Scheduled and Unscheduled Leave
Every supervisor who approves or disapproves a request for leave is responsible for determining whether the absence is scheduled or unscheduled. It is important to know that the determination to approve or disapprove a leave request is independent of determining if the leave (absence) will be scheduled or unscheduled.

Unscheduled Absence Definition: An unscheduled absence is an absence from work which is not requested and approved in advance – ELM 511.41

Supervisor Responsibilities: Each supervisor is responsible for controlling absences, both scheduled and unscheduled. However, because of the effect that unscheduled absences have on the operational efficiency of the Postal Service, as well as the financial implications that result (i.e., overtime, penalty overtime, replacement costs, delayed mail), it is essential that supervisors exercise their responsibility in this area. 

Employee Responsibilities: Employees are expected to maintain their assigned schedule and must make every effort to avoid unscheduled absences. In addition, employees must provide acceptable evidence for absences when required – ELM 511.43.

Examples of Scheduled vs. Unscheduled Absences
All absences are either unscheduled as defined above or scheduled. A scheduled absence usually involves the completion, submission, and approval of PS 3971 prior to the actual absence.
However, there could be situations where it is not possible to have a 3971 submitted in advance yet the absence could be “scheduled”. In these situations, there still must be a request in advance, and it must be the supervisor who decides that the employee will not have to come to work. 
In any event, the determination of whether an absence is scheduled or unscheduled must be made by the supervisor.

Example 1 – Scheduled Annual Leave
Situation: An employee scheduled to report for duty at 0700 calls his supervisor at 0600 and requests annual leave for personal business. The supervisor reviews the operation and after considering other relevant factors, determines that he can operate without the services of the employee on that day. He approves the request. 

Result and Reasoning: This is a scheduled absence because it was requested and approved in advance. While a PS 3971 was not submitted in advance, there was an advance request and the supervisor decided the employee need not come to work.
Example 2 – Unscheduled Sick Leave
Situation: 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. 

Result and Reasoning: This is an unscheduled absence because, although 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 not 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 supervisor does not approve or disapprove this request for sick leave until the employee returns to work. 

Example 3 – Scheduled Annual Leave or Leave without Pay
Situation: Because mail volume is light, a supervisor asks her clerks who are on their regular scheduled workday, if any of them would like to go home early – using annual leave or leave without pay. Two clerks take 2 hours annual leave with the supervisor’s approval. 

Result and Reasoning: These are scheduled absences because the supervisor solicited the requests and approved the absences in advance.
Example 4 – Unscheduled Annual Leave
Situation: 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. After a discussion with the employee, the supervisor approves 1 hour of annual leave. 

Result and Reasoning: This is an unscheduled absence because the request was not approved in advance.
Example 5 – Scheduled Sick Leave
Situation: 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. 

Result and Reasoning: This is a scheduled absence because it was requested and approved in advance.
Example 6 – Scheduled Sick Leave
Situation: Extended illness – an employee suffers a heart attack and provides documentation from his physician indicating that the employee will need 2 months to recover.

Result and Reasoning: Once valid documentation is received and accepted consistent with ELM 513.363, the remainder of the absence may be recorded as scheduled.

Remember: The determination 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 principles and regulations when acting upon leave requests.

