
MEMO
To:

Program Directors

From:

Georges C. Benjamin, M.D.

Secretary

Date:

October 22, 2001

Re:

Release Time for Special Events


Release time for employees to attend special events and programs that are held at Headquarters must be requested in advance.  Requests should be submitted in writing to J. Alan Baker, Director, Personnel Services Administration (PSA) at least one month prior to the scheduled event (see attached request form).  Release time will generally be limited to one to two hours depending on the length and starting time of the event.  Justification must be provided for requests for longer periods of time.  Supervisors may allow employees to supplement release   time with their accrued leave.  Consideration should be given to any travel time that may be involved.

Upon PSA’s approval of the request, notification that release time has been authorized must be included in the memorandum or flyer that is sent to announce the event.  Supervisors should be advised that release time should only be granted if adequate coverage is maintained and the employee's absence from duty will not result in a hardship to the unit.  The appropriate timesheet code is 65 (Secretary/Agency Authorized Release Time).

cc:
J. Alan Baker

