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Policy

· This policy can be issued to employees to explain the company’s stance on unauthorised absences when employees are absent without leave (also known as being AWOL). 
· If you would like to make any amendments to this policy, please contact our HR Policy & Documentation team on 0161 819 4671 who will be happy to bespoke this to your requirements.  
· [bookmark: _Hlk137215487]Need additional training? Click here to access your free CPD accredited e-learning sessions available on GLU e-learning.
· [bookmark: _Hlk137215350]Have you tried BrAInbox yet? For quick answers to your HR and health & safety questions, try our innovative AI based platform, BrAInbox. Just type in your question and get your answer, fast. Try it today



Absence Without Leave (AWOL) Policy

UNAUTHORISED ABSENCE
1) You must attend for work punctually at your specified start time(s) and you are required to comply strictly with any time recording procedures relating to your work.

2) All absences must be notified in accordance with the reporting procedures laid down in (insert location i.e. the Employee Handbook or our separate Sickness Absence Policy).

3) You will not be paid if any working time is lost due to lateness or unauthorised absence. Persistent lateness will be dealt with under our disciplinary procedure. 

4) You should be present and ready to start work in line with your contractual working hours. You must also remain in the workplace and continue to work until you have completed your contractual working hours.

5) You should liaise with your line manager if you need to leave early or arrive late.

6) We recognise that employees may be absent without leave for many different reasons. If you feel that you need any support or you have any worries or concerns that are preventing you from attending work, please contact your line manager who will discuss this with you. 

7) If you fail to attend work at your anticipated start time, your line manager will attempt to contact you and/or your next of kin using the emergency contact details you have provided to us, to try to find out the reason(s) for your absence and when you expect to return to work. If your emergency contact details change, please let us know as soon as possible so that we can update our records.

8) Unauthorised absence may result in disciplinary action up to and including summary dismissal.

9) Where a holiday request has been refused and you are subsequently absent on that day, we will carry out an investigation to confirm the reason for absence and that the reason provided is genuine. This investigation may require you to provide evidence for your absence, including medical evidence of your sickness. 

10) Where there is a reasonable belief that the reason given for absence is not genuine, disciplinary action will be taken under our disciplinary procedure. Disciplinary action could result in a formal disciplinary sanction up to, and including, summary dismissal.
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