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MEMORANDUM FOR ALL DSCC, DSDC, DDCO, DCPSO AND JLSC PERSONNEL





SUBJECT:  Family Friendly Leave Policies


										       March 27, 1997





Federal leave policies are designed to assist you in accommodating your personal and family needs.  Changes to federal regulations in recent years have made leave policies even more “family friendly”.  The purpose of this letter is to outline the leave rules and DBMS codes to be used in conjunction with them.





Under the Federal Employees Family Friendly Leave Act (FFLA), all full-time employees are entitled to use 5 workdays of sick leave each leave year to:


	


	*  Provide care for a family member as a result of physical or mental illness, injury, pregnancy, or childbirth (sick leave may not be used by either birth or adoptive parents to “bond” with a child);


	*  Provide care for a family member as a result of medical, dental, or optical examination or treatment; or


*  Make arrangements necessitated by the death of a family member or attend the funeral of a family member.





	Under the Family Friendly Leave Act, a family member is defined as:


	-  spouse, and parents thereof;


-  children, including adopted children, and spouses thereof;


	-  parents;


	-  brothers and sisters, and spouses thereof; and


	-  any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.





An additional 8 workdays (a total of 13 workdays) of sick leave may be used each leave year for these purposes if an employee maintains a balance of at least 80 hours of sick leave in his/her account.  (The minimum balance must exist after deducting the amount that will be used for family care or bereavement.)  





Part-time employees are also eligible to use sick leave for these purposes, however, the amount of leave permitted for family care and bereavement is pro-rated according to their tour of duty. 
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When it is considered necessary and appropriate, supervisors may require evidence to support the use of sick leave for family care and bereavement.  The leave is coded “FF” in DBMS when an employee uses sick leave in the above manner.  DBMS will track hours and prohibit usage over entitled hours.





In addition, under the Family and Medical Leave Act of 1993 (FMLA), Federal employees are entitled to 12 weeks of unpaid leave during any 12-month period for the following purposes:





	*  Birth of a son or daughter of the employee and the care of such son or daughter (within 1 year after the birth)


	*  Placement of a child with the employee for adoption or foster care;


	*  Care of a spouse, son, daughter, or parent of the employee who has a serious health condition; or 


	*  Serious health condition of the employee that makes the employee unable to perform the essential functions of his or her position.





   Note:  A serious health condition means an illness, injury, impairment, or physical or mental condition which requires inpatient care or any subsequent treatment in connection with such care; a serious condition which requires continuing treatments (including incapacity due  to pregnancy or for prenatal care), and illnesses which may cause episodic rather than a continuing period of disability (e.g. asthma, epilepsy, etc).  Serious health condition does not include such treatments as routine examinations, regimens of bed-rest, exercise etc. which can be initiated without a visit to a health care provider, or conditions for which cosmetic treatments are administered, unless inpatient hospital care is required or unless complications arise. 





If a need for leave is foreseeable, the employee must provide the employing agency with not less than 30 days notice before the date the leave is to begin of the employee’s intention to take family and medical leave.  If the need is not foreseeable, the employee must provide such notice as is practicable.  An employee may not invoke entitlement to FMLA leave retroactively for any previous absence from work.





Although FMLA leave is in addition to other paid time off available to an employee, an employee may elect to substitute paid time off, as appropriate, for any unpaid leave under the FMLA.  Note that substitution of sick leave under the FMLA is limited to sick leave usage for the employee only.  Entitlement to use sick leave for a family member is covered under the Federal Employees Family Friendly Leave Act and is limited to 5 workdays or 13 workdays, depending on the sick leave balance of the employee.  The right to substitute paid leave for
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leave without pay under the FMLA applies only to leave that is to be taken in the future.  An employee may not retroactively substitute paid leave for any leave without pay previously taken under the FMLA.  Also, only annual leave, sick leave, and advanced annual and sick leave may be substituted.  Compensatory time and credit hours cannot be substituted for time off under FMLA.





Under certain conditions, FMLA leave may be taken intermittently, or the employee may work under a reduced schedule (i.e. 4 hours worked and 4 hours of family and medical leave).  The DBMS codes for FMLA are “FS” for sick leave for the employee (entitlement to use sick leave for a family member is coded “FF” and is limited as described on page 1 of this memo), “FA” when annual is used, and “FW” when leave without pay is used.  Upon input of any of these three codes, DBMS establishes a not-to-exceed date and calculates the maximum amount the employee may use for the current 12-month period according to the employee’s work schedule.  Upon return from FMLA leave, an employee must be returned to the same position or to an “equivalent position with equivalent benefits, pay status, and other terms and conditions of employment.”





Employees are permitted to use an unlimited amount of sick leave for purposes related to the adoption of a child.  Employees may use sick leave for appointments with adoption agencies, social workers, and attorneys; court proceedings; required travel; and any other activities necessary to allow the adoption to proceed.  This entitlement is in addition to an employee’s entitlement to unpaid leave for placement of a child with an employee for adoption under FMLA.  The DBMS hours code for use of sick leave for adoption is “SA”.





Employees are entitled to 7 days of paid administrative leave each calendar year (in addition to annual leave and sick leave) to serve as a bone-marrow or organ donor.  The DBMS code “AO” is used when employees are granted administrative leave for this purpose.





A summary of the DBMS codes available for the above charges are as follows:





DBMS TALE CODES�
�



FF -�
Sick leave for illness of a family member or bereavement (FFLA)


�
FW -�
LWOP under FMLA�
�
FS - �
Sick leave for employee illness (in lieu of LWOP under FMLA)


�
SA -�
Sick leave usage for adoption�
�
FA -�
Annual leave (in lieu of LWOP under FMLA)�
AO -�
Administrative leave for bone marrow donation�
�
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As always, employees must be granted prior approval through normal channels when using leave for any of the above circumstances.  Written certification, medical or otherwise, may be required when using any of the above entitlements.  Questions regarding family leave entitlements should be directed to your servicing Employee Relations Specialist, DSCC-K, extension 2-2151, or on their individual extensions.  DBMS questions should be directed to Linda Grist, DSCC-BDD, extension, 2-2394.














							MARY ANN SKOCIK


							Director, Office of Civilian Personnel
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