Excerpt from PSNS&IMF Instruction 12630.1F Ch-2

Leave Administration

1.
Definitions
c. Serious Health Condition. An illness, injury, impairment, or physical or mental condition that involves:

(1) Inpatient care in a hospital, hospice, or residential medical care facility.

(2) Continuing treatment by a health care provider.

(3) Pregnancy or childbirth or for prenatal care.

(4) Chronic, serious health conditions such as asthma or diabetes.

2. Policy. Requests by employees for sick leave will be processed and considered as follows:

a. Illness. An employee will be granted sick leave when he/she:

(1) Is incapacitated for the performance of duties by physical or mental illness, injury, or pregnancy and childbirth.

(2) Would jeopardize the health of others by his/her presence at his/her post of duty because of exposure to a communicable disease

5. Notification Requirements. Employees who are unable to report for work for one of the reasons specified in paragraph 2a above shall notify their shop, office, or supervisor per their shop/office policy. Such notification shall be given not later than the beginning of their scheduled shift and will include the address at which they are located and when they expect to return to work. If the absence continues into the next workweek, notification as above shall be provided not later than the beginning of the first scheduled shift each week. Such notification constitutes only a reporting of the absence. Upon return to duty, or periodically during the absence (in the case of extended absence), employees are required to justify their absence per paragraph 6 below.

6. Application for Sick Leave. Employees are responsible for submitting applications for sick leave as follows:

a. Upon return to duty, a completed Request for Leave or

Approved Absence, SF 71 (Rev. 12-97) HRO OP #1 (12-98), will be provided to the supervisor. For a period of extended illness, applications must be submitted every 2 weeks. Shop/Branch Heads may waive this requirement when unusual circumstances are recognized.

b. For absences in excess of 3 workdays (including scheduled overtime days), medical certification signed by the attending physician must accompany the SF 71. Shop/Branch Heads may waive this requirement when unusual circumstances are recognized.
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IV. SICK LEAVE

B. Requesting Sick Leave. An employee must submit a Request for Leave or Approved Absence form (OPM-71) to his/her supervisor for approval/disapproval. A request should be made as far in advance of the leave dates as possible, especially in cases of extended leave. An employee is responsible for confirming that leave has been approved prior to beginning the requested leave. 

1. Notification Procedure. An employee who is absent from work due to illness or injury must notify her/his immediate supervisor or alternate person designated according to work unit policy on the first day of absence before the beginning of the work shift or as specified in the collective bargaining agreement or the department leave guidelines. (Note: PSNS&IMF Instruction 12630.1F applies.  Excerpt provided above) Notification shall include the reason for the absence and its estimated duration. Notification must occur on each day of the absence unless otherwise specified by the supervisor or where the employee is hospitalized. (Note: PSNS&IMF Instruction 12630.1F paragraph 5. applies.  Excerpt provided above) Requests for sick leave for non-emergency medical, dental or optical examination or treatment should be made as soon as the employee knows about the appointment. An employee must document all requests for sick leave in writing. Should circumstances prevent an employee from reporting for work as scheduled, he/she should contact her/his supervisor before the beginning of the work shift. A supervisor is not required to approve an unscheduled leave request even if the employee calls in as required. 
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1008. ACCEPTANCE OF MEDICAL CERTIFICATION. It is further agreed that notice of questionable sick leave record shall not be based on sick leave absences, which have been validated with medical certificates, or for the day the EMPLOYER has sent the employee home sick. 

1009. LONG-TERM SICK LEAVE CERTIFICATION. For a period of extended illness, applications for extended sick leave (SF-71) must be submitted biweekly. For planned extended sick leave, such as surgery, an SF-71 covering a longer period of time may be mutually agreed upon. This agreement must be in advance of the beginning of the leave.
