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NO 2247 (HAWARDEN) SQUADRON AIR TRAINING CORPS 
 
ABSENCE POLICY 
 
1. Introduction.  The purpose of this policy is to clarify the need and procedure for notifying the 
Squadron of absence from parade nights or other activities.  It will introduce some new procedures 
and clarify others.   
 
Requirement 
 
2. Training.  Without being made aware in advance, the assumption is made that all personnel 
will be present during routine parade nights.  The Training Programme is prepared a month in 
advance based on returns made to the Squadron Training Officer.  When personnel do not attend, 
this can negatively affect training outcomes: where personnel leading sessions are absent this can 
result in total failure of a planned session; where those undergoing training are absent, this can 
result in poor continuity of training. 
 
3. Welfare.  Without prior notification, it is expected that all personnel will be present during 
routine parade nights.  When personnel do not attend, it can result in concern for their 
whereabouts – especially if this occurs frequently.  It has been known (in other parts of the ATC) 
for cadets to claim to their parents that they were attending Squadron, when this was in fact not the 
case.  If personnel are expected and do not turn up – provided the policy is being followed – 
enquiries can be made as to their whereabouts to prevent potential issues. 
 
4. Attendance statistics.  If absence is notified ahead of time, ‘authorised absence’ can be 
granted.  When personnel are absent without prior notification, they are listed as ‘absent without 
leave (AWOL)’ which is recorded on their attendance record and could reflect negatively on them – 
especially when considering NCO promotions. 
 
Procedures 
 
5. Cadets. Cadets are to notify the Squadron of absence via the online leave form within the 
cadet area of the Squadron website (www.hawardenaircadets.org/absence).  This is to be 
completed no later than 1800hrs on the evening of the parade night in question.  For planning 
purposes, this is best done as soon as possible.  Recruits are to follow this procedure in addition to 
informing Recruit Training Flight Staff of their absence by e-mail (rtf@hawardenaircadets.org), 
giving as much notice as possible. 
 
6. Cadet NCOs.  In addition to following the procedure for cadets iaw para 5 (above), cadet 
NCOs are also to notify the OC (CC to all executive staff – Adj, TrgO, Sqn WO – and Sqn Cdt 
SNCO/WO) by e-mail, clearly stating their reasons for absence.  There is a greater requirement for 
NCOs to report absence, due to their role in delivering elements of training, and the smooth 
running of parade nights. 
 
7. Staff.  Staff are required to inform the Training Officer in advance of any planned absences 
to ensure that the training programme can reflect this.  There is an absence tracker for the current 
calendar year available to facilitate this.  In addition, staff are required to inform the OC and 
Adjutant out of courtesy on the parade night immediately prior to a planned absence. 
 
Recording 
 
8. Duty NCO.  Each parade night, the Duty Cadet NCO is to check the Duty NCO e-mail inbox, 
accessed via a link at the bottom of the Squadron website.  In addition to relevant e-mails from 
Squadron staff, the inbox receives completed leave forms from the website, which should be 
checked and used as authorised absences for cadets. 


