ANNUAL LEAVE (USE OR LOSE) 

 

IT'S THAT TIME OF YEAR AGAIN.... 
 TIME TO PLAN THROUGH THE END OF THIS LEAVE YEAR (07 JANUARY 2006) FOR USE OF EXCESS ANNUAL LEAVE TO AVOID FORFEITURE 
1. Annual Leave in excess of the maximum accrual of 240 hours will be forfeited at the end of this leave year (07 Jan 06).
2. Regulatory requirements allow the 240 hours Annual Leave carryover in order for Technicians to maintain a reserve for emergencies. Requests for restoration of Annual Leave beyond the 240 are rare and the approval process stringent. 
3. It is the responsibility of both the technician and supervisor to plan and effectively schedule annual leave for use throughout the leave year to avoid forfeiture. Early scheduling gives the opportunity to reschedule leave should the original request be cancelled.   
4.  Legal and regulatory authority requires that "use or lose" Annual Leave must have been scheduled in writing before the start of the third bi-weekly pay period prior to the end of the leave year (prior to 26 Nov 05).  A request to restore annual leave must include:  
    a.  The employee's original request  for leave (made prior to 26 Nov).  Scheduling, and as necessary, rescheduling of annual leave must be done through formal documentation indicating inclusive calendar dates, amount of leave requested, amount scheduled, dates rescheduled if disapproved, and the signature and date of the leave approving official.  
     b.  If denied, the supervisor must include the specific beginning and ending dates of the emergency or operational requirement of such magnitude or significance that the technician could not be excused from duty to avoid forfeiture and evidence that there was no reasonable alternative to the cancellation of the scheduled leave. 
5. Technicians who may forfeit Annual Leave due to sickness may submit a request for restoration of Annual Leave  providing the leave was scheduled in advance (at least three pay periods) prior to the end of the leave year.    Requests would include medical documentation that the period of sickness occurred at such a time late in the year or was of such duration that the Annual Leave could not be rescheduled. 

 6. Send your request and supporting documentation through your supervisor to the DHR. 
 

 

Nadine G. Beckim 
Human Resources Specialist (Employee Benefits) 
Maine National Guard 
(Phone) DSN  626-4284, COMM 207-626-4284 
(Fax) DSN  626 -4246, COMM 207-626-4246 
 

