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Sickness Absence Policy (Short and Long Term)

Policy Overview
This policy outlines our approach to managing both short- and long-term sickness absence. Its purpose is to support employees in maintaining good attendance and to provide appropriate assistance during periods of illness. We aim to balance operational needs with a compassionate response to health-related issues.

Reporting Sickness Absence
If you are unwell and unable to attend work, you must notify [insert, e.g. manager] as early as possible, at least one hour before your shift starts.

 Notification should be made by telephone, and you are expected to provide a brief explanation of your symptoms and an estimated return date. Messages left with other staff or via text/email are not acceptable.

Each day you remain off work, you should continue to follow the reporting procedure unless you are covered by a medical certificate.

Absences extending beyond seven calendar days require a doctor's note (fit note). Appointment letters should be provided for medical visits at the hospital, doctors or dentist.

Return to Work
Before returning, you must call [insert, e.g. manager] the day prior to return to confirm availability. Failure to give required notice may result in being sent home without pay.

On your return, a self-certification form from [insert, e.g. manager] must be completed and submitted to [insert e.g. manager], followed by a return-to-work meeting with [insert, e.g. manager] to discuss reasons for your absence and if you are fit to work.

Failure to Comply
Failure to adhere to reporting procedures may result in a loss of company sick pay and could lead to formal disciplinary action if repeated.

Monitoring Absence
Attendance is monitored to identify patterns of absence or concerns. A review may be triggered by:
· Three instances of absence within 13 weeks
· Absence reaches [insert percentage] or above



Absence Review Meetings
[Insert e.g. manager] will arrange a meeting to discuss your attendance record, reasons for your absence, support the company can offer to improve your attendance and improvements that are needed.You may bring a colleague or trade union representative. 

These discussions aim to promote improvement and explore reasonable adjustments where needed.

If your absence is expected to be long-term, the long-term sickness procedure will apply.

If an underlying health condition is identified, your absence will be managed under the relevant health condition guidelines.

If no underlying condition is found, you will be advised that attendance must improve. Review meetings will be held every 12 weeks under the persistent short-term absence process. If attendance does not improve, formal action may follow.

Managing Long-Term Absence
For continuous absences lasting four weeks or more, an informal welfare meeting will be arranged to keep in touch and offer support. You have the right to be accompanied by a friend or relative. 

The purpose is to maintain contact, discuss your absence, and explore any support we can offer. Regular follow-up meetings may be held throughout your absence.

Where appropriate, we may request your permission to seek a medical opinion (e.g., from your GP or occupational health).

After reviewing any medical information, we will work with you to explore suitable duties, phased return options, or workplace adjustments. Where a return to work is not feasible in the foreseeable future, dismissal due to incapacity may be considered as a last resort. The right to appeal will be provided.

Underlying Medical Conditions
If your absence is linked to a known or newly identified health condition, we will consult with you and potentially with medical professionals to determine support needs. This may include adjusted duties or a modified work schedule. If attendance remains unsatisfactory after support has been exhausted, dismissal may be considered.

Persistent Short-Term Absence Process
Review meetings typically occur every 12 weeks:
First Review
Discussion with [insert details, e.g. manager] and support offered. If no improvement, a verbal warning may be issued.
Second Review
Discussion with [insert details] and a written warning may be given if attendance remains poor.
Third Review
Discussion with [insert details] If issues persist, a final written warning may follow.
Fourth Review
Continued concerns may lead to dismissal or an additional final warning.
Fifth Review
A final meeting before dismissal may be considered, depending on prior actions.

At each stage, improvement may result in the cessation of formal review meetings. Appeals can be made against any warnings or dismissal.

Additional Notes
For any long-term absence or underlying health condition, regular reviews and medical input will guide the support we provide. Our goal is to retain our people by making practical and lawful adjustments. However, if no feasible solutions are found, ending the employment relationship may be necessary.
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