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ATTENDANCE CONTROL

II1.

III.

Purpose

To provide management with guidelines
for analyzing employee absences LO
idencify potential and continuous
attendance problems; and to provide
information concerning the identifi-
cation and monitoring of absences and
to introduce the Absence Information
Management System (AIMS) for PSDS
offices.

Resgunsihilitz

Installation heads are responsible
for establishing a central momitoring
point to review selected absence data
and ensure that proper action is
raken by supervisors €O correct
employvee deficiencies relative to
attendance. In facilities with a
Director or Manager, Employee and
Labor Relations/Support, this
responsibility will be assigned to
that persom. In other facilities,
the installation head may designate &
manager to be responsible for
administering this activity or
assumes this responsibility person=
ally.

Each supervisor continues to have
direct responsibility for ensuring
the regular and dependable attendance
of his subordinate employees.

Absence File

Contents

Al
This file consists of all Forms 3971,
Request for, Or Notification Of,

[

\

Absence, Form 3972, Absence

Analysis, and related documents
submitted in support of 2 leave

requesit, sudh as medical documenta=
tion mepuired by Employee and Labor
Relations Manual (ELM) 513.36. (Also
see EL-806, Section 214, Health and
Medical Services.)

Location

Files must be in convenient locations
and available at all times to man®
agers and supervisors responsible for
attendance control. Locations are
derermined locally, based on secur=
ity, accessibility, and space.

C. Security

Because of the sensitive nature of
this file, it must be made available
only to authorized personnel. To
maintain proper comtrol, any record
withdrasm must be accounted for by
insertisg a charge record in the.
file. Tnis charge record must show
the name of the person whose record
is withdrawn, the type of record, and
the name of the individual with-
drawing the record. Upon return of
the record(s) to the file, the charge
record is removed. ’

Arrangement of File

Files must.be arranged alphabetically
by employee name. Forms for each
employee must be in chronological
order with the most recent form din
front. Depending on local conditionms,
it may be desirable for the primary

e
Headquarters, Headquarters adminiscracive

support, regioms,
sectional centers,

digtricts, management
postmasters CAG A

through J, and classified stations and
branches.

Specal Instructions
Do not paraphrase or distribute this
instruction in anmy other form.
tions listed mder pistribution may order
additional copies.
Requisition for cunplies; specify the

Organiza=

Use Form 7380,

£iling number; and submit to the
Eastern Area Supply Center.
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arrangement of the file to be by
groups or categories of employees, by
sub-units (e.g., pay loecatiom or
tour) within the organizarional
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Retention Period

The absence file is maintained on a
calendar year basis. All forms pre-
pared during the calendar year are
retained for two years after the end
of that year. When any documents in
the file become part of a discipli-
nary or administrative proceeding,
the document(s) will be retained in
accordance with Administrarive
Support Manual Appendix B (p. 37-58),
UsSPS 120.1%90.

Absences

Management Respons ibility

Each supervisor is respomsible for
controlling absences, both scheduled
and unscheduled. However, because of
the effect that unscheduled absences
(and sometimes scheduled absences)
have on the operational efficienmey of
the Postal Service, as well as the
financial implications that result
(i.e., overtime and replacement
costs), it is essential that super-
wvisors exercise their responsibility
in this area. This instructiom
should be used in conjunction with
EL-501, Supervisor's Guide to
Attendance Improvement.

Definition

An unscheduled absence is defined as:
An absence from work which is mot
requested and approved in advance.
(ELH. 511.41)

Scheduled vs. Onscheduled

All absences are either unscheduled
as defined above or scheduled. A
scheduled absence usually involves
the completion, submissiom, and
approval of PS 3971 prior to the
actual absence; however there could
be situations, as indicated in the
examples bélow where it is not .
possible to have a 397! submitrted in .
advance — yet the absence could be
"scheduled.” 1In these situatioms,
there still must be a request in
adva.nr.'e, and it must be the

Q 'supervisor who decides that the .

=

EXAMPLE 1 -

EXAMPLE 2 -

EXAMPLE 3 -

employee will mat have to come to
work. 'In any ewent, the
determination ef whether an absence
is scheduled or unscheduled must be
made by the supervisor.

An emplovee scheduled to
report for duty at 0700 calls
his supervisor at 0600 and
requests annual leave for
personal business. The
supervisor reviews the
operatiom and after consider-
ing other relevant factors,
determines that he can
operate without the services
of the employee on that day.
He approwes the request.
This 95 a scheduled absence
because it was requested and
approved in advance. While
a PS 3971 was not submitted
in advanre, there was an
advance request and the
~ supervisor decided the
employee need not come to
work.

An employee scheduled to
report for duty at 0700 calls
his supervisor at 0600 and
informs him that he is unable
to report for duty because of
illness and is requesting
sick leave. This is an
unscheduled absence because,
althowsfi requested in
advance, and while the
supervisor was made aware
that the absence was going to
occur, it was not approved in
advance. The call from the
employee merely alerted the
supervisor that the employee
would met be coming to work,
but the supervisor did not
decide that the employee need
not come to work. Instead,
it was the employee who
decided he was not coming to
work, and the call to the
supervisor simply advised of
this decision. In accordance
with procedures, the 2
supervisor does not approve
or disapprove this request
for sick leave until the
" employee returns to work.

Because mail volume is light,
a gsupervisor asks her clerks
who are m their regular

scheduled workday, if any of




EXAMPLE &4 -

EXAMPLE 5 -

EXAMPLE 6 -

them would like to go home
early — using annual leave or
leave without pay. Iwo clerks
take 2 hours annual leave with
the supervisor's approval.
These are scheduled absences
because the supervisor
solicited the requests and
approved the absences in
advance.

An employee scheduled to
report for duty at 0700 calls
his supervisor at 0630 and
states that he will be late
due to car problems. He
reports at 0800. Afzer a
disrussion with the employee,
the supervisor approves 1 hour
of annual leave. This is an
unscheduled absence because
the request was not aproved in
advance.

An employee requests 2 hours
sick leave to attend a dental
appointment 2 days from now.
The supervisor approves the
request and notes it on the
schedule.
absence because it was re-
quested and approved in
advance.

Extended Illness - An employee
suffers a heart attack and
provides documentatiom from
his physician indicating that
the employee will need 2
months to recover. Onece valid
documentation is received and
accepted consistent with ELM
513.363, the remainder of the
absence should be recorded as
scheduled.

Recording Scheduled and Unscheduled
Absences :

Form 3971, Request For, Or Notification

This is a scheduled

0f Absence, (Exhibit 1) has been
modified to document informatiom
concerning -scheduled and unscheduled
absences. Every supervisor who .
approves or disapproves a request for
leave is also responsible for
determining wnether the absenmce is
scheduled or umscheduled (see IV.C).
Once a decision has been made, the
supervisor must check the appropriate
block on Form 3971 showing the absence
as either scheduled or umscheduled.
When a single leave request includes

both scheduled and unscheduled
absences, allocation of hours should

be made as indicated in Exhibit 3.
Personnel cempleting Form 3972 or
inputing leave information thru PSDS,
will assume that the unscheduled
portion occurred at the beginning of
the period of absence unless directed
by the supervisor to record it
otherwise.

Remember =~ the determirtation to
approve or disapprove a leave request
is independent of determining if an
absence is scheduled or unscheduled.
Supervisors must be very careful to
apply established prineciples and
regularions when acting upon leave
requests.

Review Procedures

The mansger selected as the central
monitoring point has the overall
responsibility for reviewing the
attendance control performance of
supervisors and managers.

A. Organizational Unit Reviews

The installation head or designated
manager (central monitoring point),
reviews the appropriate documents
(e.g., Quarterly listing, PSDS Sick
Leave Report, PS 3972) and/or the
AIMS Reports (see VII), to determine
possihle problem areas. The review-
ing mamager makes appropriate com=
ments sn the overall performance of
each work unit, to provide guidance
to supervisors. Such comments will
not indicate any corrective or dis-
ciplinary action for specific
employees.

B. Detailed Review

1. Upm receipt of the Quarterly
Liszring, (or AIMS
Reports), each supervisor reviews
the attendance record of each
employee listed to determine the
reason for the individual's -
absences.

2. It is important that the
emloyee's immediate supervisor
comduct these reviews, since that
particular supervisor has
first-hand knowledge of the
empiovee.

3. A low sick leave balance or high
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VI.

number of absences does not
automatically indicate abuse (e.g.,
~“ong-term illness, etc. ). Line out
\Tf, name of any employee for whom you
now there was valid reason to be
absent unless such absences, while

legitimate, are nonetheless excessive

and warrant further attention or
corrective actiom.

Names remaining on the list are
included in a memorandum to the
central monitoring point, requesting
that a Form 3972, Absence Analysis,
(Exhibit 2) be prepared for each
employee. 1f the request is
approved, it must be forwarded to the
Director of Finance or other official
responsible for custody of the
timekeeping records for completion.
Using the codes listed in Sectiom VI,
Form 3972 must be completed using
timekeeping records, PSDS clock ring
history microfiche, AIMS report
microfiche, and/or Forms 3971. Post
all leave charged for the curremt and
preceding quarter, beginning the
current quarter with the most recent
3971, timecards, or PSDS information
as available. Post additiomal
quarters if conditions warrant. 1f
Form 3972 is maintained on an ongoing

( asis for each employee, the

rocedures in this section may be
deleted.

Forward the completed Form 3972 thru
the central monmitoring point to the
requesting supervisor, who reviews
the form and takes appropriate

" acrion. The action taken is recorded
on the reverse of the Form 3972,
which is returned to the central
monitoring point for inclusion in the
absence file. (n.b., Records of
discussions must be maintained
consistent with the various
collective-bargaining agreements.)
For maximm benefit, reviews and
recommendations should be completed
as quickly as possible and each
installation head should establish an
appropriate schedule to ensure rimely
analysis. v

Absence Codes.

Use the codes indicated below to poéf

absences on Form 3972. If the
absence has been reported as

unscheduled on Form 3971 or PSDS
slock-ring histories, a "U" should

i“'*---pr':ecmi.-. the applicable code

-

VIiI.

A.

code identifying the specific type

of absence.,
Absence Code **
Annual Leave AL
Annual Leave in Lieu of Sick SAL*
Sick Leave - SL
LWOP In Lieu of Sick Swop*
Emergency Amnual Leave EAL*
Holiday Leave H
Leave Without Pay Lwap
Military Leave ML
Court Leave CL
Absence Without Leave AWOL*
Administrative Leave ADL
Absence from Scheduled Overtlme 1/ AOT*
Continuwation of Pay cop*
Late Reporting L*
*%* Absence codes are listed on PS 3972

for easy reference.

These are not separate categories of
leave. The distinction is made for
Form 3972 analysis purposes only.

Supervisors should complete a Form
3971 for those employees who are
absent from scheduled overtime. The
remarks section of Form 3971 should
be annotated accordingly. The
completion of this form is not an
official request for leave
(employee's signature is not
required) but is for recordkeeping
purposes only.

Absence Information Management

sttzﬂlAIHS)
Data Entry

A future Transmittal Letter to
Handbook F-22, PSDS, Time and
Attendance, will provide 1instructions
concerning data entry of unscheduled
absence information into the PSDS
svsCem. -

ATMS Reports

The Postal Data Centers will provide
AIMS reports each pay period to all
PSDS offices. These reports show
leave usage information in terms of
scheduled and unscheduled absences.
Legwve usage information is provided
by type of leave for the current and
prior periods, year-to-date and same
period last year. The information

provided is in greater detail and is




identifying and controlling absemces
which have a negative impact on
Postal operations. The frequency of
these reports provides management the
opportunity to more quickly identify
potential problems and prevent them
from occurring.

2. Because of the frequency and detail

of these reports, MSCs may determine
the review procedures listed in
Section V need not be conducted upon
receipt of each report. MSCs may
establish a lesser frequency of
review based on local needs, but it
is not to be less than once every
third report. Im any event, all
reports should be distributed upon
receipt even when review procedures
are not-required.

wfe




REQUEST FOR. OR NOTIFICATICN OF ABSENCE

PS Form 3971, Dec. 1982 (Ravarse)

./;

Exhibit 1
-

& U.5. G.P.0.

‘oioyee’s Name (Last, Frrst, M1 Social Security No. Date Subrmutied No. of Hours Requested PSDS Entry
P PP YR.
Installatson (for PM leave, show city, state & ZIP) Pay Loc. NozD/A Code ] From Thru Day |inin. |Hours
: (Mo., day, |(Mo., day, | Sat
Time of C2ll or Request |Scheduled Reporting Employee Can Be Reacned At |Revised s prour) 01
Time (1 needed) [ No Ca |Schedute Sun
o For (Date) : 02
Type ot A D on (for Official Use Oniy) Approved In Advance? | Mon
- [J For C. of Pay Leave (CA-1 on File] O ves Ono : 03
= Annual  [J LWOP | = g4, Agvanced Sick Leave (1221 on File) Begin Work j B‘:f
g Sick fer g"*"" 0 For Military Leave (Orders Aeviewed) £y
0 ;;: cop [ For Court Leave (Summans Reviawed) Lunch-Cut | 05 ®
B TimeUsed | 3 go, comp. Taken (Baiance Reviewed) Tho
Qe 0] For Higner Level (1723 on Fila) Lunch-in 08
Remarks (Do Not Enter Medical Information) End Work 55
Tomml Hours 5381
> [-
| unde-stand that the annual legwe authonzed 1n excess of amount available 10 me cenay the ieave yasr will be changed To LWOP. v
Empioyee's Signature & Date Signature of Person Recording A & Dae|Sig e of Supervisor Notified & Date h{'itél‘l
' ue
11
s : S Wed
Official Action on Application 12
g |Sw t Supervisor & Date Thur
O aporoved [ Disapproved (Grve Reason) O scheduled gnature o 13
O Unscneduled :R
Warning: The furnishing of false information on this form may result in a fine of not more than $10,000 or O Continued on
imprisonment of not more than 5 years, or both, (18 U.5.C. 1001.) Reverse
PS Form 3971, Dec. 1982
i - ‘ : -
%\‘ _During This Absence | Was Incapacitated Leave Ty i S5 Entry
For Duty By: f :
F {Information only) PP YR
. . Time-
O S!CR@ O Caring For, or Facd SR5E e e [
Exposed To, 2 Leave Type Code Code Sat
Contagious 0P - GACh —_— 01
H - 49 25 Sun
Disease WOP — Part Day 59 3 02
_ WOP — Full Day 60 z Mon
O On the Job Court Leave 61 04 03
injry Canvention Leave &6 12 Tue
Blood Donor Leave &9 1] 04
Civil Defense Leave 77 16 Wed
O Off theJob  [J Undergoing 3‘“ of God Leave 78 13 05
2 . eteran Funeral Leave 79 14 Thur
Injury Medlical. Dental or Relocsiion Leave o 15 Oé-'
Optical Examination | Civil Disorder Leave 81 17 Fri
or Treatment Umon Official Leave B84 28 07
Voung Leave s 18 Sat
Other Paid Leave 25 10 08
O Pregnancy and Confinement PM Organization Leave o8 Sun
09
PRIVACY ACT: The coil of thus is authorized by 39 USC 1001. This intormation will be used to grant or [
deny your request for official lesve from Postal Service duty. Asar use, this inf 1on may be disclosed to an 10
2ppropnale law enforcement age fon oa orp 1on pr g5, 10 i) congressional office al your reguest, Tue
1o OMB far review of private relief legisianion, 10 any agency where relevant 1o hinng, contracuing or licensing, 10 a labor 111
organization as reguired by the NERA, to the Office of P | Manag t for of an EEQ complaint, and Wed
where pertinent, in a legal proceeding to which the Postal Service is party. Completion of thus form s voluntary, however, 12
if this infor ian ?: not prowided olficial leave may not be granted. Thur
; = 1
Warning: The furnishing of false information on this form may resuit in a fine of not more than §10,000 or s'
imprisonment of not more than 5 years, or both. (18 U.5.C. 1001.) 14
: 1983-655-039
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REQUEST FOR. OR NOT

IFICATION OF ABSENCE-

Employee's Name (Last, First, ML) Social Secunty No. ‘Date Submined No. ot Hours Reguesied PSDS Entry
CeVwold: pmaRY L. 1/23-95-¢28), &-25-F3 s& PP YR

Instaltation (for PM leave, snow city, state & ZI1P) |Pwi.oc NoiDIA Code From Thru Day |imi. |Hours

| #/2 | gfo Mo cw. |Ma. day. %aT: |

Time of Call or Request |Scheauled Reporning "Er;'mlovz}c-‘m Be Reacned At |Revised ':;'..":’ 23 }"': 3e [Sam

Time 1f need! edule

o200 ™ pgo00 O No Cal ri?rmau} ofee | 1708 02 :

Type of Absence Documentauon (for Official Use Onlyl '&‘onrm In Agvance’ Mon t |
= | O wwor [ For C. of Pay Leave (CA-1 on File) l = Yes Cno $3 : [
i Annual . we : |
e [ For Advanced Sick Leave (1221 on File) Begin Work ! i
!‘ﬁ“ (See 'Ejm" {0 For Military Leave {Orders Reviewed) - vl\::dd - 1
.:__JJ tate L coP [ For Court Leave [Summons Raviewed) Lunch-Out I ! Oes 1| ]

3 Coma Time Usid [J For Comp. Taken (Baiance Reviewed) : Thor
L [ For Higner Level (1723 on File) Lunch-in | 06 |
Remarks {Do Aot Enter Medical information) End Work | EI; L
! i Sat | :
Totml Hours | | D8 ] |
| ungerstand that the annual ieave suthorized 1n excess of amount available to me duning the leave vear will be changed 1o LWOP. E %ué'_ 1

Employee's Signature & Dare

‘|Signature of Person Recording Absence & Date

| Signature of Supervisor Notified & Dat N'ﬁ}n I z

Rt &
(7t Royretls | 77 Rhurit | OK Withme |%
o Official Action on Application | ki
FAporoves L] Disanproved (Geve Aesson) o Cnecsates. 3 2 [Pariure of Sumgrwnior. i Oue Thur
Winireanes /| ()}, WiThme <2537
Warning: The furnishing of faise information on this form may result in a fine of not more than $10,000 or O Continued on
imprisonment of not more than 5 years, or both. (18 U.S.C. 1001.) Reverse

"orm 3971, Dec. 1982

Q
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Exhibit
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U.5. POSTAL SERVICE Emplovee's Name Sociat Secunty No. Pay Location
ABSENCE ANALYSIS '
Instructions

Post current and pravious quarters, Post additional quarter(s) if LWOP........ Leave Without Pay

conditions warrant. The reverss of this form is used by the ML .cveennnas Military Lesve

employse’s supervisor to cartify periodically that the employse’'s [ v OO S Court Loswe

stiendance has been reviewed. AWOL® ...... Absent WRhout Leave

Codes. for Analysis ABL Siveiies Administrative Leave
AT pmnane Abssnce From Scheduled Overtime

AL oovvnnnnn Annual Leave COP? ivewens Costinuation of Pay

- LA— Sick Leave L™ eeiiiannnns Lete Reparting

EAL® ........ Emergency AL *Note: These are not ssparate leave catégories. but a distinc-

Hoizooiroanns Holidsy Leave tion is madae for the purpose of analysis. i

Pay Period Week One Week 2

[~ 1 From (date/ To (date) Sst | Sun Mon Tue Wed | Thar Fn Her | Sun Mon Tue Wed Thur | Fri

PS Form 3972, Sent, 1982

Exhibit 2

-7 =




	Employee's Signature Not Required

