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December 23, 2024

DEPARTMENT OF ADMINISTRATION ORGANIZATIONAL CIRCULAR NO.: 2025-012
To: All Line Agency and Department Heads

From: Director of Administration

Subject:  Clarification on Administrative Leave and Leave Form Requirements

Buenas yan Hafa Adai!  This memo serves to clarify the classification of work hours when
attending training, whether on or off-island, and the requirements regarding leave forms.

When you are away from work for training purposes, the time spent attending the training is
considered work hours. As such, there is no need to sign or submit a leave form for these
periods. This policy is based on the principle of integrity, and both employees and their
supervisors/managers are accountable for ensuring that employment status and reported
work hours are accurate and truthful.

Administrative leave typically falls under various categories that align with specific purposes
outlined in applicable personnel regulations. Some examples include:

1. Leave Pending Investigation: When an employee is under
investigation for allegations or acts that could constitute a crime, they
may be placed on administrative leave with pay for up to 20 workdays.
This leave can be terminated with 24 hours’ written notice by the
department head.

2. Suspension for Adverse Action: In specific circumstances,
employees may be placed on administrative leave when their
presence could interfere with efficient operations or safety. This occurs
during investigations intc workplace conduct.

3. Administrative Leave for Health and Safety: Leave may also be
granted for situations where an employee's health or safety could
compromised, depending on circumstances and the employer's
discretion.
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4. Officially Sanctioned Events: An event that has been approved and
licensed to take place by an organization that sets rules and standards
for the event. This also covers leave granted pursuant to an approval
from the Governor to attend and treat as a representative of Guam.

5. Parental Leave: Employees who are parents shall be granted
administrative leave for the purpose of child school-related activities.

For these leave types, employees must submit a completed leave form to their supervisor for
approval prior to the start of the leave period, whenever possible.

Please contact the Human Resources Division if you have any questions regarding this policy
or require further clarification.

Si Yu'os Ma’ase.
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EDWARD M. BIRN
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