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Common Types of Absences 
 

Administrative Dismissals 
 
Coverage:  Events beyond the control of management or employees, such as hazardous 

weather or civil disturbances; situations requiring an office to close, such as 
inadequate heat or air conditioning or loss of essential services, e.g., an electrical 
outage or plumbing problem; a local event, such as a Presidential Inauguration or 
a local holiday; and any other comparable situation. 

 
Leave Usage: Excused absence (administrative leave) with no time limit is authorized for 

covered situations when management initiates the dismissal.  However, when an 
employee anticipates these situations and chooses to depart before an 
administrative dismissal is announced, the employee should request annual leave 
or LWOP.  If the administrative dismissal is approved within an hour of an 
employee’s departure, the leave request may be changed to excused absence.  
When an office or facility is closed before the start of the work day, employees on 
scheduled leave will have their leave changed to excused absence. 

 
Care For A Family Member6

 
Coverage: The care that an employee needs to provide a family member as a result of a 

serious health condition7, as well as other conditions, such as physical or mental 
illness, injury, pregnancy, childbirth and a medical, dental, or optical examination 
or treatment.  

 
Leave Usage: A full-time employee may request up to 104 hours (13 workdays)8 of sick leave 

each leave year to care for a family member and may request up to 480 hours (12 
weeks) of sick leave9 and/or LWOP during any 12-month period10 to care for a 
family member who has a serious health condition.  Hours for a part-time 

 
6 See the definition of a family member in the Introduction. 

7 See the definition of a serious health condition in the Introduction. 

8 The total hours available are reduced for any hours used for maternity or paternity 
purposes (see Maternity and Paternity) and/or to arrange or attend the funeral or 
memorial service of a family member (see Funerals and Related Arrangements).  

9 The total time available is reduced for any time (up to 13 days) used to care for a 
family member for a non-serious health condition (see the Qs&As at 
http://www.opm.gov/oca/leave/html/slQ&A.htm). 

10 The total time available is reduced for any time used for an employee’s serious 
health condition (see Employee’s Medical or Health Condition) and for maternity 
or paternity purposes (see Maternity and Paternity).  30-day advance notice, or 
as much as possible, is required when invoking this entitlement under 
FMLA. 
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employee are pro-rated based on the employee’s scheduled tour of duty each 
week. 

 
If an employee does not have a sick or annual leave balance, the employee may be 
advanced up to 240 hours (30 days) sick leave or request donated annual leave 
under the leave transfer program11. 

 
An employee may request up to 24 hours of  LWOP during any 12-month 
period12 to accompany his/her child(ren) or an elderly relative to routine medical 
or dental appointments or to assist an elderly relative in making arrangements for 
housing, meals, telephone and banking services, and similar activities.        
 

Children’s Activities 
 
Coverage:   Employees wanting to participate in children’s school or early educational 

activities.  
 
Leave Usage: Employees may request annual leave or up to 24 hours of LWOP during any        

12-month period13 to attend parent-teacher conferences, meetings with child care 
providers, interviews with new school or child care facilities, or to participate in 
volunteer activities supporting their children’s educational advancement. 

 
  
 

Community Service (Volunteer) Activities14

 
Coverage: Community service (volunteer) activities which are work- and non-work related. 
 
Leave Usage: Annual leave and LWOP may be requested.  
 
 Excused absence (administrative leave) may be authorized when the activity is 

directly related to DOE’s mission, is officially sponsored or sanctioned by the 
Secretary or Head of a Departmental Element, or will clearly enhance an 

 
11 See Appendix K. 

12 The 24 hours available are reduced for hours used for eligible children’s activities 
(see Children’s Activities) (see Appendix B). 

13 The 24 hours available are reduced for any hours used to care for a family 
member (see Care For A Family Member). 

14 See Appendix L. 













training, and, in lieu of being separated, for the initial (6 months’) period of 
active duty training and for active duty.  Military leave accrues at 120 hours 
(15 work days) each fiscal (not calendar or leave) year, and is prorated for a 
part-time employee.  Any unused leave is carried forward to the next fiscal 
year for a total of up to 30 days at the beginning of the subsequent fiscal year. 

 
A Reservist or National Guard member is entitled to an additional 22 days 
when the military duty is in support of civil authorities in the protection of 
life and property or when they perform full-time service as a result of a 
call or order to active duty in support of a contingency operation29. 

 
Physical Fitness and Wellness Activities 

 
Coverage:  Physical fitness programs during normal duty hours. 
 
Leave Usage: No leave is charged when participation in a physical fitness program 

occurs during, or in lieu of, a meal (lunch) period.  If the amount of time 
needed to exercise and eat exceeds the meal period, then, whenever 
possible, an employee should be  allowed to adjust/expand his/her work 
schedule to accommodate the program, as it is in the Department’s best 
interest for employees to maintain good physical and mental fitness; 
otherwise, annual leave or LWOP may be requested.  Recognizing that all 
employees cannot participate at the same time during their meal (lunch) 
periods, staggered fitness schedules throughout the day are beneficial.  
When management promotes a particular program, normally for a short 
period of time, such as an hour once a week for a few weeks for a smoking 
cessation class, an introductory fitness program, or a charity run, then 
excused absence (administrative leave) may be authorized.  

 
Up to 4 hours of excused absence (administrative leave) each leave year may be 
authorized an employee in order to participate in preventive health screenings30

 
Professional Meetings, Conferences, and Conventions 

 
Coverage: Individual development or educational events. 
 
Leave Usage: Attendance at an event paid with training and/or travel funds, including 

time and travel to and from the event, is considered official duty.  If 
attendance at an event primarily benefits the employee rather than the 
Department, the employee must request annual leave or LWOP.  Other 
events may be approved for excused absence (administrative leave) when 
the authorizing official believes that 

                                                 
29 See 5 U.S.C. 6323(b), 10 U.S.C. 101(a)(13), and 

www.opm.gov/oca/leave/html/milqa.asp . 

30 See Appendix M. 

16 









A - 1 



A - 2 



A - 3 



A - 4 



A - 5 



A - 6 



A - 7 



A - 8 



A - 9 





B -1 



B -2 



C -1 



C -2 



C -3 



C -4 



C -5 



C -6 



C -7 



C -8 



D -1 





E -1 



E -2 



E -3 



E -4 



E -5 



E -6 



E -7 



E -8 



E -9 



E -10 



F -1 



F -2 



F -3 



F -4 



F -5 



F -6 



F -7 



F -8 



F -9 



F -10 



F -11 



F -12 



F -13 



F -14 



F -15 



F -16 



F -17 



F -18 



F -19 



F -20 



F -21 





G -1 



G -2 



G -3 



G -4 



G -5 



G -6 



G -7 



G -8 



G -9 





H -1 



H -2 



I -1 



I -2 



I -3 





J -1 



J -2 



K -1 





L -1 



L -2 



L -3 



L -4 



FURTHER GUIDANCE ON  
ABSENCE FOR COMMUNITY SERVICE (VOLUNTEER) ACTIVITIES 

 
Background 
 
The President and the Secretary of Energy, as well as the Director of the Office of 
Personnel Management, have endorsed volunteer activities and have encouraged Federal 
employees to engage in volunteerism.  Copies of their endorsements may be found in 
DOE’s Handbook on Leave and Absence at Appendix L.  The Handbook also contains 
the Office of Personnel Management’s supplementary guidance on approving leave and 
absence for volunteer activities. The Handbook can be found at 
http://www.ma.mbe.doe.gov/pers/handbook.pdf. 
 
Guidance on approving absence and leave for community service activities 
 
Generally, activities that are outside a DOE employee’s range of duties and 
responsibilities would occur during non-duty hours.  Volunteer activities are different, 
however; those activities may occur during duty hours or non-duty hours and different 
leave and absence decisions may be applied toward time spent on those activities. 
 
Supervisors and leave approving officials have the same responsibility for approving 
absence for volunteer activities as for approving other employee absences.  Employees 
who plan to engage in volunteer activities should not assume that their planned absence 
(if during duty hours) will automatically be approved or that their absence will 
automatically be determined to fall into a specific leave category, e.g., administrative 
leave, that will not affect their annual leave balance.   
 
When the leave approving official receives an employee request for absence to volunteer, 
he/she must first determine whether the employee may be spared from duty; if the 
employee cannot be spared at the time requested, it is the leave approving official’s 
obligation to work with the employee to determine another, more appropriate, time to be 
absent.   If the employee requests that his/her absence be designated as other than annual 
leave or leave without pay, the leave approving official has further decisions to make.  
The leave approving official must determine whether the activity proposed by the 
employee is related to the employee’s duties (which might result in the absence being 
designated as duty time) or whether the activity would fall into one of the categories 
described by the Office of Personnel Management as being appropriate for administrative 
leave, i.e., the activity is related to DOE’s mission; or the absence is officially sponsored 
or sanctioned by DOE management; or the absence is brief and is determined to be in the 
interest of DOE. 
 
Facilitating community service activities 
 
Each request for absence related to community service must be reviewed on a case-by-
case basis to compare the volunteer activity with the type of position the requesting 
employee encumbers and thus, with the types of absence that may be considered, 
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particularly if the amount of time involved varies significantly for each activity.  For 
example, a Physical Security Specialist is responsible for protecting facilities.  If the 
employee volunteers to assist law enforcement officers, for example, in searching for 
missing persons, the nature of the employee’s regular duties are such that “excused 
absence” might be appropriate (once the leave approving official determined that the 
employee could be spared).  Additional time (for non-search activities) should be 
approved as annual leave or LWOP.  If the employee volunteers for recurring activities, 
annual leave or LWOP would be appropriate for consideration, if the employee can be 
made available. 
 
Employees who participate regularly in community activities should, as a minimum, be 
encouraged to participate in any available alternative work schedule with at least one day 
off each pay period; the employee should also try to accumulate as much compensatory 
time or credit hours as possible for this purpose. 
 
Organizations may want to consider adopting a policy in which the Departmental 
Element donates time equal to the amount of time that volunteers donate (e.g., 
compensatory time, credit hours or annual leave). This arrangement would permit 
employees to volunteer for activities that are important but not necessarily directly related 
to DOE’s mission.  An example of this is management’s granting 15 minutes before and 
after an employee’s 30-minute lunch break so the employee can mentor a child at a 
nearby school.  However, because the employee may need more time than that to get 
there, return and eat lunch, the employee could then request and be granted 30 minutes of 
annual leave. 
 
In determining the appropriate length of excused absence, organizations may want to 
include in their policies a maximum driving time or distance for identifying what 
constitutes the “local area.”  For example, the Denver commuting area may be too large 
and the driving time too long to allow excused absence for travel everywhere in the area.  
The commuting area for Idaho Falls, on the other hand, is about 15-20 minutes.  
Accordingly, there may be little or no set limit on excused absence for travel to volunteer 
in Idaho Falls, while DOE offices in Golden, Colorado, may establish a driving time limit 
of about 15-20 minutes or set a maximum radius of 25 miles for excused absence. 
 
Activity and absence matrix.  
 
The following matrix provides samples of volunteer activities that DOE employees might 
engage in and reasons for determinations by supervisors and leave approving officials.  
Organizations may want to establish a matrix that reflects Departmental and local 
activities that have been approved.  The guidance should not be interpreted as mandatory 
nor should it be considered separate from the provisions of any applicable local collective 
bargaining agreement. 
 
The column headings “Duty Time” and “Excused Absence (Administrative Leave)” both 
apply to normal work hours.  The distinction is in how the time will be recorded and the 
relevance to the employee’s job.  “Duty Time” refers to regular hours and indicates that 
the activity is or may be associated with an employee’s regular work assignments.  
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“Excused Absence” indicates that the activity is not part of an employee’s work 
assignments. 
 
When it would not be appropriate to permit an activity during regular hours of work 
without charging some form of absence, the matrix shows “NA” for “not applicable” in 
the “Duty Time” column.  Conversely, if it would not appropriate to charge annual leave 
or leave without pay (LWOP) for a particular activity, then the matrix shows “NA” in the 
“Annual Leave or LWOP” column. 
 
The section entitled “Period of Time Involved” provides sample timeframes for volunteer 
activities.  The timeframes in this section have two functions:  they project the amount of 
time that the employee may be expected to be absent (thus triggering the leave approving 
official’s determination that the employee can or cannot be spared) and they indicate the 
effect, and precedent, of the determination by the leave approving official regarding the 
type of absence allowed.  As stated earlier, each request for absence related to community 
service should be weighed on its own merits.  Each decision by a leave approving 
official, though, conveys its own message—about the agency’s mission, about public 
service, about workload, and about the leave approving official’s own point of view.  The 
leave approving official should be aware of this and respond accordingly. 
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SAMPLE ACTIVITIES AND TYPES OF ABSENCES 
 
 

Activity and Duration  Appropriate Type of Absence 
Activity Periods of Time 

Involved; Estimated 
Absence Per Event 

Basis for 
Management 
Support 

Duty Time  Excused Absence 
(Administrative 
Leave)  

Annual Leave or 
LWOP  

Presenting DOE 
programs at job fairs, 
schools, public 
meetings, etc. 

Varies per event; events 
may be recurring 
routinely or 
intermittently. 
Est. absence:  half-day 

Related to DOE’s 
mission 
 

When part of an 
employee’s job; 
overtime may be 
appropriate if outside 
normal work schedule 

When not part of an 
employee’s job; 
overtime is normally 
not authorized 

NA 

Science Bowl Limited to a few hours 
on a Saturday/Sunday at 
regional & national 
events & during regular 
work schedule when 
making preparations. 
Est. absence:  half-day 

Related to DOE’s 
emphasis on 
workforce 
development 

When part of an 
employee’s job; 
overtime only 
authorized if work 
schedule cannot be 
adjusted for the pay 
period 

To prepare for an 
event during normal 
work schedule if not 
part of an employee’s 
job 

NA 

Installing computers 
in schools, libraries, 
etc. 

Initial installation in the 
local area may involve a 
few hours; installation 
outside area may take  
longer; training on 
installed equipment may 
be recurring.  
Est. absence:  half day 

Property 
management 
instructions for 
utilization of used 
equipment 

When preparing the 
equipment for 
distribution  

A reasonable amount 
of time to perform the 
installation in the 
local area and/or train 
a trainer around a 
lunch period or at the 
end of a daily tour 

For installations 
outside the local area 
and on-going training 
in the local area 

Rescue or protective 
work  

Recurring,  may be 
intermittent, involving 
several hours, up to a 
few days 
 
 
Est. absence:  minimum 
of one day  
 

Community 
relations 

NA When related to an 
employee’s job 

For members of 
community support or 
volunteer organiza-
tions, such as a fire 
company, civil air 
patrol, or Coast Guard 
Auxillary, on an on-
going basis; (best for 
AWS day off) 
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Activity and Duration  Appropriate Type of Absence 

Activity Periods of Time 
Involved; Estimated 
Absence Per Event 

Basis for 
Management 
Support 

Duty Time  Excused Absence 
(Administrative 
Leave)  

Annual Leave or 
LWOP  

Disaster relief 
assistance 

Normally up to 3-5 
days; for civil defense 
programs – up to 40 
hours/year  
 
Est. absence: minimum 
of one day 

Community 
relations 

NA When local FEB, 
community leader, 
&/or governor 
requests assistance 
and/or DOE 
employees are 
directly affected; for 
Federally recognized 
civil defense 
programs 

All other situations, 
including when 
employee’s relative is 
affected  

DOE Adopt-a-School 
activities (reading, 
mentoring, etc.) 

Varies per event; events 
may be recurring;  
Est. absence:  one hour 

Related to DOE’s 
commitment to 
community service 
and community 
relations 

NA When not part of an 
employee’s job 

All other situations 

Work for a 
community project or 
organization such as 
Habitat for Humanity, 
scouts, or soup 
kitchen 

Varies 
 
 
Est. absence: half day 

Promote a DOE 
program, e.g., 
energy 
conservation 

NA unless in an 
official advisory 
capacity as part of an 
employee’s job 

When there is a nexus 
to a DOE program 

All other situations 

(Use this space to 
record locally 
approved activities or 
those that have been 
addressed) 

     

 
 NA - not applicable 
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