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Absent without approved leave

For policy information regarding an unauthorised absence, refer to the Absent without Leave topic on HRWeb at: http://www.education.vic.gov.au/hrweb/employcond/leave/awolTS.htm
Step 1
Where an employee is absent without approved leave, his/her pay should be stopped as soon as possible and a direct credit recall should be initiated, if appropriate (refer to the Stop pay and Direct credit topics on HRWeb for details).

Step 2
Determine the provision under which action regarding the unauthorised absence is to be taken, and record ‘Absent without leave’ for the appropriate period on the payroll.

Step 3
All reasonable efforts should be made to contact the employee by telephone and in writing.  This should include written notification to the person at their last known address advising that their absence is unauthorised and that failure to report for duty or otherwise explain the absence will result in their employment being terminated.  The date of effect for the cessation/termination must be included in the written notification and should be calculated from the date of the initial written notification to the employee.

A written record of the details of the attempts to contact the person should be kept on their personnel file and any correspondence to the employee should be sent using registered/certified mail.  

Should you need assistance with the content of an appropriate letter, please contact Schools HR Services on 1800 641 943 or by email to the appropriate regional EduMail box.

Step 4
Where the employee resumes duty, or where they provide appropriate documentation or reasons for the absence and further leave is approved, the stop pay/absent without leave record should be voided and the appropriate leave recorded on eduPay.

For information about processing a leave application for the employee, refer to the Absences EduPay User Guide, available on HRWeb at:
http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 5
Where the employee does not resume duty or provide adequate reasons for the absence within the time frame set out in the letter at Step 3, the employee’s employment is to be terminated using the termination action/reason code of Termination – Due to AWOL.  The termination date entered on the payroll is the day after the date specified in the letter sent to the employee. 
For information on terminating an employee on the payroll, refer to the Terminations User Guide which is available on HRWeb at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
The remainder of the administrative process for the termination is the same as that for resignation.

Step 6
Upon cessation, advise the employee in writing (using the last known address) that they have been terminated, including the effective date.

Step 7
Attach documentation to the personnel file and archive the file.  Refer to the Records Management topic on HRWeb for information concerning the retention of personnel files for ceased employees.  
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