Attendance and Leave:

Approve or Disapprove Exercise

 Both May Frank and Bea Hummel, your only two processing clerks have requested annual leave for the same afternoon.  When both employees are off at the same time no one is available to process purchase orders or payment vouchers.   
 Jerry is one of your team leaders for the branch.  He requests to have the afternoon off.  You ask why.  Jerry tells you its such a nice day and the Yankees have a home game.  You tell Jerry that as a team leader he has to set an example and just can’t leave during the middle of the day to go watch a ball game…based on the short notice and Jerry’s reason, you deny his request. 
--Is this an adequate reason to deny his annual leave request? 
 Hy Phillips, an attorney for Dew Newell, calls you to let you know that Dew was arrested for alleged shoplifting in a nearby department store an hour ago.  Mr. Phillips requests several hours of annual leave for Dew in order to cover the time that it will take to arrange for Dew’s release on bail. 
 Tom Jones call’s you early Monday morning requesting leave.  He has an established pattern of calling in on Monday’s.  Tom also has a problem coming to work on time.  You have counseled him on several occasions.  When you inform Tom that he has no leave annual  (zero balance), he responds by saying, “I have no suspense's due today and I’m caught up with all my work so just put me down for LWOP.”

-- How do you respond?

