
schedule. ' '

Falsification in Recording Time

Recording the time for another employee constitutes falsification ofa report
Any employee knowingly involved in such a procedure is subject to removal
or other discipline. Failure of a supervisor to report known late arrivals is

regarded as condoning falsification. These practices may also result in
criminal prosecutlon

Furnishing Address

Employees must keep the installation head mformed of their current malhng
addresses. Any change in mailing addresses must be reported to the
installation head on PS Form 1216, Employee’s Current Mailing Address,
through “Self Service” on the Postal Service Blue Page, or through USPS
approved methods including PostalEase.

Disciplinary Action

Postal officials may take appropriate disciplinary measures to correct
violations of the regulations referred to in 665.
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