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Scope                     
 
This guidance applies to all employees of the Council.  It does not apply to any 
casual or agency worker where a contract of employment does not exist. 

 
When is absence unauthorised?                     
 
An absence will be treated as unauthorised if an employee fails to comply with the 
Council's sickness absence reporting procedure (or fails to provide the required 
certification of sickness absence), fails to attend work without notification or 
explanation, fails to return from holiday without notification or explanation  or is 
absent from work for any other reason without permission. 
 
If an employee has been refused a request for annual leave, but then fails to attend 
work without notification or explanation on the day(s) requested, this will also be 
treated as unauthorised absence. 
 
If an employee has been absent due to sickness, has complied with the absence 
reporting and certification procedure and then stops submitting Fit Notes, the 
absence will be treated as unauthorised from the first day of uncertified absence. 
 
Unauthorised absence is a serious matter which may be considered under the 
Council’s disciplinary policy and procedure as a failure to comply with the contractual 
obligation to attend work or to provide good and sufficient reason if unable to attend 
work or to follow the absence reporting procedure. 

 
How to effectively manage unauthorised absence                  
 
On the first day of the employee's absence or where a Fit Note has not been 
submitted within a reasonable period of time, their line manager will attempt to 
contact them, making a note of the means used (telephone, email or text message) 
and keeping a record of the date/time this was undertaken. If the employee does not 
respond to the communication, the manager will attempt to leave a message, where 
possible, asking them to contact their manager as soon as possible.  
 
If the manager is unable to contact or leave a message for the employee, they 
should attempt to contact the employee's next of kin or listed emergency contact 
expressing concern for the employee’s health and wellbeing, explaining that they 
have been unable to contact the employee and asking if the next of kin or 
emergency contact could arrange for the employee to contact the manager as soon 
as possible.  Where these details have been provided by the employee, the contact 
details for the employee and their next of kin/emergency contact will be available 
from the HR Service Centre. 
 
The employee’s manager is responsible for notifying Payroll in writing, via the HR 
Service Centre (askhr@aberdeencity.gov.uk), to stop pay with effect from the first 

mailto:askhr@aberdeencity.gov.uk
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day of the unauthorised absence.  There may be exceptional circumstances where 
this is not appropriate - please seek HR advice if required.   
 
Throughout the period of unauthorised absence the line manager should attempt to 
contact the employee on a regular basis, making a note of the means used 
(telephone, email or text message) and keeping a record of the date/time this was 
undertaken.  If it is not possible to contact the employee using any of these means, 
the line manager should consider whether a home visit might be appropriate or the 
issue of a letter.   
 
The line manager should also contact an HR Adviser to discuss further how to 
proceed. 

 
Duty of care                     
 
If a manager has serious concerns about the employee’s health and/or wellbeing at 
any point during a period of unauthorised absence and they have exhausted all other 
reasonable options to contact the employee then the police should be contacted. 
 


