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case that the employee made every reasonable effort to get to
work but was unable to do so. Authority to excuse tardiness of
longer than 4 hours or to excuse the employee for the entire work
shift is reserved to the DHR. Determining factors in this
decision include: distance between the employee's residence and
the post; mode of transportation normally used; efforts by the
employee to get to work and success other employees similarly
gituated had in being able to report for work.

(3) The installation is gpen as usual but, due to the
varying impact of the situation, a liberal leave policy applies.
This situation may arise when emergency conditions are not
uniform in their effect on the Augusta area. That is, the entire
work force is not severely impacted, but there are specific areas
so severely impacted that employees residing in those areas are
prevented from reporting to work. Because of the scattered
effect of the situation, a liberal leave policy is in effect.

The liberal annual leave policy permits employees to utilize
annual leave without the necessity for obtaining advance approval
or providing detailed justification. Normal requirements for the
employee to notify his/her supervisor are suspended. Normally,
under these conditions employees will be charged annual leave or
LWOP, if the employee has no annual leave, for absences.

However, in individual cases, an employee may be excused without
charge to leave or loss of pay, depending on individual
circumstances. The basic criterion will be whether the employee
made a reasonable effort to report to work. Determining factors
in this decision are: distance between the employee's residence
and the post; mode of transportation normally used; efforts by
the employee to report to work and success other employees in
similar situations had in being able to report to work.

Decisions to excuse employees under these conditions will be made
by the DHR.

8. DURATION OF EXCUSED ABSENCE. Normally the period of excused
time will not exceed two (2) consecutive workdays for any single
period of absence. Where the emergency circumstances continue so
that employees are prevented from returning to work at the end of
two workdays, installation commanders have been authorized to
excuse up to three (3) additional workdays.
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(3) If the employee was scheduled to report for duty after
an initial period of leave and post is closed before the employee
can report for work, leave (annual, sick, LWOP) is charged until
the time the post was closed. (Example: An employee whose
normal work hours are 0730 -1600 was on annual leave from 0730 -
1030 and scheduled to report for work at 1030. The post was
closed at 0930 due to a snowstorm and nonessential employees were
dismissed. The employee is charged annual leave from 0730 -
0930.)

(4) 1If the employee is absent on absence without leave
(AWOL), or approved leave for the entire work shift, the entire
absence is charged to AWOL or the appropriate leave (annual,
sick, LWOP).

NOTE: Earned compensatory time off may be used, as appropriate,
in lieu of leave.

b. During Non-working Hours. Emergency situations which
develop during non-working hours present three alternative
courses of action as follows:

(1) If the installation is glosed, announcements will be
made by the local news media, normally prior to the start of the
day shift. Workdays on which the installation is closed are non-
workdays for leave purposes and nonessential employees are
excused without charge to leave or loss of pay. This does not
apply to employees in a non-pay status on the days immediately
before and after the day(s) the post is closed.

(2) 1Installation is gpen as usual and tardiness may be
excused. This decision is based on conditions developing during
non-working hours which make it difficult for employees to arrive
at work on time. 1In such a situation, supervisors having
authority to approve leave may excuse short periods of tardiness
(up to 2 hours) without charge to leave. (This situation is
distinguished from the situation in which the installation is
opened at a specific time and employees are to report to work at
that time, e.g., the installation is opened and employees are to
report at work at 0900.) Tardiness of longer periods of time (up
to 4 hours) may be excused without charge to leave in cases which
are personally reviewed and approved by commanders, directors,
Training and Doctrine Command (TRADOC) Systems Managers (TSMs)
and heads of special/personal staff offices or their principal
assistant. Absence in excess of the authorized tardiness will be
charged to annual leave or LWOP, if the employee has no annual
leave, unless it is determined from reviewing the facts in each
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€. When a decision is made to close the entire post, the
CPAC will publish guidance on employee eligibility for
administrative leave.

6. EMPLOYEES ELIGIBLE FOR ADMINISTRATIVE LEAVE. Asg a general
rule, General Schedule (GS) employees, regardless of the tenure
of their appointment, and Federal Wage system (Wage Grade (WG),
Wage Leader (WL), Wage Supervisor (WS)), employees with
appointments for more than 90 days are eligible for
administrative leave. Employees who are ineligible for
administrative leave during an emergency situation will be placed
on annual leave or, if they have no leave to their credit, on
leave without pay (LWOP). Because essential employees are
expected to report to work despite weather conditions, the
granting of administrative leave to essential employees who do
not report for work is inappropriate. If essential employees do
not report for work, supervisors may charge the absence to
whichever leave category appropriate for the circumstance, e.g.,
absence without approved leave (AWOL), LWOP, annual leave, sick
leave, etc.

7. IMPACT OF THE DECISION TO GRANT ADMINISTRATIVE LEAVE TO
NONESSENTIAL EMPLOYEES. The impact of the decision to grant
administrative leave depends on whether the emergency condition
arises during working or non-working hours of the nonessential
employees affected by the decision.

a. Duxing Working Hours. How an employee should be charged
for an absence when an emergency occurs during working hours
depends upon his/her duty or leave status at the time of
dismissal, determined as follows:

(1) If the employee was on duty and was excused, there is no
charge to leave for the remaining hours of the work shift
following excusal.

(2) If the employee was on duty and then departed after
official word of the emergency was received but before the time
gset for dismissal of the employee, leave (annual, sick, LWOP) is
charged only from the time the employee departed until the time
set for dismissal. (Example: Notification is given to
activities at 1200 that a snowstorm is due in the Augusta area
around 1400 and nonessential employees are to be excused at 1330
hours. An employee who departs work after 1200, but before 1330,
will be charged leave (annual, sick, LWOP, as appropriate) from
the time of departure until 1330 hours.)
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Civilian Personnel Advisory Center (CPAC) Guidance

1. PURPOSE. To provide guidance to managers and supervisors
regarding administrative excusal of civilian employees in an
emergency situation.

2. REFERENCES.
a. 5 Code of Federal Regulations (CFR) Part 610, Subpart C

b. Department of Defense Directive 1400.25-M, CPM 990-2,
610.83.

C. USASC&FG Regulation 690-21, Civilian Personnel Absence
and Leave

3. EMERGENCY SITUATION DEFINED. For the purpose of this Annex,
an emergency situation is one which may prevent employees in
significant numbers from reporting for work, or may necessitate
the closing of the installation in whole or in part. The
emergency situation must be general rather than personal in scope
and impact. It may be caused by heavy snow or severe icing
conditions, floods, earthquakes, hurricanes, or other natural
disasters; or mechanical failures causing loss of power or heat.
It is emphasized that the health and safety of employees in these
emergency situations are matters of prime concern.

4. OPEN INSTALLATION DEFINED. All employees are to presume,
unless notified by their supervisors or through the local media,
that the installation will be open each regular workday
regardless of any weather or other emergency conditions which may
develop.

5. AUTHORITY TO EXCUSE EMPLOYEES IN EMERGENCY SITUATIONS.

a. Authority to excuse employees in emergency situations is
delegated to the Director of Human Resources (DHR), except where
otherwise stated in this Annex.

b. If a decision is made to close part of the post (e.g., a
building is without power), the responsible activity director
will attempt to relocate affected employees to other work areas
where they can continue to work. If this cannot be done, the
director will notify the Civilian Personnel Advisory Center
(CPAC) of the situation and request authorization to grant
administrative leave to nonessential employees.
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