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she normally accrues during a leave
year).

(c) The amount of sick leave granted
to an employee during any leave year
for the purposes described in paragraph
(a)(3)(ii) of this section may not exceed
a total of 480 hours (or, for a part-time
employee or an employee with an un-
common tour of duty, an amount of
sick leave equal to 12 times the average
number of hours in his or her scheduled
tour of duty each week), subject to the
limitation found in paragraph (d) of
this section.

(d) If, at the time an employee uses
sick leave to care for a family member
with a serious health condition under
paragraph (c) of this section, he or she
has used any portion of the sick leave
authorized under paragraph (b) of this
section during that leave year, the
agency must subtract that amount
from the maximum number of hours
authorized under paragraph (c) of this
section to determine the total amount
of sick leave the employee may use
during the remainder of the leave year
to care for a family member with a se-
rious health condition. If an employee
has previously used the maximum
amount of sick leave permitted under
paragraph (c) of this section in a leave
year, he or she is not entitled to use
additional sick leave under paragraph
(b) of this section.

(e) If the number of hours in the em-
ployee’s tour of duty is changed during
the leave year, his or her entitlement
to use sick leave for the purposes de-
scribed in paragraphs (a)(3) and (4) of
this section must be recalculated based
on the new tour of duty.

(f) An agency may advance a max-
imum of 30 days of sick leave to a full-
time employee at the beginning of a
leave year or at any time thereafter
when required by the exigencies of the
situation for a serious disability or ail-
ment of the employee or a family mem-
ber or for purposes relating to the
adoption of a child. Thirty days is the
maximum amount of advance sick
leave an employee may have to his or
her credit at any one time. For a part-
time employee (or an employee on an
uncommon tour of duty), the maximum
amount of sick leave an agency may
advance must be prorated according to
the number of hours in the employee’s

§630.403
regularly scheduled administrative
workweek.

§630.402 Requesting sick leave.

An employee must file an applica-
tion—written, oral, or electronic, as re-
quired by the agency—for sick leave
within such time limits as the agency
may require. The employee must re-
quest advance approval for sick leave
for the purpose of receiving medical,
dental, or optical examination or treat-
ment and, to the extent possible, for
the purposes described in §630.401(a)(3),
(4), and (6).

§630.403 Supporting evidence for the
use of sick leave.

(a) An agency may grant sick leave
only when the need for sick leave is
supported by administratively accept-
able evidence. An agency may consider
an employee’s self-certification as to
the reason for his or her absence as ad-
ministratively acceptable evidence, re-
gardless of the duration of the absence.
An agency may also require a medical
certificate or other administratively
acceptable evidence as to the reason
for an absence for any of the purposes
described in §630.401(a) for an absence
in excess of 3 workdays, or for a lesser
period when the agency determines it
is necessary.

(b) An employee must provide admin-
istratively acceptable evidence or med-
ical certification for a request for sick
leave no later than 15 calendar days
after the date the agency requests such
medical certification. If it is not prac-
ticable wunder the particular cir-
cumstances to provide the requested
evidence or medical certification with-
in 15 calendar days after the date re-
quested by the agency despite the em-
ployee’s diligent, good faith efforts, the
employee must provide the evidence or
medical certification within a reason-
able period of time under the cir-
cumstances involved, but no later than
30 calendar days after the date the
agency requests such documentation.
An employee who does not provide the
required evidence or medical certifi-
cation within the specified time period
is not entitled to sick leave.

(c) An agency may require an em-
ployee requesting sick leave to care for
a family member under §630.401(a)(3)(ii)
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