HEADQUARTERS HUMAN RESOURCES MANAGEMENT DIVISION

STANDARD OPERATING PROCEDURE

Activity:  Time-Off Awards for Headquarters Employees 

Authority:  Public Law 101-509, Sec. 201 (The Federal Employee Pay Comparability Act of 

       1990), 5 U.S.C. § 4502(e), 5 CFR Part 451

Responsible Branch:  Special Programs Branch

Purpose:  This instruction describes the NASA Headquarters policy, responsibilities, delegations

     of authority, and requirements for the granting of time-off awards.

Effective Date:
  October 9, 2003  (Revision 2)

Applicability:  All NASA Headquarters employees (except the Office of the Inspector General).  

DEFINITION:

A time-off award is an excused absence granted to an employee without charge to leave or loss of basic pay, as recognition for a job well done.  It is another method for management to reward deserving employees, some of who may be unable to receive cash awards due to the limited funding availability in the Headquarters awards budget.

CRITERIA:

Time-off awards may be authorized for a variety of employee contributions.  They should be used to recognize contributions that are of a one-time, nonrecurring nature.  In determining the amount of time off to be granted, supervisors must consider the benefits gained by NASA from the employee’s contribution.  Examples of achievements that might be considered for time-off awards include, but are not limited to, the following:

a. Making a high-quality contribution involving a difficult or important project or assignment.

b. Displaying special initiative and skill in completing an assignment before the deadline;

c. Demonstrating initiative and creativity in improving an activity, program, or service;

d. Successfully completing additional work on a project or assignment while satisfactorily

maintaining the employee’s own workload.

e. Since teams are used frequently to conduct Headquarters business, group awards for team efforts are highly encouraged.

NATURE OF AWARD:

A full-time employee may be granted up to 80 hours of time off under this program during a leave year.  A part-time employee, or an employee with an uncommon tour of duty, may be granted up to the average number of hours of work in the employee’s biweekly scheduled tour of duty (e.g., a part-time employee working 20 hours per week could be granted up to 40 hours during a leave year).

Full-time employees may be granted up to 40 hours time off for a single contribution.  For part-time employees, or employees with an uncommon tour of duty, time off of up to one-half the average number of hours of work in the employee’s biweekly scheduled tour of duty may be granted.

ELIGIBILITY:

All NASA Headquarters civil service employees, including SES, are eligible for this award.  Restrictions on this and other awards apply to certain political appointees and SES employees during election years.  Code CP should be contacted for further information on these restrictions.

NOTE:  Presidential appointees with Senate confirmation, non-career appointees in Senior Executive Service positions, and Schedule C appointees may not receive time-off awards during presidential election periods.  At all other times, these individuals are not prohibited from receiving time-off awards.  (A presidential election period is the six-month period from June 1 of a calendar year in which an election of the President occurs, through January 20 following the election.)

NOMINATION PROCEDURES:

1.   Supervisors may nominate an employee for a time-off award by completing the Nomination

 Form for Time-Off Awards.  The form is available electronically on electronic forms (NHQ

 Form 270).  Additionally, team leaders may nominate an entire team for a time-off award 

 after discussion of the nomination with the supervisor.

2. The supervisor and/or team leader must provide sufficient detail on the Nomination Form to

support the proposed time-off award.

2. When a team leader nominates a team member (or an entire team) for a time-off award, the

Nomination Form must be submitted to the team member’s immediate supervisor for review,

input, and approval.

3. The nominee’s immediate supervisor must obtain the approval of the next level supervisor if

the award is for more than one regular workday.

4. The completed Nomination Form must be submitted to the Headquarters Human Resources

Management Division, Code CP, for processing of appropriate documentation as described in the Documentation section below.

PRESENTATION OF TIME-OFF AWARDS

Time-Off Awards are to be presented to recipients in an open forum (staff meeting, all-hands meeting, etc.).  The Time-Off Award Certificate format with the employee’s name, and the rationale for the award, is recommended.

APPROVAL FOR GRANTING THE AWARD:

a. An employee’s immediate supervisor without further approval may approve time-off awards of one regular workday or less.
b.   The employee’s immediate supervisor and the next higher level supervisor must approve

time-off awards in excess of one regular workday.  This restriction does not apply to awards approved by the Administrator.
c. Team leaders should seek concurrence from team members’ supervisors before nominating the team member for a Time-Off Award.  The award must be approved by the team member’s supervisor (if nominated for more than one regular workday, the next level supervisor must also approve).  Rejection by any team member’s supervisor eliminates the time-off award for all team members.

SCHEDULING AND USE OF AWARDS

Unlike accrued annual leave, a time-off award cannot be converted to a cash payment upon separation from the Federal service.  A time-off award cannot be transferred when an employee transfers to another Federal agency.  However, a time-off award will transfer when an employee transfers from Headquarters to another NASA installation.  There is no expiration date on a time-off award.

Time-off awards should be scheduled and used so as not to adversely affect an employee who is in an annual leave “use or lose” situation.  Supervisors are strongly advised to reassign or reprioritize workloads and deadlines so that employees may enjoy their time off without apprehension about shorter deadlines and multiple priority assignments upon their return to duty.
Time-off award balances cannot be transferred to approve leave recipients under the Voluntary Leave Transfer Program.

Time-off awards are given in increments of 15 minutes, consistent with the Headquarters leave policy.  An employee’s use of the time off granted is subject to approval by the employee’s immediate supervisor, and may be scheduled for use in partial increments or in its entirety, consistent with the Headquarters leave policy.  The smallest time off increment that may be scheduled is 15 minutes.

Time-off awards are not to be used for authorized overtime work that should be directly compensated through paid overtime or compensation.

DOCUMENTATION:

Time-off awards must be supported by appropriate written documentation. This documentation should be filed on the left side of the employee’s official personnel folder.

The Standard Form 50 authorizing the time-off award will be retained on the right side of the employee’s official personnel folder.

The nature of action for a time-off award is 872/Time Off Award.

The legal authority for a time-off award is V3E/5 U.S.C. § 4502(e).

Award documentation must be submitted to the appropriate Personnel Management Specialist in the Headquarters Human Resources Management Division, Code CP, in order to become effective.  This will enable Code CP to process the award so that the Payroll Office can credit the employee’s leave account.

Beginning on the anniversary date of this policy, Code CP will annually publish a summary of time-off award data.  It will include, by code, the number of employees who received a time-off award, total hours awarded, most hours awarded to an employee, least hours awarded to an employee, and average hours awarded.

TIMEKEEPING:
The actual amount of time off must be recorded on the Time and Attendance record.  The timekeeper should enter, “Incentive Award/FEPCA” to document this award.
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