[bookmark: _GoBack]What Type of Absence Would You Approve?

ANSWER SHEET

1. Employee attends a custody hearing for her son.
Annual, Personal or Comp.  Civil leave cannot be approved when the employee is a party to the matter.

2. Employee is taking his third Civil Service test this year.
Annual, Personal or Comp.  Administrative leave for this reason is only available once in each half year.

3. Employee’s spouse’s aunt’s funeral.
Annual, Personal or Comp.  Sick bereavement is only available for the relatives names in the applicable bargaining agreement.

4. Employee’s wife is a stay-at-home mom and is sick and can’t take care of the baby and toddler.
Annual, Personal or Comp.  Because the wife doesn’t need his assistance for her illness, and the reason is for child care, sick family is not appropriate. 

5. Employee is a witness to testify as a result of an agency investigation conducted at work.
None.  This is a work assignment

6. Employee is late for work.
Annual, personal, comp or tardy.  In some cases and depending on the duration of the lateness, AWOL is another choice.  Consult your Human Resource Office if unsure as to whether tardy or AWOL would be applicable.  Since the Commonwealth does not have flex time work schedules in place, it is not appropriate to allow the employee to make up the time.  Note:  SPF Absence could be used if the lateness was due to a serious health condition. 

7. An employee uses all leave by March and an emergency comes up in June.
AWOL.  Regular (approved) leave without pay is at the sole discretion of the employer and employees should not be given more leave when they don’t budget the leave to last the entire year.  Consult with the Human Resource Office if you would like to approve regular leave without pay for an extraordinary reason.

8. During the vacation selection period the employee schedules all annual leave and an emergency comes up.
Change scheduled annual leave or AWOL
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