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21st Mission Support Squadron

Civilian Personnel Flight

TIME FOR EDUCATION

Employee self-development is an important issue which should be encouraged and supported by management whenever possible.  Management has several options that may assist employees in pursuing or completing educational goals. 

1. Supervisors may establish special tours of duty for educational purposes in accordance with AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances.  Supervisors may offer a form of an alternative work schedule, providing flexibility for employees to coordinate work schedules with school schedules.  Information on this option is available from the Office of Personnel Management Handbook on Alternative Work Schedules, which may be obtained from their web site at www.opm.gov.

2.  Leave-without-Pay (LWOP) is another option that may assist employees in achieving educational goals. LWOP is a temporary nonpay status and absence from duty granted at the employee’s request.  In accordance with AFI 36-815, Absence and Leave, LWOP may be granted for educational purposes “when the course of study is in line with work performed within the Air Force and completion of the course would serve the best interests of the Air Force”.  The interpretation here is that the course of study would enhance an employee’s ability to perform in their current position/career field; not to provide for potential opportunity for the employee to change or advance in career fields. 

Authorizing LWOP is a matter of administrative discretion; an employee cannot demand LWOP as a matter of right.  As a basic condition for approval of LWOP, supervisors must reasonably expect that an employee will return to duty at the end of the approved period.  Depending on the length of the LWOP situation, the employee’s position should not be filled on a permanent basis since the employee is entitled to return to that position.  If the position was filled on a permanent basis, it would be obligated to the current employee and their return to the position at the end of the LWOP period could create a Reduction-In-Force (RIF) situation in the organization.  

When considering requests for extended periods of LWOP, the costs and inconveniences to the Air Force must be carefully weighed.  These include encumbrance of the position, loss of services, dissemination of workload, complication of retention registers in event of a reduction-in-force, obligation to provide active employment at the end of the approved leave period, credit of 6 months of each year towards retirement without employee contributions, eligibility for continued Federal Employees’ Group Life Insurance (FEGLI) coverage (without cost to the employee for up to one year), and payment of the employer’s share of health insurance premiums for up to 365 days.  

3.  Supervisors are authorized to approve initial requests for LWOP of 1 year or less.  Extensions beyond 1 year may be approved, by the organization commander, only when it is in the interest of the federal service, or because of unusual circumstances the employee would be subjected to undue hardship if the extension were denied. 

The request for LWOP must include a statement that the employee intends to return to duty at the expiration of the LWOP.  LWOP of less than 30 days is documented on the employee’s time and attendance record.  Annotate the record to show "LWOP for educational purposes”.  A Request for Personnel Action (form SF52 or electronic RPA) must be submitted to the Civilian Personnel Office prior to granting LWOP of 30 days or more.

(References:  AFI 36-807, AFI 36-815, DOD/FMR[Vol. 8])
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