
MISCONCEPTIONS OF SUPERVISORS ABOUT LEAVE

· Absence without leave (AWOL) is a leave category, which employees 
 request and I approve.


(
If an employee makes a formal leave request, I must approve it.


(
Once leave is approved, it can(t be modified.


(
Whatever I approve for one employee creates a precedent I must follow for all.


(        If an employee exhausts all of his or her leave, I must approve leave without 


pay (LWOP).


(        I must approve absences that are (called in( to the office, as long as the


employee has a positive leave balance.


(        Employees may (call in( their absence to anyone and at any time.  It is also 


permissible to leave a voice mail message.


(
I cannot charge AWOL if the employee has accrued leave.


(        I can(t remove an employee who is absent from work based on a documented 
           illness or injury, regardless of how long he/she is absent or the effects on the
           office.


(        I can (I can(t) approve a request for advance leave.  (Supervisors don(t know              who has this authority.)


(        If I charge LWOP, it is like AWOL, in that it has a negative connotation and             can serve as a basis for discipline.


(       Once I know length of service, I know how much leave a good employee 


should have.


(       Employees know the rules about leave; therefore, there is no need to state 
                      expectations.

Source: agency focus groups held by U.S. OPM, fall 1998

