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Purpose: To request weather and safety leave when prevented from safely working due to severe weather or other emergencies. This form is optional; however, it will facilitate the processing of your request. Submit this form as soon as possible or use a different means to provide relevant information to your supervisor.
Instructions to Employee
1. Complete Part I, Employee Information 
2. Complete Part II, Part III, or Part IV (whichever is appropriate) as follows:
Part II – You are scheduled to work in the office (official duty station) and it is open, but emergency conditions (such as severe weather) prevent you from safely getting to work. If you participate in a telework program, you must also complete Part III.
Part III – You are scheduled (or expected) to telework, but an emergency at your telework location prevents you from safely working.
Part IV – You are working in your office (official duty station) when an early departure is announced, and due to safety-related  circumstances, you request to leave prior to the time set for dismissal. 
3. Complete Part V: Indicate the date(s) and number of hours of weather and safety leave you are requesting, and sign the form.
4. Post approved weather and safety leave to the appropriate OFP code in the timekeeping system. See instructions incorporated below.
Instructions to Supervisor
Complete Part VI, Supervisory Review, by comparing the request to criteria in the National Agreement, Article 36, section 15, and Article 50, section 7, for bargaining unit employees and IRM 6.630.4.5, Weather and Safety Leave. Where a natural disaster is declared, coordinate review and approval with a designated business unit executive in consultation with the Senior Commissioner’s Representative and the local Labor Relations Specialist(s) for the geographic area of the disaster to ensure consistency. Indicate approval or disapproval of weather and safety leave hours requested by the employee.
Part I. Employee Information
Type of biweekly work schedule
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Week 1 – 
Tour of duty
Week 1 – 
Number of hours
Week 2 – 
Tour of duty
Week 2 – 
Number of hours
Telework type
Part II. Complete If Scheduled To Work in the Office (Official Duty Station) and the Office Is Open, but Emergency Conditions (Such As Severe Weather) Prevent You from Safely Getting To Work
(Post approved weather and safety leave to OFP Code 990-59513, Weather and Safety Leave – Office Open, Cannot Safely Report, in the timekeeping system)
Is this request due to an emergency preventing safe travel caused by a natural disaster officially declared by the President, Office of Personnel Management or other appropriate authority? If yes, name of disaster (e.g., District of Columbia Snowstorm)
Were any local travel restrictions in place preventing safe travel on the day you are requesting weather and safety leave? If yes, briefly explain
Part III. Complete If Scheduled or Expected To Telework But an Emergency at Your Telework Location Prevents You from Safely Working
(Post approved weather and safety leave to OFP Code 990-59514 (Weather and Safety Leave - Telework Site Unsafe, Office Closed) or 990-59515 (Weather and Safety Leave - Telework Site Unsafe, Office Open)
Part IV. Complete If You Are Working In Your Office (Official Duty Station) When an Early Departure Is Announced, And Due To Safety-Related Circumstances, You Request To Leave Prior To the Time Set for Dismissal
(Post approved weather and safety leave to OFP Code 990-59513 (Weather and Safety Leave – Office Open, Cannot Safely Report) for the absence prior to the time set for dismissal. Post either OFP Code 990-59511 (Weather and Safety Leave – Office Closed, Severe Weather) or 990-59512 (Weather and Safety Leave – Office Closed, Other Building Issue) for the time after the official dismissal, as appropriate)
Part V. Date(s) and Respective Number of Hours of Weather and Safety Leave Being Requested
Part VI. Supervisory (or Business Unit Executive if Natural Disaster) Review – Approve or Disapprove Request
Privacy Act Statement
This notice is provided in accordance with the Privacy Act of 1974. The purpose for the information is to process and document requests for weather and safety leave in a consistent manner. The authority to collect this information is 5 USC 6311, Articles 36 and 50 of the IRS/NTEU National Agreement and IG HCO-06-0118-2018. This information may be disclosed outside IRS to the Office of Personnel Management or the US Government Accountability Office when it is required for evaluation of leave administration. Providing this information is voluntary; however, failure to supply the required information may result in disapproval of the request.
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