
SHORT-TERM SICKNESS ABSENCE MANAGEMENT POLICY 

Our aim is to encourage all employees to maximise their attendance at work, whilst also recognising 
that employees will, from time to time, be unable to come to work because of ill health. 

Whilst we understand that there will inevitably be some sickness absence among our employees, we 
must also pay due regard to our operational needs. If you are persistently absent from work, this can 
damage efficiency and productivity, and place an additional burden on your colleagues. 

By implementing this policy, we aim to strike a reasonable balance between the pursuit of our 
operational needs and the genuine need of employees to take time off work because of ill health. 

Our short-term absence management policy is non-contractual and there may be situations in which 
it is not appropriate to follow the procedure set out below.  In particular, we reserve the right not to 
follow the full procedure in the event of high levels of absence during the first two years of 
employment.   

Guidelines for managers 

Managers responsible for staff are expected to manage and control their employees' attendance and 
absence. They should, as a matter of routine, take the following actions each time an employee has 
been absent from work for a short period (i.e., a period of up to one working week): 

 Create a record whenever an employee phones in to report that they are unable to come to 
work due to sickness. This includes recording when the call was made, the stated reason for 
the absence and how long the employee expects to be absent. 

 Conduct routine "return-to-work interviews". Each time an employee returns to work 
following a short-term absence, the manager should speak to the employee about the 
absence and the reason for it in a fair and factual way. This approach will alert the employee 
to the fact that the situation is being monitored and will potentially deter casual absences. 
The manager should be supportive towards the employee and, where appropriate, seek to 
identify ways in which to assist the employee to improve their attendance in the future. 

 Require the employee (on return to work) to complete a self-certification form. This should 
be signed in front of the manager, who should then countersign it and place it in the 
employee's personal file. 

 Be alert to patterns, for example the persistent Monday or Friday absentee. If a pattern is 
identified, the manager should put his/her observations to the employee directly so that the 
employee has the opportunity to provide an explanation. The manager should, however, 
remain open minded and not jump to any hasty conclusions about the employee's absences. 

 Try to establish, through investigation and discussion with the employee, the underlying 
reasons for frequent absences. Until the underlying cause is identified, an appropriate and 
effective remedy will be impossible to identify. 



 Check whether or not absences are in part because of personal or family problems. If this is 
the case, a reasonable degree of tolerance and sympathy should be shown towards the 
employee, as the problems may be unavoidable. The manager should be supportive, while at 
the same time explaining clearly to the employee that continuing frequent absences from 
work are unacceptable. 

 Check whether the employee's absences are in any way work related, for example as a result 
of workplace stress. If the problem is work related, the manager should take prompt steps to 
remove or reduce the factor that is causing the employee's problem. 

 Seek medical advice, if appropriate, to determine whether there is any underlying medical 
cause for the employee's frequent absences.  

 Set reasonable targets and time-limits for improvement in attendance and ensure that the 
employee is committed to achieving them.  

 Inform employee of the consequences of continuing unsatisfactory attendance, i.e., that they 
may eventually be dismissed. 

 Keep confidential records of all absences, discussions and medical certificates and make sure 
that the records clearly identify the reasons for an employee's various absences. 

 Schedule a follow-up meeting at an agreed time to monitor the ongoing situation. 

Before taking any formal action in respect of an employee who has had frequent absences from work, 
the manager should take the following action: 

 Check the employee's absence record to gain an accurate assessment of the number of days' 
absence that they have had, the number of separate occasions that they have been absent 
and whether or not their record is tangibly worse than that of other employees within the 
organisation. 

 Check with senior management who will advise on the appropriate action to take in line with 
our procedures. 

Guidelines for employees 

An employee who needs to be absent from work due to sickness must comply with the following rules: 

 Notify your manager if you are ill or unable to attend work for any other reason. Notification 
should be made no later than two hours before your expected shift start time. Notification 
should be made in person (unless there are exceptional circumstances for not doing so) by 
telephone. Text messaging is not acceptable. 

 Continue to notify and keep in touch with your manager while unable to attend work; 

 Be prepared to give your manager a clear reason (i.e., the nature of the illness or injury) why 
you cannot attend work, and estimate how long you think the absence will last; 

 Complete a self-certification form for sickness of seven calendar days or less and provide 
medical evidence for sickness of more than seven calendar days; 



 Attend a return-to-work meeting with your manager each time you return from a period of 
sickness absence; 

 Be open with your manager about the reasons for your absence, to give you manager the 
opportunity to provide support where possible; 

 Tell your manager of any extenuating circumstances, for example personal or family problems 
or an unmanageable workload; 

 Bear in mind that we may seek a medical report, for example from your GP or occupational 
health; and 

 Cooperate with us with regard to the possible implementation of any adjustments to job 
duties, hours or working conditions, particularly those suggested by your GP or occupational 
health. 

Short-term Sickness Absence Management Procedure  

We may apply this procedure whenever we consider it necessary.  

In particular, when you:  

 trigger eight days' absence or three instances of absence in a rolling 6-month period. This will 
apply for all full-time employees under the short-term sickness absence management 
procedure. For part-time workers, the trigger points will be pro-rated, rounded up to the 
nearest day.  
 
For example, this will mean that the following triggers will apply to part-time workers: 
 
- two days for employees who work one day per week or three instances of absence; 
- four days for employees who work two days per week or three instances of absence; 
- five days for employees who work three days per week or [three] instances of absence; 

and 
- seven days for employees who work four days per week or [three] instances of absence. 

 Have discussed matters at a return-to-work interview that require investigation. 

All cases of absence will be assessed on an individual basis in order to offer the fairest approach to an 
employee’s circumstances, taking into account the reason for the absences.   

Notification of an absence review meeting 

If we consider that there are grounds for taking formal action over your sickness absence levels, you 
will be required to attend a sickness absence review meeting. We will notify you in writing of our 
concerns over your sickness absence levels and the basis for those concerns, and the likely outcome 
if it is decided after the meeting that your absence levels are unsatisfactory.  

We will give you written notice of the date, time and place of the sickness absence review meeting. 
You will be given a reasonable amount of time, not less than 2 working days to prepare for the 
meeting. 

 



Right to be accompanied at sickness absence review meetings 

You may bring a companion to any sickness absence review meeting or appeal hearing under this 
procedure. The companion may be either a trade union representative or a colleague. You must 
inform us who your chosen companion is, in good time before the hearing. 

A companion is allowed reasonable time off from duties without loss of pay but no-one is obliged to 
act as a companion if they do not wish to do so. 

Procedure at sickness absence review meeting 

If you or your companion cannot attend the meeting, we will usually arrange an alternative time within 
5 working days. You must make every effort to attend the meeting, and failure to attend without good 
reason may be treated as misconduct in itself. If you fail to attend without good reason, or are 
persistently unable to do so we may take a decision based on the available evidence. 

The sickness absence meeting will normally be held by your manager. Your companion may make 
representations, ask questions, and sum up your case, but will not be allowed to answer questions on 
your behalf.  

A meeting may be adjourned if we need to gather any further information or give consideration to 
matters discussed at the meeting. You will be given a reasonable opportunity to consider any new 
information obtained before the hearing is reconvened. 

You will be informed in writing of the decision and the reasons for it. 

Stage 1: First sickness absence review meeting 

The absence management procedure will initially involve us inviting you to an absence review 
meeting, at which we will:  

(a) Discuss the reasons for absence. 
(b) Determine the likelihood of further absences. 
(c) Consider whether medical advice is required. 
(d) Consider what, if any, measures might improve your health and/or attendance. 
(e) Consider a way forward, action that will be taken and a timescale for review and/or a further 

meeting under the absence management procedure. 

Following the meeting, confirmation of any decision made, the reasons for it, and of the right of appeal 
will be given to you in writing.  As an outcome of the meeting, you may be warned that your absence 
levels are unacceptably high and that an improvement is required.  

Stage 2: Second sickness absence review meeting 
 
If your absence levels fail to improve, you may be invited to a second absence review meeting, at 
which we will:   
 
(a) Discuss the reasons for and impact of your ongoing absences. 
(b) Discuss the likelihood of further absences. 
(c) If it has not been obtained, consider whether medical advice is required. If it has been 

obtained, consider the advice that has been given and whether further advice is required. 



(d) Consider your ability to return to/remain in your job in view both of your capabilities and our 
business needs and any adjustments that can reasonably be made to your job to enable you 
to do so. 

(e) Consider possible redeployment opportunities and whether any adjustments can reasonably 
be made to assist in redeploying you. 

(f) Consider a way forward, action that will be taken and a timescale for review and/or a further 
meeting(s).  

 
Following the meeting, confirmation of any decision made, the reasons for it, and of the right of appeal 
will be given to you in writing.  As an outcome of the meeting, you may be given a final warning that 
your absence levels are unacceptably high and that you are at risk of dismissal.  
 
Stage 3: Third Sickness Absence Review Meeting 
 
If your absence levels fail to improve, you may be invited to a third absence review meeting, at which 
we will:  
 
(a) Review the meetings that have taken place and matters discussed with you. 
(b) Consider any further matters that you wish to raise. 
(c) Consider whether there is a reasonable likelihood of you achieving the desired level of 

attendance in a reasonable time. 
(d) Consider the possible termination of your employment. 
 
Following the meeting, confirmation of any decision made, the reasons for it, and of the right of appeal 
will be given to you in writing.  As an outcome of the meeting, you may be dismissed because your 
absence levels are unacceptably high. Termination will normally be with full notice or payment in lieu 
of notice. 

Appeals  

You have the right to appeal against the outcome of any sickness absence review meeting.  The appeal 
must be in writing and received within five working days of the decision being communicated to you. 

An appeal meeting will then be arranged within a reasonable timescale of receiving your formal 
appeal. Depending on the nature of the appeal, further investigations might be necessary which would 
delay the meeting.  We will make every effort to arrange a meeting which is suitable for both you and 
your companion, keeping you informed of any delays. 

A hearing may be adjourned if the person chairing the appeals needs to gather any further information 
or give consideration to matters discussed at the hearing. You will be given a reasonable opportunity 
to consider any new information obtained before the hearing is reconvened. 

Following the appeal meeting, you will be informed of the outcome in writing. There will be no further 
right of appeal. 

If an appeal against dismissal is successful, you will be reinstated with no loss of continuity or pay. 


