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ANNUAL LEAVE

Annual leave is an important and significant benefit for all employees.  Annual leave is designed to give you vacation periods for rest and relaxation and to provide time off for your personal business or family needs.  There is a mutual employee-management responsibility to plan and schedule (15 Feb and 30 Aug) the use of annual leave throughout the year.  The scheduling of leave is so important that by law it is a prerequisite to the restoration of annual leave that the leave must have been scheduled in advance.  Before forfeited annual leave may be considered for restoration, use of the annual leave must have been requested, approved, and scheduled in writing before the start of the third biweekly pay period before the end of the leave year.

Annual leave is earned on the basis of years of federal service, including creditable military service.  Full-time employees with 15 years or more service earn 26 days of annual leave a year, those with 3 but less than 15 years earn 20 days and those with less than 3 years earn 13 days.  Normally, part-time employees with 15 years or more service earn 1 hour of annual leave for each 10 hours in a pay status.  Those with 3 but less than 15 years earn 1 hour for each 13 hours in pay status and those with less than 3 years earn 1 hour for each 20 hours in pay status.

Employees are permitted to accumulate annual leave, but within certain limitations.   Generally, the maximum amount of leave that may be carried forward from one leave year to another is 30 days (240 hours) or the amount accumulated under earlier statue, whichever is greater.  Under this system, employees have to “use or lose” their excess leave by the end of the leave year with certain exceptions.  For U. S. citizens employed outside the United States, the maximum annual leave accumulation is 45 days (360 hours) or the amount to the employee’s credit at the beginning of the leave years, whichever is greater.

The “use or lose” amount is clearly indicated on each leave and earnings statement received at the end of each pay period.

Normally, separated employees are paid a lump sum for all their accumulated annual leave.  Lump sum payment is based on the hourly rate of pay less appropriate taxes and is usually paid out within four to six weeks following separation.
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