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CHAPTER 11: Absence Without Approved Leave (AWOL)
PURPOSE

This Chapter -  
· Describes instances of when an employee is AWOL and procedures to follow.

· Is revised to reformat and to update terms and titles within the policy.

· Supersedes Personnel Letter 630-1 Chapter 11 dated December 2002.
I. WHEN TO CHARGE AWOL

An employee's absence from duty is considered unauthorized and may be charged as AWOL under any of the following conditions:

A. The employee is absent from duty without having obtained authorization for paid or unpaid leave;

B. The employee is absent from duty after having had a leave request denied; or

C. The employee is not ready, willing, or able to perform official duties due to his/her own misconduct.  Contact the Employee Relations staff prior to placing an employee on AWOL for this reason.
II. EFFECT OF CHARGING AWOL

While charging AWOL is not in itself a disciplinary action, the record of AWOL may be used in support of subsequent disciplinary action.  Charging AWOL officially records the fact that an attendance irregularity occurred and withholds pay for the period of absence.  Non-pay status during AWOL is different from leave without pay (which is an approved absence) or suspension (which is non-pay status initiated by management for disciplinary reasons).

III. PROCEDURE FOR CHARGING AWOL

Managers are responsible for addressing unauthorized employee absences and charging absences as AWOL when appropriate.  The managerial procedure for charging AWOL is as follows:

A. Briefly document the date, time, and circumstances of the AWOL for the managerial record;

B. Discuss the unauthorized absence with the employee as soon as possible, preferably before charging AWOL;

C. Discuss the occurrence with the Human Capital Management (HCM) Employee Relations staff, preferably before charging AWOL, and determine whether any related disciplinary action is appropriate;

D. Inform the employee if the absence is being charged to AWOL and why; and

E. Report the period of unauthorized absence as AWOL (TRC AWOL) on the employee's Time and Labor Report.  The minimum reporting increment is 15 minutes.

IV. CHANGING AWOL TO APPROVED LEAVE

If the manager later determines that the circumstances warrant providing leave or excused absence, the Time and Labor Report can be changed (under managerial authority to excuse absence or tardiness of 1 hour or less, or for other reasons described in this Personnel Letter).  Unusual problems regarding these options should be referred to the HCM Employee Relations Office.

Mary E. Zeiher

Acting Chief Human Capital Officer
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