
 

UNAUTHORISED ABSENCE POLICY 

  

1. Unauthorised absence  

If you have a legitimate cause for your absence, such as genuine sickness, you must follow our 
Sickness Absence policy including complying with the notification requirements and providing 
suitable evidence of your condition. However, if you fail to attend work without prior written 
consent, without notifying us or without a legitimate reason for your absence this will be classed 
as unauthorised absence. 

If you fail to attend work at the end of a period of annual leave or other leave you were approved 
to take, this also counts as unauthorised absence without a reasonable excuse. This will be 
treated as a serious disciplinary offence and dealt with under our Disciplinary procedure. We will 
look at the facts but depending on the circumstances this may be gross misconduct leading to 
your summary dismissal.  

If you have resigned, please supply us with a written resignation letter as soon as possible. 

2. Procedure to follow 

First day of absence - On the first day of your unauthorised absence, your line manager will 
attempt to contact you and will keep a record of this. If your manager cannot reach you on the 
telephone, your line manager will leave a voicemail message, if possible, requesting a return call 
from you. If your line manager is unable to make contact with you, they may attempt to reach the 
emergency contact the name of which you will have previously given us. 

Second day of absence - On the second day of your unauthorised absence, if your line 
manager has not heard from you and we are unable to make satisfactory contact with you or 
your emergency contact, your line manager will write to you stating that you are absent from 
work without permission and giving details of the attempts that have been made to reach you. 
You will be asked to contact us as a matter of urgency and we will also warn you that 
unauthorised absence without good reason is a serious disciplinary offence which could result in 
disciplinary action being taken against you, up to and including your summary dismissal. 

Continued absence - If you remain absent from work without consent, we will begin disciplinary 
proceedings against you. Where you make contact with your line manager and arrangements 
are made for you to return to work, but still without a legitimate reason for your absence and/or a 
satisfactory explanation for your disappearance and lack of contact, you will still be subject to 
disciplinary action. Depending on the seriousness of the offence, this could result in your 
summary dismissal from employment. 

3. Payment 

You will not receive payment for any period or periods of unauthorised absence since you will 
have failed to report for work. We reserve the right to withhold payment or deduct from your 
salary a day’s pay for each day of unauthorised absence. 
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