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Guidance for Line Managers on managing
staffs unauthorised absence.

Employee does not turn up for
work

J

Line manager has a role to assess the situation i.e possible
reason for absence, are there any concerns?

J

( Manager checklistv 3

Attempt initial contact via

Gather personal/ emergency
contact details

Has employee contacted

other members of staff? phone or text message

If contact details are
obtained:
Contact employee to

\ establish reason for absence /

If unable to contact employee or no contact details held

Management can check if HR hold personal or emergency contact
details

If Manager/HR is concerned - they may contact Welfare Support
Service (WSS)

Manager contacts WSS.

Welfare will:
-Establish if the employee is a welfare client and if so attempt to contact employee.
-Advise HR/Line manager in accordance with WSS guidelines.
-Leave a voice or text message to employees phone to advise potential home visit by line manager, or referral to PSNI for a welfare check if
no contact has been made by employee by a specified time.
-Advise manager may need to conduct a visit to the employees home. If unable to make contact, it is advised where a visit is required -
more than one person should be in attendance. This should be another manager from the department, however Welfare can accompany in
exceptional circumstances only.

Click here for guidance on how to record an unauthorised absence on HR connect
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