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1. Purpose.  To establish policy and procedures for electronic timecard submission and 
correction; to assign electronic timecard certification responsibilities; and to standardize 
procedures for requesting and approving leave, overtime, and compensatory time.  This is a 
complete revision and should be reviewed in entirety. 
 
2. Cancellation.  BUMEDINST 12000.1G. 
 
3. Scope and Applicability.  The procedures outlined in this instruction apply to all budget 
submitting office (BSO) 18 U.S. non-bargaining unit civilian personnel (hereafter referred to as 
civilian personnel, civilian employee(s), or employee(s)).  Appendix A includes references (a) 
through (cc).  Appendix B is a list of acronyms used in this instruction.  Appendix C includes 
labor type codes. 
 
4. Background.  Appendix A includes references (a) through (cc) and establishes detailed 
requirements and guidance governing civilian payroll, personnel management, employee 
entitlements, and record keeping thereby reducing the potential for fraud, abuse, and 
mismanagement of resources. 
 
5. Responsibilities.  Responsibilities of the commanders, commanding officers, officers in 
charge, heads of activities, Director for Resource Management and Comptroller, fiscal officers, 
human resources officers, time and attendance personnel, supervisory personnel, and individual 
employees are outlined in this instruction. 
 
6. Action.  Commanders, commanding officers, officers in charge, and heads of activities must 
ensure supervisory personnel and employees read and comply with policies and procedures 
stated in this instruction. 
 
7. Forms and Information Management Control  
 
 a. The U.S. Department of Labor (DOL), Office of Workers’ Compensation Program 
(OWCP) forms are available electronically at:  https://www.dol.gov/general/forms. 
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  (1) Form CA-1 Federal Employee’s Notice of Traumatic Injury and Claim for 
Continuation of Pay/Compensation 
 
  (2) Form CA-17 Duty Status Report 
 
 b. The SF are available electronically at:  http://www.gsa.gov/portal/forms/type/SF 
 
  (1) SF 52 Request for Personnel Action 
 
  (2) SF 1150 Record of Leave Data    
 
 c. OPM Form 71 Request for Leave or Approved Absence is available electronically at:  
http://www.opm.gov/forms/pdf_fill/opm71.pdf 
 
 d. The Department of Defense (DoD) forms are available electronically at:  
https://www.esd.whs.mil/Directives/forms/ 
 
  (1) DD Form 577 Appointment/Termination Record – Authorized Signature 
 
  (2) DD Form 1131 Cash Collection Voucher 
 
 e. The NAVMED Forms are available electronically at:  
https://www.med.navy.mil/Directives/NAVMED-Forms/ 
 
  (1) NAVMED 12600/1 Daily Time and Attendance Sheet 
 
  (2) NAVMED 12600/2 Work Schedule 
 
 f. OPNAV 5239/14 System Authorization Access Request Navy 
(SAAR-N) is available electronically at:  https://portal.secnav.navy.mil/orgs/FMC/FMB/FMB4/ 
Forms%20Library/OPNAV%205239-14%20SAAR-NAVY.pdf#search=5239. 
 
 h. Information Management Control.  The payroll and management audit reports required 
by this instruction are exempt from reports control by subparagraph 7n of SECNAV M-5214.1 of 
December 2005. 
 
 
 
  
  
 
Releasability and distribution: 
This instruction is cleared for public release and is available electronically only via the Navy 
Medicine Web site at, https://www.med.navy.mil/Directives/ 
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CHAPTER 1 
 

RESPONSIBILITIES 
 
1. Objectives 
 
 a. To ensure the time and attendance (i.e., presence or absence) of civilian employees is 
accurately recorded and reported in order to compute pay and allowances. 
 
 b. To facilitate internal and external reporting requirements. 
 
2. Time and Attendance Processing Structure 
 
 a. Commands must apply and operate a fully decentralized structure within the authorized 
timekeeping system.  A fully decentralized structure means the individual employee must enter 
their own time and attendance into the timekeeping system and verify their time and attendance 
as complete and accurate by the end of every pay period.  Civilian employees are also 
responsible for entering any current or prior pay corrections on their timecard and re-verifying 
their timecard.  This fully decentralized timekeeping system structure fulfills the requirement in 
reference (a) of appendix A that civilian employees attest to the accuracy of their time and 
attendance, including any exceptions such as the use of leave.  For more specific employee 
responsibilities see subparagraphs 5h(1) through 5h(4) of this chapter. 
 
 b. To ensure proper cost accounting for civilian labor and enhance audit readiness of the 
civilian pay process, Bureau of Medicine and Surgery (BUMED) activities must: 
 
  (1) Decentralize the timekeeping system, as described in subparagraph 2a of this chapter. 
 
  (2) Set up individual employee profiles in the timekeeping system so that each employee 
has access to only those lines of accounting (LOA) against which that employee’s time and 
attendance will be charged. 
 
  (3) Establish processes to ensure employees allocate their time and attendance accurately 
to the proper LOA based on actual hours worked.  Example:  An employee performs work on 
two reimbursable work orders.  The plan or budget called for that employee to spend 75 percent 
of his time on Project A and 25 percent on Project B.  The employee actually worked 80 percent 
of hours during the pay period on Project A and 20 percent on Project B.  The correct procedure 
would be for the employee to charge 64 hours (80 percent x 80 hours) against the Project A LOA 
and 16 hours (20 percent x 80 hours) to the Project B LOA in the timekeeping system. 
 
 c. In very rare and limited circumstances, Requirements, Resource, and Force Structure 
(BUMED-N8) may approve a centralized timekeeping system structure after certain conditions 
have been met.  A centralized timekeeping system structure means a timekeeper regularly inputs 
time and attendance data on an employee’s behalf.  To operate a centralized structure, the  
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command must obtain an annual centralized time and attendance waiver from BUMED-N8.  The 
command must submit a waiver request letter, with regional endorsement, as applicable, 
detailing unusual mission requirements that would preclude employees from inputting their own 
time and attendance in a decentralized timekeeping system structure.  Additionally, the command 
must include flow charts, risk analysis, and detailed risk mitigation activities delineating all 
internal control objectives listed in subparagraphs 2c(1) through 2c(7) of this chapter.  The 
control objectives include: 
 
  (1) Payroll transactions are properly authorized. 
 
  (2) Internal controls exist to prevent fraud, waste, and abuse. 
 
  (3) Documentation is retained and available for audit, per the guidelines given in 
references (d) and (e) of appendix A.  Reference (d) is available at The DoD Federal Regulations 
Web site at https://comptroller.defense.gov/fmr/. 
 
  (4) Certifying officers have a reasonable basis for relying on systems of internal control 
to ensure accuracy and legal compliance. 
 
  (5) The employee has attested to the accuracy of their time and attendance data. 
 
  (6) Overtime and compensatory time is requested, submitted, and approved per chapter 
10 of this instruction. 
 
  (7) BUMED-N8 will approve or disapprove all such requests.  Commands must not 
operate a centralized timekeeping system structure without proper approval from BUMED-N8. 
 
3. Time and Attendance System Access.  Per reference (a), OPNAV 5239/14 System 
Authorization Access Request Navy (SAAR-N) form is necessary to grant access to the 
timekeeping system and the Defense Civilian Pay System (DCPS) for employees that require 
access to employee master file data in these systems.  Typically, these employees are the time 
and attendance administrator or payroll customer service representative (CSR).  The appropriate 
data owner is responsible for reviewing and approving the SAAR-N form. 
 
4. Time and Attendance Certification 
 
 a. Certifying Officers.  Consistent with reference (c), volume 8, chapter 2, paragraph 
020502, the certification of time and attendance is an authorization for the expenditure of 
government funds.  At the end of each pay period, each employee’s time and attendance must be 
certified correct by the employee’s supervisor, acting supervisor, or other designated 
representative authorized to act as an alternate certifier.  Certification ordinarily must not be 
made earlier than the last workday of a pay period.  In some circumstances, such as when a legal 
holiday falls on a Friday or Monday, an early cutoff date may be established.  Controls must be 
in place to ensure that any change in attendance or absence certified by the supervisor that occurs 
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after the cutoff date is transmitted to DCPS with the current pay period data or with the next pay 
period’s data.  Reference (c) is available at The DoD Federal Regulations Web site at 
https://comptroller.defense.gov/fmr/. 
 
 b. Departmental Accountable Officials (DAOs).  As defined in reference (d), chapter 5, 
paragraph 050305, DAOs provide information, data, or services to certifying officers upon which 
certifying officers rely to certify vouchers for payment.  When certifying their employee’s 
electronic timecards, certifying officers rely on time and attendance data provided by time and 
attendance administrators; payroll CSRs; approvers of advanced annual leave, advanced sick 
leave, leave without pay (LWOP), and leave taken under the Family and Medical Leave Act 
(FMLA); and approvers of overtime and compensatory time.  This relationship means time and 
attendance administrators; payroll CSRs; approvers of advanced annual leave, advanced sick 
leave, LWOP, and leave taken under FMLA; and approvers of overtime and compensatory time 
are DAOs.  (Refer to chapters 4 through 6 for guidance on who must approve advanced annual 
leave, advanced sick leave, LWOP, and leave taken under FMLA.  Refer to chapter 10 for 
guidance on who must be appointed to approve overtime and compensatory time.) 
 
 c. Pecuniary Liability.  Under reference (e), a certifying officer has pecuniary liability for 
payments resulting from improper certifications.  Under reference (f), a DAO has pecuniary 
liability for an illegal, improper, or incorrect payment resulting from information, data, or 
services they negligently provide to a certifying officer and upon which the certifying officer 
relies when certifying a payment voucher. 
 
 d. Appointment.  Per reference (d), volume 5, chapter 1, paragraph 010303, the DD Form 
577 Appointment/Termination Record – Authorized Signature, must be used to designate all 
electronic timecard certifying officers and DAOs.  The commander or commanding officer, or 
their designee, must designate these positions in writing, via the DD Form 577 or Delegation of 
Authority (DOA).   
 
  (1) On the DD Form 577, supervisors, acting supervisors, or other designated 
representatives authorized to act as an alternate certifier must be appointed as “certifying 
officers.”  The DD Form 577 must include a written designation that apprises the certifying 
officer of pecuniary liability for all illegal, improper, or incorrect payments that result from 
negligent performance of duties. 
 
  (2) On the DD Form 577, approvers of advanced annual leave, advanced sick leave, 
LWOP, and leave taken under FMLA; and approvers of overtime and compensatory time must 
be appointed as “departmental accountable officials.”  The DD Form 577 must include a written 
designation that apprises the DAO of pecuniary liability for all illegal, improper, or incorrect 
payments that result from negligent performance of duties. 
 
  (3) On the DOA time and attendance administrators and payroll CSRs must be appointed 
to include narrative identifying the specific roles and responsibilities associated with the 
appointed position. 
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  (4) In addition to the position designation, the DD Form 577 must also include a 
description of the individual’s time and attendance responsibilities.  
 
  (5) The commander or commanding officer must note the separation of duties between 
the certifying officer (supervisor or their alternate who attests to or approves the time) and the 
time and attendance administrators (who relies upon the information attested to by the certifier) 
when preparing file transfer for DCPS.  Therefore, the DD Form 577 must specifically detail the 
duties and accountability for each person in the chain of events that lead to final transmission and 
disbursement of funds. 
 
 e. Procedures.  Per reference (c), volume 8, chapter 2, paragraph 020202, all time and 
attendance reports and other supporting documents must be reviewed and approved by a 
designated approving official.  This official, the certifying officer or DAO as identified in 
subparagraphs 4a and 4b of this chapter, must be aware of his or her responsibilities for ensuring 
accuracy of the reports and must have knowledge of the time worked and absence of employees 
for whom approval is given.  Certification of time and attendance documents must be based on: 
 
  (1) Knowledge from personal observation, work output, or designated representative, 
 
  (2) Checking data against other independent sources (such as validating starting and 
ending times of work using sign-in and sign-out sheets or time clock entries), 
 
  (3) Reliance on other internal controls, or 
 
  (4) A combination of controls. 
 
 f. Reporting.  Per reference (c), volume 8, chapter 2, paragraph 020601, civilian employee 
time and attendance data must be transmitted to DCPS by using positive (100 percent) reporting.  
Exception reporting is not authorized for BSO-18. 
 
5. Time and Attendance Roles and Responsibilities 
 
 a. The Commander or Commanding Officer must: 
 
  (1) Enforce a decentralized timekeeping system processing structure throughout the 
command.  A command may only operate a centralized timekeeping system processing structure 
with a properly approved waiver, from BUMED-N8, as outlined in subparagraph 2c of this 
chapter. 
 
  (2) Approve overtime and compensatory time requests, or delegate approval authority in 
writing to at least one organizational level above the level ordering the use of overtime or 
compensatory time, per reference (a) of appendix A.  The civilian employee’s immediate 
supervisor is responsible for ordering the use of overtime or compensatory time.  Requests for 
overtime and compensatory time must be submitted and approved by the appropriate individuals 
as outlined in chapter 10. 
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  (3) Approve advanced annual leave, advanced sick leave, LWOP, and leave taken under 
FMLA.  The commander or commanding officer may delegate this approval authority to at least 
two organizational levels above the employee.  Refer to chapters 4 through 6 for additional 
guidance on these topics. 
 
 b. The commander or commanding officer must ensure supervisors follow a verification 
process to provide reasonable assurance to meet the control objective that civilian employees’ 
time and attendance is complete and accurate.  Such verification processes may include use of 
the NAVMED 12600/1 Daily Time and Attendance Sheet, paper timesheets, electronic time 
clock, direct supervisor observation, etc.  To satisfy this control objective, it is recommended as 
a best practice that employees record their sign-in and sign-out times on their timecard in the 
timekeeping system on a daily basis. 
 
 c. Human Resource Officers must: 
 
  (1) Ensure personnel data supporting payment is updated accurately and timely. 
 
  (2) Coordinate all issues that relate to personnel management and civilian employee 
entitlements as outlined in references (a) through (aa) of appendix A or other governing 
manpower directives identified by the human resource office (HRO). 
 
 d. The Director for Resource Management/Comptroller must: 
 
  (1) Implement timekeeping and pay procedures in compliance with references (a) 
through (aa) of appendix A. 
 
  (2) Preserve all payroll records in a centralized location, as required, and prevent their 
loss or destruction.  Records must be maintained per references (c) and (d) of appendix A to 
support financial statement audits. 
 
  (3) Ensure all payroll records are handled per reference (g) of appendix A, the Privacy 
Act. 
 
  (4) Ensure an internal process is in place to check funds availability for all overtime and 
compensatory time.  Per reference (a) of appendix A, overtime budget estimates are required and 
must be developed on a realistic basis to assure the amounts approved as part of the budget will 
be considered a firm target and excessive overtime costs are not incurred. 
 
  (5) Monitor and manage compensatory time balances to ensure compensatory time is 
used within 26 pay periods or prior to an employee’s transfer to another command and to prevent 
paying the time out as overtime. 
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  (6) Ensure a biweekly (on pay period ending cycle) reconciliation occurs between a 
certified listing of employees (provided by the Human Resource Management department) and 
the actual pay records.  The Director for Resource Management/Comptroller will ensure 
appropriate investigation and resolution of all exceptions (e.g., timecards submitted for 
transferred or deceased employees).  The reconciliation and any subsequent corrective actions 
will be maintained on file for evidence of performance. 
 
  (7) Ensure a biweekly (on pay period ending cycle) reconciliation occurs between 
amounts DCPS paid in labor and the official accounting system general ledgers (in this case, 
DON Enterprise Resource Planning and General Fund Enterprise Business System) and the 
disbursement records reported to Treasury (Defense Cash Accountability System). 
 
 e. Resource managers and fund holders, per reference (d), volume 5, chapter 5, paragraph 
050303, in addition to other responsibilities, are responsible for designating the proper 
accounting classification on an obligation document before the obligation is incurred.  
Additionally, they are responsible for maintaining a system of positive funds control. 
 
 f. Depending on the size of the command and the workload, the command must designate a 
time and attendance administrator, a payroll CSR, or payroll technicians, as appropriate.  These 
individuals are responsible for implementing and overseeing the payroll and time and attendance 
program.  In designating one or all of these positions, the command must ensure the 
responsibilities outlined in subparagraphs 5f(1)(a) through 5f(1)(g), 5f(2)(a) through 5f(2)(i), and 
5f(3)(a) through 5f(3)(f) of this chapter are covered. 
 
  (1) Time and Attendance Administrator.  The time and attendance administrator will 
have full visibility of their area of responsibility.  They must: 
 
   (a) Provide the first line of defense for questions or problems. 
 
   (b) Prepare and ensure 100 percent of files for transfer to DCPS. 
 
   (c) Maintain user accounts. 
 
   (d) Provide training. 
 
   (e) Maintain system tables. 
 
   (f) Resolve exception reports. 
 
   (g) Coordinate with the timekeeping system helpdesk when system issues arise. 
 
  (2) The Payroll CSR must: 
 
   (a) Maintain employee data (e.g., shop, cost center, and supervisor assignment). 
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   (b) Coordinate with the time and attendance administrator to grant user access. 
 
   (c) Maintain work schedule codes. 
 
   (d) Maintain timekeeping system validation tables. 
 
   (e) Monitor input of time and attendance. 
 
   (f) Record work schedule, shift, and LOA. 
 
   (g) Maintain primary and alternate supervisors and certifiers. 
 
   (h) Serve as the DCPS CSR, validate new DCPS user accounts, maintain payroll 
tables, resolve DCPS exception reports, and provide selected payroll reports to the Comptroller, 
as requested. 
 
   (i) Generate and review the appropriate timekeeping system and DCPS reports and 
resolve any discrepancies to ensure payroll files are complete and accurate.  The DCPS reports 
may include, but are not limited to:  Conversion of hours report, invalid transaction report, and 
missing time report. 
 
  (3) Payroll Technicians must: 
 
   (a) Maintain a file of DD Forms 577 for all timecard certifying officers and DAOs as 
identified in subparagraphs 4a through 4b of this chapter.  None of these individuals will be 
granted civilian payroll privileges without a DD Form 577 on file.  If a user is found to have 
certification access in the timekeeping system without a DD Form 577 on file, the user’s account 
must be immediately locked until a valid DD Form 577 is obtained.  A supervisor will conduct 
an audit of all transactions to be reviewed and approved by the Comptroller prior to DD Form 
577 issuance and reinstatement of duties. 
 
   (b) Verify that the appropriate leave, overtime, and compensatory time code(s) have 
been used and the requests are approved in the timekeeping system. 
 
   (c) Inform timecard certifiers of any discrepancies on timecards, and reject timecards 
for corrective action. 
 
   (d) Keep timecard certifiers abreast of any changes in timekeeping procedures. 
 
   (e) Provide clarifications regarding timekeeping and pay procedures, when unusual 
situations arise. 
 
   (f) Verify that the employee has taken the mandatory training for the timekeeping 
system. 
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 g. Supervisors hold ultimate responsibility for ensuring their civilian employees’ time and 
attendance is accurately recorded and reported.  Per reference (c), volume 8, chapter 2, paragraph 
020202, when approving time and attendance reports, supervisors, other equivalent officials, or 
higher level managers are representing that, to the best of their knowledge, the actual work 
schedules recorded are true, correct, and accurate.  Review and approval must be made by the 
official, normally the immediate supervisor, most knowledgeable of the time worked and 
absence of the civilian employees involved.  Immediate supervisors of civilian personnel, 
equivalent officials, or higher-level managers must: 
 
  (1) Become familiar with all the pay and entitlements described in this directive. 
 
  (2) Ensure an alternate certifier is in place and properly trained for instances, such as 
leave, where the supervisor is unable to certify their employees’ timecards. 
 
  (3) Ensure each civilian employee is trained on the proper use of the timekeeping system 
and understands their responsibilities as outlined in this directive. 
 
  (4) Review and approve each civilian employee’s work schedule, as submitted on the 
NAVMED 12600/2 Work Schedule form.  Any changes to the employee’s work schedule must 
be submitted on the NAVMED 12600/2.  Supervisors or the payroll CSR are responsible for 
inputting all initial work schedules and changes into the timekeeping system and for maintaining 
a file of the NAVMED 12600/2 forms.  See chapter 2 for further guidance on work schedules. 
 
  (5) Ensure each civilian employee's time and attendance, including the use of leave, 
overtime, and compensatory time, is accurately recorded and reported in the timekeeping system.  
Ensure the leave or compensatory time hours taken on the employee’s timecard are supported by 
and do not exceed the number of hours authorized by the approved leave or compensatory time 
request.  The employee’s supervisor is responsible for following a process to validate, with 
reasonable assurance, that their employees’ time and attendance is complete and accurate.  The 
process may include use of the NAVMED 12600/1 Daily Time and Attendance Sheet, paper 
timesheets, electronic time clock, direct observation, e-mail verification, etc. 
 
   (a) Refer to the employee for correction of their current pay period timecard, if any 
time and attendance recorded is incorrect.  Review and certify the corrected time and attendance, 
as appropriate. 
 
   (b) For any prior pay corrections, ensure the employee corrects their timecard and re-
verifies the information provided.  Review and certify the prior pay corrections, as appropriate. 
 
  (6) Ensure all civilian employees’ time and attendance is submitted by the due date and 
time. 
 
  (7) Ensure all civilian employees verify their time and attendance for both weeks of the 
pay period. 
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  (8) Ensure civilian employees work all scheduled hours and all overtime hours.  Ensure 
civilian employees leave the work center at the end of their regular work schedule. 
 
  (9) Review, and approve as appropriate, all requests for leave submitted by civilian 
employees prior to the start of the leave period.  Leave requests are submitted and certified 
electronically in the timekeeping system.  Refer to chapters 4 through 6, 8, 9, and 11 for 
guidance regarding the specific types of leave. 
 
  (10) Submit all requests for their employees’ overtime and compensatory time to the 
properly delegated authority, as outlined in subparagraph 5a(1) of this chapter and in chapter 10.  
Requests will normally be submitted prior to the employee working the overtime or 
compensatory time or as soon as practicable thereafter.  As provided in chapter 10 of this 
directive, requests will be submitted and approved via the electronic overtime request module in 
the timekeeping system. 
 
  (11) Monitor and manage compensatory time balances to ensure compensatory time is 
used within 26 pay periods or prior to an employee’s transfer to another command and to prevent 
paying the time out as overtime. 
 
  (12) Maintain supporting documentation for their employees’ requests related to sick 
leave, leave taken under FMLA, LWOP, compensatory time off for travel, compensatory time 
for religious observances, and court leave.  Specific supporting documentation requirements are 
outlined in:  Chapter 5 for sick leave and leave taken under FMLA, chapter 6 for LWOP, chapter 
10 for compensatory time off for travel and compensatory time for religious observances, and 
chapter 11 for court leave. 
 
  (13) Review appropriate timekeeping system reports and resolve any discrepancies. 
 
 h. Civilian Employees must: 
 
  (1) Check-in with the payroll office during the on-boarding process to ensure they 
receive and fill out the proper paperwork and are granted appropriate access in the timekeeping 
system.  Upon departing the command, civilian employees must check-out with the payroll 
office to ensure their final paycheck is accurate and their timekeeping system access is removed 
timely and properly. 
 
  (2) Submit a work schedule request to their immediate supervisor on the NAVMED 
12600/2 within 2 working days of reporting onboard.  The NAVMED 12600/2 must be used for 
all subsequent work schedule changes.  See chapter 2 for further guidance on work schedules. 
 
  (3) Maintain his or her own electronic timecard in the timekeeping system.  Specifically, 
they must: 
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   (a) Ensure their electronic timecard reflects their exact time of arrival and departure 
for each day of work; otherwise, the appropriate leave is recorded.  The employee’s arrival and 
departure times must follow the verification process used by the employee’s supervisor.  To 
satisfy the control objective that the employee’s time and attendance is complete and accurate, it 
is recommended as a best practice that employees record their sign-in and sign-out times on their 
timecard in the timekeeping system on a daily basis. 
 
   (b) Account for any overtime or compensatory time worked, as ordered by their 
immediate supervisor and approved by the properly delegated authority, as outlined in 
subparagraph 5a(2) of this chapter and chapter 10. 
 
   (c) Verify the accuracy of information entered and save their timecard. 
 
   (d) Correct any current pay period time and attendance errors at the request of their 
supervisor.  The employee must notify their supervisor of the corrections to ensure their 
supervisor reviews the corrections and certifies the timecard, as appropriate. 
 
   (e) Enter any prior pay corrections and re-verify their timecard.  The employee must 
notify their supervisor of the prior pay corrections to ensure their supervisor reviews the 
corrections and re-certifies the timecard, as appropriate. 
 
   (f) Notify their supervisor when their timecard is available for certification. 
 
  (4) Submit leave requests to the appropriate approving authority via the timekeeping 
system, according to the procedures outlined in chapters 4 through 6, 8, 9, and 11. 
 
6. Derogatory Information Reporting.  Any individual covered under the scope of this 
instruction that becomes aware of credible and factual derogatory information, related to the 
requirements outlined herein, must forward that information to their local security management 
office for submission to the Defense Counterintelligence and Security Agency’s Central 
Adjudication Services as soon as it is discovered, per references (bb) and (cc).  Derogatory 
information, in the context of this instruction, includes but is not limited to, conduct involving 
questionable judgment, lack of candor, dishonesty, or unwillingness to comply with rules and 
regulations that raise questions about an individual's reliability, trustworthiness, and ability to 
protect classified or sensitive information.  This includes patterns of dishonesty or rule violations 
and evidence of significant misuse of Government or other employer's time or resources.  
Specific examples include, but are not limited to the following:  (1) an employee inputting 
regular graded (RG) time on their timesheet for hours that were not worked, (2) an employee 
requesting overtime, credit hours, or compensatory time for hours that were not worked, (3) a 
supervisor certifying an employee’s timesheet when the supervisor knows the hours reported are 
false, (4) any pattern of non-compliance with the requirements described within this instruction.  
Reports made to the security manager should be based on credible information that shows 
purposeful intent or a pattern of intent to commit a non-compliant action and should not be made 
solely due to a legitimate mistake by the individual covered under the scope of this instruction. 
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CHAPTER 2 
 

WORK SCHEDULES 
 
1. Basic Work Requirement.  Per reference (c), volume 8, chapter 2, paragraph 020305, the 
basic work requirement is defined as the number of hours, excluding overtime hours, an 
employee is required to work or to account for by charging leave.  The Office of Personnel 
Management (OPM) Handbook on alternative work schedules is available at:  
http://www.opm.gov/oca/aws/INDEX.asp and provides guidance on work schedules.  The 
information contained herein is a summary of the work schedules authorized within BSO-18.  
The commander or commanding officer at each BSO-18 activity has the authority to determine 
acceptable work schedules within their command, provided that it aligns to one of the 
permissible schedules per OPM guidance (see subparagraphs 3a through 3g of this chapter). 
 
2. Work Schedule Form.  All employees are required to work the same schedule as approved by 
their supervisor.  Newly reporting employees must submit a work schedule request, NAVMED 
12600/2 Work Schedule form, within 2 working days of reporting onboard.  Any changes to the 
employee’s work schedule must also be approved via the NAVMED 12600/2.  The supervisor or 
payroll CSR is responsible for inputting the employee’s initial work schedule and subsequent 
changes in the timekeeping system.  The employee’s work schedule must be input or updated in 
the timekeeping system prior to the employee entering time and attendance in the timekeeping 
system.  The supervisor or payroll CSR is also responsible for maintaining a file of the 
NAVMED 12600/2 forms.  Work schedules must be verified and updated at least annually by the 
payroll CSR. 
 
3. Permissible Schedules.  Employees may request to work an alternative work schedule, per 
OPM and DoD Guidance.  This request must be approved on the NAVMED 12600/2 by the 
employee’s supervisor and prove to be advantageous to the mission of BUMED.  Subparagraphs 
3a through 3g are the types of work schedules and alternate work schedules (AWS) approved for 
use within BSO-18 at the commander or commanding officer’s discretion: 
 
 a. Regular Work Schedule (AWS 0).  Monday through Friday with set hours of 8 hours a 
day within the core hours set by the command.  A basic workweek consists of 40 hours, for an 
80-hour pay period.  Employees will be charged leave according to their regular work schedule. 
 
 b. Flexitour (AWS 1) is a fixed work schedule.  The full-time employee adheres to the same 
start and stop times each day (8 hours per day and 40 hours per week).  For a part-time 
employee, the basic work requirement is the number of hours the employee is scheduled to work 
in the administrative workweek and the number of hours the employee is scheduled to work in 
the biweekly pay period. 
 
 c. Gliding (AWS 2) is a flexible work schedule where start times may vary daily, without 
notification, within the established flexible hours (8 hours per day and 40 hours per week).  For a  
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part-time employee, the basic work requirement is the number of hours the employee is 
scheduled to work in the administrative workweek and the number of hours the employee is 
scheduled to work in the biweekly pay period. 
 
 d. Variable Day (AWS 3) is a flexible work schedule whereby a full-time employee may 
vary arrival and departure times, and length of day, with prior approval.  A full-time employee 
has a basic workweek requirement of 40 hours each week.  For a part-time employee, the basic 
work requirement is the number of hours the employee is scheduled to work in the administrative 
workweek and the number of hours the employee is scheduled to work in the biweekly pay 
period. 
 
 e. Variable Week (AWS 4) is a flexible work schedule whereby a full-time employee may 
vary arrival and departure times, the length of the day, and number of hours worked each week.  
A full-time employee has a 10-day, 80-hour biweekly schedule requirement.  For a part-time 
employee, the basic work requirement is the number of hours the employee is scheduled to work 
in the biweekly pay period. 
 
 f. Maxiflex (AWS 5) is a flexible work schedule that contains core hours on fewer than 10 
workdays, whereby a full-time employee may vary arrival and departure times, the length of the 
day, and has a basic work requirement of 80 hours for the biweekly pay period. 
 
 g. Compressed Work Schedule (AWS 6) is a fixed work schedule, which enables full-time 
employees to complete the basic work requirement of 80 hours, in fewer than 10 full workdays 
in each biweekly pay period, by increasing the number of hours in the workday.  There are no 
flexible times in a compressed schedule.  Employee times of arrival and departure from work are 
set, as are the days on which the employee is to complete the basic work requirement.  
Employees working a compressed work schedule will be charged leave per their basic work 
schedule.  The two most common compressed schedules are: 
 
 (1) Employees permitted to work 4-10 hour days with one regular day off (RDO) each week. 
 
 (2) Employees permitted to work 8-9 hour days and 1-8 hour day with one RDO each pay 
period. 
 
4. AWS 
 
 a. The AWS program must not result in the establishment of additional supervisory 
positions, or require any supervisor to extend their workday beyond the scheduled hours of work.  
In situations where the presence of a supervisor is required, management will coordinate 
schedules of supervisory and nonsupervisory personnel to ensure office coverage. 
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 b. Participation in AWS 2 through AWS 6 is on a voluntary basis; no individual must be 
required to participate.  However, all requests to participate will be consistent with the mission 
requirements and workload demands.  In some cases, a supervisor may find it necessary to 
require certain individuals or organizational components to remain on the same work schedule or 
to adjust employees’ work hours (arrival and departure times) to accommodate the needs of the 
organization.  Further, a supervisor may temporarily suspend or change the day off, or 
permanently terminate participation in AWS 2 through AWS 6 within their organizational 
components for operational reasons. 
 
 c. A supervisor who denies or terminates participation in AWS 2 through AWS 6 must 
notify the employee in writing at least one full pay period in advance and submit a change in 
work schedule using the NAVMED 12600/2. 
 
5. Work Hours 
 
 a. Per the OPM Handbook on AWS, regular daytime working hours are defined as 0600 to 
1800.  When setting a compressed work schedule (AWS 6), the employee’s regularly scheduled 
tour of duty must be set between 0600 and 1800.  Otherwise, if the employee works outside 
regular daytime working hours (i.e., 1800 to 0600), the employee is entitled to night differential 
pay. 
 
 b. Each command may establish core working hours for their command.  If the command 
decides to establish core working hours, the command must determine what the core hours are 
and to what weekdays the core hours apply.  If an employee works on a day on which the 
command has established core hours, the employee must work the entirety of those core hours, 
or be on approved leave. 
 
6. Lunch Period.  During each shift, employees must be allowed a specific period of time off to 
eat lunch.  Per reference (i) of appendix A, a break in working hours of more than 1 hour may 
not be scheduled in a basic workday.  Per reference (j) of appendix A, this limitation applies to 
the lunch period.  The lunch period cannot be scheduled at the beginning or end of the shift.  The 
lunch period is non-compensable time, for which neither basic or overtime compensation is 
payable.  The length of the shift or workday will be extended by the length of the lunch period.  
An employee cannot forego their lunch period in order to shorten the length of the shift or 
workday.  Employees on regular work schedules must work 8 hours per day, excluding the lunch 
period; employees on alternative work schedules must work 80 hours every 2 weeks, excluding 
lunch periods.  Supervisors and employees must understand that a scheduled lunch period is free 
from all duty obligations, except in emergency situations. 
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CHAPTER 3 
 

PAYROLL RECORDS 
 
1. Time and Attendance Records.  Official time and attendance must be recorded in the 
timekeeping system for all employees.  Following a decentralized timekeeping system structure, 
each civilian employee is responsible for entering their own time and attendance into the 
timekeeping system and verifying their timecard.  Each immediate supervisor or their designated 
alternate is responsible for verifying and certifying each timecard for their civilian personnel.  
Supervisors are also responsible for verifying their civilian employees’ time and attendance is 
complete and accurate.  As determined by the commander or commanding officer, verification 
processes may include use of the NAVMED 12600/1 Daily Time and Attendance Sheet, paper 
timesheets, electronic time clock, e-mail verifications, etc. 
 
2. Electronic Timecard Entries 
 
 a. Employee Electronic Timecards 
 
  (1) Civilian employees will complete their timecards in the timekeeping system.  Civilian 
employees must be familiar with the type labor codes, provided in appendix C, to enter in the 
timekeeping system. 
 
  (2) Civilian employees must verify and ensure accuracy of their timecards. 
 
  (3) Civilian employees must submit all requests for leave electronically via the 
timekeeping system.  The official leave records for all civilian employees are maintained in the 
timekeeping system.  See chapters 4 through 6, 8, 9, and 11 for additional guidance on leave. 
 
  (4) As provided in chapter 10, overtime and compensatory time must be submitted in the 
timekeeping system.  See chapter 10 for specific guidance on overtime and compensatory time. 
 
 b. Changes after Timecard Submission.  If a civilian employee needs to change a previously 
submitted entry (i.e., leave was taken after timecard was submitted, and therefore was not 
recorded), the civilian employee must notify the supervisor of the need to revise a previously 
certified timecard.  After notifying the supervisor the civilian employee must record the 
appropriate prior pay period correction in the timekeeping system, verify the prior pay 
correction, and notify their supervisor of the corrected timecard.  The supervisor will then certify 
the correction in the timekeeping system, as appropriate. 
 
3. Certification of Electronic Timecards.  Certification of time and attendance records is 
required.  Under most circumstances, this will be accomplished by the civilian employee’s 
immediate supervisor.  When this is not feasible due to the supervisor’s absence, someone 
functioning in a supervisory capacity that is aware of the civilian employee’s attendance and is  
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properly designated as an alternate certifier (as discussed in chapter 1) must complete the 
certification.  As discussed in chapter 1, all individuals who certify timecards must have their 
DD Form 577, on file. 
 
 a. Certification must be accomplished prior to submission of the timecard. 
 
 b. In no instance will an employee certify his or her own timecard. 
 
 c. The payroll CSR or payroll technician will ensure a file of DD Forms 577 for each person 
authorized to certify time and attendance records for employees is maintained. 
 
4. Submission of Electronic Timecards.  Immediate supervisors will ensure the timely 
certification of timecards via the timekeeping system. 
 
5. Pay, Absence, and Leave.  The human resources officer, as well as references (a) through 
(aa) of appendix A, may be consulted for detailed guidance on pay, absence, and leave for 
civilian employees. 
 
6. Type Labor Codes (TLC).  Appendix C lists the commonly used TLCs for use by civilian 
employees.  This is not a complete list.  Questions regarding availability and use of TLCs may be 
addressed to the time and attendance administrator or payroll CSR. 
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CHAPTER 4 
 

EMPLOYEE ANNUAL LEAVE 
 
1. Annual Leave Accumulation 
 
 a. Full-time Employees.  The rate at which annual leave is earned depends upon the 
employee's length of service.  An employee whose appointment is for 90 days or longer earns 
annual leave beginning with the first full biweekly pay period in a duty status.  If an appointment 
is for less than 90 days, the employee is not entitled to annual leave until after being employed 
for a continuous 90 days under successive appointments, i.e., without a break in service.  Per 
reference (k) of appendix A, available at:  http://www.opm.gov/oca/leave/html/annual.asp, 
subparagraphs 1a(1) through 1a(3) accumulation rates apply: 
 
  (1) Four hours for each full biweekly pay period for an employee with less than 3 years 
of service. 
 
  (2) Six hours for each full biweekly pay period for an employee with 3, but less than 15 
years of service, except the accrual for the last full biweekly pay period in the year is 10 hours. 
 
  (3) Eight hours for each full biweekly pay period for an employee with 15 or more years 
of service. 
 
 b. Part-time Employees.  Part-time employees, for whom a regularly scheduled tour of duty 
on one or more workdays during each administrative workweek has been established, earn 
annual leave on a pro rata basis.  As described for full-time employees, 90 days continuous 
employment is a requirement to earn annual leave.  Per reference (k) of appendix A, 
subparagraphs 1b(1) through 1b(3) accumulation rates apply: 
 
 (1) One hour for each 20 hours in a pay status for an employee with less than 3 years of 
service. 
 
 (2) One hour for each 13 hours in a pay status for an employee with 3, but less than 15 years 
of service. 
 
 (3) One hour for each 10 hours in a pay status for an employee with 15 or more years of 
service. 
 
 c. Temporary Employees.  Temporary employees with an appointment of less than 90 days 
is entitled to accrue annual leave only after being currently employed for a continuous period of 
90 days under successive appointments without break in service. 
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 d. Maximum Accumulation and Restoration 
 
  (1) References (l) through (n) of appendix A provide guidance related to the maximum 
accumulation of annual leave.  The maximum amount of annual leave that can be carried forward 
from one leave year to the next varies depending on whether the civilian employee is stationed 
within the U.S., stationed outside the U.S., or is a member of the senior executive service (SES).  
Civilian employees should consult the human resource department (HRD), OPM guidance, or 
DoD guidance for additional information regarding maximum annual leave accumulation limits. 
 
  (2) Reference (k) of appendix A provides statutory authority for the restoration of annual 
leave in certain circumstances.  To understand these circumstances and the requirements that 
must be met for annual leave to be restored, civilian employees or their immediate supervisor 
should consult the HRD, OPM guidance, or DoD guidance.  If a civilian employee has restored 
annual leave, the employee should consult the time and attendance administrator, payroll CSR, 
or payroll technician to understand how the restored annual leave is accounted for in the 
timekeeping system. 
 
2. Scheduling Annual Leave.  Management is responsible for the planning and effective 
scheduling of annual leave throughout the year.  Positive action should be taken by supervisors 
to ensure annual leave is scheduled for use during the year so as to avoid situations where 
employees approach the end of the leave year with a significant amount of annual leave that must 
be used or forfeited.  While employees have an obligation to request annual leave in a timely 
manner, failure on their part to do so does not relieve management of its responsibility to ensure 
employees manage their leave.  When an employee chooses not to request to use annual leave to 
avoid forfeiture, the employee is not entitled to have the forfeited leave restored for later use. 
 
3. Granting and Approving Annual Leave 
 
 a. Per reference (j) of appendix A, annual leave is provided so that employees may have 
time off for recreation, vacation, etc., or for personal and emergency purposes.  The accrual of 
annual leave is the right of the employee, subject to the right of management to fix the time at 
which leave may be taken. 
 
 b. Annual leave must be taken in quarter hour increments. 
 
 c. Civilian employees must submit an electronic leave request in the timekeeping system 
and must notify their supervisor that a leave request is pending their approval.  The employee 
must enter the correct TLC, provided in appendix C, for the leave being requested. 
 
 d. The immediate supervisor must review all leave requests and indicate approval or denial, 
prior to the employee commencing leave.  As discussed in chapter 1, the immediate supervisor 
must have an authorized signature card, DD Form 577, on file with the payroll CSR or payroll 
technician. 
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 e. Annual leave should normally be requested at least 3 work days in advance.  It is 
incumbent upon the employee to determine whether or not annual leave has been approved prior 
to commencing leave.  Absence which could not be planned and approved in advance, due to 
unforeseen circumstances, must be reported to the employee’s supervisor as soon as reasonably 
possible prior to the start of the employee’s designated workday. 
 
 f. Annual leave requests for grade general schedule (GS)-10 and above equivalent 
personnel will first be charged against any accrued compensatory time prior to annual leave 
being charged.  Per reference (c) of appendix A, volume 8, chapter 3, paragraph 030301, if the 
employee's annual leave will be forfeited by the use of compensatory time, annual leave may be 
charged first.  It is strongly recommended that supervisors verify accrued compensatory time 
status prior to granting annual leave.  Further, plan well enough in advance for employees to use 
accrued annual leave.  As a steward of the taxpayer’s funds, an employee’s supervisor should 
work with the employee to ensure available compensatory time is used before annual leave. 
 
 g. Supervisors should verify that employees have enough annual leave to be able to take the 
number of leave hours requested. 
 
 h. When an employee has exhausted all accrued annual leave, LWOP will be charged.  In 
extenuating circumstances, when LWOP is requested with an accrued annual leave balance, it 
must be approved by the commander or commanding officer or by the appropriately delegated 
authority at least two organizational levels above the employee.  See chapter 6 for additional 
guidance on LWOP. 
 
 i. Leave and work schedules, as well as mission completion assignments, must be 
considered so there is minimized restored annual leave while completing the assigned mission. 
 
4. Recording Annual Leave.  The employee must record the annual leave hours taken on the 
appropriate days on their timecard in the timekeeping system.  Leave requests must be submitted 
and approved for each absence denoted on each timecard.  The total leave hours recorded on the 
timecard cannot exceed the number authorized on the approved annual leave request.  Employees 
must use the appropriate TLCs and premium codes given in appendix C, paragraphs 2, 5, and 6.  
Employees should see their time and attendance administrator, payroll CSR, or payroll 
technician for further guidance on applying the correct codes. 
 
5. Advanced Annual Leave.  Per reference (j) of appendix A, at management's discretion, a 
civilian employee may be granted annual leave in advance of its accrual with subparagraphs 5a 
through 5e being considered: 
 
 a. The amount that is advanced must not be greater than the amount that the employee will 
accrue during the remainder of the leave year. 
 
 b. Personnel actions that would interrupt normal accrual must not be pending. 
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 c. The balance of the employee's retirement fund should be sufficient to cover the advanced 
leave in the event of unexpected separation.  When an employee is terminated, the employee is 
required to refund any outstanding advanced annual leave balance; this will be deducted from the 
employee's paycheck, cash collection, or retirement fund. 
 
 d. The employee must submit a request for advanced annual leave in the timekeeping 
system, using the appropriate TLC given in appendix C, paragraph 2.  The employee must 
submit the request at least 2 weeks in advance.  The commander or commanding officer must 
approve advanced annual leave or must delegate approval authority to the organizational level at 
least two levels above the employee. 
 
 e. The employee must document advanced annual leave hours taken on the appropriate days 
on their timecard in the timekeeping system.  The hours taken cannot exceed the number 
authorized by the approved leave request. 
 
6. Delayed Receipt of Leave Balances from Another Activity.  If the official personnel folder 
containing SF 1150 Record of Leave Data, with the employee's actual leave balance is delayed in 
reaching the gaining activity, and the employee must take leave, the gaining activity is 
responsible for determining the amount of leave an employee has to their credit.  If necessary, 
the leave balance will be requested by telephone call to the releasing activity or obtained from 
the employee’s most current Leave and Earnings Statement.  The gaining activity is authorized 
to use the leave balance shown on the employee’s last Leave and Earnings Statement, subject to 
verification with the HRO. 
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CHAPTER 5 
 

EMPLOYEE SICK LEAVE 
 
1. Sick Leave Accumulation.   Per reference (j) of appendix A, available at:  
https://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-sheets/sick-
leave-general-information/, full-time employees accrue sick leave at the rate of 4 hours for each 
biweekly pay period.  Part-time employees accrue sick leave at the rate of 1 hour for each 20 
hours in a pay status.  There is no maximum limitation. 
 
2. Granting Sick Leave 
 
 a. Per reference (j) appendix A, sick leave is provided for the circumstances in 
subparagraphs 2a(1) through 2a(5): 
 
  (1) Personal medical needs 
 
  (2) Care of a family member 
 
  (3) Care of a family member with a serious health condition 
 
  (4) Adoption-related purposes 
 
  (5) Bereavement 
 
 b. Advanced Sick Leave.  Reference (m) of appendix A provides statutory authority for 
civilian employees to request advanced sick leave.  Per reference (c) of appendix A, volume 8, 
chapter 5, paragraph 050405, advanced sick leave may be granted to an employee, except when 
it is known or reasonably expected that the employee will not return to duty. 
 
 c. Depending on the circumstances, an employee may request accrued sick leave, advanced 
sick leave, LWOP, or may invoke their rights under the Family Friendly Leave Act or the 
FMLA.  For policies and guidance related to these types of leave and provisions, the employee or 
their immediate supervisor should consult the HRD, OPM guidance, or DoD guidance. 
 
 d. Sick leave must be taken in multiples of quarter hour increments. 
 
 e. When an employee has exhausted all accrued sick leave, LWOP will be charged.  In 
extenuating circumstances, when LWOP is requested with an accrued sick leave balance, the 
commander or commanding officer must approve the LWOP or may delegate approval authority 
to the organizational level at least two levels above the employee. 
 
 f. Use of sick leave for anything other than its intended purpose (i.e., where use of annual 
leave or earned compensatory time is more appropriate) is strictly prohibited, except in the sole 
exception noted in subparagraph 2g of this chapter. 
 

5-1 

https://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-sheets/sick-leave-general-information/
https://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-sheets/sick-leave-general-information/


 

 BUMEDINST 12000.1H 
 28 Mar 2023 
 
 g. An employee who becomes ill during a period of annual leave or earned compensatory 
time may have the period of illness charged to sick leave and the charge against annual leave or 
earned compensatory time reduced accordingly.  Application for substitution of sick leave for 
annual leave will be made to the supervisor via the timekeeping system after return to duty and 
will be substantiated in the same manner as any other request for sick leave. 
 
 h. Temporary employees are not eligible to accrue sick leave. 
 
3. Requesting Sick Leave 
 
 a. Where an employee is aware of the need to use sick leave, they should submit a leave 
request in the timekeeping system in advance of taking the sick leave.  Such instances where an 
advanced sick leave request would be necessary may include, but are not limited to:  a personal 
or a family member’s medical, dental, or optical examination; care for a family member with a 
serious health condition; bereavement; or adoption-related proceedings. 
 
 b. When the need to take sick leave in advance is not known, the employee must notify their 
supervisor as soon as reasonably possible prior to the start of their designated workday.  These 
instances may include, but are not limited to:  personal illness or incapacitation; or illness or 
incapacitation of a family member.  Upon returning to duty, the employee must submit a sick 
leave request in the timekeeping system. 
 
 c. When an employee wishes to request advanced sick leave, as described in subparagraph 
2b of this chapter, they must submit the request in the timekeeping system at least 2 weeks in 
advance.  Requests for advanced sick leave must include a statement from the employee's doctor 
indicating the reason for the request and the probable return to duty date. 
 
 d. For their leave requests, employees must use the TLCs and premium codes outlined in 
appendix C, paragraphs 2, 5, and 6.  Employees should see their time and attendance 
administrator, payroll CSR, or payroll technician for further guidance on applying the correct 
codes. 
 
4. Approving Sick Leave.  The approval level for sick leave requests depends upon the type of 
sick leave requested, no matter what statutory authority provides for the sick leave (i.e. Family 
Friendly Leave Act and FMLA). 
 
 a. Accrued Sick Leave.  The employee’s immediate supervisor will approve requests for 
accrued sick leave. 
 
 b. Advanced Sick Leave and LWOP.  The commander or commanding officer must approve 
advanced sick leave and LWOP (i.e., unpaid leave) or may delegate approval authority to the 
organizational level at least two levels above the employee. 
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 c. Supporting Documentation 
 
  (1) For periods of absence of more than 3 workdays, a medical certificate or other 
administratively acceptable evidence in support of the use of sick leave is required.  For periods 
of absence of 3 working days or less, evidence in support of such absence is normally not 
required.  However, in individual cases, if the supervisor has reason to believe an employee may 
be abusing sick leave, the HRD and HRO should be contacted immediately. 
 
  (2) FMLA.  When invoking their FMLA rights, per reference (j) of appendix A, the 
employee’s supervisor or appropriate leave approving authority has a right to 30 days advance 
notice from the employee, where practicable.  In addition, the supervisor or appropriate leave 
approving authority may require an employee to submit certification from a health care provider 
to substantiate that the leave is due to the serious health condition of the employee or the 
employee’s immediate family member.  Failure to comply with these requirements may result in 
a delay in the start of FMLA leave.  Supervisors may require employees to present certification 
of fitness to return to work when the absence was caused by the employee’s serious health 
condition.  The employee’s return to work may be delayed without proper certification. 
 
5. Recording Sick Leave.  Upon returning to duty, employees will record the sick leave hours 
taken on the appropriate days on their timecard in the timekeeping system.  The total leave hours 
recorded on the timecard cannot exceed the number authorized by the approved sick leave 
request.  Employees must use the appropriate TLCs and premium codes given in appendix C, 
paragraphs 2, 5, and 6.  Employees should see their time and attendance administrator, payroll 
CSR, or payroll technician for further guidance on applying the correct codes. 
 
6. The Federal Employees’ Compensation Act (FECA).  FECA is administered by the Office of 
Workers' Compensation Programs (OWCP) of the U.S. Department of Labor (DOL).  All 
civilian employees are covered under the Act.  Employees are provided compensation benefits 
for disability due to personal injury sustained while in the performance of duty or due to 
employment-related disease.  FECA also provides for the payment of benefits to dependents if 
the injury or disease causes the employee's death. 
 
 a. The HRO processes OWCP claims and maintains file copies.  BUMED does not have 
authority to approve or deny any employee's claim for compensation benefits.  This authority lies 
solely within the DOL. 
 
 b. Employees should report every job-related injury to their supervisor as soon as possible; 
medical documentation is required for all injury-related absences. 
 
 c. For continuation of regular pay, applicable codes of date of injury (LU) and traumatic 
leave (LT) will be utilized; “LU” will be used for day of injury and “LT” will be used for days 
thereafter.  Employees or their immediate supervisor should see their time and attendance 
administrator, payroll CSR, or payroll technician for further guidance on applying the correct 
TLCs. 
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 d. Employees or their immediate supervisor should consult the HRD for policy and 
guidance related to benefit information, instructions, applicable and required forms, and 
important deadlines regarding FECA.  Additional information is also available on the DOL Web 
site at http://www.dol.gov/owcp/dfec/regs/compliance/ca-11.htm. 
 
7. Voluntary Leave Transfer Program.  The OPM Web site provides detailed information, 
forms, and instructions at https://www.opm.gov/policy-data-oversight/pay-leave/leave-
administration/fact-sheets/voluntary-leave-transfer-program/. 
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CHAPTER 6 
 

EMPLOYEE LEAVE WITHOUT PAY 
 
1. Leave Without Pay (LWOP).  Per reference (c), volume 8, chapter 5, paragraph 0523 and 
reference (j) of appendix A, LWOP is a temporary nonpay status and absence from duty that, in 
most cases, is granted at the employee's request.  Approval is a matter of administrative 
discretion.  The commander or commanding officer must approve LWOP or may delegate 
approval authority to the organizational level at least two levels above the employee.  An 
employee cannot demand LWOP as a matter of right, except in the cases of disabled veterans 
under Executive Order 5396 and Reservists or National Guardsmen who are entitled to LWOP 
when they are required to perform military training duties.  Annual and sick leave should be 
exhausted prior to taking LWOP.  The effects of LWOP need to be carefully researched 
regarding benefits, career tenure, and within grade increases. 
 
2. Granting LWOP.  LWOP will be granted to an injured employee for at least the first year the 
employee is receiving injury compensation under 5 U.S.C. §8102.  In all other cases, LWOP will 
be granted only when the services of the employee can be spared, and when it is clear that at 
least one of the circumstances in subparagraphs 2a through 2d exists: 
 
 a. Increased job ability will result. 
 
 b. Protection or improvement of the employee's health will result. 
 
 c. Retention of a desirable employee who would otherwise leave the organization. 
 
 d. A bona fide emergency exists. 
 
3. Applications for LWOP.  LWOP for 30 calendar days or less must be requested via the 
timekeeping system, using the appropriate TLC given in appendix C, paragraph 3.  The 
employee's time and attendance reports will show the exact dates of LWOP.  For LWOP in 
excess of 30 calendar days or requests for extensions of LWOP, which in total would exceed 30 
calendar days, the supervisor must provide the HRO an SF-52 Request for Personnel Action.  If 
the LWOP request is made for health reasons, the employee may be requested to furnish a 
statement from their physician or other licensed health care practitioner, indicating the need for 
the absence and the prognosis of the employee's ability to return to work at the end of the period 
of LWOP.  An employee's absence on extended LWOP and subsequent return to duty must be 
recorded in their official personnel folder.  The employing office must process a personnel action 
(SF-52) for each instance of extended LWOP. 
 
4. LWOP for Employees Who Have Permanent Change of Station (PCS) to the Continental 
United States (CONUS).  All locally hired dependent employees who have completed 12 months 
of overseas Federal service within a 10-year period, and have a favorable performance rating, are  
 
 

6-1 



 

 BUMEDINST 12000.1H 
 28 Mar 2023 
 
authorized to take a total of 6 months of LWOP.  The employee may request two 3-month 
extensions by submitting an OPM Form 71 to the director for human resources at least 30 days 
prior to the expiration of the LWOP period.  At the expiration of the LWOP authorization(s), the 
civilian liaison to HRO will process a termination action. 
 
5. Unauthorized Absence 
 
 a. When an employee is absent from duty without authorization and does not give 
notification to their supervisor, the employee should be carried in a pending or non-pay status 
until their supervisor determines the cause of the absence.  If the supervisor subsequently 
approves and authorizes sick leave or annual leave, upon returning to work, the employee must 
submit the appropriate leave request in the timekeeping system.  Upon the supervisor’s approval 
of the leave request, the employee must make the appropriate entry on their timecard in the 
timekeeping system.  The hours recorded on the timecard cannot exceed the number authorized 
by the approved leave request.  If the absence is disapproved, it will be charged as AWOL.  If 
AWOL is charged for a period of less than a full workday, the time in the timekeeping system 
should be charged in exact hours and minutes. 
 
 b. If unauthorized absence continues for a period of 5 workdays, and if it appears the 
employee has no intention of returning to duty, the HRD and HRO should be contacted 
immediately. 
 
 c. If an employee notifies their supervisor they are ill and unable to report to work, and if 
the application for sick leave is subsequently denied, such absence would normally be charged as 
AWOL. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6-2 



 

 BUMEDINST 12000.1H 
 28 Mar 2023 
 

CHAPTER 7 
 

EMPLOYEES ON TEMPORARY ADDITIONAL DUTY STATUS 
 
1. Temporary Additional Duty (TAD).  When a civilian employee is absent from duty en route 
to attending temporary duty or training classes, and not on location within the normal working 
area, normal daily schedules will be credited for work hours, Monday through Friday.  Civilian 
employees may be entitled to compensatory time off for travel for time spent in a travel status 
away from the employee’s official duty station when such time is not otherwise compensable.  
Specific guidance on compensatory time off for travel is provided in chapter 10. 
 
 a. To avoid overtime or compensatory time, a supervisor may direct an employee on an 
AWS to revert to a regular work schedule (8 hours a day, 40 hours a week) for the entire pay 
period(s) the TAD occurs. 
 
 b. When extended sessions or weekend sessions require more than 40 hours a week, the 
excess hours may be credited as overtime or compensatory time.  The request for overtime or 
compensatory time must be submitted and approved following guidance provided in chapter 10. 
 
 c. All annual leave planned before or after TAD will be submitted and approved via in the 
timekeeping system, prior to commencing TAD.  See chapter 4 for additional guidance on annual 
leave. 
 
2. TAD for Permanent Part-time Employees.  Permanent part-time employees on TAD will be 
paid their basic work scheduled hours for the actual hours during TAD, at straight pay up to 40 
hours per week, Sunday through Saturday. 
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CHAPTER 8 
 

EMPLOYEE HOME LEAVE 
 
1. Home Leave Accumulation.  Per reference (o) of appendix A, home leave is specially 
authorized leave earned by service abroad for use in the U.S., in the Commonwealth of Puerto 
Rico, or U.S. territories or possessions by employees serving under a transportation agreement.  
Home leave is accrued at a rate from 0 days to 15 days every 12 months, as prescribed in 
reference (p) of appendix A.  Follow the guidelines in reference (p) of appendix A to determine 
the employee’s accrual rate.  Home leave is credited to an employee’s leave accounts separately 
from their normally accrued annual leave. 
 
2. Requesting and Recording Home Leave.  In advance of taking home leave, the employee 
must submit a leave request for home leave in the timekeeping system, using the appropriate 
TLC given in appendix C, paragraph 2.  The employee’s immediate supervisor is responsible for 
reviewing and approving the request.  The employee must account for the leave hours taken on 
the appropriate timecard in the timekeeping system.  The leave hours taken cannot exceed the 
number authorized by the approved leave request. 
 
3. Granting Home Leave 
 
 a. Accumulated home leave may be granted only after an employee has established an 
entitlement by completing 24 months of continuous service overseas, provided the employee will 
be returning to service overseas following the home leave.  Generally, an employee will choose 
home leave in conjunction with renewal agreement travel.  However, employees may choose to 
take home leave to and from the U.S., Puerto Rico, or other U.S. territories or possessions at 
their own expense.  It may also be taken in conjunction with TAD performed in those places. 
 
 b. Per reference (p) of appendix A, the minimum charge for home leave is 1 day and 
additional charges are in multiples thereof. 
 
4. Additional References.  For additional information regarding home leave, see reference (c) of 
appendix A, volume 8, chapter 5, paragraph 0518 and reference (q) of appendix A, volume 1260. 
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CHAPTER 9 
 

EMPLOYEE ADMINISTRATIVE LEAVE AND EXCUSED ABSENCE 
 
1. Administrative Leave During Suspended Operations.  Per reference (c) of appendix A, 
volume 8, chapter 5, paragraph 0515, administrative leave may be granted when employees are 
prevented from working due to extreme weather conditions or other severe disruptions.  Volume 
610 of reference (q) of appendix A and reference (r) of appendix A govern the administrative 
dismissal of employees in situations where the commander or commanding officer uses their 
authority to close all or part of an activity and, consistent with that closure, administratively 
excuses the non-mission essential civilian workforce.  This includes unanticipated curtailment of 
operations based on extreme weather, natural disasters (fires, floods, earthquakes), emergency 
rescue work, unforeseen interruptions of transportation or building services (maintenance work 
projects, breakdown of machines, power failures, and safety risks), or Force Protection Condition 
Delta.  This authority is not intended to cover extended periods of interrupted or suspended 
operations that can be anticipated sufficiently in advance to permit arranging for assignment to 
other work or scheduling of annual leave, use of compensatory time off, or LWOP.  The 
commander or commanding officer will establish and publish emergency dismissal and closure 
procedures that are appropriate for the activity’s location.  In addition to the guidance referenced 
here, the commander or commanding officer should consult the HRD when developing 
emergency dismissal and closure procedures.  Per reference (q) of appendix A, volume 610, 
subparagraphs 1a and 1b criteria apply to the administrative dismissal of employees: 
 
 a. Group dismissal should be rare and authorized only when conditions are severe or normal 
operations would be significantly disrupted.  This authority may not be used to create the effect 
of a holiday (to include activity down time and training days). 
 
 b. Group dismissal authority may be used for short periods.  Group dismissals will normally 
not exceed 3 consecutive workdays in a single period.  When approving group dismissals, the 
local commander or commanding officer must consider the practices of private employers in the 
area and the severity of working or commuting conditions.  Employees approved for regular and 
situational telework who are not able to report to their assigned office location due to office 
closure or dismissal as a result of adverse weather or other emergencies must telework when the 
capability to telework is available at an approved telework site. 
 
2. Excused Absence.  Per reference (c) of appendix A, volume 8, chapter 5, paragraph 0514, 
excused absence is an absence from duty, administratively authorized, without loss of pay and 
without charge to leave.  The commander or commanding officer has the authority to grant 
excused absence in limited circumstances for the benefit of the activity’s mission or a 
government-wide recognized and sanctioned purpose.  See reference (c) of appendix A, volume 
8, chapter 5, paragraph 0514 and reference (q) of appendix A, volume 630 for common situations 
in which agencies generally excuse absence without charge to leave.  In addition to the guidance 
referenced here, the commander or commanding officer should consult the HRD when 
determining if circumstances meet excused absence criteria. 
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3. Documentation.  When administrative leave or excused absence is authorized under these 
conditions, the command will direct civilian employees to generate the appropriate leave request 
and document the hours accordingly on their electronic timecard in the timekeeping system. 
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CHAPTER 10 
 

EMPLOYEE OVERTIME, COMPENSATORY TIME, AND CREDIT HOURS 
 
1. Overtime and Compensatory Time 
 
 a. Overtime and compensatory time are for emergent circumstances only.  Examples of 
conditions that warrant overtime or compensatory time include: 
 
  (1) Unannounced requirements for nonrecurring reports or responses to higher authority. 
 
  (2) Unforeseen loss of manpower for which no replacement or substitute can be used. 
 
  (3) Unforeseen loss of equipment for which no replacement or substitute can be used. 
 
 b. Per reference (c) of appendix A, volume 8, chapter 2, paragraph 051001, compensatory 
time earned may be granted for irregular or occasional overtime work only.  It is not authorized 
for regularly scheduled overtime work. 
 
 c. Per reference (a) of appendix A, the approval of overtime and compensatory time must be 
vested in the commander or commanding officer or, as delegated in writing, to at least one 
organizational level above the level ordering the use of overtime or compensatory time.  The 
civilian employee’s immediate supervisor is responsible for ordering the use of overtime or 
compensatory time. 
 
 d. As a rule, overtime and compensatory time must be approved by the properly delegated 
authority in advance of the performance of the work.  The only exception will be truly emergent 
situations that the supervisor could not anticipate. 
 
2. Overtime and Compensatory Time Requests.  BUMED will process overtime and 
compensatory time requests in the timekeeping system through the overtime request module.  
This electronic form satisfies the requirement that overtime and compensatory time is properly 
authorized and approved.   
 
 a. Electronic Request in the Timekeeping System.  The employee’s supervisor is 
responsible for ordering the use of overtime or compensatory time and must fill out and submit 
the request in the timekeeping system on the employee’s behalf.  The supervisor must use the 
appropriate overtime and compensatory time TLCs listed in appendix C, paragraphs 1 and 4.  
The employee’s supervisor should also provide a justification in the appropriate field, certifying 
that the work is essential, cannot be accomplished during normal working hours, and no 
coworker has the experience or ability to complete the requirement. 
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  (1) The employee’s supervisor must submit the overtime or compensatory time request in 
the timekeeping system for review and approval to the properly delegated authority as outlined in 
subparagraph 1c of this chapter.  The approver may provide additional remarks in the appropriate 
field on the overtime or compensatory time request. 
 
  (2) The electronic request for overtime or compensatory time must be routed and 
approved in the timekeeping system before the overtime or compensatory time can be earned. 
 
  (3) During the overtime or compensatory time request and approval process, an internal 
process for ensuring funds availability must be followed. 
 
 b. Upon approval of the overtime or compensatory time request, the employee must account 
for the hours earned on their electronic timecard in the timekeeping system, using the appropriate 
TLC listed in appendix C, paragraphs 1 and 4.  The overtime or compensatory time hours earned 
cannot exceed the number authorized by the approved overtime or compensatory time request. 
 
 c. To use compensatory time earned, the employee must submit a leave request in the 
timekeeping system, using the appropriate TLC appendix C, paragraph 4.  The employee’s 
immediate supervisor is responsible for reviewing and approving the request for compensatory 
time taken.  The employee must record the hours taken on the appropriate days on their timecard.  
The hours taken cannot exceed the number authorized by the approved leave request. 
 
3. Compensatory Time Off For Travel.  Per reference (s) of appendix A, compensatory time off 
for travel is earned by an employee for time spent in a travel status away from the employee's 
official duty station when such time is not otherwise compensable.  To be entitled for 
compensatory time off for travel, the employee’s TAD (funded or no-cost) must be for work-
related purposes only.  Employees on TAD orders as non-medical attendants or for any other 
non-work related purposes are not entitled to earn compensatory time off for travel.  If entitled to 
it, compensatory time off for travel cannot be denied by management or waived by the 
employee.  If management does not wish to grant compensatory time off for travel, management 
can choose not to send civilian employees on TAD.  
 
 a. Compensable Time.  Per reference (t) of appendix A, “compensable” refers to periods of 
time creditable as hours of work for the purpose of determining a specific pay entitlement. 
 
 b. Creditable Travel.  Per reference (t) of appendix A, to be creditable under this provision, 
travel must be officially authorized.  In other words, travel must be for work purposes and must 
be approved by official travel orders.  For the purpose of compensatory time off for travel, time 
in a travel status includes: 
 
  (1) Time spent traveling between the official duty station and a temporary duty station. 
 
  (2) Time spent traveling between two temporary duty stations. 
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  (3) The "usual waiting time" preceding or interrupting such travel (e.g., waiting at an 
airport or train station prior to departure).  Each command has the sole and exclusive discretion 
to determine what is creditable as "usual waiting time." 
 
  (4) An "extended" waiting period, i.e., an unusually long wait during which the employee 
is free to rest, sleep, or otherwise use the time for his or her own purposes, is not considered time 
in a travel status. 
 
 c. Commuting Time.  Per reference (t) of appendix A, commuting time is handled according 
to the scenarios in subparagraphs 3c(1) through 3c(3) of this chapter: 
 
  (1) Travel outside of regular working hours between an employee's home and a 
temporary duty station or transportation terminal outside the limits of his or her official duty 
station is considered creditable travel time.  However, the employee's normal home-to-work and 
work-to-home commuting time must be deducted from the creditable travel time. 
 
  (2) Travel outside of regular working hours between a worksite and a transportation 
terminal is creditable travel time, and no commuting time offset applies. 
 
  (3) Travel outside of regular working hours to or from a transportation terminal within 
the limits of the employee's official duty station is considered equivalent to commuting time and 
is not creditable travel time. 
 
 d. Calculating Compensatory Time Off For Travel.  OPM provides examples for calculating 
creditable travel time, available at https://chcoc.gov/sites/default/files/trans577.pdf. 
 
 e. Crediting, Use, and Approval.  Compensatory time off for travel is credited and used in 
quarter hour increments. 
 
  (1) As with other overtime and compensatory time request procedures, the employee’s 
supervisor must submit the request for the employee to earn compensatory time off for travel 
prior to the employee commencing travel.  The request must include:  the electronic overtime 
request in the timekeeping system, a copy of the employee’s TAD orders, a copy of the complete 
flight itinerary with any changes indicated on the itinerary, and a detailed explanation of travel 
compensatory time being requested.  The request will be approved by the properly delegated 
authority as outlined in subparagraph 1c of this chapter.  The employee’s supervisor is 
responsible for maintaining the documents in support of the employee’s compensatory time off 
for travel. 
 
  (2) Upon approval of the compensatory time off for travel, the employee will post the 
compensatory time off for travel earned on the corresponding current or prior period timecard(s) 
in the timekeeping system.  Compensatory time off for travel earned cannot exceed the number 
of hours authorized by the approved compensatory time off for travel request.  The employee  
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must use the appropriate TLC given appendix C, paragraph 4.  The employee must sign their 
current or amended timecard, and the employee’s supervisor must certify the timecard(s) for the 
current or prior pay periods. 
 
  (3) To use compensatory time off for travel, the employee must submit a leave request in 
the timekeeping system, using the appropriate TLC in appendix C, paragraph 4.  The employee’s 
immediate supervisor is responsible for reviewing and approving the request for compensatory 
time off for travel taken.  The employee must record the hours taken on the appropriate days on 
their timecard in the timekeeping system.  The hours taken cannot exceed the number authorized 
on the approved leave request. 
 
 f. Forfeiture.  Per reference (t) of appendix A, compensatory time off for travel is forfeited: 
 
  (1) If not used by the end of the 26th pay period after the pay period during which it was 
earned. 
 
  (2) Upon voluntary transfer to another agency. 
 
  (3) Upon movement to a non-covered position. 
 
  (4) Upon separation from the Federal Government. 
 
 g. Under no circumstances may an employee receive payment for unused compensatory 
time off for travel. 
 
4. Compensatory Time for Religious Observances.  All employees, including senior executive 
service (SES), GS, and Federal Wage System, may be granted compensatory time off for 
religious observances as provided for in reference (u) of appendix A.  Per reference (c) of 
appendix A, chapter 5, paragraph 051005, compensatory time for religious observances may be 
granted to employees whose personal religious beliefs require not working during certain times 
of the workday or workweek. 
 
 a. Per reference (c) of appendix A, employees are required to submit a written request for an 
adjusted work schedule in advance for religious compensatory time.  The request for time off 
should not be granted without simultaneously scheduling the hours during which the employee 
will work to make up the time.  Only the number of hours of work needed to make up for 
previous or anticipated absences from work for religious observances may be scheduled.  The 
adjusted work schedule must be documented on the NAVMED 12600/2 Work Schedule form 
and approved by the employee’s supervisor. 
 
 b. As provided in subparagraphs 2a through 2a(3) of this chapter, religious compensatory 
time hours must be requested and approved via the electronic overtime request module in the 
timekeeping system.  The request must be approved by the properly delegated authority as 
outlined in subparagraph 1c of this chapter.  The request should be supported by the employee’s 
adjusted work schedule and plan for making up the previous or anticipated absences. 
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 c. To use any previously earned religious compensatory time balance, the employee must 
submit a leave request in the timekeeping system, using the appropriate TLC in appendix C, 
paragraph 4.  The employee’s immediate supervisor is responsible for reviewing and approving 
the request. 
 
 d. The employee must document religious compensatory time earned and taken on their 
timecard in the timekeeping system, using the appropriate TLC appendix C, paragraph 4.  In 
either case, the time documented must not exceed the hours authorized on the approved religious 
compensatory time request or leave request. 
 
 e. Per reference (v) of appendix A, premium pay provisions for overtime work do not apply 
to compensatory time worked for religious observances. 
 
 f. For additional guidance on the handling of compensatory time for religious observances, 
refer to the HRD, OPM guidance, and reference (c) of appendix A, chapter 5, paragraph 051005. 
 
5. Credit Hours.  Per reference (c) of appendix A, chapter 5, paragraph 0512, credit hours are 
any hours, within a flexible schedule, which are in excess of an employee’s basic work 
requirement and which the employee voluntarily elects to work so as to vary the length of a 
workday or workweek.  These hours are performed at the employee’s option, with supervisor 
concurrence in advance of working the hours.  Credit hours are distinguished from overtime and 
compensatory time hours in that they do not constitute overtime work, which is officially ordered 
and approved in advance by the properly delegated authority as discussed in subparagraph 1c of 
this chapter.  Note:  Not all employees are eligible to earn credit hours, see the payroll CSR to 
determine if the command is eligible. 
 
 a. Full-time or part-time employees under flexible work schedules may earn credit hours if 
agency policies for flexible work schedules or union agreements permit.  Agencies may permit 
GP (pay plan designator for physicians and dentists pay plan employees) and GS employees, 
wage employees, and DoD nonappropriated fund employees under flexible work schedules to 
earn credit hours.  Further guidance regarding credit hours is available at:  
http://www.opm.gov/oca/worksch/html/Cred_hrs.asp. 
 
 b. Credit hours must be earned and used in the same increments as other leave.  Employees 
may not earn and use credit hours in the same day. 
 
 c. Credit hours may not be earned during lunch breaks. 
 
 d. Credit hours must be earned before use and documented on the employee’s timecard in 
the timekeeping system, using the appropriate TLC as provided in appendix C, paragraph 4. 
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 e. To use credit hours, an employee must submit a leave request in the timekeeping system 
to their immediate supervisor for approval.  The employee must record the credit hours taken on 
the appropriate days on their timecard.  The hours cannot exceed the number authorized on the 
approved leave request.  See appendix C, paragraph 4 for the appropriate TLC. 
 
 f. Per reference (w) of appendix A, full-time employees may not accumulate more than 24 
credit hours to be carried forward for credit against a later pay period.  The 24 credit hours 
carried forward must be accounted for the same as other types of leave.  Credit hours in excess of 
the maximum allowed for accumulation will be forfeited.  Refer to the payroll CSR or HRO for 
further guidance on part-time employee accumulation ceiling and pay period usage ceiling. 
 
 g. Employees receive no additional pay for credit hours when these hours are credited to 
their account.  Credit hours must be exhausted prior to separation (transfer, resignation, 
retirement, etc.).  Credit hours not taken must be paid at the employee’s current hourly rate when 
an employee is no longer subject to a flexible work schedule program or upon separation.  For 
full-time employees, not more than 24 accumulated credit hours can be paid.  Refer to the payroll 
CSR or HRO for guidance on part time employee maximum payout. 
 
 h. Employees must not use credit hours to increase the entitlement to overtime pay.  An 
employee must not be paid Sunday pay or holiday pay for credit hours. 
 
 i. Members of the SES are prohibited from accumulating credit hours under a flexible work 
schedule program per reference (aa) of appendix A. 
 
 j. Credit hours cannot be earned by employees on AWS 6.  See chapter 2 for additional 
information on authorized work schedules for BSO-18. 
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CHAPTER 11 
 

EMPLOYEE COURT LEAVE 
 
1. General.  Leave for jury or witness service is authorized per reference (x) of appendix A.  Per 
reference (c), chapter 5, paragraph 0516, civilian employees are authorized paid time off (court 
leave) when summoned to serve as a juror or as a witness in a nonofficial capacity on behalf of 
any party in connection with any judicial proceeding that the U.S., the District of Columbia, or a 
State or local government is a party. 
 
 a. Official Capacity.  Civilian employees who perform witness service in an official 
capacity on behalf of the U.S. or District of Columbia government, a State or local government, 
or a private party must not be paid witness fees nor must the time served as a witness be charged 
to court leave or annual leave.  The time must be recorded as official duty.  If any fees are paid, 
then they must be turned in to the employing activity. 
 
 b. Nonofficial Capacity.  Civilian employees who testify in a nonofficial capacity on behalf 
of a private party to which the U.S., the District of Columbia, a State, or local government is not 
a party are not entitled to court leave. The employee must take annual leave or LWOP.  He or 
she is entitled to the fees and expenses related to such witness service. 
 
 c. Intermittent Employees.  Intermittent civilian employees are not eligible for court leave. 
 
2. Requirements.  An employee who is under proper summons from a court to serve on a jury 
should be granted court leave for the entire period, regardless of the number of hours per day or 
days per week the employee actually serves on the jury during the period.  Jury service for which 
an employee is entitled to court leave does not include periods when the employee is excused or 
discharged by the court, either for an indefinite period, subject to call by the court or for a 
definite period in excess of 1 day.  Therefore, an employee may be required to return to duty or 
be charged annual leave if excused from jury service for 1 day or even a substantial part of a day. 
The employee may not, however, be required to return to duty if it would cause a hardship.  In a 
case where a return to work would present a hardship on the employee because of the distance of 
the court from their residence or place of duty, or in the case of an employee engaged in night 
work, court leave may be approved. 
 
3. Annual Leave.  If an employee is on annual leave when called for jury duty or witness 
service, then court leave must be substituted.  No charge must be made to annual leave for the 
court service. 
 
4. Requests for and Use of Court Leave 
 
 a. Employees must submit a leave request in the timekeeping system for court leave, using 
the applicable TLC in appendix C, paragraph 4.  The employee’s immediate supervisor must  
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approve the court leave request in advance of the employee taking the court leave.  The request 
must be supported by the court order, subpoena, or summons, if one was issued.  The employee’s 
immediate supervisor is responsible for retaining the supporting documentation. 
 
 b. The employee must record court leave taken on their electronic timecard in the 
timekeeping system, using the applicable TLC in appendix C, paragraph 2.  The employee’s 
certificate of attendance should support the court leave being taken.  The employee’s immediate 
supervisor is responsible for retaining the supporting documentation.  The hours recorded cannot 
exceed the number authorized by the approved leave request. 
 
5. Service Payment and Retention of Fees 
 
 a. Jury Duty Service 
 
  (1) Civilian employees who perform jury duty service on behalf of a State or local court 
are paid jury duty fees.  An employee cannot retain these fees and must return these fees to the 
employing activity by money order or personal check.  A certificate of attendance from the clerk 
of the court must also be submitted.  The certificate shows the inclusive dates of jury duty and 
the amount of fees the court paid to the employee.  The certificate of attendance separately 
should identify fees and allowances.  Fees received by the employee are collected while 
allowances are not collected.  If the certificate of attendance does not identify allowances 
separately, then all moneys are considered fees and must be collected.  The employee may keep 
reimbursements for expenses received from the court, authority, or party that caused the 
employee to be summoned and may keep fees that exceed the employee’s compensation for the 
days of service.  An employee serving on a jury in a state or local court who waives or refuses to 
accept jury fees is still liable to the U.S. Government for the fees he or she would have received.  
The amount of any waived or refused fees must be collected from the employee as a salary 
overpayment. 
 
  (2) Civilian employees who perform jury duty service on behalf of the U.S. or District of 
Columbia government are not paid jury duty fees. 
 
 b. Witness Service 
 
  (1) Civilian employees who perform witness service on behalf of a State or local 
government in a nonofficial capacity are paid witness fees.  An employee cannot retain these fees 
and must return these fees to the employing activity by money order or personal check.  A 
certificate of attendance from the clerk of the court must also be submitted.  The certificate 
shows the inclusive dates of witness service and the amount of fees the court paid to the 
employee.  The certificate of attendance separately should identify fees and allowances.  Fees 
received by the employee are collected while allowances are not collected.  If the certificate of 
attendance does not identify allowances separately, then all moneys are considered fees and must  
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be collected.  The employee may keep reimbursements for expenses received from the court, 
authority, or party that caused the employee to be summoned and may keep fees that exceed the 
employee’s compensation for the days of service. 
 
  (2) Civilian employees who perform witness service on behalf of a private party in a 
nonofficial capacity to which the U.S., District of Columbia, or a State or local government is a 
party are not paid witness fees.  If fees are paid to an employee while serving in a nonofficial 
capacity, then the employee cannot retain those paid fees.  Such fees must be turned in to the 
payroll CSR at the employing activity.  An employee may keep reimbursements for expenses 
received from the court, authority, or party that caused the employee to be summoned. 
 
 c. Holiday.  When a holiday occurs during the time an employee is on jury duty or witness 
service, the employee can keep the jury duty or witness service fee paid for the holiday. 
 
 d. Non-workday.  If an employee is called to jury duty on a non-workday, then the 
employee may keep the fees paid. 
 
 e. Submission of Fees.  When required as outlined in subparagraph 5b(1) of this chapter, 
civilian employees must submit their money order or personal check to the payroll CSR.  DD 
Form 1131 Cash Collection Voucher must be used to account for the returned fees. 
 
 f. Payroll Deduction.  Fees not submitted in a timely manner are subject to payroll 
deduction.  Payroll deductions to collect the fees will be made in the next regular pay period. 
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CHAPTER 12 
 

EMPLOYEE OTHER COMPENSATION 
INCLUDING PAY UNDER TITLE 38 

 
1. Title 5 Night Differential Pay.  Night differential, at the rate of 10 percent of the hourly basic 
rate, is payable to employees for work between 1800 and 0600, if the regular tour of duty 
includes work during such hours.  The day that an employee’s shift begins is designated as the 
day of work for night differential purposes.  Accordingly, the hourly basic rate is multiplied by 
10 percent, with the result adjusted to the nearest cent, counting one-half cent and over as a 
whole cent.  The hours worked must be part of the regular tour.  An employee is entitled to a 
night differential for a period of paid leave only when the total amount of that leave in a pay 
period, including both night and day hours, is less than 8 hours.  Exceptions to this rule are 
employees on court leave, military leave, including leave for law enforcement and encampment 
purposes, time off with pay for a holiday, official travel status, administrative leave, 
compensatory time used, credit hours used, continuation of regular pay, and time off awards.  
Employees receive night differential when temporarily assigned during the administrative 
workweek to a daily tour of duty that includes night work.  Night differential is payable for 
overtime work between the hours of 1800 and 0600, if the overtime is regularly scheduled in 
advance of the administrative workweek. 
 
2. Title 5 Sunday Premium Pay.  This premium applies only to employees, graded and 
ungraded, whose basic workweek includes Sunday.  Employees are entitled to Sunday premium, 
not to exceed 8 hours, and overtime for any work performed on Sunday, outside of their basic 
workweek schedule.  Sunday premium is not payable for overtime work. 
 
3. Title 38 Premium Pay.  Per reference (q) of appendix A, volume 540, and the delegated 
agreement between OPM, Veterans’ Affairs, and DoD, BUMED implemented Title 38 premium 
pay authorities for Navy medicine activities under reference (z) of appendix A. 
 
 a. Background.  DoD has authorized the use of Title 38 premium pay in lieu of Title 5 
premium pay to recruit and retain certain critical or hard-to-fill health care positions.  Although 
similar to Title 5, the Title 38 premium pay rules are more generous regarding the hours worked 
in which premium pay is authorized.  The most significant difference under Title 38 is the 
weekend premium, which includes Saturday hours, and official on-call duty pay, which does not 
exist under Title 5. 
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 b. Eligibility 
 
  (1) The listed permanent, temporary full-time or part-time employees performing direct 
patient care are covered under reference (z) of appendix A and are eligible for Title 38 premium 
pay. 
 

SERIES DESCRIPTION 
0180 Clinical Psychologist 
0185 Social Worker 
0603 Physician Assistant 
0610 Registered Nurse 
0620 Licensed Practical Nurse 
0630 Dietician 
0631 Occupational Therapist 
0633 Physical Therapist 
0636 Rehabilitation Therapy Assistants (Physical Therapy Assistant), 

(Occupational Therapy Assistant) 
0642 Nuclear Medicine Technician 
0644 Medical Technologist 
0647 Diagnostic Radiologic Technologist 
0648 Therapeutic Radiologic Technologist 
0649 Medical Instrument Technician 
0651 Respiratory Therapist 
0660 Pharmacist 
0661 Pharmacy Technician 
0665 Audiologist or Speech Pathologist 
0667 Prosthetist or Orthotist 
0669 Medical Records Administration 
0675 Medical Records Technician 
0681 Dental Assistant  
0682 Dental Hygienist  
0683 Dental Laboratory Technician  
0858 Biomedical Engineers 

 
  (2) Under volume 540 of reference (q) of appendix A, intermittent employees, unless on 
a regular tour of duty, are not eligible for Title 38 additional (premium) pay. 
 
  (3) Nurses on the Baylor Plan are not eligible for additional pay under this section. 
 
  (4) Physicians and dentists under physicians and dentists pay plan are not eligible for 
additional pay under this section. 
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 c. General Title 38 Premium Pay Rules 
 
  (1) Title 38 premium pay is based on an hourly rate of basic pay derived by dividing the 
employee’s annual basic pay by 2,087 hours and rounding to the nearest whole cent, counting 
one-half cent and over as a whole cent. 
 
  (2) The biweekly and annual limitation on premium pay under Title 5 does not apply to 
employees covered by this Title 38 authority. 
 
  (3) Title 38 premium pay is not considered basic pay for benefits purposes, such as health 
insurance, life insurance, and retired pay. 
 
  (4) An eligible employee may request in writing and be granted compensatory time off in 
lieu of overtime pay, but they may not be required to accept compensatory time. 
 
  (5) Eligible employees can receive more than one type of premium pay for the same 
period of service.  Under those circumstances, the amounts are calculated separately.  For 
example, an employee who works weekend duty but also includes night differential will be paid 
the weekend period as additional pay, calculated separately on the hourly rate of pay, as well as, 
the night differential additive, calculated separately against the basic hourly rate of pay. 
 
  (6) An employee may not receive overtime pay in addition to Holiday Pay for the same 
period.  An employee who works in excess of 8 hours in a day on a holiday receives holiday pay 
for each hour of work on that day. 
 
  (7) Director, Manpower and Personnel (BUMED-N1) must be consulted prior to a 
commander or commanding officer making a determination to terminate Title 38 premium pay 
for an employee or employees. 
 
  (8) Work units in which shift work is performed must ensure schedules are developed 
and monitored for the most effective use of the Title 38 premium pay rules to ensure a consistent 
application of the rules and scheduling.  Schedules must provide payroll time and attendance 
with all the necessary information required to ensure accurate documentation of hours worked. 
 
 d. Description and Use of Title 38 Premium Pay 
 
  (1) On-Call Pay 
 
   (a) An employee officially scheduled to be on-call outside normal duty hours must be 
paid an additional hourly premium of 15 percent of their hourly rate of basic pay for each hour in 
which the employee is officially in an on-call status outside the facility. 
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   (b) An employee on official Title 38 on-call status must remain within the designated 
commuting distance, must remain fit for duty, and must be prepared to return to the place of 
work immediately upon notification to do so. 
 
   (c) The commander or commanding officer, without further delegation, must 
designate in writing which work units may use on-call procedures for the civilian workforce.  
Within that work unit, the supervisor or department head may determine which employees may 
be scheduled for on-call duty.  An employee should not be scheduled to be on-call unless it is 
essential for such employee to be immediately available to return to duty. 
 
   (d) If called back to work, the employee’s on-call status ends and regular or overtime 
pay starts.  Once the work is finished, the employee returns to on-call status.  Regardless of the 
duration of work, the time spent at work is deemed to be at least 2 hours for pay purposes.  A 
part-time employee is eligible if they are regularly scheduled to be in an on-call status. 
 
   (e) If an on-call employee becomes unfit or unavailable to return to work, the 
employee is required to report the situation immediately to his or her supervisor, or acting 
supervisor, and is immediately removed from the on-call duty status and the entitlement to the 
special pay ends. 
 
   (f) Title 38 on-call duty is not to be confused with traditional “beeper or telephone” 
duty.  For example, a clinician may carry a beeper or cell phone at all times for the purposes of 
providing telephone consultation.  An employee in this situation is not restricted in their activity 
and is not considered to be in an official “on-call” duty status for purposes of obtaining 
additional compensation (premium pay) for those off-duty hours.  There is no provision under 
current law, Title 5 or Title 38, to provide compensation for this type of telephone duty.  It is 
incumbent upon management to understand that physicians and dentists are ineligible for official 
Title 38 on-call pay. 
 
  (2) Weekend Duty Pay  
 
   (a) Weekend duty pay is an additional 25 percent of the civilian employee’s hourly 
rate of base pay for all hours of a tour of duty, if any part of the tour of duty falls between 
midnight Friday and midnight Sunday. 
 
   (b) A civilian employee can receive weekend premium pay for two separate tours of 
duty.  For example, if a nurse works from 2200 Friday to 0600 Saturday, and then from 2200 
Sunday to 0600 Monday, all 16 hours must be paid at the weekend premium rate. 
 
  (3) Tour (Night) Differential Pay 
 
   (a) An eligible employee may receive an additional 10 percent of their hourly rate of 
base pay for each hour in a tour of duty in which a minimum of 4 hours of that tour of duty fall 
between 1800 and 0600. 
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   (b) If the employee works less than 4 hours between 1800 and 0600, then the 
employee must be paid additional pay for each hour of work performed between 1800 and 0600. 
 
  (4) Holiday Pay  
 
   (a) A full-time Title 38 eligible employee on a 40-hour basic workweek who works 
on a holiday must receive for each hour of work on the holiday basic pay plus the Holiday 
premium for each hour of work on the holiday.  When the basic workweek of an eligible 
employee includes portions of two tours of duty on a holiday, the holiday benefit must apply to 
the shift that begins on the holiday.  When a full-time eligible employee performs work on a 
holiday, such duty is deemed to be at least 2 hours in duration for purposes of Holiday Pay. 
 
   (b) A part-time or intermittent eligible employee must be paid Holiday Pay only for 
work performed on the actual calendar holiday, no in lieu of day will be designated. 
 
   (c) Holiday pay is 100 percent of the employee’s hourly rate of basic pay for any 
hour(s) of work performed on the holiday (0001 to 2400). 
 
   (d) A nurse on the Baylor Plan (two 12-hour tours of duty on a weekend) may not 
receive holiday pay for work that is performed during the employee’s regularly-scheduled tour of 
duty.  For example, if a nurse on the Baylor Plan is scheduled to work a weekend in which either 
Saturday or Sunday is a Federal or National Holiday, he or she will not receive the Holiday 
premium for work performed on that day. 
 
   (e) If an employee works overtime on a holiday, they must be paid the Holiday rate 
and not the overtime rate of pay. 
 
  (5) Overtime Pay 
 
   (a) An eligible employee (except for nurses under the Baylor Plan) who performs 
work that is officially ordered and approved in excess of 40 hours in an administrative 
workweek, or in excess of 8 hours in a day, must receive overtime pay at a rate of 1.5 times his 
or her hourly rate of basic pay.  An eligible employee covered by a compressed work schedule 
must receive overtime pay for hours officially ordered and approved work in excess of the 
compressed work schedule. 
 
   (b) Except as otherwise provided, irregular or occasional overtime work of less than 1 
hour will be calculated in increments of 15 minutes.  An eligible employee must perform at least 
15 minutes of such overtime work to receive additional pay for such work. 
 
   (c) Overtime work performed by an eligible employee on a day when work was not 
scheduled, or for which he or she is required to return to the work place, is deemed to be at least 
2 hours in duration for the purposes of overtime pay.  When an employee is called from on-call 
duty to perform overtime work, these provisions apply and the on-call duty is suspended. 
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   (d) Overtime pay under Title 38 authority is not limited by the provisions of reference 
(z) of appendix A, i.e., overtime pay is paid at the rate of 1.5 times the hourly rate of basic pay 
and is not capped at the GS-10 level. 
 
  (6) Compensatory Time Off 
 
   (a) An eligible employee may request in writing and be granted compensatory time 
off in lieu of overtime pay for regularly-scheduled or irregular and occasional overtime work.   
The amount of the compensatory time off will equal the amount of time spent in overtime work.  
An intermittent employee may not request and be granted compensatory time off in lieu of 
payment for overtime work. 
 
   (b) An employee may not be required to accept compensatory time off in lieu of 
payment for overtime work. 
 
   (c) Compensatory time off should be used as soon as possible after it is earned but 
not later than the end of the 26th pay period following the pay period in which it is earned.  Any 
unused compensatory time off must be paid at the overtime rate at which it was earned. 
 
   (d) A nurse who is on the Baylor Plan may not be granted compensatory time off in 
lieu of overtime pay. 
 
  (7) Payments During Periods of Leave and Authorized Absence 
 
   (a) An eligible employee may not be charged leave during periods of regularly-
scheduled on-call duty, nor receive additional pay for regularly-scheduled on-call duty when, 
because of leave or other authorized absence, the employee is not expected to be able to return to 
work immediately. 
 
   (b) When on court leave or military leave, an eligible employee is entitled to such 
additional pay as he or she otherwise would have received based on his or her established 
schedule. 
 
   (c) When on annual or sick leave or on compensatory time off, an eligible employee 
is entitled to tour differential pay for a period of paid leave only when the total amount of leave 
in a pay period is less than 8 hours. 
 
   (d) When excused from work because of a holiday or in lieu of holiday, an eligible 
employee is entitled to any otherwise appropriate tour differential pay. 
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TITLE 38 / TITLE 5  QUICK REFERENCE COMPARISON CHART 
 

PREMIUM PAY 
HOURLY RATE 
OF BASE PAY 

ADDITIVE 

 
TITLE 38 RULES 

 
TITLE 5 RULES 

On-Call Pay 15% Premium for all hours  
On-Call 

No equivalent 

Weekend Duty Pay 25% Premium pay for all hours 
in a tour of duty if any part 
of the tour is between 2400 
Friday and 2400 Sunday 

Premium only for 
actual hours worked 
on Sunday 

Tour (Night) 
Differential Pay 

10% Premium pay for each hour 
in a tour of duty between 
1800 -0600 if at least  
4 hours of tour between  
1800-0600, otherwise same 
as Title 5 

Only actual hours 
worked between 
1800-0600 

Holiday Pay 100% Premium pay for hours 
worked on Holiday.  
Overtime at Holiday rate. 

Same as Title 38 
except holiday 
overtime at overtime 
rate 

Overtime Pay 50% Overtime rate based on 
actual rate of base pay 
(no cap) 

Overtime rate 
capped at GS-10 
Step 1 
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CIVILIAN PAYROLL ACRONYMS 
 
Acronym Definition 
 
AWS Alternate Work Schedule 
AWOL Absence Without Leave 
BSO Budget Submitting Office  
BUMED Bureau of Medicine and Surgery 
CSR Customer Service Representative  
DAO Departmental Accountable Official 
DCPS Defense Civilian Pay System 
DoD Department of Defense 
DOL United States Department of Labor 
FECA Federal Employees’ Compensation Act 
FMLA Family and Medical Leave Act  
GS General Schedule 
HRD Human Resource Department  
HRO Human Resource Office 
LWOP Leave Without Pay 
OPM Office of Personnel Management 
OWCP Office of Workers’ Compensation Program 
RDO Regular Day Off 
SAAR-N System Authorization Access Request-Navy 
SES Senior Executive Service 
TAD Temporary Additional Duty 
TLC Type Labor Code 
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TYPE LABOR CODES 
 
This table lists commonly used Type Labor Codes (TLC) for use by civilian employees.  This is 
not a complete list.  Questions regarding availability and use of TLCs should be addressed to the 
time and attendance administrator. 
 
1. Regular Work and Overtime TLCs 
 

CODE DESCRIPTION 
CH Holiday Compensatory Time Earned (Title 38 Only) This code is used for 

compensatory time worked on a holiday. 
CS Sunday Compensatory Time Earned (Title 38 Only) This code is used for 

compensatory time worked on a Sunday.  It is also valid on Saturday if the Saturday 
time continues into Sunday. 

HA Holiday Saturday (Title 38 Only) This code is used for working on a holiday that is 
on a Saturday.  It is also valid on a Friday shift that falls into a Saturday. 

HC Holiday Work, Callback – Holiday work callback during regularly scheduled work 
hours.  

HG Holiday Work (Graded) – Holiday pay for graded employees who work on the 
holiday. 

HU Holiday Sunday (Title 38 Only) This code is used for working on a holiday that is 
on a Sunday.  It is also valid on a Saturday or Monday if the employee’s shift falls 
into those days from the Sunday. 

OB  On-Call – This is a premium pay for employees who are considered 'on call.'  It is 
paid for hours outside of the regular schedule when the employee is on call and 
available to come back to work if needed.  

OC Overtime, Callback – Unscheduled – Additional hours of work not scheduled in 
advance, on a day when work was not scheduled.  This code is also used to report 
additional hours of work for an employee required to return to his or her place of 
work.   

OD  Sunday Overtime (Title 38 Only) This code is used for Overtime that is worked on 
a Sunday.  It is also valid on Saturday if the Saturday time continues into Sunday. 

OH Holiday Overtime (Title 38 Only) This code is used for Overtime that is worked on 
a Holiday.  If this code is used on a Saturday, Saturday Premium will also be paid. 

OS Overtime, Scheduled – Additional work hours scheduled in advance.  Graded 
employees’ night differential, when appropriate, is payable on scheduled overtime.   

OU Overtime Unscheduled – Additional hours of work not scheduled in advance.  
Night differential for graded employees is not payable on unscheduled overtime.   

OX Overtime, Unscheduled Exception.  This code can be used on a nonscheduled 
workday.   
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Code Description 
RG Regular (Graded) – Straight time pay for graded employees regardless of scheduled 

hours worked. 
SG Sunday Work (Graded) – Sunday pay for full-time graded employees when Sunday 

is a regularly scheduled workday during the administrative workweek.  . 
SW Saturday Pay (Title 38 Only) This code is used for regular time that is worked on a 

Saturday.  The employee receives additional pay for working on a Saturday.  It is 
also valid on Friday if the Friday time continues into Saturday. 

 
2. Leave Hours – Paid TLCs 
 

Code Description 
LA Annual Leave.   
LB Advanced Annual Leave.  This code is used if an activity has approved advanced 

annual leave coming in on the timecard.   
LC Court Leave.  This code is used when an employee is absent from work for the 

reason of jury duty or for attending judicial proceedings in a nonofficial capacity as 
a witness on behalf of a State or local Government. 

LF Forced Annual Leave.  The use of this code is the same as for regular annual leave 
(Code LA).  This code gives management the option of distinguishing between 
annual leave directed to be taken and annual leave used at the employee’s request. 

LG Advanced Sick Leave.  This code is used if an activity has approved advanced sick 
leave coming in on the timecard. 

LH Holiday Leave. 
LK Home Leave. 
LM Military Leave. 
LN Administrative Leave.  Paid excused leave given by management. 
LP Restored Annual Leave Account #3.  If the employee’s annual leave balance is 

insufficient to cover annual leave and restored annual leave account #1 and #2 are 
insufficient, the system will default to this code.  At the end of the leave year, any 
remaining balance will be moved to leave code LQ. 

LQ Restored Annual Leave Account #2.  If the employee’s annual leave balance is 
insufficient to cover reported annual leave and restored annual leave account #1 is 
insufficient, the system will default to this code.  At the end of the leave year, any 
remaining balance will be moved to leave code LR. 

LR Restored Annual Leave Account #1.  This is the oldest account in the employee’s 
leave record and is the account that will be defaulted to when the annual leave 
balance is insufficient to cover annual leave reported via time and attendance.  At 
the end of the leave year of forfeiture, any balance remaining in this account will be 
forfeited and cannot be restored again. 
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CODE DESCRIPTION 
LS Sick Leave.  This code can also be used to advance sick leave if employee has 

preauthorized amount set in master employee record and no sick leave is available.   
LT Absence because of a traumatic injury covered under the provisions of 

Continuation of Regular Pay.  Requires injury number (MMDD).  Do not use on 
date of injury.  (See LU). 

LU Date of injury.  Hours of nonwork due to traumatic injury, chargeable to 
administrative leave.  Do not use after date of injury.  (See LT)  Do not use injury 
number.  May be reported without hours, if applicable. 

LV Excused absence on a regularly scheduled workday, such as excused absence due 
to tardiness.  Employee may be excused for tardiness under Title 5, but the period 
excused is not includable under the Fair Labor Standards Act. 

LX Periods of nonwork which are payable under Title 5, such as date of death, date of 
traumatic injury, or sabbatical.   

LY Time Off Award (leave) given in lieu of cash award (up to 80 hours per year).  
Unused hours will be automatically dropped off 1 year from the date it was 
approved.  Note:  A Time Off Award does not convert to cash under any 
circumstances such as transfer, separation, or retirement.  A Time Off Award 
MUST be used within 1 year after its approval.  Any unused time off is forfeited 
and may not be restored. 

 
3. Leave Hours – Nonpaid TLCs 
 

CODE DESCRIPTION 
KA Leave Without Pay.   
KB Suspension. 
KC Absent Without Leave (AWOL).  This code is used for unauthorized absences. 
KD Office of Worker’s Compensation Program (OWCP).  Employee is in a nonpay 

status, receiving compensation from OWCP.  
KG Military Furlough.  (Called to active Duty) 

 
4. Compensatory Time TLCs 
 

CODE DESCRIPTION 
CA Religious Compensatory Time Taken.  
CB Travel Compensatory Time Earned.  This compensatory time is earned for travel 

done outside the employee’s tour of duty when the employee is in a Travel Status. 
CC Compensatory Time Callback.   
CD Credit Hours Earned. 
CE Compensatory Time Earned.  This is the actual number of hours worked as 

irregular or occasional overtime that are entered in the employee's compensatory 
earned account to be used at a later time as compensatory time off. 
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CODE DESCRIPTION 
CF Travel Compensatory Time Taken.  This compensatory time code will reduce any 

available Travel Compensatory Time balance by the used amount. 
CN Credit Hours Taken.  This code will reduce any available credit hours earned 

balance by the used amount. 
CR Religious Compensatory Time Earned.  This is time worked at the request of the 

employee to offset time off for religious reasons.  If the religious comp balance is a 
credit amount, the time worked will reduce that credit.  If the employee separates 
with an unused balance, the balance is paid as part of lump sum at the straight line 
rate. 

CT Compensatory Time Taken (includes Callback).  This is compensatory time off in 
lieu of payment for an equal number of hours worked. 

 
5. Family Medical Codes 
 

CODE DESCRIPTION 
DA  Birth of son or daughter or care of newborn.  
DB  Adoption or foster care.  
DC  Care for spouse, son, daughter, or parent with a serious health condition.  
DD  Serious health condition of employee.  

 
6. Family Friendly Codes 
 

CODE DESCRIPTION 
DE Family Friendly Leave (FFL) Family Care and Bereavement – Sick Leave taken to 

1) provide care for a family member, 2) make arrangement necessitated by the 
death of a family member or attend the funeral of a family member. 

DF Sick Leave for Adoption Purposes – Sick leave taken for purposes relating to the 
adoption of a child. 

 
7. Telework Codes 
 

CODE DESCRIPTION 
TW Telework Regular – where an approved work schedule for eligible employees 

regularly work at least 1 day per biweekly pay period at an alternative worksite (as 
defined for DoD). 

TS Ad hoc or Situational – approved telework performed on an occasional, one-time, 
or irregular basis. (Telework of less than 1 day per pay period is considered ad 
hoc). 

TM Telework Medical – telework that has been approved for a particular employee as 
deemed necessary by the command for medical reasons. 
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