
Management Instruction 

Wounded Warriors Leave 
This management instruction sets forth the policy guidelines and 
standard procedures for administering Wounded Warriors Leave. 

Policy Guidelines 

Wounded Warriors Leave 

Date 

Effective 
Number 
Obsoletes 
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November 5, 2016 
Immediately 
EL-510-2016-7 
N/A 
Compensation & 
Benefits 

Jeffrey C. Wl/llsmson 
Chief Human Resources Offfcer and 
Exeoulfve Vice Prestc/ent 

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 1 the Postal Service 
allow$ 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 disability. 

Definitions 
Wounded Warriors Leave i$ an authorized absence from the Postal Service to undergo medical 
treatment for a service-connected disablllty rated at 30 percent or more. It is a separate leave 
category, distinct from sick leave. 

Treatm<:1nt is an in-person visit to a health care provider, as specified in Section 513.364 of the 
Employee and Labor Relations Manual (ELM), and includes the courae of action prescribed by a 
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-Mont/1 Eligibility Period means the continuous 12-month period that begins on the first 
day of employment during which an eligible employee can use Wounded Warriors Leave. For 
employees on the rolls and non-careet employees on a requited Qr@ak jn service (five or six 
days. as appropriate) on November 4. 2016, the .12-month period begins November 5, 2016. 

Ellglbllity 

General 
All classifications of career and non--career Postal Service employees are eligible for Wounded 
Warriors Leav~ if all of the following applies: 

a. They meet one of the eligibility requirements provided under Eligible Employees, and 
b. They h~ve not previously established eligibility for Wounded Warriors Leave. 

Eligible employees are entitled to only one Twelve~Month Eligibility Period In connection with 
Postal Servic@ ©mployment. 

Eligibl~ ~mploye~~ 



To be eligible, you m1,1st meet the criteria of one of the following: 
1. A career or non-career smployee: 

.§;_With ~ full-time, parMime, or non-traditional scheoule; 
b, Who either: 

I. is on the rolls as of November 4, 2016; or 
hii. js a non-career employee OQ a reaujred break io service (five or six days. 

as appropriate), on November 4, 2016; or 
.ff.:.LWRe-begins serving his or her first appointment on or after November 5, 

2016;and 
&:.c.Who has a single or combined service-connected disability rating of 30 percent 

or more. 
2. Employees who: 

a. Leave the Postal Service's employment to participate In active duty military 
service; 

b. Return directly from that military service to a career or nonNcareer appointment 
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 mllltary 

service; 
b. Return directly from that military leave on or after November 5, 2016; and 
c. During military leave sustain a single or combined service~connected disability 

rating of 30 percent or more that was incurred during the employee1s military 
leave. 

Employees with Pending Disability Determinations 
Qtherwise eligible ~mployees whe laeiiR emplsymont wltf:t the fiesta! Sei:vise on or afteF 
NeveR=1!3er 5, 20~ i, with pending disability determinations, who at any time during the ffi:st 
applicable Twelve-Month Ellglbility_ferjod 12 meA~s ef BfflpleymeRt receive a 30 percent or 
more disability rating, will be eligible for leave retroactively to the first day of eFRpleyR=ieRt.tb.§ 
applicable Twelve-Month Ellglbility Pe~iod12 montl!!e of en:ielovment. Any leave without pay 
(LWOP) or leave u$ed while the determination Is pending will be reimbursed and replaced with 
Wounded Warriors Leave, as appropriate, up to the maximum number of days allowed. 

Losing the Disability Rating 
If an employee's sarvlceAconnected disability rating is decreased to below 30 percent or 
discontinued during the iwelve-Month Eligibility Period, then the employ$e no longer has a 
qualifying service-oonnected disability. The employee must notify the supervisor of the effective 
date of the change in the disability rating. TM employee Is no longer eligible for Wounded 
Warriors Leave as of the effective date of the rating change. 

Accrual and Crediting 

G~n@ral 
It is an employee's responsibility to notify the Postal Service of his or her ellglbility before 
requesting Wounded Warriors Leave. f:mployees must provide documentation from the 
Departrmmt of Veterans Affairs, or on any Office of Personnel Management (OPM) certificatloh 
fotm developed for administration of Woi.Jhded Warriors Leave, certifying that the employee has 
a qualifying service~connacted dlsability. 



initial Eligibmtlt 
Saoh eligible employee will be credited with 104 hours of Wounded Warriors Leave following the 
Postal Service's receipt of documentation supporting the employee's eligibility. Wounded 
Warriors Leave will be available for u$e retroactively to the first day of the Twelve-Month 
Eligibility PerjodeR1fillGyA1ant. 

Employees Returning to the Postal Service 
Employees with a service-connected disability rated at 30 percent or more will have any unueed 
portion of their Wounded Warriors Leave restored for the remaining months of the Twelve. 
Month Eligibility Period that ee~aR en-tl:ie first day of their initial aR'l~leyffleRt, if they meet the 
following requirements: 

aegan employment with the i;>estalSeFVioe on or after Nov-eFF1eeF-&, .201S; 
a. Leave postal employment during the Twelv~Month Eligibility Period ; and 
b. Return to the Postal Service for a career or non~career appointment within the 

Twelve-14-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, 2016, directly 
from military service (with a break in service), and as a result of that military service1 have 
sustained a new service-connected disability rated at 30 percent or more, they will: 

a. Receive the full 104 hours of WoundAd Warriors Leave upon the Postal Service's receipt 
of documentation of their el!glbility 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. 

l:rnployeea Returning to the Postal Service from Military Leave 
Employees returning to the Postal Service from Miiitary Leave (without a break in service) who 
sustain a new setvice-connected disability rated at 30 percent or more will receive the full 104 
hours of Wounded Warriors Leave upon the Postal Servloe1s receipt of documentation 
supporting the employee's eligiblllty. 
Wounded Warriors Leave will be available for uae retroactively to the first day of return to 
service and the employee will have 12 calendar months to use the leave. 

Use of Leave 
Eligible employees returning to the Postal Setvice from military leave wlll be able to use 
Wounded Warriors Leave, es appropriate, as well as any earned and remaining sick leave. 

Entltl~ment t() Wounded Warrior's le~ve 
Entitl~ment to Wounded Warriors Leave expires at the erid of ah eligible employee's ~lwelve .. 
Month Eligibility Period as defined on page 1. This happens regardless of the employee's aetual 
Wounded Warriors Leave balance. If the employee leaves the Postal Service at any time durln.g 
or after the expiration of the Twelvs~Month Eligibility Period 1 any remaining leave will not be 
reinstated, carried over1 or paid out, except as permitted by: 

a. OPM regulations if thG employee transfers to anoth~r federal agency, or 
b. As included in this Management Instruction. 



General 
If an ellglble employee bag:an employment with anothe:;lr federal agency and transfers to the 
Postal Service within the Twelve-Month Ell~lblllty Period, the employee Js ellglble to use 
Wounded Warriors Leave for the remainder of the 12 months. The employee must certify thr;i 
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 
Twelve42--Month Eliglblllty 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 slx months of 
employment, provided he follows the rules in this Management Instruction. 

2. An employee transfers frorn another federal agency to the Postal Service during the 
~Month Eligibility Period after three months with the former agency. She was 
eligible for Wounded Warriors Leave at the former agency. She didn't u$e Wounded 
Warriors Leave at the former agency before transferring to tM Postal Service. The 
employee wlll be eligible to use the full 104 hours of Wounded Warriors Leave during the 
remaining nine months of her first year of federal civilian employment, provided she 
follows the rules in this Management Instruction. 

Requests for Wounded Warriors Leave 

Foreseeable Leave 
All employees 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. Designate the reason for the absence as 11other'' and write 11Wounded Warriors Leave" In 
the space provided. 

Unforet5eeable Leave 
The Postal Service makes an exception to the advance approval requirernerit for unexpected 
treatment that quallfie$ for Wounded Warriors Leave. When the need to use Wounded Warriors 
Leava Is not fore$aeable, the employee must notify the appropriate supervisor of the following 
Items: 

a. The employee;s treatment; 
b. The expected duration of the absence; and 
o. the applicablilty of Wounded Warriors Leave, as soon as possible. 

Alternatively, th@ employee may use the Interactive Voice Response (IVR) system to record his 
or her absences. 11 the employee does not submit PS Form 3971 before the absence, the 
supervisor must provid~ it to the employee upon his or h~r return to duty. 

Approv~ll ~r Di~apprmral 
The supervisor is responsible for approving or disapproving requests for Wounded Warriors 
Leave by signing PS Form 3971, and returning a eopy to the employee. If a supervisor does not 



approve a request for leave as submitted, the supervisor must check the Disapproved block on 
PS Form 3971 and give the reason(s) for the disapproval in writing in ~ha sp1;1ce provided. When 
a request is disapproved; the supervisor may also gr~nt an alternate type of leave, if any, and 
give with the reason for the disapproval. Supervisors must also note Absences Without Leave 
(AWOL) dt;ltermlnatlons the same as disapproved leave. 

Verification 
To verify that Wounded Warriors Leave requested by an employee is appropriately used for the 
treatment of a servicerconnected 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 employee used the leave to receive treatmant 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 mahnar 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 benefits available under other 
current policies or collective bargaining agreements. 

Integration with Family and Medical 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 requirements). 


