
 Article 14 

 Leave 

A. Annual leave is a right of the employee and not a privilege. Consistent with 

the needs of the Service, annual leave which is requested in advance will be 

approved. It will be the responsibility of the supervisor, in consultation with 

the employee, to schedule annual leave in order that annual leave will not be 

forfeited. 

B.  The employer will make every effort to schedule workloads and annual leave 

in a manner which permits each employee, if he or she wishes, to schedule at 

least three (3) consecutive weeks of accrued annual leave each year. 

The number of employees granted leave during any given period shall be 

governed by Service requirements and the number of employees required for necessary 

coverage. 

C. Each employee shall be responsible for planning and making timely 

requests for his or her annual leave in accordance with his or her personal desires. Leave 

preferences shall be submitted in order that leave schedules can be established and posted 

in a conspicuous place in the facility no later than February 15 of each calendar year. 

Employees who do not request leave by February 15 will be allowed to take leave at a 

later date, provided it does not interfere with annual leave scheduled or the needs of the 

Service. Requests for annual leave of five (5) days or less need not have been included in 

the annual leave schedule provided all five (5) days are within one administrative 

workweek. 

D. When it is impracticable to grant all requests for annual leave for a given 

period, the supervisor shall give consideration to the following factors: 

(1)  Amount of leave to employee=s credit. 



(2) Seniority: (For the purpose of this Article seniority is defined as the length 

of INS service commencing with the first day of employment). 

(3) Whether employees have children of school age and cannot benefit from 

vacations taken when their children are in school. 

(4) Whether employee was able to take leave at desired time during previous 

scheduling period. 

Normally annual leave once approved will not be canceled. Annual leave will be 

canceled only for exigencies of the Service=s business when such leave was approved in 

advance. Before canceling leave the Service will make a reasonable effort to take other 

action. 

E.  Any employee-initiated change in approved vacation schedule cannot be 

made without the concurrence of all employees whose vacation schedule would be 

affected by the change. 

F.  An employee may be excused to vote, insofar as practicable, without 

interfering seriously with operations as follows: 

If the polls are not open at least three hours, either before or after an employee=s 

hours of duty, he or she may be allowed to report for work three hours after the polls 

open or to leave work three hours before the polls close, whichever requires the lesser 

amount of time off. Depending upon exceptional circumstances in an individual case, an 

employee may be excused for such additional time necessary to vote, but not to exceed a 

full day. 

G. Permanent employees will be granted necessary time off without charge to 

leave or loss to pay to serve as a juror, or as a witness on behalf of the United States, a 

state or municipality when officially required to appear. 

H.  For sick leave periods of not more than three consecutive workdays, the 



employee shall not be required to submit Form SF-71, unless there is reasonable evidence 

of abuse. Sick leave in excess of three days shall be reported on form SF-71, including a 

medical certificate or a statement of the nature of the illness and why a medical certificate 

is not furnished. 

I. When administrative leave is granted in the case of inclement weather or 

other conditions which warrant such leave, Management will notify employees on duty. 

The employer will make a reasonable effort to notify employees who have not yet 

reported to duty that administrative leave has been granted. 

 If hazardous weather or emergency conditions existing within the employee=s 

normal commuting area prevent an employee from reporting to work, and the post of 

duty is not closed, an employee can be granted administrative leave for the day, or that 

part of a day, during which such conditions prevented the employee from reporting to 

work. To be eligible for leave under this subsection, the employee must provide the 

employer with evidence that he or she made every reasonable effort to report to work, but 

that such conditions prevented him or her from doing so. 

J. A male employee may be granted annual leave or, if annual leave is 

exhausted, leave without pay (up to 14 calendar days) for the purpose of aiding, assisting 

or caring for his wife or minor children while his wife is incapacitated for maternity 

reasons. 

K. Annual leave or sick leave balances will not be factors for promotion. 

However, evidence of leave abuse may be used as an aid in determining reliability of an 

employee and/or his or her physical ability to perform the duties of a position. 

L. Employees effecting a change in duty station may be granted 

administrative leave not to exceed four (4) workdays to make all necessary arrangements 

for preparing and actually effecting the transfer. 


