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 1.0  References  

(a) 5 USC Chapter 61 - Sections 6101-6105 and Chapter 63 (includes Annual and Sick Leave 

Act of 1951, as amended, herein referred to as Leave Act).  

(b) 5 CFR Parts 610 and 630.  

(c) Volume 3, Foreign Affairs Manual (FAM) Section 3300.  

(d) Family Medical Leave Act of 1993, Pub. L. 103-3; 29 USC 2601; 29 CFR 825.  

2.0  Purpose  

This procedural handbook sets forth the procedures and other requirements implementing the Peace 

Corps' policy on absence and leave. It should be read with the manual section which it accompanies, 

MS 635 Absence and Leave.  

3.0  Applicability  

This Manual Section covers all Peace Corps employees except for the following:  

(a) Employees appointed by the President whose rate of basic pay is greater than the rate of basic 

pay for FP-1 step 14, excluding locality pay.  

(b) Intermittent employees for whom a regular tour of duty during each administrative workweek 

has not been established in advance.  

(c) Foreign Service National employees who occupy positions outside the United States. (d) 

Personal Service Contractors  

4.0   Definitions  

(a) Absence Without Leave (AWOL) - An absence from duty which was not authorized or for 

which a leave request has been denied is charged on the leave record as absence without 

leave.  



 

(b) Accrued Leave - leave earned by an employee during the current leave year that is unused at 

any given time in that leave year.  

(c) Accumulated Leave - the unused leave remaining to the credit of an employee at the 

beginning of a leave year.  

(d) Administrative Workweek - the period beginning Sunday and ending Saturday.  

(e) Advance Leave - leave (sick and annual) granted before it is earned.  

(f) Annual Leave - an absence from duty with pay requested by an employee for vacation, 

personal reasons, or emergency, and chargeable against annual leave credits.  

(g) Available Paid Leave - leave that includes an employee's accrued, accumulated, re-credited, 

and restored annual or sick leave. It does not include advance annual or sick leave, any 

annual or sick leave in an employee's set aside leave accounts which has not yet been 

transferred to the employee's regular annual or sick leave account, or other forms of paid time 

off (i.e., credit hours under Maxiflex work schedules, compensatory time off, or religious 

compensatory time off).  

(h) Break In Service - for purposes of this manual section, a break in service is at least one full 

workday between periods of employment.  

(i) Compensatory Time Off - time off granted to an employee from his or her scheduled tour of 

duty in lieu of payment for an equal amount of time spent in overtime work. See MS 625 

Premium Pay for additional information.  

(j) Compensatory Time Off for Travel - 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. See MS 625 Premium Pay for additional information.  

(k) Court Leave - the authorized absence, without charge to leave or loss of pay, of an employee 

from work status for jury duty or when summoned as a witness in a judicial proceeding in 

which the Federal, State, or local government is a party.  

(l) Credit Hours - those hours which an employee under the Maxiflex schedule elects to work 

in excess of his or her basic work requirement. See MS 630 Hours of Duty for additional 

information.  

(m) Disaster or Emergency - a major disaster or emergency, as declared by the President, that 

results in severe adverse effects for a substantial number of employees (e.g., loss of life or 

property, serious injury, or mental illness as a result of a direct threat to life or health).  

(n) ELTP Leave - leave taken under an Emergency Leave Transfer Program (ELTP) established 

by direction of the President by which a covered employee in an executive agency or the 

judicial branch, or an agency leave bank, may donate annual leave for transfer to employees 

of the same or other agencies who are adversely affected, or have family members who are 



adversely affected, by a disaster or emergency (e.g., floods, earthquakes, hurricanes, 

bombings).  

(o) Excused Absence - absence administratively authorized or approved which does not result in 

a charge to leave of any kind or in loss of basic salary.  

(p) Family Member - Any individual related by blood or affinity whose close association with 

the employee is the equivalent of a family relationship, including an employee’s spouse, 

parents, parents-in-law, children, brothers, sisters, grandparents, grandchildren, step parents, 

step children, foster parents, foster children, guardianship relationships, same sex and 

opposite sex domestic partners, and spouses or domestic partners of the aforementioned, as 

applicable.  

(q) FMLA Leave - leave authorized by the Family and Medical Leave Act of 1993 (FMLA) by 

which most Federal employees are entitled to a total of up to 12 workweeks of paid or unpaid 

leave during any 12-month period for certain prescribed medically related purposes.  

(r) Funeral Leave - an authorized absence, with pay of not more than three workdays, from 

official duty for an employee to make arrangements for, or to attend, the funeral or memorial 

service of an immediate relative who died as a result of wounds, disease, or injury incurred as 

a member of the Armed Forces while serving in a combat zone.  

(s) Furlough - temporary non-pay status and absence from duty directed by appointing authority 

because of lack of work, or funds, or military duty.  

(t) Home Leave - leave authorized by 5 USC 6305(a), and earned by service abroad for use in 

the United States, in the Commonwealth of Puerto Rico, or in the possessions of the United 

States. Home leave authorized under this section includes accrued days of paid home leave as 

well as travel and transportation costs to and from the home leave destination for the 

employee and authorized dependents accompanying the employee in the country of service.  

(u) Immediate Relative - same as definition for Family Member.   

(v) Intermittent Employee - an employee who works on an irregular basis for which there is no 

prearranged scheduled tour of duty.  

(w) Jury Duty - service as a juror in a legal proceeding.  

(x) Leave Without Pay (LWOP) - a temporary non-pay status and absence from duty approved 

upon the employee's request.  

(y) Leave Year - the period from the beginning of the first day of the first full pay period in one 

calendar year to the beginning of the first day of the first pay period in the next calendar year.  

(z) Medical Certificate - written statement signed by a registered practicing physician, or other 

practitioner, certifying to the period of disability of an employee while under professional 

care and to the employee's ability to return to duty.  

(aa) Medical Emergency - a medical condition of either the employee or the employee's family 

member that is likely to require the employee to be absent from duty for a prolonged period 



and to result in a substantial loss of income because of the employee's lack of available paid 

leave.  

(bb) Military Leave - an approved absence with pay from official duty for certain types of active 

or inactive duty in the National Guard or as a Reserve of the Armed Forces.  

(cc) Part-time Employee - an employee who is appointed for less than 80 hours per pay period 

but for a definite number of hours on a prearranged scheduled tour of duty made at time of 

appointment.  

(dd) Restored Leave - annual leave held in a separate account as a result of an administrative 

decision to permit an employee to carry forward more than the maximum permitted.  

(ee) Sick Leave - an absence of duty with pay requested by an employee for health reasons.  

(ff) Service Abroad - service which begins with the date of the employee's arrival at a post 

outside the United States, or on the date of his or her entrance on duty if recruited abroad, and 

ends on the date of departure from the post for separation or assignment in the United States. 

Service abroad also includes:  

(1) Up to two weeks of absence in a non-pay status within each 12 months of service 

abroad;  

(2) Authorized leave with pay;  

(3) Time spent in the Armed Forces which interrupts otherwise creditable service; and  

(4) Periods of detail.  

(gg) Suspension - a temporary non-pay status and absence from duty required by the appointing 

authority for disciplinary reasons, or pending inquiry.  

(hh) Temporary Employee - an employee appointed either full-time or part-time for a definite 

period of time not exceeding one year.  

(ii) Tour of Duty - the hours and days during the administrative workweek, fixed in advance, 

during which the employee regularly is required to be on duty.  

(jj) Travel Time - time actually and necessarily occupied by an employee (not US based 

employee on TDY) in going to and from an overseas post of duty and such time as may be 

necessarily occupied in awaiting sailing or flight, as well as time spent in change to another 

official station within the United States of America.  

(kk) VLTP Leave - leave taken pursuant to the Voluntary Leave Transfer Program (VLTP) by 

which a covered employee may donate annual leave directly to another employee who has a 

personal or family medical emergency and who has exhausted his or her available paid 

leave.  

 

5.0  Policy  



The procedures set forth in this handbook must be interpreted in a manner consistent with the policy 

of the Peace Corps to foster a workplace environment specifically designed to help employees better 

manage their work and personal life responsibilities. This policy is intended to increase opportunities 

for employee satisfaction, development, and fulfillment and to maximize employee creativity and 

productivity. 

 

Peace Corps’ procedures regarding absence and leave will comply with 5 USC Chapter 63, 

negotiated agreement when bargaining unit employee is involved, and, in most cases, applicable 

Office of Personnel Management (OPM) guidance. However, when discrepancies between OPM 

guidance and this procedural handbook arise, the provisions of this handbook will take precedence, 

except when necessary to comply with federal laws. Where this handbook is silent, OPM guidance 

will be followed where practicable.  

6.0  Leave Administration  

All leave used, will be computed and recorded in units of one hour, except that absences without 

leave (AWOL) will be charged in an exact amount of time to the minute. Absences on separate days 

are not combined. For example, if an employee is absent a half hour on two separate days, the 

minimum charge for each day is one hour. Use of credit hours (see MS 630) is a form of leave. It is 

accumulated and used in units of one minute, maintained within the Peace Corps’ electronic 

timekeeping system. 

  

Use of leave is subject to approval. An OPM Form 71 (Request for Leave or Approved Absence) 

must be submitted by an employee requesting leave, including credit hours and compensatory time 

off. (see attachment A for form). The following exception applies:  

(a) An OPM Form 71 is not needed if approved to use credit hours that are earned in the same 

pay period as being used.  

7.0 Sick Leave  

7.1 Administrative Responsibility  

It is the responsibility of supervisors to approve requests for sick leave. If there is doubt as to whether 

the employee's absence is due to any of these reasons, the supervisor will satisfy himself or herself on 

this point before approving the charge to sick leave. Authorities for approving advance sick leave are 

described in section 7.5 below.   

7.2 Accrual of Sick Leave  

Under the provisions of the Annual and Sick 

Leave Act of 1951, as amended, sick leave 

accrues as set forth below: Description  

Time  

Full-time employees  1/2 day (4 hours) for each biweekly pay period  

Part-time employees  1 hour for each 20 hours in a pay status  

Uncommon tours of duty  (4 hours) times (average # of hours per 

biweekly pay period) divided by  

80 = biweekly accrual rate  
 


