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RHODE ISLAND BULLETIN No:  250-6-4
DATE:  January 9, 2006 
SUBJECT:  FNM – Excused Absence
Purpose:  To provide information on excused absence, usually referred to as administrative leave.
Expiration Date:  September 30, 2006
Excused absence, usually referred to as administrative leave, is an absence from duty, administratively authorized, without loss of pay and without charge to leave.  Granting excused absences should be authorized in limited circumstances for the benefit of the Agency’s mission or a government-wide or Agency-recognized and sanctioned purpose.  Some types of excused absences include:

Office Closure/Early Dismissal/Delay – hazardous conditions:  If hazardous conditions exist before regular working hours and it has been decided that the office is closed, employees should be notified as soon as possible.  When an office is declared closed before regular opening hours of work, employees cannot be charged annual leave for any part of the day, even if conditions improve.  This applies to employees already on scheduled leave.  Office closure decisions will be made by the State Conservationist in joint decision with the Farm Service Agency and Rural Development.  Criteria for granting administrative dismissals because of hazardous weather varies and will be based on conditions which are unusually severe and disruptive to normal travel or transportation of employees between their homes and their duty station (hurricanes, cyclones, floods, blizzards, severe snow or icing on roads).  
Early dismissal:  When an early dismissal decision is made, employees may be approved leave, as requested, between the notice of dismissal and the actual dismissal.  They are not to be charged leave from the time of actual dismissal to the end of the workday.  Employees on leave who are not scheduled to return to work that day shall be charged leave to the end of the workday.  If an employee’s area of residence is affected, the employee may be excused without charge to leave, with State Conservationist approval, if the following apply:

· Weather conditions in the area of an employee’s residence are publicly declared extremely hazardous by an appropriate State of local authority and driving has been limited

· The employee is unable to report to duty and was not on scheduled leave.

The State Conservationist can delay office opening due to unusually severe weather conditions without charge to annual leave when employees are not on scheduled leave.  Under unusually severe weather conditions, where it is considered reasonably unavoidable, tardiness not in excess of two (2) hours may be charged to excused absence, with State Conservationist approval.  If an employee does not report for duty during hazardous weather, annual leave is to be charged unless the employee’s supervisor determines after personal review of the situation, that the employee made every reasonable effort to get to work but was unable to do so because of weather conditions.  In such cases, excused absence may be approved up to one (1) day.
Employees are considered on active duty when excused from duty because of emergency conditions such as floods, storms, or other natural disasters, or disorders of such magnitude that life or property is threatened.  Employees must make themselves available to return to work when ordered after the emergency.  Employees who are unavailable to return to duty shall be charged leave.  
Blanket Administrative leave will be given for these situations and staff will be notified through Voice Mail.

Time off for Voting:  In locations where the polls are not open at least three (3) hours before or after an employee’s regular work hours, a limited amount of excused absence may be granted to permit the employee to report to work up to three (3) hours after the polls open or leave work up to three (3) hours before the polls close, whichever requires the lesser amount of time off.   In addition, if an employee’s voting location is beyond normal commuting distance from his/her duty station and absentee ballot voting is not permitted, the employee may be granted sufficient time off (not to exceed one (1) day) in order to make the trip to the voting location to cast a ballot.  If more than one (1) day is needed, the employee may request annual leave or leave without pay for the additional period of absence.  An employee’s “regular work hours” are to be determined by reference to the time of day the employee normally arrives at and departs from work.

Funeral Leave (Relative Killed in the Line of Duty):  Employees may be excused for as much as three (3) workdays to make arrangements or to attend the funeral or memorial service for an immediate relative who dies as a result of wounds, disease, or injury incurred while serving in a combat zone as a member of the Armed Forces.  The 3 days need not be consecutive and may include travel time.
Blood Donation:  An employee making a donation of blood, for which there will not be compensation, may be excused from work without charge to annual or sick leave for a period not to exceed four (4) hours (not including the time needed for the donation) for the purpose of subsequent rest and recuperation.  Supervisors may require medical evidence of blood donations as deemed necessary.  Employees who receive compensation for blood donation during duty hours are required to take leave for the period of the absence.

Bone-Marrow and organ donation:  Employees may be granted up to seven (7) workdays in a calendar year to serve as bone-marrow donor.  An employee also may use up to thirty (30) workdays in a calendar year to serve as an organ donor.  Annual and sick leave may be granted in conjunction with the excused absence.  Employees must notify their immediate supervisor, as soon as possible, after the donor procedure has been scheduled.  Employees must provide medical documentation that is certified by an attending physician, donor hospital, or medical center that includes:

· Date of scheduled donor procedure

· Period required for post-operative recuperation

· Post-operative certification that the procedure has been performed

For these situations employee’s will have to make a request to their supervisor for STC approval.
Employees should code excused absence in WebTCAS as “Other Leave – Administrative”.  In the Employees Note to Timekeeper, state the date and nature of the excused absence and the name of the approving authority.  Employees should provide all documentation to their timekeeper to be attached to their timesheet.
Excused absence may be granted for other conditions.  Employees should consult the General Manual for additional information, please refer to General Manual Title 360; Part 415 – Leave; Subpart N. Excused Absence.
If you have any questions regarding this bulletin, please contact Jan Lathum, Budget Analyst at 401-822-8843.
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