Subject: INFO: HAF/A1C Message # 2020-002 - Department of Air Force Process for
Restoration of Forfeited Civilian Annual Leave - US Employees
Attachments: FOUOQ://Special Leave Accrual (US DoD civilians) USD, 16 April 2020 .. (473 KB)

Importance: High

From: LOCK, CLINT E JR GS-14 USAF USAFE 86 FSS/FSC <clint.lock@us.af.mil>

Sent: Tuesday, June 2, 2020 10:01 AM

Subject: INFO: HAF/A1C Message # 2020-002 - Department of Air Force Process for Restoration of Forfeited Civilian
Annual Leave - US Employees

Importance: High

Commanders/Directors:

BLUF: HAF/A1C and U-A/A1K guidance is provided below wrt US employee use/lose leave; please disseminate within
your organizations. HAF continues to advocate for Congressional changes, however, given the current leave year ends 2
Jan 21 annual leave should be managed to avoid loss. Restoration of forfeited annual leave continues to follow existing
guidance outlined below and the inability to use leave in a specific, desired way/location will not be a basis for
restoration.

ACTION: Supervisor/employees are strongly encouraged to review current leave balances in ATAAPS, take positive
action to plan for and document use of annual leave in excess of the maximum allowable accumulation.

RESOURCE: DODI1400.25V630 AFI36-815, Leave

We remain postured to advise and assist. Please address specific questions to US Employee Relations: 86fss.fsec.us-

emr@us.af.mil.

v/r
Clint

CLINT E. LOCK, GS-14, DAFC
Civilian Personnel Officer
Ramstein AB, Germany

86 FSS/FSC/Bldg 2120

DSN: 314 478-6680

From: REICHERT, STEVE J GS-15 USAF USAFE USAFE A1/A1K <steve.reichert@us.af.mil>

Sent: Friday, May 29, 2020 12:26 PM

To: DIAZ, BEVERLY GS-13 USAF USAFE 31 FSS/FSC <beverly.diaz@us.af.mil>; HOESCHEN, MICHELLE R GS-12 USAF USAFE
65 FSF/FSCA <michelle.hoeschen.1@us.af.mil>; LOCK, CLINT E JR GS-14 USAF USAFE 86 FSS/FSC <clint.lock@us.af.mil>;
BLACKWELL, PAULA A GS-13 USAF USAFE 52 FSS/FSC <paula.blackwell@us.af.mil>; ERICKSON, GRACIELA GS-14 USAF
USAFE 100 FSS/FSCA <graciela.erickson@us.af.mil>; BLANTON, MARCIA J GS-13 USAF USAFE 39 FSS/39 FSS/CD
<marcia.blanton.1@us.af.mil>

Cc: USAFE-AFAFRICA/A1KC <usafealkc.alkccivilianpolicy@us.af.mil>; EDWARDS, EUGENIA L Lt Col USAF USAFE USAFE
A1/A1K <eugenia.edwards@us.af.mil>; DICKENS, MATTHEW J CMSgt USAF USAFE USAFE A1/CEM
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<matthew.dickens@us.af.mil>; PUZONE, MARIA C GS-14 USAF USAFE USAFE A1/A1KC <maria.puzone@us.af.mil>; BLAIR,
BRIAN L CIV USAF USAFE USAFE A1/A1KC <brian.blair@us.af.mil>; SORENSON, CHRISTIAN H CIV USAF USAFE HQ USAFE-
AFAFRICA/A1KC <christian.sorenson@us.af.mil>; BLACK, CHESTER R JR GS-13 USAF USAFE USAFE HQ/A1KC
<chester.black.1@us.af.mil>

Subject: INFO: HAF/A1C Message # 2020-002 - Department of Air Force Process for Restoration of Forfeited Civilian
Annual Leave

U-A/CPOs,

BLUF: DoD and DAF continue to advocate for OPM/Congressional action on behalf of our civilian
Airmen as it relates to restoration of forfeited civilian annual leave. However, given the uncertainty of
congressional action as a possible solution, commands and organizations are strongly encouraged
to manage employee leave usage as they otherwise would during any other leave year. Additional
information from HAF/A1C below for your reference.

For any specific questions/concerns, please contact U-A/A1KC at
usafealkc.alkccivilianpolicy@us.af.mil.

VR
Steve Reichert
Chief, Personnel Programs

From: Carbone, John J (John) SES USAF AF-A1 (USA) <john.j.carbone.civ@mail.mil>

Sent: Thursday, May 28, 2020 11:10 PM

To: USAF Pentagon AF-A1 List MAJCOM Als <usaf.pentagon.af-al.list.majcom-als@mail.mil>; USAF Pentagon AF-A1 List
COCOM J1 <usaf.pentagon.af-al.list.cocom-jl@mail.mil>; USAF Pentagon AF-A1 List MLA AF-A1C MAJCOM-A1K-
COCOM-J1 <usaf.pentagon.af-al.list.mla-af-alc-majcom-alk-cocom-jl@mail.mil>

Cc: USAF Pentagon AF-A1 Mailbox AF-A1C Workflow <usaf.pentagon.af-al.mbx.af-alc-workflow@mail.mil>; Carbone,
John J (John) SES USAF AF-A1 (USA) <john.j.carbone.civ@mail.mil>; Hodge, Alexander C (Alex) CIV USAF AF-A1 (USA)
<alexander.c.hodge.civ@mail.mil>; Stoner, Scott M CIV USAF AF-A1 (USA) <scott.m.stoner2.civ@mail.mil>; Williams,
Fatina N CIV USAF AF-A1 (USA) <fatina.n.williams.civ@mail.mil>; CROWNOVER, SONJA R GS-15 USAF AFPC AFPC/DP3
<sonja.crownover@us.af.mil>; SEIBER, SHARON E GS-15 USAF AFPC AFPC/DP3C <sharon.seiber@us.af.mil>; KLINITSKI,
NANCY L GS-15 USAF AFPC AFPC/DP3F <nancy.klinitski.1@us.af.mil>; Rogers, Theresa P CIV USAF (USA)
<theresa.p.rogers.civ@mail.mil>

Subject: HAF/A1C Message # 2020-002 - Department of Air Force Process for Restoration of Forfeited Civilian Annual
Leave

MESSAGE FROM THE CIVILIAN FORCE MANAGEMENT DIRECTORATE (A1C)
HAF/A1C Message # 2020-002

SUBJECT: Department of Air Force Process for Restoration of Forfeited Civilian Annual Leave
SUSPENSE: N/A

1. PURPOSE: To provide information on DAF’s current requirements to restore forfeited civilian annual leave,
and the potential for any COVID-19 related changes to these requirements.

2. REFERENCES:
(a) 5 USC 6304
(b) 5 CFR 630.305 through .311

(c) DoDI 1400.25, Vol. 630_AFI36-815, Leave, dtd 14 November 2019
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3. BACKGROUND:

a. By law, for most full-time Federal civilian employees, the maximum amount of annual leave that may
be carried forward from one leave year to another is 240 hours/30 days (CONUS), 360 hours/45 days
(OCONUS), or 720 hours/90 days (SES). At the end of a leave year, any unused accrued annual leave in
excess of these limitations (i.e., “use or lose”) is forfeited. However, annual leave may be restored if it was
forfeited due to (1) an administrative error; (2) exigency of the public business; or (3) employee iliness.

b. Since March 2020, the travel and physical distancing requirements imposed by state and local
governments in response to the COVID-19 pandemic have significantly impacted the way that many Federal
employees would have otherwise been using their accrued annual leave. The situation has been even more
acute for employees who have experienced an increase in the demands of their jobs (and therefore the
number of hours spent working) due to their engagement in COVID-19 response work. For that reason,
Department of Defense (DoD) and other Federal agencies have asked the US Office of Personnel
Management (OPM) to initiate changes to the employee annual leave forfeiture laws and regulations that help
to avoid a situation in which large numbers of Federal employees may be faced with “using or losing”
significant amounts of annual leave during the last quarter of the current leave year. Such a situation could
also significantly affect the ability of many organizations to accomplish their missions.

4. STATUS:

a. OPM has indicated that any changes to the current annual leave forfeiture requirements will require
Congress to change or grant an exception to the current annual leave laws. DoD and DAF view the potential
change as a priority, and are advocating for action on behalf of our civilian Airmen. However, given the
uncertainty of Congressional action as a possible solution, commands and organizations are strongly
encouraged to manage employee leave usage as they otherwise would during any other leave year.

(1) Supervisors should actively collaborate with their employees to plan, coordinate and timely approve
annual leave requests across what remains of the leave year so that their unit’s mission requirements
and individual employee’s needs are balanced and met. Supervisors are reminded that there is no
authority to deny civilian requests for annual leave based upon imposition or lifting of any Federal, state
or local travel restrictions or physical distancing requirements. Annual leave may not be denied
because the employee intends to travel out of the area. Annual leave may be requested for any
reason, or no reason at all. Therefore, a non-emergency request for annual leave should generally be
approved unless there is a mission-related reason to deny it; and any denial of non-emergency annual
leave should include an explanation of the reason for the denial and an identification of alternative
dates when the employee may take the requested annual leave.

(2) Employees should not assume (or wait for a Congressional decision) that they will automatically be
able to preserve “use or lose” past the end of the current leave year on 2 January 2021. Rather, civilian
employees should plan to schedule and use annual leave throughout the remaining 7 months of the
current leave year, and not wait until the last quarter of the leave year to schedule significant amounts
of “use or lose” annual leave. Under the current leave laws and regulations, the fact that earned annual
leave was not able to be used in a specific, desired way (for example, to travel to a popular vacation
destination) will not be a basis upon which an approving official will be able to approve restoration of
forfeited annual leave. While DoD has sought OPM engagement on a Congressional solution, there is
no guarantee that it will happen.

b. Current DAF Requirements to Restore Forfeited Annual Leave: Forfeited annual leave may only be
restored if it was forfeited due to (1) an administrative error; (2) exigency of the public service; or (3) employee
illness. Civilians are also entitled to restoration of any forfeited annual leave when they return from a
deployment assignment. Except for loss due to administrative error, annual leave restoration may only be
authorized if the leave was scheduled and approved for use, in writing, before the start of the third biweekly
pay period before the end of the leave year. For the current leave year which ends on 2 January 2021, this
means that only annual leave requested and approved in writing by 21 November 2020, but then later




cancelled and forfeited as a result of exigency of the public business or employee iliness, will be eligible for
restoration.

(1) Exigency of the public service: An exigency of the public service (i.e., an urgent need for an
employee to be at work) may be the basis for restoring forfeited annual leave that was scheduled in
advance, but then cancelled due to the identified exigency. Approval of an exigency is required prior to
denying previously approved leave requests. Within DAF, the decision to approve or deny restoration of
forfeited annual leave due to an exigency of the public service is determined as described in reference

(c).

(2) Employee illness: Annual leave may also be restored if it was scheduled in advance, but then not
taken due to an employee’s sickness or injury that occurred late in the leave year, or required so much
time off that the excess annual leave could not be rescheduled to be used before the end of the leave
year. Approvals to restore leave due to employee illness are also determined as described in reference

(c).

5. AFPC may release additional operational guidance and will be available to assist CPS. Restoration of
Forfeited Annual Leave guidance is also available on myPers, article # 25573.

6. Updates on the status of any OPM or Congressional actions will be monitored and provided upon receipt.

7. A1C POC: Ms. Fatina N. Williams, Chief, A1CM, fatina.n.williams.civ@mail.mil, (703) 693-9281.

Thank you,
John

Acting Director

Civilian Force Management
HQ USAF/A1C

1040 Air Force Pentagon
443-752-6755

FLY. FIGHT. WIN!



Subject: FOUO://Special Leave Accrual (US DoD civilians) USD, 16 April 2020

Importance: High

From: LOCK, CLINT E JR GS-14 USAF USAFE 86 FSS/FSC <clint.lock@us.af.mil>
Sent: Tuesday, April 21, 2020 4:24 PM

Subject: FOUO://Special Leave Accrual (US DoD civilians) USD, 16 April 2020
Importance: High

Commanders/Directors:

BLUF: We've received numerous inquiries expressing concern about the possibility of use or lose annual leave forfeiture
due to COVID-19. Inquiries include whether the Office of Personnel Management (OPM) or DoD plan to extend the
leave year, allow a higher leave carry over, or grant automatic Restoration of Annual Leave due to the crisis. They also
include inquiries about any planned extensions to the timeframes in which Time Off Awards, comp time, or comp time
for travel must be used. To date, no special rules have been granted in any of these areas. However, HAF has elevated
concerns on these matters to DoD for OPM engagement, and we hope to have further information to share within the
next few weeks regarding any possible changes. DoD is working on policy to extend the expiration of time off awards
from 2019.

DISCUSSION: Please keep in mind employees are still able to request and take personal leave (annual, sick,
compensatory time off, time off awards) during this crisis. Even though vacation and travel options may be limited at
the moment, there are many reasons why someone would want to or need to take leave that would not violate the
social distancing rules (e.g., illness of the employee or family member, go on a local hike, take a day off from work to
relax and relieve stress, etc). Management should only disapprove or discourage annual leave when dictated by mission
requirements.

KEY POINT: Leave disapprovals should be accomplished in writing, IAW the information in our Restoration of Forfeited
Annual Leave Factsheet, posted on the Ramstein CPO website in the event no special COVID-19 rules come into play,
and an individual request for restoration of an employee’s use-or-lose leave becomes necessary.

ADDITIONAL RESOURCES: (Related AFPC Q&As from Civilian Personnel Programs FAQs dated 17 April 2020)

Q: During the COVID-19 Pandemic, are there prohibitions on civilians earning or using certain types of leave?

A: Civilians may earn: annual and sick leave, compensatory time-off, compensatory time-off for travel, credit hours and
time off awards. There is no current Service prohibition on the use of civilian leave; those decisions are made locally,
based on command/organization mission requirements and the personal needs of an employee.

Q: Does the Department of Defense (DoD) plan to extend the leave year or grant automatic Restoration of Annual
Leave due to the COVID crisis?

A: DoD is continuing to monitor the situation and at this time, there are no changes to the end of the leave year or leave
restoration policies. Civilians may only carry 240 (CONUS) or 360 (OCONUS) hours of annual leave from one leave year to
another (Current leave year ends on January 2, 2021). Regulations allow for restoration of forfeited annual leave. Large
scale or group restorations can be approved, based on exigency. Restoration under an exigency is only authorized if use
of the leave was scheduled in advance, in writing, and was approved for use before the start of the third biweekly pay
period before the end of the leave year.



Q: Does DoD plan to extend the timeframe in which Compensatory Time Off AND Compensatory Time Off for Travel
can be used due to the COVID crisis?

A: DoD conducted research to see if there was any flexibility to modify or waive the provisions governing Compensatory
Time Off AND Compensatory Time Off for Travel given the impact the COVID pandemic is having on the DoD civilian
workforce. After reviewing the statute and regulations, DoD has determined that there is no such authority to modify
these provisions, even in a temporary manner. Such changes would require statutory or regulatory change. DoD is
continuing to monitor the situation and may consider legislative relief depending on the duration of the pandemic. At
this time, however, there are no changes to either of the Compensatory Time Off policies. The current rules and
authorities are as follows:

e Civilians must use their Compensatory Time Off within 26 pay periods or must be paid out (FLSA covered
employees) or forfeited (FLSA exempt). For the latter group, if it is determined that the employee’s failure to use
the time off was beyond the employee's control, it will be paid out.

e  Civilians must use their Compensatory Time Off for Travel within 26 pay periods or it will be forfeited. If
forfeiture was beyond the employee's control, an agency may extend the forfeiture deadline by up to an
additional 26 pay periods (one (1) year).

Q: Does DoD plan to extend the timeframe in which Time Off Awards can be used due to the COVID crisis?

A: Civilians must use their Time Off Awards within one year of the effective date; no extensions permitted. Payout is not
allowed. DoD is working on policy to extend the expiration of time off awards awarded during 2019. More guidance on
this issue is pending.

For additional information on COVID-19-related HR matters please see the extensive guidance posted on the Ramstein
CPO website. We will inform you of any possible changes in the areas discussed herein upon receipt, and we remain
postured to assist and advise you on available HR tools and flexibilities to meet your mission requirement and protect
your employees.

v/r
Clint

CLINT E. LOCK, GS-14, DAFC
Civilian Personnel Officer
Ramstein AB, Germany

86 FSS/FSC/Bldg 2120

DSN: 314 478-6680



UNDER SECRETARY OF DEFENSE
4000 DEFENSE PENTAGON
WASHINGTON, D.C. 20301-4000

PERSONNEL AND APR 16 2020
READINESS

MEMORANDUM FOR CHIEF MANAGEMENT OFFICER OF THE DEPARTMENT OF

DEFENSE

SECRETARIES OF THE MILITARY DEPARTMENTS

CHAIRMAN OF THE JOINT CHIEFS OF STAFF

UNDER SECRETARIES OF DEFENSE

CHIEF OF THE NATIONAL GUARD BUREAU

GENERAL COUNSEL OF THE DEPARTMENT OF DEFENSE

ASSISTANT SECRETARY OF DEFENSE FOR LEGISLATIVE
AFFAIRS

ASSISTANT TO THE SECRETARY OF DEFENSE FOR PUBLIC
AFFAIRS

DIRECTORS OF DEFENSE AGENCIES

DIRECTORS OF DOD FIELD ACTIVITIES

SUBJECT: Special Leave Accrual

The Department of Defense’s actions to stem the spread of coronavirus disease 2019
(COVID-19), to include restricting travel, has significantly limited the ability of Service
members to take leave during the national emergency. Leave is vital to the continued health and
welfare of our Service members and civilian workforce and is key to the Secretary of Defense’s
first priority in responding to COVID-19—protecting our Service members, DoD civilians, and
their families. Office of Personnel Management (OPM) civilian workforce policies already
make allowances for leave accrual under exigent circumstances pursuant to 5 U.S.C. § 6304(d).

Therefore, in recognition of the impact of the Department’s response to COVID-19 on
Service members’ ability to take leave and properly manage their leave balances, effective
March 11, 2020 through September 30, 2020, and pursuant to 10 U.S.C. § 701(f)(1)(A) and
(B)(iii), members of the Army, Navy, Air Force, Marine Corps, and Space Force performing
active service (as that term is defined in 10 U.S.C. § 701(a)) during the effective period, are
authorized to accumulate annual leave in excess of 60 days (not to exceed 120 days) as shown on
the end of month September 2020 Leave and Earnings Statement. Such members are further
authorized to retain such unused leave until the end of Fiscal Year 2023 (i.e., September 30, 2023).
The active service described here shall be considered qualifying duty for purposes of 10 U.S.C. §
701(H)(1)(B)(iii). This authorization does not apply to Service members who would otherwise be
authorized to accumulate leave in excess of 60 days as of October 1, 2020, under section
701(f)(1)(A) and (B)(i) and (ii) or under 701(f)(2) prior to this directive.

Commanders will continue to encourage and to provide members with the opportunity to
use their leave in the year in which it is earned.

My point of contact is Mr. Tim Fowlkes, who can be reached at 703-697-3793.

Matthew P. Donovan

cc: Commandant of the Coast Guard





