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Subj: SCHEDULING OF ANNUAL LEAVE FOR U.S. CIVILIAN EMPLOYEES

1. The current leave year ends on 06 January 2018. Employees
and supervisors are mutually to plan, schedule and use annual
leave throughout the leave year.

2. Employees are responsible for requesting and scheduling
annual leave in advance, when possible, tc facilitate work
planning and to permit any necessary rescheduling. Supervisors
are responsible for ensuring that each employee schedules their
leave in advance, and giving the opportunity to reschedule their
leave to prevent forfeiture throughout the leave year and not
just at year end.

3. Forfeited annual leave can only be restored in the limited, .
narrowly defined situations where annual leave is forfeited due
to administrative error, exigencies of the public business, or
when sickness of the employee prevents the employee from using
annual leave.

a. An exigency of the public business is considered to exist
when the necessity for canceling previously approved annual leave
arises from circumstances of major importance that are beyond the
control of the employee affected, could not reasonably have been
anticipated, and make it impracticable or not in the public
interest to allow the employee the use of leave.

b. Insufficient employees available to meet work
requirements or to serve as “acting” in a key position is not
considered an exigency of public business. An exigency will not
be deemed to exist solely because i1t would be inconvenient or
disruptive to have too many employees absent on year—-end leave or
because of the pressure of normal workload variations or normal
time limitations for work completion.



Subj: SCHEDULING OF ANNUAL LEAVE FOR U.S. CIVILIAN EMPLOYEES

4. Annual leave that is forfeited because a request to take
annual leave is denied, even where the denial is due to
unexpected or emergency work requirements, is not eligible for
restoration.

5. If you have additional questions, you may contact

Ms. Eiko Norinaga, Labor/Employee Relations and Services
Division, Human Resources 0Office, Yokosuka at DSN 243-8184
or email Eiko.Norinaga.JA@fe.navy.mil.

———
A, LOGAN

By direction

Distribution:

AEGIS CENSURFCOMBAT

COMELEACT Yokosuka ' COMNAVFORJAPAN
COMNAVREGJAPAN COMSUBGRUF Seven Yokosuka
CPPD D3SO Pacific

JOINT POW/MIA ACCTG MSC Ship Suppert Unit Japan
NAVAIRWARCENADLKE NAVCOMTELSTA FE

NAVFAC FE NAVHOSP Yokosuka
NAVSHIPREPFAC&JRMC NAVSUP FLCY Yokosuka
NMAWC Yokosuka NOAC Yokosuka

PSNS and IMF RLSO

TTGP

Copy to:

HROSO Atsugi, Sasebo, Okinawa



