Advance Sick Leave
Employees may be advanced sick leave to help protect their pay, so as not to have to use Leave Without Pay hours. Advanced sick leave is available to assist employees who are suffering from a medical emergency or to care for a direct family member who is experiencing a medical emergency.  This is limited to a maximum of 240 hours for a personal medical emergency or 40 hours for a family medical emergency. In some instances advanced sick leave is used in conjunction with the Voluntary Leave Transfer Program, but participation in the Voluntary Leave Transfer Program is not required.    

In order to be eligible for advanced sick leave, an employee must:

· Have no available accrued sick leave
· Be suffering from a serious illness or disability, and

· Is expected to be absent for an extended period of time (at least three work days)

Sick leave will not normally be advanced to:

· Employees for whom future accrual of sick leave is doubtful; or
· An employee whose absence is the result of a work-related injury that is covered by the worker’s compensation

Sick leave may be advanced even if an employee has annual leave available.   

The maximum amount of advanced sick leave that may be granted is limited to:

· 240 hours (30 days) for non-temporary employees

· For an employee serving under a limited appointment or one which will be terminated on a specific date, the total amount of sick leave which the employee would earn during the remaining period of the appointment; or 

· 40 hours for a full-time employee (or number of hours in a workweek for part-time employees or employees in an uncommon tour of duty) to care for a family member with an illness.

Advanced sick leave creates indebtedness to the U.S. government for the amount of advanced sick leave used during the approved time period and the following liquidations can be applied:

· A charge to sick leave earned in the following pay periods

· By substituting annual leave retroactively for the sick leave advanced as long as it is not done to avoid forfeiture of annual leave at the end of the leave year; or 

· By a refund upon separation unless a refund is not required.

If an employee is indebted for advanced sick leave, the employee is not entitled to use sick leave being earned until the amount of indebtedness is liquidated.   

An employee applies for an advance sick leave by filling out and submitting OPM Form 71 found on http://www.opm.gov/forms/pdf_fill/opm71.pdf  with appropriate supporting medical documentation to his or her supervisor.

Appropriate medical documentation must include the following:

· Employee’s name

· Reason for absence

· Approximate duration of absence

Notes:

· For absence that may be intermittent in nature, medical documentation should reflect as such.

· For absences requested to care for a family member, medical documentation should include the family members name and relation to employee.

· For absences related to the adoption, a copy of adoption documentation is sufficient for this purpose.

  Upon recovery, the employee is expected to return to work.  Any unused portion of advanced sick leave will be cancelled upon return to work.  All requests for advance sick leave must be supported by medical documentation.  Persons who separate will be required to reimburse the U.S. Government for the unearned sick leave used.  The employee must not have any accrued or accumulated sick leave.

If used with the Voluntary Leave Transfer Program, the order of precedence below applies to the availability and usage of leave.

When using donated leave, employees leave accounts are processed in the order of precedence shown below:

Personal Medical Emergency (DELU) 

030 - Sick Leave

020 - Annual Leave

081- Restored Leave

LS1- Leave Share Donations

LST - Sick Leave Special Leave Account 

02E - Annual Leave Special Leave Account 

03F - Advance Sick Leave

02F - Advance Annual Leave

101 – LWOP

Family Medical Emergency (DMLU)

03F - Advance Sick Leave

020 - Annual Leave

081 - Restored Leave

LS3 – Leave Share Donations

SST - Sick Leave Special Account 

LAT - AL Special Account 

02F - Advance Annual Leave

101 - LWOP

