Coaching the Coachtc \l1 "Coaching the Coach
Questions for the Supervisortc \l2 "Questions for the Supervisor
An employee's obligation is to make it to work regularly and on time.  
Unfortunately, that doesn(t always happen, and chronic absence and tardiness 
account for the largest number of contacts from supervisors about potential 
discipline.  As the specialist who takes those calls, you need to be a coach and a 
detective!  tc \l1 "An employee's obligation is to make it to work regularly and on time.  Unfortunately, that doesnt always happen, and chronic absence and tardiness account for the largest number of contacts from supervisors about potential discipline.  As the specialist who takes those calls, you need to be a coach and a detective!  
An experienced Employee Relations practitioner has shared with us a list of 
questions that she often asks supervisors who call about attendance-related matters. The list may be useful to you as you work to guide supervisors to information that 
will provide an accurate picture of their problems so effective and legally appropri-

ate solutions can be crafted.tc \l1 "An experienced Employee Relations practitioner has shared with us a list of questions that she often asks supervisors who call about attendance-related matters. The list may be useful to you as you work to guide supervisors to information that will provide an accurate picture of their problems so effective and legally appropriate solutions can be crafted.
Leave Record

1.
Have you run a leave record?

2.
What is the employee(s leave balance?

3.
How much leave was used in the past 6 months/past one year?

4.     Is there any reason why the leave balance should be so low?  Prior medical 
        history? 
New employee? Was there recent maternity/other long term leave etc?

5.    Has the agency advanced any leave?  What were the circumstances of the 

advance?

6.
Are you granting LWOP or charging AWOL? How often?

7.
Does the employee/supervisor know the difference between LWOP and AWOL?

8.
Does the employee use leave as quickly as it is accrued each pay period?

9.
Is the leave scheduled in advance or unscheduled?

10.  Is there a pattern to the frequency of unplanned absence?  Is it once a month?           Once a pay period? Once a week?  More often?

11.
Does the employee call in to request leave or just fail to show up?

12.
Has the employee ever been on a leave restriction?  Was it enforced?

13.
Are you familiar with what a leave restriction is?

 14.
Can you see any other attendance pattern?  For example:.late arrivals; too-early 
departure; absent on Mondays/Fridays or after holidays?  

Supervisory/Employee Discussions and Documentationtc \l1 "Supervisory/Employee Discussions and Documentation
15.
 What do you say when the employee calls in?

16.
 Do you take notes when the employee calls in?

17.
 If the employee is missing in action, do you know where the employee is?

18.
 Have you talked to this employee about the bind this is putting you in?

19.
 Have you ever denied a leave request?

20.
 What does the employee tell you about why they can(t make it to work?

21.
 Does the employee realize that their absences are causing a problem?

22. What is the particular problem that made you call us today? (the thing that put you over the top?)

23.  Do other people have to pick up the slack when this employee is absent or 
        does the work just go undone?  Any other impact on the office/coworkers?

24.  Is there anyone else in the office who is having similar problems getting to 
       work?  Are you treating   that employee the same or differently?  Why?

Notice of Leave Policytc \l1 "Notice of Leave Policy
25. Does your office have a policy about calling in to voice mail or another employee versus calling in   person to the boss?

26.
 Has anyone explained the proper rules for requesting leave to the employee?

27.
 Is the employee capable of understanding the rules?

28.
 What is the proof you have that the employee is aware of the proper rules for

 requesting leave? (office   memo, supervisory notes, etc)

29.  (Take time to explain any agency policies/union contract provisions/etc to the 

  supervisor.)

Medical Issuestc \l1 "Medical Issues
30.
 Has the employee mentioned a medical reason for the absences or late arrivals?

31.  Have you seen any medical documentation that backs up the alleged condition?   Have you ever   requested any?  If you have it, what does it tell you?

32.  Has the employee requested extensive leave under one of the family-friendly  
        programs, such as   FMLA, or mentioned a need for any type of 
        accommodations?

Leave Entitlement Programs

33.  Do you know that the employee has been informed of his/her rights and 

 obligations   under the various leave entitlement programs?  How was the 

 employee informed?   (Office memo, agency employee letter?)

34.
 Has the employee been specifically informed of how to invoke his/her entitlement

 under FMLA?  Do the employee and supervisor know the notice requirements/
timeframes and the medical documentation rules?
