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Managing AWOL Line Manager Factsheet:
[image: Help with solid fill]What is AWOL and why is managing the process in line with company policy so important?
AWOL is defined as being inextricably absent without Leave. Managing AWOL is important to ensure any well-being concerns for the employee are addressed and that a fair process well documented process is followed. 
AWOL is classed as Gross Misconduct in Line with Company Policy although employee mitigations should be considered, and HR should be consulted. 

[image: Questions with solid fill]Who can help me if I need support?
The HR Team will be happy to support: 
Email: storesandpostofficesHR@whsmith.co.uk OR call us on 
Tel: 01793456789 Ext 123
Technical issues: APTOS Support: 0800 915 234
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Description automatically generated][image: Key outline]Step one: Logging in to 



You should already have access to your login:
e.g whs\amberlea.knowles
Password: whs(Year of birth)! 
E.g:
WHS1991! (Only valid for first log in) 
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[image: Mouse with solid fill]Click on HR 
[image: Tick with solid fill] Select Employment Policies and procedures from drop down menu. 


















[image: Mouse with solid fill]Scroll down to AWOL Templates. 
There 6 useful documents also linked in this brief. 
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Step TWO: Follow the below, 
Quick AWOL Flowchart Guidance:
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[bookmark: _MON_1709563679][image: Back with solid fill]      	to you by recorded delivery, and a copy by first class mail, to guarantee receipt.EXAMPLE OF LETTER 
1

Please ensure the date is correct and delete irrelevant info as directed
**Ensure all correspondence is sent Via Recorded 1st Class Mail and the Receipt is retained in Personnel file 



Yours sincerely
[Manager Name]Ensure all Letters and communications are stored securely in the Team member’s personnel file. 

[image: Back with solid fill][Position] 

CC: Personnel File

[image: Star with solid fill]
Example Letters 1,2,3, 4 & 5 are available on Travel Connect 
under HR/EMPLOYMENT POLICIES/ABSENCE/ AWOL PROCEDURE.
Or Click on the Thumbnail Links below for more information:
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Allow 2-3 days between each letter sent if contact is not received. 


[bookmark: _MON_1709558783]

[bookmark: _MON_1709558651]
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[bookmark: _MON_1709559042][bookmark: _MON_1709559146]
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                             How to process AWOL on Dayforce Payroll: 
Stopping Pay: [image: No sign with solid fill]
If an employee does not contact their manager, or nominated deputy, on the first day of Absence this will be regarded as unauthorised absence and will normally mean that no payment for the absence will be paid. 
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[image: A screenshot of a computer

Description automatically generated with medium confidence]Step one:Logging In : [image: Key with solid fill]
Company: WHSmith 
Login: Payroll Number (8 digits)
Password: Set by user. 
Technical issues, contact APTOS








[image: A screenshot of a computer

Description automatically generated]Step two:[image: Luggage outline]
Select the specific employee from the launch page
Next: 
Select Holiday planner icon 

[image: Daily calendar with solid fill]



[image: A screenshot of a computer

Description automatically generated with medium confidence]Step Three: “Absence” plannerSelect Employee by clicking on the specific day on the calendar. 


Step Four: Adding Absence Reason Code:

[image: A picture containing text, monitor, wall, indoor

Description automatically generated]Make sure you select “Approve”

Step Five:  Adding Absence Reason Code
[image: A picture containing schematic

Description automatically generated]Select “Unpaid Leave “Lost Time” as Absence reason code. 

Select “Approve” in bottom Right-hand corner 

Process of stopping pay is now complete. 




[image: Questions with solid fill]Who can help me if I need support?
 The HR Team will be happy to support: 
Email: storesandpostofficesHR@whsmith.co.uk OR call us on 
Tel: 01793456789 Ext 123
Technical issues: APTOS Support: 0800 915 234
[image: Comment Important with solid fill]
Please seek guidance from HR throughout from the contacts listed above and below.
Should the Employee make contact at any point throughout the process, it is important to invite them to an investigation meeting as per the flowchart guide listed on Page 3.

Evaluation:

Evaluation: the resource was Relatively inexpensive to construct therefore, desired ROI is low from a cost perspective however the critical learning need for following process is important to protect employees and organisation from tribunal claims.
The learning resource would be subjected to a focus group sign off as per company practice and feedback for amends if required would be suggested. The focus group are purposefully diverse encompassing all format managers and Team leaders including HR and L&D representatives.
The effectiveness would be measured through correct procedures being adhered to and absence management data gathered from Dayforce systems for employees assigned unauthorised absence reason code. 
It is possible that the organisation could gather data for employee interaction with the resource although subsequent interaction would not necessarily signal understanding. 
As a “quick guide” resource, learning and retaining the information is not essential, employee comprehension and the simplicity is key in design to ensure the AWOL procedure is followed precisely. The inclusion of a flow diagram assists the employee to visualise the steps but also alleviates the barrier of excess time consumption which is common in a fast-paced retail environment. In addition, although the information is available in separate departments of the organisation’s intranet, an encompassing, streamlined “how to” guide on an important but mandatory process would likely to be utilised by the targeted audience as opposed to searching for information when engagement with the subject is liable to be low. 
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TEMPLATE LETTER - AWOL LETTER 1**delete

[Manager Name]
[Position]
[Tel]

[Date]

PERSONAL & PRIVATE
[Employee Name]
[Employee Address]

Dear [Employee Name]
UNAUTHORISED ABSENCE FROM WORK

| note that you have been absent from work since [insert date], however since
[insert date] we have not received any contact from you and naturally we are
concerned.

As detailed in your Employee Handbook and the Company’s Absence Policy
Reporting procedure, if you are absent from work for whatever reason you are
required to keep me, as your line manager, informed of your continued absence
duration and likely return date. |If the reason for your absence is because of
sickness, absences of more than seven days should be supported by a sick note
from your GP.

**Delete this sentence if not relevant - Your period of Certified absence expired
on [insert date] and you were expected to report any continuing absence by
[insert date] or you should have returned to work on [insert date].

**Delete this sentence if not relevant - Your annual leave/other kind of absence
ended on [insert date] and you were expected to return to work on [insert date].

| have made every possible attempt to contact you during this period of
unauthorised absence to establish the reason for your non-attendance at work. |
have tried to call you on your home telephone number and on your mobile
telephone on [insert dates and times], but | have been unable to speak with you
directly. A telephone message was also left with [insert name] at your home
address, but | do not appear to have received a reply from you to this message
either.

It is reasonable for me to expect you to keep me, your Line Manager, informed of
any absence you have from work [and for you to provide continuing absence
certification and reporting of your likely return to work date]. You will appreciate
that | have to plan the resources of the store/department (*delete as
appropriate) to meet business needs and to this end | need some indication of
your circumstances. | therefore urge you again to contact me by [insert date] on
[insert telephone number] to explain the reason for your absence, your expected
return to work and any support you may require. Alternatively you may e-mail me
on [insert e-mail address if you have one - if not delete].









TEMPLATE LETTER – AWOL LETTER 1**delete 

 

[Manager Name] 

[Position] 

[Tel] 

 

[Date] 

 

 

PERSONAL & PRIVATE 

[Employee Name] 

[Employee Address] 

 

 

 

 

Dear [Employee Name] 

 

UNAUTHORISED ABSENCE FROM WORK 

 

I note that you have been absent from work since [insert date], however since 

[insert date] we have not received any contact from you and naturally we are 

concerned. 

 

As detailed in your Employee Handbook and the Company’s Absence Policy 

Reporting procedure, if you are absent from work for whatever reason you are 

required to keep me, as your line manager, informed of your continued absence 

duration and likely return date.  If the reason for your absence is because of 

sickness, absences of more than seven days should be supported by a sick note 

from your GP. 

 

**Delete this sentence if not relevant - Your period of Certified absence expired 

on [insert date] and you were expected to report any continuing absence by 

[insert date] or you should have returned to work on [insert date]. 

 

**Delete this sentence if not relevant – Your annual leave/other kind of absence 

ended on [insert date] and you were expected to return to work on [insert date]. 

 

I have made every possible attempt to contact you during this period of 

unauthorised absence to establish the reason for your non-attendance at work.  I 

have tried to call you on your home telephone number and on your mobile 

telephone on [insert dates and times], but I have been unable to speak with you 

directly.  A telephone message was also left with [insert name] at your home 

address, but I do not appear to have received a reply from you to this message 

either.  

 

It is reasonable for me to expect you to keep me, your Line Manager, informed of 

any absence you have from work [and for you to provide continuing absence 

certification and reporting of your likely return to work date].  You will appreciate 

that I have to plan the resources of the store/department (*delete as 

appropriate) to meet business needs and to this end I need some indication of 

your circumstances.  I therefore urge you again to contact me by [insert date] on 

[insert telephone number] to explain the reason for your absence, your expected 

return to work and any support you may require.  Alternatively you may e-mail me 

on [insert e-mail address if you have one – if not delete].   


Microsoft_Word_Document.docx
TEMPLATE LETTER – AWOL LETTER 1**delete



[Manager Name]

[Position]

[Tel]


[bookmark: date][Date]




		[bookmark: type]PERSONAL & PRIVATE

[bookmark: recp][Employee Name]

[Employee Address]



		





[bookmark: r_ref]



[bookmark: Salutation]Dear [Employee Name]



UNAUTHORISED ABSENCE FROM WORK



I note that you have been absent from work since [insert date], however since [insert date] we have not received any contact from you and naturally we are concerned.



As detailed in your Employee Handbook and the Company’s Absence Policy Reporting procedure, if you are absent from work for whatever reason you are required to keep me, as your line manager, informed of your continued absence duration and likely return date.  If the reason for your absence is because of sickness, absences of more than seven days should be supported by a sick note from your GP.



**Delete this sentence if not relevant - Your period of Certified absence expired on [insert date] and you were expected to report any continuing absence by [insert date] or you should have returned to work on [insert date].



**Delete this sentence if not relevant – Your annual leave/other kind of absence ended on [insert date] and you were expected to return to work on [insert date].



I have made every possible attempt to contact you during this period of unauthorised absence to establish the reason for your non-attendance at work.  I have tried to call you on your home telephone number and on your mobile telephone on [insert dates and times], but I have been unable to speak with you directly.  A telephone message was also left with [insert name] at your home address, but I do not appear to have received a reply from you to this message either. 



It is reasonable for me to expect you to keep me, your Line Manager, informed of any absence you have from work [and for you to provide continuing absence certification and reporting of your likely return to work date].  You will appreciate that I have to plan the resources of the store/department (*delete as appropriate) to meet business needs and to this end I need some indication of your circumstances.  I therefore urge you again to contact me by [insert date] on [insert telephone number] to explain the reason for your absence, your expected return to work and any support you may require.  Alternatively you may e-mail me on [insert e-mail address if you have one – if not delete].  



If I do not receive a response to this letter by [insert date] I may have no alternative but to begin an investigation into your absence which may lead to disciplinary action being taken.



Please note that during this period of unauthorised absence you will not be paid.  



Should you have any queries please do not hesitate to contact me on [insert telephone number].  This letter has been sent to you by recorded delivery, and also a copy by first class mail, to guarantee receipt.



Yours sincerely







[Manager Name]

[Position]





CC: Personnel File
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TEMPLATE LETTER – AWOL LETTER 1**delete

[Manager Name]


[Position]


[Tel]



[Date]


		PERSONAL & PRIVATE

[Employee Name]


[Employee Address]




		





Dear [Employee Name]


UNAUTHORISED ABSENCE FROM WORK

I note that you have been absent from work since [insert date], however since [insert date] we have not received any contact from you and naturally we are concerned.


As detailed in your Employee Handbook and the Company’s Absence Policy Reporting procedure, if you are absent from work for whatever reason you are required to keep me, as your line manager, informed of your continued absence duration and likely return date.  If the reason for your absence is because of sickness, absences of more than seven days should be supported by a sick note from your GP.


**Delete this sentence if not relevant - Your period of Certified absence expired on [insert date] and you were expected to report any continuing absence by [insert date] or you should have returned to work on [insert date].

**Delete this sentence if not relevant – Your annual leave/other kind of absence ended on [insert date] and you were expected to return to work on [insert date].

I have made every possible attempt to contact you during this period of unauthorised absence to establish the reason for your non-attendance at work.  I have tried to call you on your home telephone number and on your mobile telephone on [insert dates and times], but I have been unable to speak with you directly.  A telephone message was also left with [insert name] at your home address, but I do not appear to have received a reply from you to this message either. 


It is reasonable for me to expect you to keep me, your Line Manager, informed of any absence you have from work [and for you to provide continuing absence certification and reporting of your likely return to work date].  You will appreciate that I have to plan the resources of the store/department (*delete as appropriate) to meet business needs and to this end I need some indication of your circumstances.  I therefore urge you again to contact me by [insert date] on [insert telephone number] to explain the reason for your absence, your expected return to work and any support you may require.  Alternatively you may e-mail me on [insert e-mail address if you have one – if not delete].  


If I do not receive a response to this letter by [insert date] I may have no alternative but to begin an investigation into your absence which may lead to disciplinary action being taken.

Please note that during this period of unauthorised absence you will not be paid.  


Should you have any queries please do not hesitate to contact me on [insert telephone number].  This letter has been sent to you by recorded delivery, and also a copy by first class mail, to guarantee receipt.


Yours sincerely


[Manager Name]


[Position]


CC: Personnel File
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TEMPLATE LETTER – AWOL LETTER 2 **delete

[Manager Name]


[Position]


[Tel]



[Date]


		PERSONAL & PRIVATE

[Employee Name]


[Employee Address]




		





Dear [Employee Name]


UNAUTHORISED ABSENCE FROM WORK

I refer to my letter dated [insert date] and I note that, to date, you have not been in contact with me to discuss your absence and likely return date.  I am now very concerned about your absence and lack of contact with the business.


As stated in my previous letter, if you are absent from work for whatever reason, you are required to keep your line manager informed of your continued absence duration and likely return date.  This requirement is detailed in your Employee Handbook and in the Company’s Absence Policy Reporting procedure.  


I have made every possible attempt to contact you to establish the reason for your failure to attend work, or report your absence.  I called you on your home telephone number and on your mobile telephone on [insert dates and times] and left a message with [insert name] asking you to contact me.  I also wrote to you on [insert date], but I have not received a response to this letter either.  

I must remind you that unauthorised absence is regarded as gross misconduct under the Company’s Disciplinary Procedure and the normal consequence is dismissal.  If I do not receive a response to this letter by [insert date] I will have no alternative but to begin an investigation into your absence which may lead to disciplinary action being taken.


Please note that during this period of unauthorised absence you will not be paid.  


Should you have any queries please do not hesitate to contact me on [insert telephone number].  This letter has been sent to you by recorded delivery, and also a copy by first class mail, to guarantee receipt.


Yours sincerely


[Manager Name]


[Position]


CC: Personnel File
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[Manager Name]


[Position]


[Tel]



[Date]


		PERSONAL & PRIVATE

[Employee Name]


[Employee Address]




		





Dear [Employee Name]


UNAUTHORISED ABSENCE FROM WORK & INVITE TO INVESTIGATION INTERVIEW

I refer to my letters dated [insert dates of both letters] but I note that, to date, you have not been in contact with me to discuss your absence and likely return date.  I am now extremely concerned about your absence and lack of contact with the business.


As stated in my previous letters to you, if you are absent from work for whatever reason, you are required to keep me informed of the reasons for your absence and your likely return date.  This requirement is detailed in your Employee Handbook and in the Company’s Absence Policy Reporting procedure.    [If the reason for your absence is because of sickness, absences of more than seven days should be supported by a sick note from your GP if Statutory Sick Pay and Discretionary Sick Pay are to be paid. OR Even though you have been absent due to sickness prior to your unauthorised absence beginning, if your continued absence is because you are still not fit for work you are required to provide reporting updates and continued GP Certificates throughout the absence.]

I have made every possible attempt to contact you during your absence to establish the reason for your failure to report the absence, and your non-attendance at work.  I have tried to contact you by telephone on a number of occasions and I have written to you twice, but we still do not appear to have received a reply from you.


You are invited to attend an investigatory interview, which will take place on [insert date] at [insert time] at [insert location]. [IF APPLICABLE Due to the current restrictions in place due to the Coronavirus outbreak, we are conducting formal meetings where necessary remotely, the meeting will be conducted via XXX (include format of the hearing add any video conferencing address or dial in information)]. I [or insert another manager’s name and job title] will conduct the interview, and an appropriate employee will also be present to take notes.

The reason for this investigation is to discuss your unauthorised absence, your failure to follow to the Company’s Absence Reporting procedures and your failure to carry out reasonable instructions, namely refusing to contact me (your line manager) when specifically asked to do so.  

I must advise you that failure to attend this investigatory interview and not to notify us of this fact could mean that the hearing will be held in your absence.  I must also advise you that this meeting could lead to a referral to a disciplinary hearing.  As I have previously informed you, unauthorised absence is regarded as gross misconduct under the Company’s Disciplinary Procedure and the normal consequence is dismissal, so I hope that you will make every effort to attend this investigatory interview.

Please contact me as soon as possible on [insert telephone number], or at [insert e-mail address if you have one – if not delete] to confirm your attendance at the investigatory interview. 

During this period of unauthorised absence you will continue to be unpaid.  


I trust this is satisfactory, but should you have any queries please do not hesitate to contact me.  This letter has been sent to you by Special delivery and also a copy by first class mail to guarantee receipt.


Yours sincerely


[Manager Name]


[Position]


CC: Personnel File
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[Manager Name]


[Position]


[Tel]



[Date]


		PERSONAL & PRIVATE

[Employee Name]


[Employee Address]




		





Dear [Employee Name]


UNAUTHORISED ABSENCE FROM WORK & INVITATION TO DISCIPLINARY HEARING

I am writing with regards to your unauthorised absence which started on <Date> and the subsequent investigation interview held on <Date>. You did not attend the investigatory interview, nor did you inform me that you would not be attending.  Therefore, as advised in the investigation invitation, this meeting was held in your absence.


I write to advise you that you are required to attend a disciplinary hearing on <Date> at <Time> in <Venue>. [IF APPLICABLE Due to the current restrictions in place due to the Coronavirus outbreak, we are conducting formal meetings where necessary remotely, the meeting will be conducted via XXX (include format of the hearing add any video conferencing address or dial in information)] The hearing will be carried out by [insert manager’s name and job title] and an appropriate employee will also be present to take notes.

At this hearing the question of disciplinary action against you will be considered, in accordance with the Company Disciplinary Procedure, with regard to: 

· Your unauthorised absence; 

· Your failure to follow the Company’s Absence Policy Reporting [and Certification] procedures;

· Your failure to carry out reasonable instructions, namely refusing to contact your line manager when specifically asked to do so.  

I must advise you that the Company regards unauthorised absence as potential Gross Misconduct and one of the possible outcomes is dismissal.  Further information is detailed in the Company’s Disciplinary Policy, please find a copy of this enclosed.

You are entitled to be represented by a fellow employee or union representative if you are a member.  It is your responsibility to make the necessary arrangements if you chose to be represented.

Copies of all the relevant documented evidence and investigation notes relating to your unauthorised absence are enclosed.


I must advise you that, should you fail to attend the disciplinary hearing and do not notify us of this fact, or you do not send written representation prior to commencement of the hearing, we will continue to carry out the disciplinary hearing in your absence and you will be notified of the outcome in writing.  It is in your interests that you attend this hearing and so I hope you will make every effort to attend.

Please contact me as soon as possible on [insert telephone number] to confirm your attendance at the disciplinary hearing and any support, special facilities or arrangements you may require to attend and participate in the meeting.  Alternatively you may e-mail me on [insert e-mail address if you have one – if not delete] to confirm your attendance.  


During this period of unauthorised absence you will continue to be unpaid.  


I trust this is satisfactory, but should have any queries please do not hesitate to contact me on [insert telephone number].  This letter has been sent to you by recorded delivery to guarantee receipt.


Yours sincerely


[Manager Name]


[Position]


CC: Personnel File


Enclosed (tick to confirm enclosed):


· Disciplinary Policy and Procedure


· Unauthorised Absence Policy and Procedure


· Absence Policy and Procedure

· All relevant evidence and investigation meeting notes
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[Manager Name]


[Position]


[Tel]



[Date]


		PERSONAL & PRIVATE

[Employee Name]


[Employee Address]




		





Dear [Employee Name]


TERMINATION OF EMPLOYMENT – UNAUTHORISED ABSENCE

I write to confirm the outcome of the disciplinary hearing held on <date>; that you have been summarily dismissed for Gross Misconduct with effect from <date of dismissal>. Please find enclosed a copy of the meeting notes.


Either


[At the disciplinary hearing you were entitled to representation by a fellow employee or trade union official *and <Name>, <Position> was present at your request/ but you declined. (* delete as appropriate).]


OR


[You were advised of your right to be accompanied at the disciplinary hearing by a work colleague or trade union representative, if you were a member.  You were sent copies of all relevant documented evidence and the investigation notes relating to your unauthorised absence prior to the hearing.


You were advised that if you failed to attend the disciplinary hearing and did not notify us of this fact, or you did not send written representation prior to the hearing, the disciplinary hearing would continue in your absence and you would be notified of the outcome in writing.  Unfortunately you did not attend the disciplinary hearing, nor did you inform me that you would not be attending or propose an alternative date or time for the meeting.  Therefore, as previously advised, the disciplinary hearing was held in your absence.]


Throughout this process you were informed that you would be unpaid during this period of unauthorised absence.  


At this hearing the question of disciplinary action against you was considered, in accordance with the Company Disciplinary Procedure, with regard to: 


· Your unauthorised absence; 


· Your failure to follow the Company’s Absence Policy Reporting [and Certification] Procedures;


· Your failure to carry out reasonable instructions, namely; refusing to contact your line manager when specifically asked to do so.  


You were reminded that the Company regards unauthorised absence as potential Gross Misconduct and one of the possible outcomes is dismissal.  


The hearing considered the following points in relation to your unauthorised absence:

· [You failed to attend work/provide updated information about your sickness absence] on [dates]


· Your manager attempted to contact you on [date/time] and [date/time] by telephone, no response was received;


· Your manager wrote to you on [date] and [date] requesting that you make contact with the Company to explain your absence, no response was received;


· You were invited to attend an investigation interview on <Date>.  [You failed to attend this meeting].  


**(if Employee attends the hearing) 

During the disciplinary hearing  you were given the opportunity to offer a full account of the alleged offence.  The key points you raised at the hearing were: 


· [insert details]


**(if Employee does not attend the hearing) 

During the disciplinary hearing you would have had the opportunity to respond to the allegations against you; however you failed to attend the hearing, or provide any alternative representations to be considered at the hearing.  


In order to reach a decision on this matter I considered the following information:


· [list the relevant Policies and company documents reviewed]


· [List the relevant investigation evidence reviewed]


· [List the details of their evidence if provided]


In view of this information, [I do not feel you have provided me with a satisfactory explanation for your actions/and in the absence of your response to these allegations for my consideration], I have made the decision to dismiss you for Gross Misconduct with immediate effect.

As this was summary dismissal you are not entitled to receive payment for notice and you are only entitled to a £1 in respect on any outstanding holiday pay. Your final salary will be paid directly into your bank account and a P45 will be sent to your home address. 

Any Company property must be returned immediately or at a mutually agreed date.  Any queries relating to your pension rights should be raised directly with the Pension department on 01793 562098.


You have the right to appeal this decision.  If you wish to avail yourself of this right, please write, within 14 calendar days of the date of this letter, to Human Resources at storesandpostofficehr@whsmith.co.uk or FAO Human Resources, WHSmith, Greenbridge Road, Swindon, SN3 3LD..  You should clearly state the reasons for your appeal.  An appeal hearing with a senior manager will then be arranged.


I trust this is clear, but should have any queries please do not hesitate to contact me on [insert telephone number].  


Yours sincerely


[Manager Name]


[Position]


CC: Personnel File


Enclosed (tick to confirm enclosed):


· Disciplinary hearing notes

· Appeals Policy
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