Sickness Absence Policy and Procedure
Effective April 2026 – ACAS Aligned & Equality Act Compliant
Key Principles
Our setting is committed to supporting employee wellbeing and maximizing attendance, recognizing that occasional sickness absence is sometimes unavoidable. We value every employee’s contribution and understand that absence impacts both service quality and colleagues. This policy aims to balance operational needs with genuine health requirements, ensuring fair, consistent, and legally compliant management of sickness absence.
This policy outlines:
· Steps for managing absence effectively
· Procedures for staff to follow
· How we work collaboratively to minimize absence
Types of Sickness Absence
Absence patterns may vary and require flexible management.
· Frequent Short-Term Sickness Absence: Multiple absences within a defined period or recurring patterns.
· Long-Term Sickness Absence: Absence exceeding four consecutive weeks.
Trigger Points for Action
· Seven or more working days’ absence in a rolling six-month period
· Three instances of sickness absence in a rolling six-month period
· Ten or more non-continuous working days in a 12-month period
· Four weeks/28 days of continuous absence
· Recognizable recurring patterns
· Sickness absence related to mental health (e.g., depression, anxiety, stress)
· Physical impairment requiring workplace adjustments
· Other concerning absence reasons
Managing Short-Term and Frequent Absences
Notification
Employees must:
· Notify their manager or senior staff, by telephone, as soon as possible if unable to attend work, ideally before their start time.
· Provide the reason for absence and expected duration.
· Maintain regular contact with their manager, especially after four days or when circumstances change.
· Report work-related injuries or exposure to communicable illnesses promptly.
· Ensure they are symptom-free (e.g., 48 hours after your last bout of diarrhoea/vomiting) before returning.
Notification via text or informal channels is not acceptable.
Record Keeping and Certification
· Absences over seven days require a medical certificate.
· Employees with ‘fit for work’ statements recommending adjustments must contact their manager before returning.
· Managers must keep confidential, accurate records of all absences, discussions, and certificates.
Monitoring
Absence records are monitored to identify trigger points and patterns (e.g., persistent Monday/Friday absences).
Return to Work Interviews
A return-to-work discussion is held after each absence, covering:
· Welcome back and clarification of absence reason
· Fair, factual discussion to deter casual absence
· Support for improved attendance
· Investigation of underlying causes, including personal, family, or work-related issues
· Assessment of medication impact on duties
Formal Sickness Absence Procedure
If attendance concerns arise (trigger points reached), informal discussions are held to support improvement.
Informal Review Meeting
Managers will:
· Clarify absence dates/reasons
· Discuss health concerns and seek consent for medical reports if needed
· Explore personal issues impacting attendance and offer support
· Set improvement targets (e.g., avoiding trigger points for six months)
· Advise that further triggers may lead to formal proceedings
· Provide a copy of this procedure
Formal Stages
Stage 1 – First Formal Review
If frequent absences persist and trigger points are reached during the informal review, a formal meeting is scheduled (minimum 48 hours’ notice). Employees may reschedule within five working days. Decisions may proceed in their absence if necessary.
Right to be Accompanied:
Employees may bring a trade union representative or colleague. Managers may be supported by another manager/director.
Meeting Covers:
· Review attendance and patterns
· Discuss reasons and circumstances
· Seek medical advice if appropriate
· Explore improvement strategies and support
· Schedule follow-up meetings
· Warn of possible escalation, including dismissal
Outcomes:
· No further action
· Assistance offered
· Further medical report
· Continued monitoring (monthly for six months)
· First written warning (valid for 12 months)
Written Confirmation:
Meeting outcomes are confirmed in writing within 10 working days, including appeal rights.
Stage 2 – Second Formal Review
If trigger points are reached during monitoring, Stage 1 steps are repeated. Outcomes may include a final written warning (valid for 18 months).
Stage 3 – Third Formal Review
If trigger points are reached again, a manager/director not previously involved will review the case. Outcomes may include termination of employment due to persistent absence.
Managing Long-Term Absence
Long-term absence is defined as sickness lasting more than four weeks.
Principles
· Maintain regular communication throughout absence
· Seek medical advice before employment decisions
· Allow reasonable recovery time for recoverable illness
· Employees must familiarize themselves with Fit For Work services and discuss workplace adjustments before returning
Factors Considered
· Job nature and impact
· Illness nature, length, and effect
· Alternative employment options
· Disability status (Equality Act 2010)
· Operational needs and impact
· Length of employment
· Terminal illness
Formal Stages for Long-Term Absence
First Formal Review
Manager arranges a meeting to discuss return prospects and requests a medical report. Meetings may be held at the employee’s home if necessary. Employees may be accompanied and reschedule as above. Outcomes are confirmed in writing with appeal rights.
Second Formal Review
After medical advice, a second meeting is held. Possible outcomes:
· Return to work (including phased return)
· Alternative employment (priority consideration for vacancies)
· Reasonable adjustments (for Equality Act-defined disabilities)
· Termination due to incapability or ill health retirement (decision by uninvolved manager/director)
Further meetings may be held as needed.
Disability (Equality Act 2010)
For both short- and long-term cases, if an employee is disabled:
· Establish illness nature/duration
· Seek consent for medical reports (including independent assessment)
· Consider reasonable adjustments to job, hours, or duties
· Explore alternative employment or other reasonable accommodations

