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     Absence Management Policy
[bookmark: _Toc241060568]Statement 
[Insert your organisation's name] aims to encourage all its employees to maximise their attendance at work while recognising that employees will, from time to time, be unable to come to work due to sickness and need to take appropriate time off work to rest and recuperate.
[bookmark: _Toc241060569]Purpose
The purpose of this policy is to: 
· ensure that employees who are absent from work due to ill health or injury receive fair and sympathetic treatment and are provided with support towards a full recovery. 
· provide consistent and effective procedures for managing absence due to ill-health or injury, and for managing the consequences of absence for the functioning of the organisation.  
[bookmark: _Toc241060570]Scope 
This policy applies to all employees. It does not apply to agency workers, consultants, zero-hours workers or volunteers.
[bookmark: _Toc241060571]Related Documents
This policy should be read alongside the following [Insert your organisation's name] policies and relevant legislation:
· ACAS Code of Practice
· Capability policy	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
· Data Protection and Retention Policy
· Disciplinary Policy
· Leave Policy
[bookmark: _Toc241060572]Key Principles 
[Insert your organisation's name] acknowledges that employees become ill occasionally and need to take time off work. Sick pay is provided so that people feel that they can take time off when they are genuinely not well.
Employees will be treated with consideration and respect during a period of ill health or injury. We expect all employees to take responsibility for maintaining good attendance and cooperate where there is a concern about their health or sickness absence.  
[bookmark: _Int_e5DHCl9U]Managers are required to apply these policies and procedures consistently and equitably and to exercise a duty of care to employees at all times. 
Line managers are responsible for ensuring sickness absence is promptly and accurately recorded; that their team’s absence is monitored, and timely return to work meetings are conducted.
We are aware that sickness absence may result from disability. At each stage of the procedure, we will consider whether there are reasonable adjustments that could be made to the role or to other aspects of work arrangements which could provide support at work or assist a return to work.    
Cases of unauthorised, fraudulent absence and abuse of the sickness absence reporting provisions will be dealt with under our disciplinary policy. 
[bookmark: _Toc241060573]Definitions
“Short-term sickness absence” means any period of sickness absence lasting less than 7 calendar days. 
"Long-term sickness absence" means any period of sickness lasting 4 weeks or more.  It may or may not be related to an underlying health condition. 
[bookmark: _Toc241060574]Sick Pay 
Sick pay is paid in any rolling 12-month period. We operate a contractual sick pay scheme that is more generous than statutory sick pay (SSP). Any sickness absence taken is paid in line with our contractual sick/injury pay scheme (inclusive of SSP) which provides payment during periods of certificated sickness as follows:

	Continuous Service 
	Maximum payment in any service rolling 12 month period

	During probationary period
	1 month full pay followed by one month half pay

	After completion of probation period
	2 months full pay followed by 2 months half pay



Sick pay under this scheme is subject to the usual deductions for PAYE, national insurance, pension contributions.  

SSP is payable for up to 28 weeks in any one period of sickness absence, at a weekly rate set by the Government for the relevant tax year.  

Entitlement to payment is subject to notification of absence and production of medical certificates. Circumstances in which contractual sick pay may be withheld include:	Comment by Helen Roger: Make sure your employment contract includes clauses regarding sick pay
 
· You have failed to comply with our sickness absence notification and evidence requirements; 
· You refuse to attend a medical/occupational health examination at the reasonable request of [Insert your organisation's name]; 
· You make or produce misleading or untrue statements or documentation concerning your fitness to work. 

We will write to you if your SSP or contractual sick pay is being withheld or suspended. 

If you are absent through an injury caused by an actionable negligence by a third party in respect of which damages are recoverable, you must inform your Line Manager immediately. Any payment received during this period other than SSP, shall be by way of a loan and must be repaid in full. However, this amount will not exceed the actual damages recovered as a result of the litigation.

Under all provisions, the [CEO, director, senior manager, or equivalent] has the discretion to vary by increasing or extending the entitlement outlined above. This will be considered on a case-by-case basis and may be subject to [CEO, director, senior manager, or equivalent] approval.  
[bookmark: _Toc241060575]Notification of Absence
[bookmark: _Toc241060576]First day of Absence Contact
If you are unable to attend work due to ill health or injury you should inform your line manager, as early as possible on the first day of absence and no later than 30 minutes before the start time of your working day.  If you are unable to contact your line manager you should contact the next most appropriate person within the department. 
Notification of sickness absence may be given via telephone, text message, email or [Insert name of any workplace communication platform used] directly to your line manager. In exceptional circumstances where you are unable to make contact yourself (e.g. because of hospitalisation), another person such as a friend or relative can make contact on your behalf. 
If you come into work but need to leave during the day because of ill health, you should inform your manager before leaving work.  
[bookmark: _heading=h.iwqle72p40o4][bookmark: _Toc241060577]Ongoing contact  
You should keep your line manager updated on your likely return to work.   
 
It is expected that for each subsequent sick day after the first day of absence, you will contact your manager as soon as reasonably practicable in the morning. Where there is no indication as to when you may be fit to return you must agree with your line manager when you will contact them to update them on progress. This should be at least once a week on an agreed day and time.   
 
[bookmark: _heading=h.q0ygxotj70z4]In cases of serious illness, hospitalisation or long-term sickness absence, your line manager will use their discretion and agree to different arrangements.  

[bookmark: _Toc241060578]Certification of Absence  
· For absences of 7 days or less – the employee can self-certify their absence. 
· For absence lasting of 8 days or more - all sickness which lasts longer than 7 consecutive days (including weekends) require the employee to provide medical evidence. This normally is in the form of a fit note, also known as a "statement of fitness for work", which is issued by the medical expert who assessed the employee's fitness for work (Doctor, GPs, nurses, pharmacists).  

The line manager must ensure that the employee provides a fit note as soon as possible. A fit note may state that you are: 
· "Not fit for work", in which case you should remain off work; or 
· "May be fit for work", with healthcare professional's recommendations (for example, a phased return, amended job duties, altered hours of work, or workplace adaptations). 

While there is no legal obligation for the employer to follow the “may be fit for work” recommendations, [Insert your organisation's name] will carefully consider the recommendations in consultation with the employee to consider whether or not any of the changes recommended can be accommodated. This will be discussed with the employee before or upon their return to work. 
[bookmark: _Toc241060579]Return to Work Meeting 
On returning to work following any period of sickness, employees will be required to attend a return-to-work interview with their line manager to discuss their absence. The discussion should allow for an exchange of information and be as frank and as open as possible as this will prevent any misunderstandings concerning the nature of the absence. This will also enable the line manager to discuss any assistance that may be given to enable an employee to return to work, prevent further absence occurring and to consider informal levels of support and intervention.  
 
The return-to-work meeting should include discussions around the following:  
· acknowledge and welcome back to work;  
· find out the reason and cause of absence if this is not known;  
· make sure the employee is well and fully fit to return to work, taking into account any recommendations from their GP where relevant;  
· identify whether there is any additional support which [Insert your organisation's name] could provide;  
· establish whether there is an underlying medical condition or disability (this may involve seeking further medical advice such as occupational health;  
· where appropriate encourage the employee to improve their attendance;  
· update the employee on any work changes or news.  

A record of the interview should be provided to the employee and kept by the line manager for the personnel file. This will usually be via a simple email exchange.  
[bookmark: _heading=h.ya3van992vq3][bookmark: _Toc241060580]Sickness Absence and Annual Leave 
If you fall sick or are injured while on holiday, we need you to follow the below steps:

· You must contact your line manager (by telephone if possible) as soon as you know that you are unwell.  
· The total period of ill health must be fully certificated by a qualified medical practitioner.  If you are overseas medical evidence must still be produced. 
· You must submit a written request (email) no later than 5 days after returning to work setting out how much of the holiday period was affected by sickness and the amount of leave that you wish to take at another time. 
 
Subject to meeting all of the above conditions, [Insert your organisation's name] will grant you the same number of days of leave to be taken at another time within the holiday year.  

If you are ill or injured before the start of a period of planned holiday, and are consequently unable to take the holiday,  you will need to cancel this leave by informing your line manager and it will be recorded as sickness absence. 
[bookmark: _heading=h.qpq0kcms6i85][bookmark: _Toc241060581]Holiday during sick leave 
If you are absent from work due to ill health you continue to accrue your holiday.  

If you have not taken your leave entitlement due to being on sick leave within the holiday year, you will be able to carry over any outstanding statutory leave into the next year.   

You may apply to take your holiday entitlement while on sick leave. The holiday dates must be approved following the process in the Leave Policy.    
[bookmark: _heading=h.1srxaskyvubv][bookmark: _Toc241060582]Special Cases 
Pregnancy-related absences - Any pregnancy-related sickness absence will not be included in respect of any formal action under our disciplinary or capability procedures. 

If you are off sick with a pregnancy-related illness in the last 4 weeks before your expected week of childbirth an employee's maternity leave may automatically start from the date of your absence.  
 
Disability-related absences – Employees who have a disability or long-term medical condition which impacts their ability to carry out their work are encouraged to inform their line manager so that they can agree on how best to support them. 

For sickness absence relating to an underlying health issue (that could amount to a disability under the Equality Act 2010), particular consideration will be given to whether there are reasonable adjustments that could be made to your role, working environment or ways of working that will help to keep you in work and/or return to work after an absence.   

Where your absence is wholly or partly for a disability-related reason, the levels of absence referred to in this policy may need to be modified to take proper account of your disability, and other adjustments to the procedures set out in this policy may need to be made.  
[bookmark: _heading=h.ae15tanl5dkq][bookmark: _Toc241060583]Short-Term Persistent Absence 
[Insert your organisation's name] aims to support employees in returning to work and achieving an acceptable level of attendance, in turn ensuring that it can provide an optimum service.

If an employee has more than 4 absences within any 3 month period, they may be required to attend an absence review meeting to discuss the matter. The meeting will be held with the employee and their manager and they will discuss the nature of the occasions of illness(es) and discuss support options in more detail. 

An Attendance Support Plan will be completed to ensure all options of support are explored and put in place. The employee must be informed that an immediate and sustained improvement is required to prevent further action from being taken under the formal process.  
[bookmark: _heading=h.fs03eqqabfcz][bookmark: _Toc241060584]Formal Attendance Support meeting
A first formal Attendance Support meeting will be triggered if there are a further 2 absences within any 3 month period following the absence review meeting.
At the formal attendance support meeting, the Attendance Support Plan is reviewed and further measures of support will be put in place. It will be discussed with the staff member that should 2 more incidents of short-term absence within the next 6 months occur, a 2nd formal Attendance Support meeting will be held. An Attendance Recommendation letter may be issued following a formal Attendance Support Meeting.

Should there be a further 2 more incidents of short-term absences within the next 6 months after the 2nd formal Attendance Support Meeting a final formal Attendance Support meeting will take place, with a possible outcome being that the manager recommends that the employee be invited to a Capability Dismissal Meeting. 

All management recommendations for a Capability Dismissal Meeting would be reviewed to ensure all possible support has been explored, before being progressed.

For all formal Attendance Support meetings, employees will be informed of this in writing at least 5 days before the meeting and the employee can be accompanied to this meeting by a workplace colleague or trade union representative.
[bookmark: _heading=h.71updgorhoyq][bookmark: _Toc241060585]Long-Term Absence  
[Insert your organisation's name] recognises that from time to time an employee's ill health may prevent them from attending work for prolonged periods.  We are committed to supporting employees in these situations, taking into account the effect of ill health on the employee's circumstances and balancing these with the needs of [Insert your organisation's name].

During long-term sickness absence, managers need to keep in touch with the employee to understand the employee's position and provide appropriate support and interventions to facilitate a return to work.   
[bookmark: _heading=h.sva5vof34lxy][bookmark: _Toc241060586]Sickness Review Meetings  
After four weeks of continuous absence or intermittent absence that amounts to 20 working days (pro rata) the line manager will write to the employee and arrange a sickness review meeting.  The purpose of the meeting will be to discuss the sickness absence and identify any support that can be provided which may facilitate a return to work. This may include seeking medical advice, arranging a phased return, changing work patterns, hours, or making other reasonable adjustments.  
 
After 8 weeks of continuous absence or intermittent absence amounting to 40 working days (pro rata), the line manager will write to the employee to give notice to attend a further sickness review meeting.

The purpose of the follow-up review meetings, which should be held monthly, is to:  
· discuss the employee’s health;  
· consider any medical advice received;  
· review any actions which have been discussed;  
· consider any further support including reasonable adjustments
· identify a possible return to work date; and  
· where appropriate, consider whether employment may be at risk.  
 
If it becomes evident that a return to work is unlikely or that they will be unable to fulfil their role effectively for health reasons, a potential outcome may be that employment is ended due to reasons of ill health. Before any decision is taken about the employment situation, [Insert your organisation's name] will seek medical advice and consider all reasonable adjustments. The employee’s manager will advise the employee if employment may be at risk.  

Employees may choose to be accompanied by a work colleague. The line manager may also choose to be accompanied by another manager.  

If employees are too ill to travel, line managers may choose to conduct a home visit at mutually convenient times.  
 
Returning To Work  - Wherever possible, [Insert your organisation's name] will aid return to work on a permanent basis. To establish the most effective way of doing this, further medical advice may be sought.  This may include making reasonable adjustments to the employee’s job, allowing a phased return to work, or by allowing the employee to return to work on a reduced or alternative hours basis.  

Redeployment - If medical opinion is that an employee is unfit to return to their former employment, the possibility of alternative employment will be considered. However, depending on the availability of alternative posts, this may not be possible.  

Ill-Health Retirement - Should the medical opinion indicate that an employee is permanently unfit, employees may have the option for applying for early retirement on the grounds of ill health, in line with the provisions of their pension scheme. This option should be discussed with individuals in full at the appropriate time.  

Resignation - At any time during this process an employee may choose to resign from their employment. They are required to give their contractual notice and any outstanding accrued holiday entitlement will be paid in lieu.  

Dismissal On The Grounds Of Capability - Should the dismissal of an employee be identified as the only appropriate option (i.e. all other options as outlined above have been investigated and found to be inappropriate) a formal capability review meeting must be held with the employee in question and their line manager to consider the situation again in full.  At this meeting, the employee has the right to be accompanied by a work colleague.  

Following the meeting, if the employee is dismissed, they will be given a letter confirming the reason for dismissal, the date of dismissal, their right to appeal, any payment in lieu of contractual notice and any other outstanding payments to which they are entitled e.g. annual leave.  
Appeal
Employees have the right to appeal within ten days of the date that they receive the written outcome of any formal sickness absence meeting if they feel that: 
 
· The outcome is unreasonable, given all the circumstances and evidence considered; 
· The correct procedure was not followed during the formal stage, and this has had a significant effect on the outcome; or, 
· There is new evidence to show which they were unable, for valid reasons, to provide earlier in the process, and which would have had a significant effect on the outcome. Any additional evidence should be submitted with the letter of appeal. 

Appeals will normally be heard by a senior manager who has not previously been involved in the process with a member of the outsourced HR function in attendance as a Company Witness / note-taker. Where an appeal is made against a dismissal that was the decision of the[CEO, director, senior manager, or equivalent], then such an appeal should be made to the [Chair of the Board of Trustees, director or equivalent], in writing, within ten days. The [Chair of the Board of Trustees, director or equivalent], will nominate a representative to hear the appeal and those nominated shall have the power to determine the outcome. 
The appeal hearing will normally be held within fifteen working days from receipt of the appeal letter and the hearing manager will notify the appellant in writing of the arrangements for the hearing. The employee has the right to be accompanied by a [Insert your organisation's name] employee or certified trade union official. 
In cases where the outcome of the Sickness Absence Meeting was a dismissal, the employee will remain dismissed from [Insert your organisation's name] during the appeal process. If the outcome of the appeal is to overturn the decision the employment will continue as before with no break in continuous service. 
During the appeal hearing, the employee will be asked to state the grounds on which the appeal is being made and discuss any additional evidence that they would like the appeal manager to consider. The appeal manager will ask questions to ensure they have a full understanding of the situation and carefully consider the points that are raised. 
After the appeal has been heard and any additional investigation has been carried out (where appropriate), the appeal manager will confirm the outcome in writing, usually within ten working days of the appeal hearing. Once the appeal has been concluded, the employee will have no further right to appeal.
The decision of the appeal manager is final. 
[bookmark: _Toc241060588]Monitoring, Review and Reporting
[Insert your organisation's name] will review this policy on an 18 month cycle in line with our policy development process. 
Employee absence records will be stored confidentially and in line with Data Protection legislation, with access strictly limited to authorised personnel. 
Absence data will be reviewed anonymously to identify patterns, assess the impact of the policy, and ensure fair and consistent application, with monitoring generally based on a rolling 12-month period. Records may be held for longer where they form part of an ongoing occupational health, wellbeing or formal employment process, or are required for legal or safeguarding reasons. 
An anonymised summary of trends may be reported to senior leaders and/or the Board of Trustees to help inform improvements in wellbeing support, line management practice and organisational processes. 

This policy does not form part of any employee's contract of employment and it may be amended at any time. You will be notified of any changes to this policy by the relevant staff member and the most up-to-date version will always be on the intranet. 
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