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Unauthorised Leave and Failure to Attend Work

All annual leave and unpaid leave requests are subject to approval and the operational requirements of the nursery. Employees must not assume that leave will be authorised until written confirmation has been received from management.

Employees are advised not to make travel, accommodation, event or other personal commitments based on leave requests that have not yet been approved. Any such arrangements are made at the employee’s own risk.

Where a request for annual leave or unpaid leave is declined, employees are expected to attend work as scheduled. A declined annual leave request cannot be converted into unpaid leave without prior approval from management.

Failure to attend work following the refusal of a leave request will be treated as an unauthorised absence and will be investigated in accordance with the nursery’s disciplinary procedure.

The nursery takes a serious view of deliberate unauthorised absences, particularly where an employee knowingly chooses not to attend work after being informed that leave has not been approved. Such absences can place significant pressure on staffing levels, affect legal ratio requirements, impact colleagues and compromise the smooth operation of the nursery.

Any employee who deliberately fails to attend work after a leave request has been declined may be subject to disciplinary action. Depending on the circumstances, the findings of the investigation and disciplinary process, this may result in sanctions up to and including summary dismissal for gross misconduct.
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