NAVAI RAMARCENACDI VI NST 12630. 3

NAVAI RAMARCENACDI V | NSTRUCTI ON 12630. 3

From Commander, Naval Air Warfare Center Aircraft D vision
Subj: LEAVE AND ABSENCE COF Cl VI LI AN EMPLOYEES
Ref : (a) NAVAI RMARCENACDI VI NST 12630.2 of 21 Jan 94

Encl: (1) Annual Leave
(2) Sick Leave
(3) Excused Absence
(4) Unaut horized Absence/ Tardi ness
(5) Leave Wthout Pay
(6) Court Leave
(7) Mlitary Leave
(8) Bone Marrow and O gan/ Ti ssue Donati on
(9) Voluntary Leave Transfer Program
(10) Tinme-Of for Religious Practices

1. Purpose. To establish policy and procedures for
requesting and granting | eave for civilian enpl oyees.

2. Cancel | ati on. NAEC I nstruction 12630. 7A; NATC
I nstruction 12630; and NAPC Instruction 12630. 3B.

3. Scope. This instruction applies to all Naval Air Warfare
Center Aircraft Dvision civilian enployees and enpl oyees of
commands/activities serviced by the Human Resources Ofice
(HRO) . This instruction excludes Naval Air Systens Comrand
Headquarters and Program Executive Ofice enployees.
Provi si ons of negoti at ed agreenents suppl enment this
instruction for enployees covered by the agreenents. In the
event of a conflict between an agreenment and this instruction,
the provision(s) of the agreenent will prevail.

4. Responsibilities

a. The HRO is responsible for interpreting the policies
concerning leave entitlenents and responsibilities and for
advi si ng enpl oyees and supervisors on all |eave matters.

b. Supervisors are responsible for granting/denying or
recommendi ng | eave approval/di sapproval consistent with this
i nstruction. In the case of enployees who work for a single
team |eader (TL), a supervisor mnmay delegate |eave approval
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authority to the TL. Only a supervisor may disapprove an
enpl oyee’ s request for |eave. If a TL with del egated | eave
approval authority is unable to grant an enployee’ s |eave
request, the enployee shall forward the |eave request to the
supervisor for approval/disapproval. Consistent wth the
above, supervisors are responsible for

(1) Ensuring office workload is nmet during enployees
absence.

(2) Tinely approving or disapproving | eave requests.

(3) Providing reasons to enployees when disapproving
| eave.

(4) Ensuring enployees do not |ose annual |eave at
the end of the year because | eave was not schedul ed.

(5) Taking appropriate action when an enployee is
abusing his or her |eave privileges.

(6) Contacting HRO when contenplating action against
enpl oyees for suspected | eave abuse.

(7) I'ndoctrinating enpl oyees on their
responsibilities regardi ng | eave.

(8) Returning approved/disapproved Standard Form 71
t o enpl oyees.

c. TL only has authority to approve leave if so
del egat ed by supervi sor

d. Enployees are responsible for requesting leave in
accordance with the policies and procedures described in this
i nstruction, or in accordance wth controlling |abor
agr eenent s.

5. Review The Director, HRO Code 730000A is responsible
for keeping this instruction current. Subst anti ve changes
will be raised with the Naval Ar Warfare Center Aircraft
Di vision Partnership Council prior to inplenentation.

6. Forns. The forms required by issuance of this
instruction are encl osed as Appendices A through H and nay be
obt ai ned t hrough your servicing Custoner Service TL:
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a. Appendix A- Famly Friendly Leave Act Tracking Form

b. Appendix B - Court Leave Table (utilized for guidance
pur poses only).

c. Appendix C- Information Pertaining to Jury Service.

d. Appendix D - United States Ofice of Personnel
Managenment (U.S. OPM Optional Form 630 Leave Recipient
Application Under the Voluntary Leave Transfer Program

e. Appendix E - D sposition of Application for Transferred
Leave nenor andum

f. Appendix F - US. OPM Optional Form 630-A Request to
Donate Annual Leave to Leave Recipient (Wthin Agency) Under
the Leave Transfer Program

g. Appendix G - D sposition of Leave Donor Application
menor andum

h. Appendix H - US OPM Optional Form 630-B Request to
Donat e Annual Leave to Leave Recipient (Qutside Agency) Under
the Leave Transfer Program

J. W DYER

D stribution:
Li st |



