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1. Pur pose. To provi de I nstructions and i nformation

suppl enental to reference (a) concerning Tinme and Attendance of
G vilian Enpl oyees of the Naval Medical Research Center Detachnent
( NMRCD) .

2. Cancellation. NAVRI D | NSTRUCTI ON 7410. 1A
NAMRI D | NSTRUCTI ON 12600. 1

3. Wrk week schedule. Although, the working hours have |ong
been established as 40 hours per week, 0800h to 1630h, Monday
t hrough Friday, exclusive of 30 mnutes each day for |unch, there
are alternative flexible working hours.

Any supervisor may direct his enployees to nmaintain the 0800h to
1630h regul ar duty hours. However, any supervisor may also allow
his people to report for duty at any tine between 0700h and 0900h.
The regular tine of duty within this w ndow shall be determ ned by
t he supervisor and the enployee. Al'l enployees are required to
put in a regular 8-hour workday. An enployee clocking in at 0700h
shoul d clock out at 1530h, and an enployee clocking in at 0900h

should clock out at 1730h, etc. The tinmekeeper will not track
specific reporting tinmes for each enployee. | nst ead, tardiness
wi Il occur when any enployee clocks in at any tinme after 0900h

Supervisors should utilize this flexibility to mnimze the need
for over time or conpensatory tinmne.

A regul ar workweek is Monday to Friday. However, a supervisor may
aut hori ze alternative workweek schedules in order to better neet
the mssion of NWVRCD. Laboratories requiring regular weekend
duties nmay schedul e essential enployees to a regular workweek of
Tuesday to Saturday. This mnimzes over tinme and conpensatory
time costs to the unit. No enpl oyee should be asked to include
Sunday in his or her regul ar workweek.

The follow ng workweek schedules for civilian personnel of the
Naval Medi cal Research Center Detachnment are established:

a. Requl ar Schedul e. The regular schedule is established
as 40 hours of work within a five day period of the adm nistrative
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wor kweek and for which basic pay will be paid. The basic workweek
is conprised of five day periods of eight hours each to be
perfornmed on five consecutive days.

b. Ext ended Schedule. An established work schedule of 12
hours a day, 60 hours per week, Monday through Friday, exclusive
of 30 mnutes each day for |unch. NVRCD drivers are included in
this extended schedule. The Oficer-in-Charge or his/her designee
is required to approve Extended Schedul es for any other enpl oyee.

C. Excepted Schedul e. The O ficer-in-Charge, NIVRCD
approves an Excepted Schedule, also known as Irregular Hours, for
certain civilian personnel when necessary to neet operating needs.
Al'l excepted schedul es nust include no Iess than 8 hours of work
per day. Exanpl es: in Miternity cases, for breastfeeding
pur poses.

4. Meal Peri ods.

a. Enpl oyees will normally be provided 30 mnutes tinme off
bet ween 1130h and 1300h to permt themto have their neal. During
this period they will be free fromall duty obligations except for

ener genci es. Because of health and norale considerations, it is
command policy that all full-tinme enployees be provided a neal
period of one-half hour regardl ess of the workweek schedule. Wen
the neal period is authorized, the work hours will be extended by
the same anount of tine (i.e., added to the normal eight hour
shift).

b. Since NVRCD does not close business during the lunch
hours, it is recomended that supervisors schedule enployees’
l unch periods to allow for one person to be at the l|aboratory or
in the office at all tines. The primary reason is for the

enpl oyee to receive calls, visitors, patients, or sanples.
5. Overtine.

a. Work perforned in excess of eight hours per day, or forty
hours per admnistrative workweek is classified as overtine and is
rei mbursable at the overtine rate or as Conpensatory tine (see 6).
Overtinme work nust be approved in advance by the O ficer-in-Charge
or his/her designee, except for emergencies. The overtinme request
must be in witing on an Authorization of Prem um Conpensation
and Aut horization form (JF 56).

A separate request nust be submtted for each event requiring

overtinme work. The request nust include an acceptable
justification. 1t is Conmand policy that overtine work be held to
the strictest mninum Supervisors shall plan and schedul e

wor kl oads, and whenever possible anticipate nmanpower shortages by
measures other then overtine.
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b. Overtine will be earned in increnents of quarter hours.

In addition, each quarter hour nust be worked in durations of not
less than 15 mnutes each. Overtinme will be reported using
fractions in lieu of decimals. The quarter hour increnments wll
be reported once one full hour is accumul ated. The Ti nekeeper
will keep a log of the quarter hours and report them when they

conplete one full hour. Two separate forns of Overtine Work w ||
keep a I og of the quarter hours and report them when they conplete
one full hour. Two separate forns of Overtine Wrk wll be
submitted to the Tinekeeper; one that reflects the worked tinme, in
hours and m nutes, and another one reflecting only the 60-m nute
peri ods that were worked on that particul ar date.

C. Overtine Premium Pay will be paid at a rate of one and
one half tinmes the basic hourly rate (150%.

d. Sunday Premum Pay wll|l be conpensated as overtine at a
rate of two times the basic hourly rate (200% .

e. Holiday Premum Pay is authorized only for actual work
perfornmed on the enployee’s holiday or substitute holiday. Wen a
holiday falls on a day that is not a workday for an enpl oyee, but
t he enpl oyee works on that day, such work shall be conpensated as
overti ne. Holiday Overtine will be paid at one hundred percent
the basic hourly rate (100%

6. Conmpensatory Ti ne.

a. Conpensatory Tinme is tinme worked as approved overtine,
but for which the enployee is given an equival ent anmount of tine
of f regular working hours with pay but w thout a charge to |eave.
Conpensatory Time accunmulated is called "Conpensatory Tine

Earned". Wen tine off is taken, it is charged as "Conpensatory
Time Used". The Oficer-in-Charge is the only one who my
aut hori ze Conpensatory Tine.
b. The following rules govern the earning, accumulation
and use of conpensatory tine:
(1) Conpensatory Time will be requested in advance and
used in the sanme nmanner as | eave. It will ordinarily be used

before Annual Leave is taken and as soon after it is earned as
practicable. However, the enpl oyee nust use the Conpensatory tine
earned within sixteen weeks after it was accrued.

(2) Conpensatory tinme earned of 80 hours or |ess may
be carried forward into a new |l eave year only if it was earned in
the last thirty days of the | eave year or approval for its use had
been requested but denied. It will be used before Annual Leave is
taken and as soon as possible after the beginning of the |eave
year.
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(3) Conpensatory tine work nust be approved in advance

by the Oficer-in-Charge or his/her designee, except in
ener genci es. The request nust be in witing on an Overtine
Request and Authorization Form (NAVCOW Form 2282). It is the

Supervisors’ responsibility to submt Conpensatory Tine requests
to the Tinekeeper, imediately after they are approved.

(4) Conpensatory Tinme will be worked in increnents of
quarter hours. In addition, the quarter hours nust be worked in
directions of not less than 15 m nutes each. Conpensatory Tine
will be reported using fractions in lieu of decimals. The quarter
hour increnments wll be reported once one full hour is
accunul ated. The Ti nekeeper wll keep a log of the quarter hours
and report them when they conplete one full hour. Two separate
formse of Overtime Work will be submtted to the Tinekeeper, one

that reflects the real worked tine, in hours and mnutes, and
anot her one reflecting only the 60-m nute periods that were worked
on that particul ar date.

(5) Authority to approve the use of conpensatory tine

is the sane as for the approval of Annual Leave. Conpensat ory
Time cannot be used before it is actually reflected on the Leave
and Earning Statenents. Supervisors are responsible for the

proper use of Conpensatory Ti ne.

7. Tar di ness. Tardi ness represents a significant cost to the
Command, both in the cost of the actual tinme lost and the
di sruption of work. Accordingly, supervisors are directed to give
personal attention on a continuing basis to ensure that tardiness
is held to a mninum The punctuality of an enployee is a direct
reflection of work habits. Thus, it is not so inportant in a case
of tardiness that an enployee did not work during the tardy
period, but rather that he/she failed to report to work on tine.

a. Enployees are required to be on the job between the hours
of 0700h and 0900h. An enployee who fails to report by 0900h is
t ardy. An enployee who is tardy nust report inmmediately to his
supervi sor for disposition of tardiness. Supervisors should find
out the reasons for the tardiness in order to take the necessary
actions to assist the enployee to report to work on tine.

b. The supervisor wll nmake one of the follow ng
di spositions of tardiness:

(1) Excuse tardiness if there is a valid excuse for
it. Habi t ual or chronic tardiness cannot be excused and
corrective action should be taken.
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(2) Charge the tardiness to Annual Leave or as
Conpensatory Ti ne. In such case, the enployee wll be given the
opportunity to "sit out” the rermainder of the tine to conplete the
hour char ged.

(3) Charge the tardiness to absent w thout |eave when
such tardi ness has becone chronic. Chronic can be defined as:

(a) Being tardy on three or nore occasions during
one pay peri od.

(b) Tardy in three consecutive pay periods.

C. The Ti nekeeper wil | provide supervisors wth a
tardi ness record of their staff on a biweekly basis.

d. Super vi sors who experience conti nui ng tardi ness
problems with enployees should consult with the Admnistrative
Oficer.

8. Leave.
a. Annual Leave.

Annual Leave may be granted on short notice in cases of
energency. An enpl oyee who cannot report for work shall call his
supervisor as soon as possible, and in no case later than 0900.

Enpl oyees are remnded that when they call in desiring Annual
Leave for their personal convenience, approval wll be dependent
upon the supervisor's appraisal of the work situation and whet her
the enployee's absence will adversely affect the conpletion of
assi gned wor K.

(2) Standard Form 71, Authorization for Leave, wll be
submitted for all |eave taken. Proper conpletion of the form nust
state the enployees routine normal work hours, i.e., 0800h to
1630h, 0730h to 1600h, 0830h to 1700h (see Attachnent No.-1). Any
and all leave taken by the enployee starts at the tinme the

enpl oyee punches out. Wen Annual Leave is taken between 1130 and
1330h, the 30-mnute lunch tine can be added if |unch was not
t aken.

(3) It is Supervisor's responsibility to plan an
effective schedule of Annual Leave. The enployee has the
obligation to request leave in a tinmely manner. |In order to avoid
forfeiture, Annual Leave is to be restored only if the enployee
was prevented from taking his |eave because of work denmands or
because he/ she was on extended sick | eave.

(4) The mnimm charge of Annual Leave is 0.5 hour
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Leave absences cannot be conbi ned over a period of days to provide
for 0.5 hour.

Charleston Financial Service Center requires reporting of a
m ni num of one (1) hour. The NVRCD Ti nekeeper will nmaintain a
Credit Log of the remaining 0.5 hour so that enployees can nake
use of it at any later date with prior approval of their

Supervi sor and without filling out a Leave Form
(5 In case of separation, enployee will be paid for
accrued Annual Leave up to 240 hours.
b. Advanced Annual Leave
(1) Advanced Annual Leave wll include all hours of

absences described and admnistered in Section 8.a when granted
prior to actual earning by the enpl oyee. Advanced |eave will also
be subject to the following additional restrictions:

(a) Advanced Annual Leave nust be approved by the
Per sonnel Ofice, via Oficer-in-Charge, or Admnistrative
Oficer.

(b) An enployee may not be advanced annual | eave
if it is knowmn at the tinme that he/she will not return to duty.

(c) Annual Leave may be advanced only in anount
equal to that which wll be earned during the bal ance of the | eave
year. \Wien enpl oyees are serving under tenporary appointnents or
under probationary or trials periods, advanced l|leave wll not
exceed an anount which is reasonably assured will be subsequently
earned. If separation takes place, enployee nust reinburse the
hours advanced in Annual Leave.

(d) No advanced Annual Leave wll be granted to
an enpl oyee during the first 90 days of work.

C. Sick Leave. The purpose of Sick Leave is to provide
enpl oyees with time off in a pay status when they are unable to
wor k because of illness, injury of pregnancy and in the immediate
famly. Sick Leave provides tinme required to obtain preventive
care and examnations as well as actual therapeutic attention and
hospi talization.

(1) Sick Leave will include all hours of days that an
enpl oyee is authorized absence on which he would otherw se work
and receive pay and which is charged against the enployee’s
accrued sick | eave bal ance.

(2) Sick leave may be used within the first ten (10)
days of work, if needed.
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(3) Sick Leave of three days or nore wll require
certification by the enployee' s physician, however , under

practical circunstances, the supervisor nay accept a witten
statenent fromthe enpl oyee.

(4) When a supervisor has reason to believe that the
sick leave privilege has been abused, a nedical certificate may be
required after enpl oyee has been notified of such requirenent. |If
the situation does not inprove, the enployee will then be advised
in witing, that all future Sick Leave requests nust be supported
by a nmedical certificate.

(5) Sick leave is to be used for the enployee al one,
and may not be extended to his imediate famly nenbers. However,
Sick Leave will be granted when an enployee is required to give
care and attendance to a nenber of his/her imedi ate famly unless
the famly nenber is afflicted with contagious disease and is in
guar anti ne.

(6) The mnimum charge for Sick Leave period is one
(1) hour. Leave absences cannot be conbi ned over a period of days
to provide for one (1) Leave hour.

(7) Maternity Leave. It should be recognized there is
not separate Maternity Leave as a type of Leave. Sick Leave nay
be used to cover the tinme required for physical examnations and
to cover the period during which her physician has determ ned she
is unable to work, whether it be before (incapacitated or
confinenment) or after delivery. An absence covering pregnhancy and
confinenment is to be treated |like any other nedically certified
tenporary disability. Additional |eave requirenments nmay be taken
care of the use of Annual Leave or approved Leave w t hout pay.

(8) Sickness during Annual Leave. When sickness or
infjury occurs within a period of Annual Leave, the period of
illness may be charged as Sick Leave provided that the period of
disability covers routine visits to dentists or physicians.
Applications for such substitution nust be supported either by a
nmedi cal certificate or, if the illness did not necessitate nedical
attention, by a signed statenment from the enployee indicating the
nature of the ill ness.

d. Advanced Sick Leave
(1) Advanced Sick Leave wll include all hours of
aut hori zed absences nornally considered as Sick Leave that are
granted prior to actual earning by the enployee. Leave so
advanced wll also be subject to the following additiona

restrictions.
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(a) Advanced Sick Leave nust be approved by the
Personnel O fice, via the Oficer-in-Charge.

(b) The amount of Advanced Sick Leave to an
enpl oyee’ s account mnust not exceed the projected Sick Leave hours
for the current year

(c) Al available accunulated Sick Leave to the
enpl oyee’s credit nust be exhausted prior to advancing Sick Leave.
It is not required that all Annual Leave be exhausted prior to
advanci ng Si ck Leave.

Enpl oyee will not request additional advanced Sick Leave before
paying it all back. I f needed, enployee will have to use Annua
Leave.

(d) In the case of enployees serving on tenporary
appoi ntnments, Advanced Sick Leave will not exceed an anount which
is reasonably assured will be subsequently earned.

(e) Advanced Sick Leave will not be granted to an
enpl oyee when it is known that he is contenplating retirenment or
resignation, or where his separation is anticipated. In al
cases, there nust be reasonable assurance that the enployee wl|l
return to duty.

e. Hol i day Leave.

(1) Holiday Leave will include all hours of schedul ed
work that an enployee is excused from duty because of the
occurrence of holidays or non-workdays that are established by the
US Mssion. Holidays to be observed are those published by the
Enbassy via Admi nistrative Noti ces.

(2) Part-tine enployees are not entitled to ful
hol i day benefits. When they are prevented from worki ng because of
observance of a holiday, they are entitled to pay only for the
nunber of hours that they were scheduled to have worked had they
not been prevented from worKki ng.

(3) An enployee wll receive pay for a holiday
occurring either imediately before or imediately after an
absence of authorized | eave w thout pay.

(4) An enployee will not receive pay for a holiday if
he fails to report for work on the holiday when ordered to do so
unless the absence is excused on the basis of warranted
ci rcumst ances.
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g. Leave Wthout Pay.

(1) The purpose of Leave Wthout Pay (LW is to
provi de an approved, tenporary absence in a non-pay status for the
conveni ence of the enployee. It nust be requested by the
enpl oyee, but wll be granted at the discretion of the Command
Leave Wthout Pay may be granted by the Supervisors up to 10 days
per occurrence on a SF 71 Form For periods greater than 10 days,
approval is required by the Oficer-in-Charge and a Notification
of Personnel Action, SF-50 is prepared at the beginning of the
LWOP and anot her when the |eave ends. LWOP requests of 15 days
nmust be approved by the imediate American Supervisor; requests
for LWOP of nore than 30 days mnmust be approved by each Agency Head
at Post. Wiile the enployee receives no pay, his insurance
eligibility continues and he receives credit up to six nonths
toward retirenent; consequently Leave Wthout Pay does involve
significant cost and inconveni ence to the Governnent.

(2) Leave Wthout Pay should be examned to assure
that the value to the CGovernnment or the needs of the enpl oyee are
sufficient to offset the costs and adm nistrative inconveniences
which result fromthe retention of an enployee in a LWP status.
As a basic condition to approval of extended LWOP, there should be
reasonabl e expectation that the enployee will return to work at
the end of the LWOP, in addition, it should be apparent that at
| east one of the follow ng benefits would result:

(a) Increased job ability

(b) Protection or i npr ovenent of enpl oyee’ s
heal t h.

(c) Retention of a desirable enployee;

(d) Fulfillnment of parental or famly
responsibilities.

(e) Furtherance of a program of interest to the
Gover nnent .

LWOP may be granted for periods of 30 days or |ess
for any reasonable purpose. Extended LWOP in excess of 30
cal endar days may be granted for specific reasons and for definite
periods of tine. Fol lowi ng are exanples or purposes for which
approval of extended LWOP woul d be proper, all other factors being
favor abl e:

(a) For the purpose of full-time advanced
educati on when the course of study or research is inline with the
type of work performed by the agency and when its conpl etion woul d
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contribute to the best interests of the agency. Requests for
extended LWOP for advanced education nust be submtted to the
agency at |east 90 days in advance.

(b) For service wth non-Federal public or
private enterprise when the job is of tenporary character and

there is reasonable exception that the enployee will return, and
when the service to be perforned will contribute to the public
wel fare or when the experience to be gained wll serve the

interest of the enploying agency.

(c) For the purpose of recovering fromillness or
disability not of a permanent or disqualifying nature when
continued enploynent or imediate return to enploynent would
threaten inpairnent of the enployee’s health or the health of
ot her enpl oyees. LWOP for reasons of health nust be supported by
a medical certificate.

(d) For the purpose of protecting enpl oyee status
during any peri od.

(e) An enployee injured in the line of duty may
be granted, LWOP while receiving conpensation fromthe Ofice of
Wor kers’ Conpensati on Prograns.

(f) To attend to par ent al or famly
responsibilities.

(g) For personal energency when denial of Leave
Wthout Pay would result in severe hardship to the enpl oyee.

(3) Periods of LWOP in excess of two weeks re deducted
from creditable service for severance pay, anniversary bonus,
wi t hi n-grade-i ncreases and |eave accrual. July and Christnas
bonus paynent will be reduced by 1/26 of the annual bonus for each
full biweekly w thout pay during the preceding year.

(4) Limtations on Use

(a) LWOP May not be inposed as a penalty.

(b) The authorization of LWOP is a matter of
adm ni strative discretion. An enpl oyee cannot dermand | eave
wi thout pay as a matter of right.

(c) Eigibility for LMWOP is not dependent on a
specific length of service and nmay be authorized whether or not
t he enpl oyee has an annual |eave credit.

(d) An enployee on LWOP is in active appointnent
status and may not be offered or accept a contract with the U S
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Governnent either directly or indirectly for Governnent services.

The only condition under which a contract and an appoi ntment nay
be held sinmultaneously is if there is a nost conpelling reason to
do so, such as when the CGovernment’s needs cannot be otherw se
met .

h. Absence Wthout Leave. It is not leave, it is not
an approved absence and it is not a pay status. It normally
results when an enployee fails to obtain authorization in advance
for an absence, when absence for alleged sickness is disapproved,
or when tardiness is not excused. The right to schedule |eave is
an inmportant tool of managenment, and supervisors are expected to
classify wunauthorized absence as AWL (Absence Wthout Leave)
whenever appropri ate.

(1) AWOL will be charged for the exact nunber of
mnutes in an AWDL status. Pay effect, however, wll be conputed
i n hundredths of hours.

i Recordi ng Ti me and Attendance.

(1) Each Foreign Service National (FSN) enployee,
working at the main |aboratory in Lima, is required to report on a
daily basis the hours they have worked. In support of this
requi renent an autonmated digital enployee card scanning device has
been installed. This enployee Identification (ID) Card shall bear
the individual’s name, photograph and a permanent identifying
code.

Al'l enpl oyees issued these cards will be required to pass their
enployee ID card in front of the digital scanner. This scanner is
| ocated on a post outside the main building to the right of the
mai N entrance. Use of the enployee ID card is nmandatory. Al
enpl oyees nust always utilize their enployee ID card on arriva
and departure. Omssion of a digital scan upon departure wl
invalidate overtime recognition in those cases in which the
enpl oyee stays after 16:30 hrs. No enployee is authorized to
digital scan another enployee’s ID card. This would be considered
as a serious offense to those found in violation to this rule.

(2) The Timekeeper will certify tine reports. In
case of absence of the Tinekeeper certification wll be
acconpl i shed by the designated back-up tinekeeper and presented to
the Adm nistrative O ficer for verification.

(3) The recording of tine and attendance will be
acconpl i shed by the Tinekeeper and submtted to the Enbassy every
second Wednesday.

(4) Any di screpanci es regar di ng Ti me and
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Attendance should be checked by the enployee wth his/her
Ti mekeeper. The Ti nekeeper should be notified imrediately, in
witing, of any discrepancies along with copies of Leave and
Earning Statenents. Adjustnents to the |eave record nust be nade
within a 60-day period after the | eave was char ged.

(5) The Command shall maintain at |east three
i ndividuals designated to distribute checks. Enpl oyees who
certify or record tine and attendance nust neither collect nor
di stri bute checks.

(6) Copies of tine sheets and tinekeeping records
shal | be maintained by the tinmekeeper for a period of three years
or until an audit is performed, whichever cones first.

(7) Wen there is a change effective in the sane
pay period but after the reporting date, the tinekeeper wll
submt an anendnent nenorandum to effect the change as soon as
possi bl e after being notified of such change.

(8) Al FSNs and civilian or mlitary supervisors
will be held accountable for know edge of and conpliance with the
provisions in this instruction.

-

K. BATRD
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