
         Leave Administration

Exercise #1 - Instructions


LEAVE & OTHER ABSENCES MODULE
Exercise #1  - Instructor Guide

Title:  Leave and Other Absences Pre-Test/Post-Test

Set-Up:  Individual testing of leave and other absences issues at beginning and at end of module session.

Time Requirements:  5 minutes at beginning; 10 minutes at the end.
Instruction To Group Participants:

1.  The statements on the test are either True or False.  Behind each statement are two columns...one headed “Pre-Test” and one headed Post-Test.

2.  At the beginning of this session, you will instruct the participants to individually respond True  (“T”) or False (“F”) to each of the statements under the Pre-Test column and to write their first names and last-name initial at the top of the paper. Then you’ll ask them to place the Pre-tests face side down in a pile in the middle of the table until the end of the session.

3.  At the end of the session, have them retrieve their Pre-Test, and ask the participants to again individually respond “T” or “F” to each of the statements under the second, Post-Test column.  After about 5 minutes, ask if all are done, and give them the correct answers.  Be able explain why for each.  Then ask the participants to compare their two responses in order to verbally provide information as to whether or not, and by how much, their knowledge improved from the beginning of the session to the end.  You may want to “chart” the answers on a prepared chart pack as described on pages 16 and 17 of the Pay Module.

LEAVE Administration


1st Name/Initial__________________

Exercise #1:  Pre-Test/Post-Test  (True or False)
Instructions for Participants:

1.  The statements below are either True or False.  Behind each are two columns...one headed “Pre-Test” and one headed “Post-Test”.

2.  At the beginning of this session, you will individually respond True  (“T”) or False (“F”) to each of the statements under the Pre-Test column and write your first name and last name initial at the top of the paper. Then without giving you the correct answers, the instructor will collect your Pre-Tests (without looking at them) to hold until the end of the session.

3.  At the end of the session, the instructor will give back the Pre-Tests, and you will then individually respond “T” or “F” to each of the statements under the second, Post-Test column.  You’ll then be given the correct answers and will be asked to compare your two responses in order to verbally provide information as to whether or not, and by how much, you improved your knowledge from the beginning of the session to the end.  
	TRUE/FALSE QUESTIONS

1.  Employees’ daily rest breaks/periods are typically within paid work hours.

_________________________________________________________

   2.  A normal 2-week pay period consists of 80 work hours.

_________________________________________________________

   3.  Employees called to serve on a jury require documentation from the court to get approved paid time off.

_________________________________________________________

   4.  A normal 8-hour workday does not include a paid lunch break.

_________________________________________________________

   5.  Permanent, temporary, and part-time employees earn 30 days (240 hours) paid military leave each fiscal year.

_________________________________________________________

   6. Technicians can choose overtime pay or comp time off for overtime work.

_________________________________________________________

   7.  Both GS and FWS employees receive 6 hours of annual leave per pay period after 15 years.

_________________________________________________________

   8.  Sick and annual leave accrue at the same rate for first year full-time employees.

_________________________________________________________

   9.  Supervisors may grant their unit’s employees up to 3 days of excused/ administrative leave per calendar year.

_________________________________________________________

 10.  The government’s leave policy allows for both maternity and “paternity” leave under specific programs/circumstances.
	  PRE-TEST

__________

___________

___________

___________

___________

___________

___________

___________

___________


	POST-TEST
___________

___________

___________

___________

___________

___________

___________

___________

___________




FMLA / SLTCFFM COMPARISON

	
	Family Medical Leave Act (FMLA)
	(Sick Leave to Care for Family Member) SLTCFFM

	Effective Date:
	1993
	

	Purpose:
	Granted for Family and Medical reasons - To care for the employee's child after birth or for placement or adoption; to care for the employee's spouse, child, or parent, who has a serious health condition; or due to the employee's own serious health condition, that makes the employee unable to perform his/her job.
	Granted for Family Care & Bereavement - To provide transportation for family members; to make funeral arrangements or to attend a family members' funeral; to care for family members who are injured or ill.

	Type Time Off:
	Unpaid Leave of Absence; however, the employee may substitute paid leave.  Sick Leave when applicable.
	An expansion of sick leave.

	Amount of Time:
	12 weeks of unpaid leave in a consecutive 12-month period.

May be used intermittently.
	F/T Employee - 40 Hrs (5 workdays); Employees with 80 hrs SL balance, can use an additional 64 hrs (8 workdays), for a maximum of 104 hrs (13 workdays) per leave year.

12 weeks per year if applicable.

	Conditions:
	Must have worked for a covered employer for at least one year, and for 1,250 hrs over the previous 12-month period.  Advanced notice is required if conditions are "foreseeable".  Medical certification may be required.
	SLTCFFM – Agency may require employee to provide an additional written statement from health care provider concerning the family member’s need for psychological comfort or physical care.

	


LEAVE & OTHER ABSENCES MODULE   Answer Sheet
Exercise #1:  Pre-Test/Post-Test  (True or False)
Instructions for Participants:

1.  The statements below are either True or False.  Behind each are two columns...one headed “Pre-Test” and one headed “Post-Test”.

2.  At the beginning of this session, you will individually respond True  (“T”) or False (“F”) to each of the statements under the Pre-Test column and write your first name and last name initial at the top of the paper. Then without giving you the correct answers, the instructor will collect your Pre-Tests (without looking at them) to hold until the end of the session.

3.  At the end of the session, the instructor will give back the to Pre-Tests, and you will then individually respond “T” or “F” to each of the statements under the second, Post-Test column.  You’ll then be given the correct answers and will be asked to compare your two responses in order to verbally provide information as to whether or not, and by how much, you improved your knowledge from the beginning of the session to the end.  
	TRUE/FALSE QUESTIONS
1.  Employees’ daily rest breaks/periods are typically within paid work hours.

_________________________________________________________

   2.  A normal 2-week pay period consists of 80 work hours.

_________________________________________________________

   3.  Employees called to serve on a jury require documentation from the court to get approved paid time off.

_________________________________________________________

   4.  A normal 8-hour workday does not include a paid lunch break.

_________________________________________________________

   5.  Permanent, temporary, and part-time employees earn 30 days  (240 hours) paid military leave each fiscal year.

_________________________________________________________

   6. Technicians can choose overtime pay or comp time off for overtime work.

_________________________________________________________

   7.  Both GS and FWS employees receive 6 hours of annual leave per pay period after 15 years.

_________________________________________________________

   8.  Sick and annual leave accrue at the same rate for first year full-time employees.

_________________________________________________________

   9.  Supervisors may grant their unit’s employees up to 3 days of excused/ administrative leave per calendar year.

_________________________________________________________

 10.  The government’s leave policy allows for both maternity and “paternity” leave under specific programs/circumstances.
	  PRE-TEST
    T (Slide 3)

___________

    T (Slide 3)

___________

    T (Slide 14)

___________

    T (Slide 3)

___________

    F (Slide 21)

___________

    F (Slide 24)

___________

   F (Slide 5-7)

___________

   T (Slides 5-7, 10)

___________

  F (Slide 15)

___________

    T (Slide 11 Handout # 1)
	POST-TEST
___________

___________

___________

___________

___________

___________

___________

___________

___________
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