APPLICATION FOR LEAVE

SF-6 (R 11-01}

AGENCY

- Employee Name
| request Fram: SOAM OPM| To R OAad OPM
hours of leave.
! { ! /
Chargeable Leave Hequest FMLA: 7 LWOP
O Annuai O Straignt Compensatory _
O Sick 3 Time and Ore-Half Compensatory (. Family
O Unpaid
Non-Chargeable Leave Request ~ EDUCATIONAL: SPECIAL:
[0 Funeral O .ob Related 7 Act of God O Office Closure
0O Jury Duty MILITARY: O Civil Air Patrot 1 American Red Cross
1 Hazard Duty {law enf) L Active O Emergency Civilian 7 Voting
) O Cthar O Training (15 days per year}
(Expian in *Comments” Sectlon) 1 Physical

Comments

~ SAMPLE

| CERTIFY THAT MY ABSENCE FROM DUTY WAS FOR THE REASON NOTED

Employee Signature

Date

Approved by and Title

2a.cK

L eave Definitions

Annual: leave with pay granted an employes for the purpose of
rehabilitation, restaration ang maintenance of work efficiercy. of
rransaction of personal affairs.

Sigk: leave with pay granted an ampioyee who Is suflering with a
disabiilty which prevents him from performing his usuai dulies
and responsitiiities or who reguirss madical, dental or optical
consuitation or treatment,

Sireight Compensatory: overtims leave sarned by employees
axempt irom federal Wage and Hour laws when they have
physically worked hours in excess of their regular schedula.

Time and_One-Half Corppensglory: ovarttma leave sarned by
smployeas who are non-exempt under fedsral Wage and Hour
laws when thay nave physically workad hours in excess of their
ragular schadule.

LWOP: Leave Without Pay

EMLA: (Famiy and Msdical Leave Act) appioved ansence
availabie 1o eligivie empioyess for up to 12 wesks of leave per
year for cartain family and medicai reasons.

Seft: tor empioyes’s own sericus health condition.

Eamily: an immediate family member (spouse, child ar parent)
with a serious health conditon.

Unpaig: when paid isave (annualfsick) is exraustad or cannot be
used under speciic circumstances.

Non-Chargeable Leave Hequest:

Funsrai: leave grantsd when attanding the funeral or burial rtes
of a parent, step-parent, child, step-child, brother, stap-brotaer,
sigler, step-sister, spouse, motherin-law, fatherin-law, grand-
parent or grand-cniid; provided such time off shall not exceed
two days an any ong occasion.

Sty Ruty: summoned to periorm jury duty.

Hazard Duly {igw enil: granted when an employee engaged in
law snforcamaent work is disabled wnie i the performance of
duty of a hazardous nature and because of such disabitit/ is
unabte (0 perform his usual duties, {Givil Service Rute 11.21.1)

QTHER

Any other spacial or non-chargeable leave raguest as providsd
in Chagter 11 of the C.8. Rules.

EDUCATIONAL
Job Retgted: leave granted 1o ettend a coursa that is refavant to
job.

MILITARY
Active: leave granted whean callsg to activa military duty.

Training: annual training or active duly for faining {weekend
dritls).

Physical: leave granted 1o conduct mandatory physical 1o eniist
in military.

SPECIAL
Actof God: appointing authority daterminas the employee is pre-
ventad by an act of God from performung cuty.

Civit Air Pajral: a mamber of Civil Air Patrol ordered to perfarm
duty win troops o participaie in figld exercises or raining.
Leave shalt not exceed 15 working deys in any one calender
yaar.

Emergency. Clvitan: performmg ernergency civiilan duty in
relation to national defense.

Qffie Closure: leave grantad due 0 focal conditions which
pravent the employes from attending work.

¢ Isave granted for a pariod noi fo exceed
15 work ddys in any calender year to participate n American Red
Cross raliet sarvices in bouisiana o disasters designaled as
Laval It or above in the Am Red Cross Regulations and
Procedures. Must be certified as a Trained Disaster Voiunteer
and approved by appointing authority.

Voting: ieave granted when voling n a primary, genaral of
special siection which falls on regular scheduled work days,
provided ngt more than two hours of leave sheil be allowed to
vole in the parish where he s employed and not more than cne
day to voia in anather parish.




