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Policy Guidelines

Wounded Warriors Leave

The Postal Service supports the employment of veterans who have chosen to commence or
resume a civilian career with the Postal Service following their military service. Consistent with
the requirements of the Wounded Warriors Federal Leave Act of 2015, the Postal Service
allows any employee who meets the eligibility requirements to take a specifically designated
type of leave, without loss or reduction in pay, for undergoing medical treatment for a service-
related disahility.

Definitions -

Wounded Warriors Leave Is an authorized absence from the Postal Service to undsrgo medical
treatment for a service-connected disabliity rated at 30 percent or more. [t is a separate [eave
category, distinct from sick leave.,

Treatment is an in-person vislt to a health care provider, as specified in Section 513.364 of the
Employee and Labor Relations Manual (ELM), and includes the course of action prescribed by &
health care provider. Treatment includes but is not limited to examination for and evaluations of
the health condition that has caused the disability rating.

Health Care Provider is the employee's attending physician or other attending practitioner as
recognized by ELM 515.2.

Twelve-Month Eligibility Period meane the continuous 12-month period that begins on the first
day of employment during which an eligible emplayee can use Wounded Warrlors Leave. For
employees on the rolls and non-career smployees on a required break in service (five or six
days, as appropriate) on November 4, 2018, the 12-month period bagins November 5, 2016.

Eligibility

General
All classifications of career and non-career Postal Service employees are eligible for Wounded
Warriors Leave If all of the following applies:
a. They mest one of the eligibility requirements provided under Eligible Employees, and
b. They have not previously established eligibility for Wounded Warriors Leave.
Eligible empioyees are entitled to only one Twalve-Month Eligibility Period in connection with
Postal Service employment.

Eligible Employees
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To be eliglble, you must meet the criteria of one of the following:
1. A career or non-career employse:
a. With a full-time, part-time, or non-traditional schedule;
b. Who either:
I. s on the rolls as of November 4, 2018; or
i, is a nan-career employee on a required break in service (five or six days,
as appropriate), on November 4, 2016; or
fii. begina serving his or her first appointment on or after November 5, 2016;
and
c. Who has a single or combined service-connected disabllity rating of 30 percent
or more.
2. Employses who:
a. Leave the Postal Service's employment to participats in active duty military
gervice;
b. Return directly from that military service to a career or non-carser appolntment
on or after November 5, 2016; and
c. Have sustained a single or combined service-connected disability rating of 30
percent or more that was incurred during the employee's immediate absence.
3. Employees who:
a. Take military leave from the Postal Service to participate in active-duty military
service,
b. Return directly from that military leave on or after November 5, 2016; and
¢. During military leave sustain a single or combined service-connected disabitity
rating of 30 percent or more that was incurred during the employee's military
leave.

Employees with Pending Disability Determinations

Otherwise sligible employees with pending disabllity determinations, who at any time during the
applicable Twelve-Month Eliglbility Period receive a 30 percent or more disability rating, will be
eligible for leave retroactively to the first day of the applicable Twelve-Month Eligibllity Period.
Any leave without pay (LWOP) or leave used while the determination is pending will be
reimbursed and replaced with Woundsd Warricrs Leave, as appropriate, up to the maximum
number of days allowed.

Losing the Dieability Rating

If an employes's service-connected disability rating is decreased to below 30 percent or
discontinued during the Twelve-Month Ellglbllity Period, then the employee ho longer has a
gualifying service-connected disability. The employee must notify the supervisor of the effective
date of the change in the disability rating. The employee is no longer eligible for Wounded
Warriors Leave as of the effective date of the rating change.

Accrual and Crediting

General

it is an employee's responsibility to notify the Postal Service of his or her eligibility before
requesting Wounded Warriors Leave. Employees must provide documentation from the
Department of Veterans Affairs, or on any Office of Personnel Management (OPM) certification
form developed for administration of Wounded Warriors Leavs, certifying that the employee has
& qualifying service-connected disability,
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Initlal Elglbility

Each eligible employee will be credited with 104 hours of Wounded Warrlors Leave following the
Postal Service's receipt of documentation supporting the employee's sligibility, Wounded
Warriors Leave will be avallable for use retroactively to the first day of the Twelve-Month
Eligibility Peried.

Employees Returning to the Postal Service

Employees with a service-connected disability rated at 30 percent or more will have any unused
portion of thelr Wounded Warriors Leave restored for the remaining months of the Twelve-
Month Eligibility Period if they meet the following requirements:

a. Leave postal employment during the Twelve-Month Eligibllity Perlod ; and
b. Return to the Postal Service for a career or non-career appointment within the Twelve-
Month Eligibility Period.

Employees Returning to the Postal Service from Military Service
When employees return to duty with the Postal Service on or after November 5, 20186, directly
from military service (with a break in service), and as a result of that military service, have
sustained a new service-connected disabllity rated at 30 percent or more, they will:

a. Receive the full 104 hours of Wounded Warriors Leave upon the Postal Service's receipt

of documentation of their eligibility for Wounded Warriors Leave; and

b. Have 12 calendar months to use the leave,
Wounded Warriors Leave will be available for use retroactively to the first day of re-employment
with the Postal Service.

Employees Returning to the Postal Service from Military Leave

Employses returning to the Postal Service from Military Leave (without a break in service) who
sustain a new service-connscted disability rated at 30 percent or more will receive the full 104
hours of Wounded Warriors Leave upon the Postal Service's receipt of documentation
supporting the employee's sligibility.

Wounded Warriors Leave will be available for use retroactively to the first day of return to
service and the employse will have 12 calendar months to use the leave.

Use of Leave
Eligible employees returning to the Postal Service from military leave will be able to use
Wounded Warriors Leave, as appropriate, as well as any earned and remaining slck leave.

Entitlement to Wounded Warriors Leave
Entitlement to Wounded Warriors Leave expires at the end of an sligible employee's Twelve-
Month Eligibility Period as defined on page 1. This happens regardless of the employee’s actual
Wounded Warriors Leave balance. If the employee leaves the Postal Service at any time during
or after the expiration of the Twelve-Month Eligibility Period, any remaining leave will not be
reinstated, carried over, or paid out, except as permitted by:

a. OPM regulations if the employee transfers to another federal agency, or

b. As included in this Management Instruction.

Employees with Recent Employment in Another Federal Agency

General
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If an eligible employee began employment with another federal agency and transfers to the
Postal Service within the Twelve-Month Eligibility Period, the employee is sligible ta use
Wounded Warriors Leave for the remainder of the 12 months. The employee must certify the
number of hours of Wounded Warriors Leave used at the former agency, The Postal Service will
provide the employee with the remaining Wounded Warriors Leave.

Examples
Here are two examples of how to use Wounded Warriors Leave when an employee transfers to
the Postal Service from another federal agency:

1. An employee transfers from another federal agency to the Postal Service during the
Twelve-Manth Eligibllity Period after six months with the former agency. He was eligible
for Wounded Warriors Leave at the former agency. He used 40 hours of leave before
transferring to the Postal Service. The employee will be eligible to use the remaining 64
hours of Wounded Warriors Leave during the next six months of employment, provided
he follows the rules in this Management Instruction.

2. An employee transfers from another federal agency to the Postal Service during the
Twelve-Month Eligibility Period after three months with the former agency. She was
eligible for Wounded Warriors Leave at the former agency. She didn’t use Wounded
Warriors Leave at the former agency before transferring to the Postal Service. The
employee will be ellgible to use the full 104 hours of Wounded Warriors Leave during the
remaining ning months of her first year of federal civilian employment, provided she
follows the rules In this Management Instruction.

Requests for Wounded Warriors Leave

Foresesable Leave
All employess requesting Wounded Warriors Leave must do the following:
a. Submit their request on PS Form 3971, Request for or Notification of Absence, In
- advance to the appropriate supervisor; and
b. Deslgnate the reason for the absence as "other’ and write “Wounded Warriors Leave® in
the space provided.

Unforeseeable Leave
The Postal Service makes an exception to the advance approval requirement for unexpected
treatment that qualifies for Wounded Warriors Leave. When the need to use Wounded Warriors
Leave is not foraseeable, the employee must notify the appropriate supervisor of the following
ftems:

a. The employee’s treatment;

b. The expected duration of the absence; and

c. The applicability of Wounded Warriors Leave, as soon as possible,
Alternatively, the employee may use the Interactive Voice Respanse (IVR) system to record his
or her absences, If the employee does not submit PS Form 3971 before the absence, the
supervisor must provide it to the smployee upon his or her return to duty.

Approval or Disapproval

The supervisor is respongible for approving or disapproving requests for Wounded Warriors
Leave by signing PS Form 3871, and returning a copy to the employee. If a supervisor does not
approve a request for leave as submitted, the supervisor must check the Disapproved block on
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P8 Form 3971 and give the reason(s) for the disapproval in writing in the space provided. When
a request s disapproved, the supervisor may also grant an alternate type of leave, If any, and
give with the reason for the disapproval, Supervisors must aleo note Absences Without Leave
(AWOL) determinations the same as disapproved leave.

Verification

To verify that Wounded Warriors Leave requested by an employee is appropriately used for the
treatment of a service-connected disability, the requesting employee must submit to the
supervisor a copy of PS Form 5980, Treatment Verification for Wounded Warriors Leave,
certified by a health care provider that the employes used the leave to receive treatment for a
covered disability. The employee must provide the verification no later than 15 calendar days
after the employee returns to work,

Charging Wounded Warriors Leave

Employees must charge Wounded Warriors Leave in the same manner as sick leave, as
described In ELM 513.4.

Integration with Other Leave Policies

General
Nothing in this section is intended to limit employees’ rights or benefite available under other
current policies or collectlve bargaining agreements.

Integration with Family and Medlcal Leave Act
Employees eligible for Wounded Warriors Leave may also be able to use leave provided by the
Family and Medical Leave Act (see ELM 515 for more information and eligibility requiremants).



UNITEDSTATES _
P POSTAL SERVICE Treatment Verification for Wounded Warriors Leave

Employee Informatlon (To be completed by the employee)

‘Name(Last,Fist M) | EmployeeID ~ |instaliaion. | Date Submitted

"Date of Appolntment with Health Care | Time of Appointment with
Provider ; Health Care Provider

| certify that | am requesting Wounded Warrior Leave in conjunction with a military service-connected disability rated at 30
percent or more. | have provided documentation to the Postal Service from the Department of Veterans Affairs, or on any Office
of Personnel Management (OPM) certification form developed for administration: of Wounded Warrior Leave, certlfylng that |
have a qualifying service-connected disability, as required in Management lnstructlon EL—510-201 6-X.

| also acknowledge that | have 15 calendar days from the date | return to work to provtde this verification to the appropriate
supervisor to use Wounded Warrior Leave in lieu of sick leave, annual leave, or leave without pay.

Employee Signature el s Date

Privacy Act Statement: Your information will be used to administer leave. Collectlon is authorized by 39 USC 401, 404, 1001, 1003,
and 1005; and 29 USC 2601 et seq. Provudlng the information is voluntary, but if not provided, we may not process your request. Your
information may be disclosed as follows: in relevant legal proceedings; to law enforcement when the USPS or requesting agency
becomes aware of a violation of law; to a congressional office at your request; to entities under contract with USPS and/or authorized to
perform audits; to labor organizations as required by law; to'government agencies regarding personnel matters; to the EEOC; and to
the MSPB or Office of Special Counsel For more information regardlng our pnvacy polncues visit www.usps.com/privacypolicy.

Provider Information (To be completed by the health care provnder)

Name of Physician/Provider . : L | Specialty

Name of Health Care Facility ‘ o k Contact Telephone Number

Please provide details of any treatment requlr_ed, lncluding the frequency and/or duration of any course of action you may
prescribe, that would necessitate the employee taking additional leave from work beyond the date of appointment identified in

the Employee Information portion of this verification form.

The above-referenced employee is requesting to take leave under the Wounded Warriors Federal Leave Act of 2015 for
treatment of a service-connected disability, as certified by the U.S. Department of Veteran's Affairs. Treatment is defined as an
in-person visit to a health care provider and includes the course of action prescribed by a health care provider. Your signature
below, as the health care provider, verifies that the identified employee is undergoing treatment for a certified disabling
condition.

Health Care Provider Signature Date

Print

PS Form 5980



|
Official Action on Application (Return copy of signed request to employee)

Approved Disapproved

Reason/Reason Code for disapproval (if applicable):

Supervisor Signature Date

PS Form 5980
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October 24, 2016

Ms. Lynn Pallas-Barber Certified Mail Tracking Number:
Assistant Director, Clerk Division 7008 1140 0004 6691 8166
American Postal Workers Union, AFL-CIO

1300 L Street NW

Washington, DC 20005-4128

Dear Lynn:

This is in response to a question you raised in our October 21 meeting concerning the Postal
Service's proposed creation of a form titled, “Treatment Verification for Wounded Warriors
Leave,” which will be used to verify that a medical treatment sought in connection with a request
for Wounded Warriors Leave is related to a service-connected disability. The meeting was held
pursuant to Article 19 of the National Agreement (notices were provided to the union by letters
dated August 16 and October 17).

We have restated your question followed by our response below.

Question: Will the Postal Service consider an employee’s authorized, legitimate use of
Wounded Warriors Leave for purposes of adverse personnel actions?

Response: No.
If you have any questions concerning the foregoing, please contact Noah Meyers at 5024.

Sincerely,

Alan S. Moore
Manager
Labor Relations Policy & Programs

475 L'ENFANT PLAZA SW
WasHiNGTON DC 20260-4101
WWW.USPS,COM



