[image: image1.jpg](B 3P GROUP



                                 


	Policy Name
	                                 AWOL 

             (Absence without official Leave)


	Policy Statement


	B&S Group recognises that attendance at work is crucial to the delivery of service.

This policy details the procedure for staff members who are absent from work without authorisation or prior notification.

Absence without leave (AWOL) is defined as unauthorised absence when a staff member is absent for any full day or part day without permission and without contacting their Line Manager. 
The purpose of the policy is to ensure that there is a fair and consistent approach to unauthorised absence across B&S Group and that managers discharge their duty of care to their employees.
If an employee is absent from work without good cause and/or fails to properly and effectively notify the manager of his/her absence, this may be treated as a serious disciplinary offence, potentially constituting gross misconduct



	Eligibility 


	This policy applies to all employees on permanent, variable hours and fixed term contracts who:
· Fails to comply with the sickness absence reporting procedure (or provide the required evidence within the required time period) 

· Fails to attend work

· Fails to return from holiday

· Is absent from work for any other reason without permission 



	Action on first day of absence
	On the first day of the employee's absence, his/her line manager will attempt to contact him/her, making a note of the means used (telephone or email) and keeping a record of the time. 
If the employee does not answer the telephone, the manager will attempt to leave a voicemail message asking him/her to return the call. If the manager is unable to contact the employee, he/she may attempt to contact the HR Department who will contact the employee's next of kin or listed emergency contact.


	Action on second day of absence
	On the second day of the employee's absence, if nothing has been heard from the employee and the manager or HR has again been unable to contact the employee and has not received a satisfactory explanation from the employee's next of kin or emergency contact. 

HR will write to the employee detailing his/her absence and the attempts to make contact. The letter will say that no satisfactory explanation for the absence has been received and require that the employee make contact with HR as soon as possible, but no later than 7 days after the date of the letter. The letter will warn the employee that, if he/she fails to make contact by the deadline, B&S Group will take serious disciplinary action.


	Action after 7 days
	A termination of employment letter will be sent to employee in the absence of contact from the employee.

	Return to Work/ Investigation
	If HR makes contact with the employee and/or the employee returns to work, the manager should conduct an immediate investigation into the reasons for his/her absence and his/her lack of contact with B&S group. If the employee can give adequate explanations and documentation for his/her absence and lack of contact, the manager can conduct a return-to-work interview. 

	Disciplinary Action

	If the employee is unable to provide an adequate explanation for his/her absence and lack of contact, B&S will treat the absence and the failure to follow the absence reporting procedure as a disciplinary matter. The employee will be suspended and B&S Group will conduct a disciplinary hearing in accordance with its disciplinary procedure which could result in summary dismissal on  grounds of gross misconduct.
If the employee fails to attend the hearing, it will be heard in their absence and they will be summarily dismissed on the grounds of gross misconduct.


	Extended unauthorised annual leave
	If an employee travels abroad on approved annual leave and the leave is extended due to sickness or a sick relative, upon the employee’s return, documentation to support this will be required by HR. Employees are on unauthorised leave until they return and the process as above for Return to Work and Disciplinary Action will be followed.
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