Attachment B: Scheduled Leave and Office Closure MOU

SCHEDULED LEAVE DURING OFFICE CLOSURSE

MEMORANDUM OF UNDERSTANDING
BETWEEM
USO8 FOREST SERVICE AND NFFE FOREST SERVICE COUMCIL, 1ARAW

This Memorandurn of Understanding (MOU) & betaween the USDA Forest Service (Management] and the
fational Federation of Federal Employees, [AMAW, Forest Serdice Council [Undan], hereafter referred to
as the Parties. This MOU pertains to employee keave status when they are an pre-approved lease when

the office is closed due 1o weather or ather similar situation.
The Parties agree:

L The amached changes pemaining 1o affice closurnes amd amployess on pre-approved leave,
Shown in red, will be made to the F5H 6109, 11, Chapter 30

2 The parties have jointly developed the attached all employes communication reganding this
change.

1. The parties agree that wntil further negatiations of the Agency™ Telesaork Palicy ootur, only
employees who ane scheduled to telework or whao are designated as emengency employess will
be requined to teleaork during times when the offioe & dosed for weather or other situation.

simply checkng the box on the AD-3018, which states:

Emplapee pogershands that LSO may requirg participating employess to work from
thelr helewark site, e.g. home, sehelite offfice, or other boation dwring periods of
Unscheduled Telework authorzotion due te area closures, dismissals, unforeseen
emergencies or other regsans as outvarized by the Sopenasor.

does not constifute notification that the employee is required to telewaork.

4, This MOU becormes effective when both of the following have bean completed:
(&) The Inberim Directive FSH 6109.11, Chapter 30 on this subject is issued and
ib) Approval by the Agency Head or that date on which the thirty {30) day time limit for
agency head review expires, whicheser is sardier.

Either Party may request, consistent with midtenm negotistions under Article 11 of the Master
Agreement, to re-open of re-negotiste the agreement.

Agrend ta:
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Gene Blankenbaker Dia Mlefssa Baumanmn Dan
Dty Dirgcior HAM Secretary-Treasurer

Foress: Service MFFE Forest Service Council



. When conditions make it pocaible o resumee work and some emplovecs are either
unable or elect not to returm to work, their time must be appropriately accounted
for on an individual basis such as, anmeal leave, sick leave, credit howrs, leave
without pay {LWOP), and 5o forth,

. Do not charge leave to employees in annuoal beave status on days when all
emplovees ore sncwsed from the performance of their duties as a result of a non-
workday estahlished by Executive or Administrative onder. —sewheas-samalss
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. Whens emplovess who would ctherwise be reguired 1o report 1o work 2re excused
from work because of an office closure, other eenployees who do not kave a
scheduled workday(s) during the office closure may not be granted another mon-
workday. Employees taking a day off under a flexible work schedule are in
nonpay status on those deys and kave no entitlement e an additional day ofT.

. Employees wha are not affected by the emergency (1.2, not prevented from
workiag) should not be granted admindsteative beave.

. Telework. When a worksite is closed for 2 partial or full day, employees whe are
regularly scheduled to telework must continue to telework or take unscheduled
beave, or & combination of bath for the entire workday, unless the emesgency
affects their ability to perform work at their telework site. Such a situation should
be communicated {0 the supervisor as seon as possible.

Employess who were not scheduled to telework on the day of an office closure
are not required 10 telewark, unless they are identified 25 an emergency or mission
critical employee and can perorm their duties from their elework location,

. Pre-Avpproved Paid Leave, Employees on pre-approved paid beave during a full-
day office closure, delayed arrival, or early depanure, shall continue 1o be charged
lenve for the pericd For which their leave has heen ap;m-wad
a. Full day oflice chosure. When the office is closed for the entire day dus to
weather conditions or cther siuation, employess on pee-approved paid leave will
contimue o be change leave for the part of the day when they were scheduled for
approved leave. Such employess should not be granted administrative leave for
their period of schoduled leave, Employees on scheduled leave for the entine day
shall continue 1o be charged leave and wall not be gr:lrm:d administrative leave,
b, Delaved Arrival. When the office is open under a delayed asvival, employess on
pre-approved leave for the entire workday or emplayees who have notified their
supervizors of their intent t0 use unscheduled leave when a delaved arrival is
annsarced should be charged leave for the entire workday., Such employess
should not ke gramted administrative leave.
c. Early Deparjure. When the office i apen al the @an of the day, bat conditions

change to warrant an corly departure, smployees on pre opproved leave for the
entire workday or employees who have requested unscheduled leave before an




Human Pageure as Managomont

Infended Auvdience: AV F5 Employees
Office Closure Procedures during Inclement Weather & Emergencies

What You Meed to Know

The: Absance and Leawe palicy has bean updated for thase emplovess on pere-
approved paid leave when the office is closed due o indement weather and
emergencies. If an emgloyes hes pre-approved leaes at the same tme 25 an
office closure, then the employee's time in lesve status continees, Employees on
pre-approved paid leave during a full-day affice closure, delsved amival, or carby
departune, shall continue to be charged leave for the pericd for which their leave
has been approved and wil not code administrative kesve (TC-66) on their
timeshest for that period.

HEM has alsa developed & gick reference juice to help managens and employees with
coding time during office closures, delayed cpenings, or sary deparbures,

Firally, the Office of Personnel Management (OPM) has released information an HE,
flecobiities t assst aencies and mans Jers with HE o2tions dunnd emer3ency
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If You Have Questions or Need Assistance

Empioyess who have spedfic ouestions regarding their leave stahus during offior dosures
should contact thelr supsnisar of HRM, o apen an HR Help ase by

1. Logging into ConnectHt Dashboard jand chick an the HR Help link. For detailed
instructions, visk the Hn_eim:mu_ﬁ:u_u_r:m guide.

2. hending an e-mal b ASC HEM Can

3. Or by calling the HAM Contact Center at 1-&:'?—:!:': T248, Press 2,

‘Wi waant your feedback|
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