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Digest:  
This interim directive (ID) reissues without changes, the direction previously issued in id_6109.11-2010-2.
30.1 - Authorities for Federal agencies’ use of federal funds for expenses related to firefighters and law enforcement officers, as well as other designated employees’ attendance at funerals and memorial services.

30.5 - Adds definition for the term “Non-Employee”. 

38.42 - Revises policy on employee attendance at funeral or memorial services, leave granted, 

and use of agency funds for travel.  Renumbers section accordingly.
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30.1 - Authority
In addition to those authorities identified in parent text, the following apply to Federal agencies’ use of Federal funds for expenses related to agency employee attendance at funerals and memorial services:

3.  Title 5, United States Code, section 6328 (5 U.S.C. 6328) authorizes Federal agencies to finance expenses related to firefighters’ and law enforcement officers’ attendance at the funeral or memorial service of a fellow Federal firefighter or Federal law enforcement officer who was killed in the line of duty.

4.  Title 31, United Code, section 1345 (31 U.S.C. 1345) authorizes Federal agencies to use appropriated funds for travel, transportation, and subsistence when an employee or officer performs an official duty. 
5.  Comptroller General's Decision, volume 70, page 200 (70 Comp. Gen. 200) sets forth that an officially designated representative(s) may be designated and approved in writing to travel to and attend the funeral as official business.
30.5 - Definitions

Non-Employee:  A person who at the time of death was not an employee of the Forest Service.  Contractors and retirees are considered non-employees for the purpose of this directive.

38.42 - Administrative Discretion

Management may grant other paid absence (TC 66) without charge to personal leave in the following situations:

1.  Blood Donation.  Any employee making a donation of blood without compensation may be excused for a period not to exceed 4 hours (including the time needed for the donation) for subsequent rest and recuperation.  Compensated blood donors must take annual leave or leave without pay for any period of absence required for that purpose.

2.  Preventive Health Screenings.  An excused absence of 4 hours may be granted each leave year to employees with less than 80 hours of accrued sick leave to participate in preventive health screenings.  Health screenings include: prostate, cervical, colorectal, and breast cancer; screening for sickle cell anemia, blood lead level, blood cholesterol level, immunity disorders such as HIV; and blood sugar level tests for diabetes. 

a.  The 4 hours may be used intermittently or all at once. 

b. The excused absence is in addition to other available family friendly leave benefits and alternative work schedules. 

c.  Excused absence may not be used to accompany family members receiving preventive health screenings.

3.  Tardiness and Brief Absence.  Unavoidable absences of less than 1 hour and occasional tardiness may be excused when the reasons are justifiable to the supervisor.  When not justifiable, charge the absence to an appropriate leave account; in addition, the absence may become the basis for disciplinary action. 

4.  Leave Prior to or Upon Completion of Travel.  Prior to or upon completion of travel, employees may be excused up to 2 hours with supervisory approval without charge to leave where circumstances are such that excused absence is appropriate. 

5.  Participation in Emergency Rescue or Protective Work.  An employee may be excused from work without charge to personal leave to participate in a civilian capacity in emergency rescue or emergency protective work during official working hours.  Emergency situations include but are not limited to extreme weather conditions or disasters such as fire, flood, or other natural phenomena.  Supervisors have the authority to grant other paid absence (TC 66) retroactively when they determine that the activity was for an emergency and was in the interest of the public welfare. 

6.  Physical Examinations for Military Duty.  Grant excused absence to an employee who must take a physical examination in connection with induction or enlistment in the Armed Forces for the time necessary to complete the examination. 

7.  Change of Official Station.  Non-temporary employees who in the interest of the Federal Government are making a change of official station that involves relocation of family residence may be granted time off without charge to personal leave or loss of pay during the regularly scheduled administrative workweek.  The total time excused shall not exceed 80 hours of pay status for any official move under these regulations. 

a.  The excused absence is to cover such activities as:

(1) Locating housing (house hunting) at new duty location, including the travel time. See GSA’s Federal Travel Regulations (FSH 6509.33) for additional guidance regarding travel time. 

(2) Pre-moving and post-moving arrangements, including but not limited to stopping and starting utility services, arranging for daycare, registering vehicles, establishing banking services, enrolling children in school, postal services, and so forth. 

b.  The leave does not cover activities such as:

(1) Packing and unpacking performed by the employee.  This would be personal leave.

(2) Acting as agency representative when overseeing official packers.  All the time the employee is acting as the agency representative on the moving contract is compensable (TC 01). 

(3) In cases of dual-career families, each employee must receive a valid Federal job offer in order to receive the 80 hours of other paid absence (TC 66).

(4) The on-the-road travel time involved in the final one-way move is official duty status within the parameters of the employee’s regularly scheduled administrative workweek (TC-01).

8.  On the Job Injuries.  All absences related to on-the-job injury must be charged consistent with the Office of Workers' Compensation Program regulations. (FSH 6109.12 for additional information.) 

a.  An employee injured while at work may be excused for the time needed for first-aid treatment and shall code this as TC-66. 

b.  If medical treatment is necessary, the time used in traveling and receiving treatment may be excused (TC- 66) on the day of the occurrence or the first appearance of the symptoms.  The time granted cannot exceed the employees’ regularly scheduled administrative workday.

c.  Any time used on the day of occurrence of an injury will be considered excused absence (TC-66).

d.  Any time after the day of occurrence may be charged to Continuation of Pay 
(TC-67), annual leave, or sick leave.  All absences related to on-the-job injury must be charged consistent with the Office of Workers' Compensation Program regulations.  See FSH 6109.12 for additional information. 

e.  In the case of a new injury (not a disease), the employee is entitled to continuation of pay for a period not to exceed 45 calendar days.

9.  Volunteer Activities.  Employees seeking to participate in volunteer type activities during basic working hours may be granted annual leave, leave without pay, compensatory time off, or use credit hours earned under flexible work schedules.  Only in limited circumstances may employees be granted excused absences for volunteer activities when it:

a.  Is directly related to the Forest Service mission.

b.  Enhances the professional development or skills of the employee in their current position. 

c.  Is officially sponsored/sanctioned by the head of the Forest Service.

d.  Is brief and is determined to be in the interest of the Forest Service.

10.  Professional Organizations.  When attendance at meetings or conferences given by a professional organization benefits the Forest Service mission and enhances the employee's professional development, reasonable excused absence may be authorized for activities relating to the internal management of non-federal professional association and societies.  Activities could include participation on a Board of Directors or Executive Committee.  Employees shall be willing to pay their own expenses and participation in a "personal capacity."  The employee's supervisor must approve all excused absences in advance.

11.  Representing Labor Organizations.  Refer to the applicable National or local union contract for information regarding use of time for union representation purposes. 

12.  Wellness Activities.  Supervisors are encouraged to grant short periods of excused absences for employees to participate in officially authorized or recognized wellness, educational, and awareness programs; health, fitness, and lifestyle assessments; and health fairs.  Employees are authorized up to 3 hours per week to participate in fitness activities and wellness programs.  Supervisors are also encouraged to accommodate, to the extent possible, employee requests for flexible work schedules and annual leave in order to participate in physical fitness and exercise.

13.  General Guidance on Honoring the Contributions of Deceased Employees (and as Appropriate, Non-employees).  The conduct of ceremonies to honor the contributions of deceased employees (and as appropriate, non-employees) is an important aspect of Forest Service culture.  Such ceremonies are a tribute to the families of the deceased and further serve the interest of the Forest Service.  Activities to honor the deceased will be 
conducted in a manner that displays an appropriate level of respect.  In addition to employee involvement, line officers are expected to approve and be fully aware of the amount of resources devoted to the ceremony as measure of providing appropriate respect for the deceased and as managers responsible for the wise and efficient use of government property.

14.  Attending the Funeral or Memorial Service of a Co-worker.  Employee attendance at the funeral or memorial service of a co-worker is considered appropriate for the purpose of sustaining employee morale, maintaining employee productivity, and reinforcing to the Forest Service and others the significance of the deceased to the Forest Service.
Employees may be granted administrative leave for the time needed to attend the local (within the normal commuting area as defined by the Federal Travel Regulations, 
FSH 6509.33-301-71.108) funeral or memorial service of a fellow employee.  Administrative leave is charged to transaction code 66 on the employee Time and Attendance Report (T&A) and no appropriated funds may be used for travel expenses incurred. Administrative leave to attend a Funeral or Memorial Service of a co-worker may be approved by the highest local line officer.  
Should the Forest Service have a choice of an appropriate representative between someone who is located outside and someone located within the official duty station of the deceased employee, then cost of travel should be considered in the determination.  Upon their request other co-workers may be granted administrative leave to attend the funeral service at their own expense.  

15.  Employee Fatalities.  The appropriate Deputy Chief, Regional Forester, or Station Director, may identify individuals who will serve as Agency Representatives to serve the role of family liaison, escort the victim, represent the agency at the service, or provide other functions as required as a result of the fatality.  An Agency Representative(s) may be designated regardless of the duty status of the victim at the time of death.

Should the Forest Service have a choice of an appropriate representative between someone who is located outside or within the official duty station of the deceased employee, then the cost of travel should be considered in the determination.

16.  Serving as an Official Agency Representative at Funeral or Memorial Service of a Forest Service Employee Whose Death Did Not Occur in the Performance of Their Official Duties.  In circumstances where the appropriate deputy chief, regional forester, or station director determines that Forest Service representation at the funeral of a currently employed Forest Service employee would serve the Governmental purpose of sustaining employee morale and reinforcing to the Forest Service and others the significance of the deceased to the Forest Service, an official representative(s) may be designated and approved in writing to travel to and attend the funeral (70 Comptroller General 200) on official business. Unless otherwise approved by the Chief, deputy chief, regional forester, or station director, the number of employees who may be authorized to attend a memorial service on official time and at government expense is limited to five.  The approving official shall approve in writing all employees attending at government expense and account for the amount of agency resources being committed to the memorial services.  The costs associated are charged to the local sponsoring units.  Employees attending as designated agency representatives shall use transaction code 01 (TC-01) on their T&A. 
17.  Serving as an Official Agency Representative at Funeral or Memorial Service of a Forest Service Employee Whose Death Occurred While Performing Their Official Duties.  The appropriate deputy chief, regional forester, or station director, may identify individuals as official agency representatives to serve the role of family liaison, escort the victim, represent the agency at the service, or provide other functions as required as a result of the fatality.  Unless otherwise approved by the Chief, deputy chief, regional forester, or station director, the number of employees who may be authorized to attend memorial services on official time and at government expense is limited to 25.  The approving official shall approve in writing all employees attending at government expense and account for the amount of agency resources being committed to the memorial service.
Should the Forest Service have a choice of an appropriate representative between someone who is located outside or within the official duty station of the deceased employee, the cost of travel should be considered in the determination.

18.  Non-employee Fatalities.  Only the Chief may designate individuals as official agency representatives to serve the role of family liaison, escort the victim, represent the agency at the service, or provide other functions as required as a result of the fatality.
19.  Attendance at Funerals or Memorial Services for Law Enforcement Personnel/
Criminal Investigators or Wildland Firefighters Killed in the Line of Duty.  Law Enforcement Officers (LEO’s)/Criminal Investigators or Firefighters, who are authorized, may be excused from duty without loss, or reduction in pay or leave.  When so excused from duty, attendance at such service must for the purposes of section 1345(a) of Title 31, be considered to be an official duty of the officer or firefighter (Section 6328 of Title 5 United States Code).  Employees attending as designated agency representatives shall use transaction code 01 (TC-01) on their T&A. 
a.  The appropriate official (deputy chief, regional forester, station director, or Director of Law Enforcement and Investigations (LEI)) shall designate official agency representatives who may assist in planning, take an active part and/or attend the honors funeral or memorial service of law enforcement or firefighter personnel killed in the line of duty and is deemed official business.  Unless otherwise approved 
by the Chief, deputy chief, Director of LEI, regional forester, or station director, the number of employees who may be authorized to attend the memorial services on official time and at government expense is limited to 25.  The appropriate official shall approve in writing, all employees attending at government expense and account for the amount of agency resources being committed to the memorial services.   In order to assure representation of employees from units served by a law enforcement employee killed in the line of duty, the Director of LEI shall consult with the appropriate line officers regarding attendance at services.

b.  Other co-workers (not designated as official agency representatives) with close relationship to the deceased who wish to attend in their personal capacity may be granted a reasonable amount of administrative leave only for the time necessary to attend the funeral service.  Time associated with travel to the event may not be charged as administrative leave (TC-66) and must be borne by the employee.  The agency must not bear the costs of travel.

20.  Attendance at Funerals or Memorial Services for Law Enforcement Personnel/
Criminal Investigators or Wildland Firefighters Not Killed in the Line of Duty.  The appropriate deputy chief, regional forester, station director, or Director of LEI may assign employees as official agency representative to plan and/or attend the funeral or memorial service of law enforcement or firefighter personnel whose death occurs while off duty.  Unless otherwise approved by the Chief, deputy chief, regional forester, or station director, the number of employees who may be authorized to attend memorial services on official time and at government expense is limited to five.  Employees attending as official agency representatives shall use transaction code 01 (TC-01) on their T&A. 
Other co-workers with close relationship to the deceased who wish to attend in their personal capacity and at their expense may be granted a reasonable amount of administrative leave (TC-66) only for the time necessary to attend the funeral service.  Time associated with travel to the event may not be charged as administrative leave and must be borne by the attending employee.  The agency must not bear the costs of travel. 

21.  Arranging or Attending the Funeral or Memorial Service of an Employee’s Family Member.  For information pertaining to any employee’s pay, leave, and attendance at the funeral or memorial service of a family member, see section 32.13 of this handbook. 

22.  Use of the Forest Service Honor Guard.  The appropriate deputy chief, regional forester, station director, or Director of LEI may approve the use of the Forest Service Honor Guard for the memorial service of an employee whose death occurred while performing their official duties.  Only the Chief or designated acting may approve the use 
of the Forest Service Honor Guard in a memorial service honoring Forest Service employees whose death did not occur while in the performance of their official duties, employees from other Federal agencies, or non-employees where the interests of the Government can be benefited.  Travel expenses may be authorized. 
23.  Logistical Support.  The Chief, appropriate deputy chief, regional forester, station director, or Director of LEI may assign agency resources and employees to support the memorial service of an employee whose death occurred while in the performance of their duties.  Only the Chief or designated acting may approve the use of employees and other resources to support the memorial service of other Federal employees or non-employees.  Such resources may be committed in addition to limitations specified in this directive.

24.  Local, State, Territorial, or Foreign Holidays.  Forest Supervisors and Station Directors have the authority to close an office due to a local, State, territorial or a foreign holiday.

25.  Time Off Awards.  Supervisors have the authority to grant an excused absence as a time-off award.  When a time-off award is taken, the employee’s absence is reported as an excused absence (TC-66, Prefix 61 on the Time and Attendance Record). 
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