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Managers play a key role in identifying and responding to potential triggers, including: 

 An employee leaving the department or APS 

 Intermittent peak business periods 

 Role changes or shifts in workload 

 Organisational or leadership changes 

 High staff turnover or onboarding of new employees 

 Personal crises affecting an employee 

 Workplace conflict or inappropriate behaviour 

 Performance management processes 

 Involvement in investigations 

Early Indicators signal the need for closer attention and a proportionate, evidence-based response. These may 
include: 

 Accumulation of flex credits or debits 

 Increasing or patterned absences 

 Noticeable changes in behaviour, work style, or engagement (e.g. indifference or lack of enthusiasm) 

 Missed deadlines or declining performance 

 Signs of an ‘entitlement’ mindset 

 Employee survey results showing low job satisfaction or dissatisfaction with management 

A timely and supportive approach to these triggers and indicators can help prevent long-term absence and 
support employee wellbeing. 

Identifying There’s a Problem 
Recognising patterns in unscheduled leave is the first step toward effective attendance management. Managers 
have access to a range of tools and processes to help identify when leave levels may be high or unsustainable. 

Importantly, identifying a pattern should be followed by a thoughtful and evidence-based inquiry. This includes 
considering the reasons behind absences and being mindful of any assumptions or biases that may affect 
understanding. 

 

Sources of Evidence Include: 

 Direct conversations with the employee 

 Manager observations 
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 Leave and flex records (available via HUB) 

 The Manager Dashboard 

 Case-specific advice from People Branch 

A balanced approach that combines data with empathy and context helps ensure fair and effective attendance 
management. 

Unexplained Work Absence 
When an employee is absent without prior notice or approved leave, it’s important to act promptly and with care. 
The priority is to ensure the employee’s wellbeing while following a consistent process. 

Immediate Steps for Supervisors: 

1. Attempt contact via phone within one hour of the employee’s expected arrival time. 

2. Express concern for their welfare during the call. 

3. If there’s no response: 

 Leave a voicemail requesting a return call within 30 minutes. 

 If still no response, make a second call. 

4. If contact is made: 

 Check on the employee’s wellbeing. 

 Offer support and guidance on accessing relevant services. 

 Discuss next steps, including expected return to work and follow-up contact. 

If Voicemail Is Unavailable: 

 Still make two call attempts. 

 If unanswered, proceed to the next step. 

Escalation Process: 

If the employee does not respond to phone contact: 

 Notify People Branch (during EST business hours). 

 Inform your Manager of the actions taken. 

 People Branch will consider next steps, which may include: 

 Contact the employee’s next of kin. 

 Arrange a Welfare Check via police if necessary. 
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 Follow up with the employee to assess support needs and discuss return-to-work planning. 

 Provide an update to the supervisor on the outcome. 

Taking Action 
Once a potential attendance issue is identified, it’s important to respond in a way that is timely, fair, and 
constructive. The goal is to understand the underlying causes and support the employee while maintaining 
workplace standards. 

Effective Action Includes: 

 Timely follow-up: Don’t delay. Early conversations can prevent long-term issues. 

 Evidence-based decisions: Use available data and observations to guide your approach. 

 Proportionate response: Match the level of concern with the appropriate level of action. 

 Supportive engagement: Approach conversations with empathy and a genuine interest in 
understanding the employee’s situation. 

 Clear expectations: Reinforce attendance expectations and workplace responsibilities. 

 Collaboration with support teams: Seek advice from People Branch, or other relevant areas when 
needed. 

Taking action is not about blame - it’s about creating the conditions for employees to thrive and contribute 
meaningfully. 

Contact 
People Branch 
Performance and Wellbeing Team 

Performanceandwellbeingteam@dewr.gov.au  

(02) 6240 9999 (x49999) 

 

 

 




