  IN REPLY

    REFER TO



DCSC-LLP	April 18, 1985



CHANGE NO.       3

DCSC Supplement 1

to DLAR 1424.1



ABSENCE AND LEAVE





DCSC Supplement 1, 29 July 1976, is changed as follows:



	Insert attached enclosure 3 after enclosure 2.



SIGNIFICANT CHANGE:  This change clarifies and codifies Center policy on the granting of administrative leave during emergency conditions.



This change sheet will be filed in front of DCSC SUP 1.



BY ORDER OF THE COMMANDER









						DONALD J. McCORMICK

						Captain, USAF

						Executive Officer
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LEAVE CHARGES FOR ABSENCES DURING EMERGENCY CONDITIONS



NOTE:  Regardless of the circumstances of dismissal, late reporting, or Center closure, administrative leave may not be granted to the following employees:

employees on LWOP for the periods immediately before and after the period of administrative leave, or

employees who are AWOL

for the period immediately following a late reporting order;

for the period immediately preceding early dismissal; or

for the period immediately before or after closure of the Center.



Employee 		                    No Action     Employee      Annual Leave/     Administrative

Status					                  Continues      Sick Leave           Leave 

					                  Working	      LWOP

A.  Employee is at work������   1.  Reporting time is delayed��X����   2.  Early dismissal����X��Comment (A2):  Administrative leave is granted from the time of dismissal to the end the employee’s workday.��   3.  Center closure*����X��Comment (A3):  Administrative leave is granted from the official closing time to the official re-opening time.��B.  Employee is not at work������   1.  Reporting time is delayed������a.  Employee is scheduled to  report for work but has not yet reported for duty����X��Comment (B1a):  Administrative leave is granted from the start of the primary tour of duty to the opening time specified in the delay order.  See Enclosure 1 and 2 of DCSC Supplement 1 to DLAR 1422.1, Hours of Duty, for a listing of primary tours of duty.��b.  Employee is on approved leave���X���   2.  Early dismissal������a.  Employee is on approved leave all day or the employee was on approved leave which began before the issuance of the dismissal order and was not scheduled to return before the end of the workday���X���b.  Employee was at work part of the day but left on approved leave after official word was received but before the time set for dismissal   ���X�X��Comments (B2b):  Leave is charged from the time of departure to the time of dismissal; administrative leave is then granted from the time of dismissal to the end of the workday.��Employee Status



�No Action�Employee

Continues

Working�Annual Leave/

Sick Leave/

LWOP�Admin

Leave��c.  The employee was on approved leave which began before issuance of the dismissal order and was scheduled to return before the end of the workday���X�X��Comments (B2c):  Leave is charged from the time of departure to the time of dismissal; administrative leave is then granted from the time of dismissal to the end of the workday.��   3.  Center closes*������a.  Center closes after the beginning of the employee’s primary tour of duty or the������(1)  Employee is scheduled to report for work���X�X��Comments (B3a(1)):  The employee will be charged leave from the start of his/her primary tour of duty until the closing time specified in the closure order.  Administrative leave is granted from the official closing time to the official re-opening time. ��(2)  Employee is on approved leave���X�X��Comments (B3a(2)):  The employee will be charged leave from the start of his/her primary tour of duty until the closing time specified in the closure order.  Administrative leave is granted from the official closing time to the official re-opening time.  If the employee reported to work and then left before the time of closure, the total administrative leave granted plus hours worked must equal at least 8 hours.  Any difference must be charged to leave.��b.  Center closes before the beginning of the employee’s primary tour of duty������(1)  Employee is scheduled to report for work����X��Comments (B3b(1)):  Administrative leave is granted from the official closing time to the official re-opening of the Center.

��(2)  Employee is on approved leave����X��Comments (B3b(2)):  Administrative leave is granted from the official closing time to the official re-opening of the Center.��		

Workdays on which the center is closed are non-workdays for leave purposes.  Regular employees are excused without leave or loss of pay during the entire period of the closure unless they were in LWOP status immediately before and after the closure period or unless they were AWOL.
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