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SICKNESS ABSENCE MANAGEMENT  

ATTENDANCE MANAGEMENT POLICY 

 
1.0 INTRODUCTION 

The Council is committed to creating a safe and healthy working environment is working 
towards creating a working environment that promotes the health and well being of its 
employees.  Where employees experience problems that affect their health or well being, the 
Council will try to support them so that they can continue working or, if they need time away 
from work, to support their rehabilitation back to work.  The Council will work with employees, 
employee representatives and trade unions to develop an environment and culture that will 
encourage high levels of attendance and maintain a healthy workforce. 

This Policy seeks to provide guidance on the management of sickness absence whether short-
term or long-term ensuring a fair and consistent approach to all cases is adopted.   

2.0 SCOPE 

This Policy applies to all employees of South Lakeland District Council. 

3.0 PRINCIPLES 

This Policy embodies a number of principles: 

 The main concern of the Council in the case of all sickness absences will be the 
welfare of the employee and returning them to full effective employment as early as 
reasonably practicable. 

 All those with a responsibility for staff will be provided with training, support and 
guidance to ensure they are able to recognise and manage sickness absence issues. 

 Managers will monitor the attendance of their staff and will be responsible for dealing 
effectively with absence in their group/department. 

 Communication between the Council and the employee will be maintained at regular 
agreed intervals. 

 Where absence levels are poor, appropriate warnings may be issued to the employee 
concerned so that they are aware of the severity of the situation and that if there were 
any further concerns that it may lead to the termination of their employment. 

 Employees will be given the opportunity at every formal stage of the sickness 
procedure to be accompanied by their union representative, colleague or some other 
person of their choosing who is not acting in a legal capacity.  

 In the case of long-term sickness absence, all reasonable effort will be made to avoid 
terminating the contract of employment.  

 No decision to terminate an employee’s employment will be made without first seeking 
advice and guidance from Occupational Health. 

 Confidentiality should be maintained by managers and employees at all times and a 
breach of this confidentiality will be considered a disciplinary matter.  

 

 

 

Appendix 1 
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4.0 RESPONSIBILITY 

4.1  The Manager’s Responsibility 

All managers have a responsibility for the health, safety and welfare of their staff and 
sickness absence is one aspect that has to be considered.  Managers should ensure 
that: 

 They monitor the sickness absence of their staff and where necessary, initiate 
appropriate action and maintain regular agreed contact. 

 All periods of absence of a half-day or more are reported. 

 Self certificates and medical certificates are processed on time and these and the 
required updates to the HR system are completed. and forwarded to the HR Group for 
processing. 

 Self certificates, medical certificates and the required forms are completed and 
forwarded to the HR Group in a timely manner for processing. 

 Conduct return to work interviews meetings with all staff, organise any follow up action 
that may be considered necessary and update the HR system in a timely manner. 
forward the completed form to the HR Group for filing. 

 Letters are sent to the employee following any formal absence meeting or review 
confirming what was discussed with copies forwarded to HR Group for filing. 

 Compile the Occupational Health referral with input from the HR Group  

4.2  The Employee’s Responsibility 

All employees have a responsibility to attend work regularly to carry out their duties and 
must ensure that: 

 They report any absence in line with the notification procedure. 

 All self-certificates or medical certificates are provided at the time required. 

 They maintain regular agreed contact with their line manager as appropriate. 

 They notify their manager in advance when expecting to return to work. 

 They attend return to work meetings with their manager. 

4.3  The Role of the Human Resources Group 

The Human Resources Group will: 

 Audit the completion of the return to work meetings as appropriate. 

 Provide guidance/support as necessary to managers and employees. 

 Attend absence review meetings and case review hearings as required. 

 Advise a manager upon receipt of the Occupational Health report. 

 Record sickness absence data centrally 

 Notify managers when trigger points are reached. 

 Provide sickness absence reports as required. 

 Advise employees and their manager when there is to be a change in the employee’s 
sick pay as part of the review meeting. 
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5.0 NOTIFICATION 

Sickness absence is when employees are unable to attend work due to their own illness, injury 
or medical condition.  Employees who require time off to care for a child or dependant must 
seek to take this time under the appropriate family friendly policy.   

5.1 Reporting of Absence 

In order for service delivery to be maintained, it is essential for managers to know when 
an employee is unable to attend work.   

Employees must telephone their manager before 10.00 a.m. on the first day of absence 
or if working a shift pattern, before they are due to begin work, providing the manager 
with details of their illness or injury and their anticipated length of absence and any 
work commitments that may need re-arranging.  Should the manager not be available 
the employee must speak to another senior member of staff, within that group/service.  
Texting or emailing a manager is not appropriate.  Exceptionally, if the employee is 
unable to telephone in person, they must arrange for someone else to telephone on 
their behalf, in accordance with the above.  The employee must make direct contact 
with the line manager, as soon as they are able.  The manager may when they become 
available contact the employee.  As soon as the manager is notified of their absence, 
they must complete Form 1 Notification of Sickness Absence Form (Appendix A) and 
forward this to the HR Group for processing update the Council’s HR system without 
delay. If the employee believes that their absence may have been caused by 
something that happened at work they should inform their manager of this immediately 
as detailed in section 15.0, as all accidents or injury resulting in three seven days or 
more absence are reportable to the Health and Safety Executive. 

An employee reporting sickness absence due to stress should be referred to the 
Employment Assistance Programme for day one support via the Active Care 
intervention which provides a range of support mechanisms to employees. Line 
managers should contact the HR Group for more information. 

Failure to inform a manager of absence may lead to the absence from work being 
considered as unauthorised, potentially resulting in loss of pay and/or disciplinary 
action. 

5.2 Certification of Absence 

Every absence has to be certified to ensure prompt and correct payment of contractual 
and statutory sick pay and to ensure that records are maintained.  Failure to comply 
with the certification procedure may result in loss of sick pay.  Misleading or false 
statements may be dealt with under the Council’s disciplinary procedure.   

5.2.1 Self-Certification 

Employees must self-certify their absence Employee Self Certificate Form (Appendix B) 
for any period of absence lasting between a half day and seven calendar days.  If the 
absence is for less than seven days an employee can self-certify by contacting their 
manager using the absence reporting procedure above. the form can be completed 
upon return to work.  However, if the absence continues beyond seven calendar days, 
the employee’s line manager will send the employee an Employee Self Certificate form 
to complete.  The self-certification form must be returned to the manager at the earliest 
opportunity in order that sick pay is not affected. 
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5.2.2 Statement of Fitness for Work 

Employees whose absence continues for more than seven consecutive days 
(regardless whether these are working days), will need to obtain a medical certificate, 
which must be forwarded immediately to their manager.  

The manager must ensure that appropriate and timely medical certificates are received 
from employees, and be updated on the HR system and the certificate forwarded to the 
HR Group for retention. 

Exceptionally, if the manager is concerned at the frequency/reasons for the employee’s 
absence, the employee may be required to submit doctor’s medical certificates, rather 
than self-certificates, from their first day of absence.  In such cases the Council will 
meet the cost of any fee incurred. 

5.3  Contact during a period of Sickness Absence 

During a period of sickness, employees should ensure that they are available to attend 
pre-arranged meetings.  A manager must ensure that they do not contact their 
employee unnecessarily during a period of sickness absence.  If contact needs to be 
made outside the normal arrangements for review meetings then it may be more 
appropriate that contact is made via the HR Group or if applicable their Trade Union 
representative.  In exceptional circumstances however a manager may need to contact 
their employee regarding emergency work-related issues.   

5.4 Notification of Return to Work 

When an employee is fit to return to normal duties they must notify their manager that 
they are able to return to work and the expected date of return. 

The fit note may advise that the employee may be fit for work taking into account the 
following: 

 A phased return  

 Amended duties  

 Altered hours  

 Workplace adaptations 

Employees will not be allowed to return to work while their medical certificate is still 
valid due to health and safety and insurance liabilities. 

When an employee has a fit note that states he/she is not fit for work, the Council can 
allow the employee to return to work before the expiry of the period covered by the fit 
note but should not do so without taking steps to ensure that this is appropriate. It may 
be that the employee has recovered faster than expected, or the employee may 
suggest some adaptations that the employer could make to enable them to return to 
work.  

If the employee wishes to return to work before the end of period covered by the fit 
note, the line manager should discuss this with the employee and should be satisfied 
that returning to work would not exacerbate the employee’s illness, slow his/her 
recovery or put other employees at risk. The line manager should keep a note of the 
discussion, and should consider carrying out a risk assessment before allowing the 
employee back to work. If the line manager is unsure whether or not to allow the 
employee to return to work early, the employee should be asked to return to their GP 
who may provide a fit note indicating that the employee is fit for work. 
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On the first day the employee returns to work the line manager or someone acting in 
the supervisory role, must complete Part 2 (Appendix A) of the Notification of Sickness 
Absence Form and forward this to the HR Group for processing must update the 
Council’s HR system that the employee has returned to work. 

6.0 RETURN TO WORK INTERVIEWS MEETINGS 

Within three working days of an employee returning to work the manager will conduct a return 
to work interview meeting.  The purpose of the interview meeting will be to welcome the 
employee back to work, ensure that there is an accurate record of the absence and 
appropriate certification and provide a work update.  The manager should give assurances of 
their concern for the employee’s welfare, balanced with concerns about service delivery and 
the impact on other team members.  The manager should also provide the employee with 
information on the availability of support if appropriate: e.g. counselling. 

The HR system must be updated Part 3 of the Notification of Sickness Absence Form 
(Appendix A) must be completed when a return to work interview is completed.  A copy will be 
offered to the employee and the original forwarded to the HR Group for filing. 

If an employee feels that they are unable to discuss the nature of their illness with their line 
manager, arrangements may be made for them to speak to a different line manager or be 
accompanied by a representative from the HR Group or if applicable their Union 
representative. Employees are encouraged to discuss the nature of their illness with their 
manager to enable appropriate support to be provided. 

Should a manager have concerns about an employee’s absence/nature of absence this should 
be managed as detailed under sections 7.0 and/or 8.0. 

7.0 PROCEDURE FOR DEALING WITH SHORT-TERM/FREQUENT SICKNESS ABSENCE 

The procedure detailed within this section will be adopted whenever the appropriate trigger 
points are met, although in certain circumstances, the procedure for dealing with long-term 
sickness absence may be more appropriate e.g. disability cases. 

7.1 Short Term Frequent Sickness Absence Review Criteria 

As matter of routine, managers will be required to formally review the sickness absence record 
of any employee who meets any of the following trigger points: 

 Three or more periods of sickness absence totalling more than six days in any rolling 
12-month period. 

 Accrual of a cumulative total of two working weeks absence in any rolling 12-month 
period. 

 Any other recurring patterns such as frequent absenteeism on a Friday or a Monday, 
after annual leave, around bank holidays etc. 

7.2 Stages in the Procedure 

The procedure will involve the following stages: 

 Informal Discussion 

 First Absence Review Meeting 

 Second Absence Review Meeting 

 Case Review Hearing 
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7.2.1 Informal Procedure - Discussion 

At the point when any of the trigger points in 7.1 above are met the manager is required 
to arrange a meeting with the member of staff to try to identify any underlying cause for 
the level of absence.  Managers should seek advice from the HR Group but HR should 
not be present at the discussion. 

The manager will discuss the employee’s absence record, explore the reasons for 
absence, identify areas of support, review/update any risk assessment if appropriate, 
set targets for improvement and clarify what further action may be taken if improvement 
targets are not met. 

If following an informal discussion there is no significant improvement in attendance, 
the manager should discuss the situation with a HR Representative with a view to 
arranging a formal review meeting. 

7.2.2 Formal Procedure - First Absence Review Meeting 

 At any meetings taken under the formal procedure employees will be notified in 
writing prior to the review.  Employees will be given the opportunity at every formal 
stage of the sickness procedure to be accompanied by their union representative, 
colleague or some other person of their choosing who is not acting in a legal 
capacity.    

 Rescheduling of sickness absence meetings for the convenience of a specific 
representative is not guaranteed, but every effort will be made to accommodate a 
reasonable request.  The manager will send written confirmation of the outcome of 
the review meeting to the employee and a copy will be placed on the employee’s 
personal file.  At the meeting the manager will review the level of sickness absence 
with the member of staff and try to identify any new problems that might be 
contributing to their level of absence.  The manager will advise the member of staff 
of the improvements required in line with the initial trigger points and may also 
consider any of the following actions: 

 Requesting the employee to submit a medical certificate from their health 
professional for every instance of absence. 

 Other support mechanisms may be identified and implemented. 

 Advice may be sought from Occupational Health. 

 Reasonable adjustments such as changes to the work load, working practices, 
or work pattern or the possibility of redeployment or secondment to other duties. 

 If there is no satisfactory improvement or a satisfactory explanation for the 
absence levels the manager may issue the employee with a written warning. 

If a written warning has been issued this will remain on the employee’s personal file but 
will be discounted for further action after a period of 12 months.  The employee will 
have a right of appeal against any action that the manager decides to take and the 
appeal will be heard by the next level of management, in line with the Council’s 
Disciplinary Policy. 

7.2.3 Second Absence Review Meeting 

If the employee’s sickness absence level continues to be unacceptable, taking into 
account the outcome of the earlier meeting a second formal review meeting will be 
arranged. 
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The second formal review meeting will reaffirm the issues discussed at the previous 
meeting, identify support offered/provided to the employee and what further support 
may be appropriate, set targets for improvement in line with the initial trigger points and 
may also consider any of the following actions: 

 Requesting the employee to submit a medical certificate from their health 
professional for every instance of absence. 

 Other support mechanisms may be identified and implemented. 

 Advice may be sought from Occupational Health. 

 Reasonable adjustments such as changes to the work load, working practices, or 
work pattern or the possibility of redeployment. 

 If there is no satisfactory improvement or a satisfactory explanation cannot be given 
for the absence levels, the manager may issue the employee with a final written 
warning. 

If a final written warning has been issued this will remain on the employee’s personal 
file but will be discounted for grounds for further action after a period of 12 months.  
The employee will have a right of appeal against any action that the manager decides 
to take and the appeal will be heard by the next level of management. 

At this stage the manager must also advise the employee that the consequences of no 
significant improvement to their level of absence will result in a Case Review Hearing 
that may ultimately lead to their dismissal. 

7.2.4 Case Review Hearing 

If after going through the previous stages, the nature, duration and frequency of 
absences continue, the employee will be asked to attend a Case Review Hearing that 
will be conducted by the appropriate Assistant Director/Director.  The purpose of the 
Case Review Hearing will be to consider whether there are any further actions that the 
Council can take to assist the employee in continuing their employment or whether 
employment should be terminated due to the employee’s incapability to undertake their 
duties effectively. 

If the employee gives their consent an up to date medical report must be sought from 
Occupational Health prior to convening a Case Review Hearing. 

Where the employee refuses to give consent to meet with a medical practitioner of the 
Council’s choosing/release any subsequent report, the employee will be notified in 
writing that, in the absence of an Occupational Health report, a decision regarding their 
employment will be taken without recognised medical advice. 

The appropriate Assistant Director/Director will conduct the Case Review Hearing and 
the employee will be given five working days written notice of the intention to convene a 
Hearing.  The employee’s manager will compile a report for the Assistant Director 
detailing what actions, etc. have been taken and a copy will be sent to the employee 
from the Assistant Director/Director when advising them of the arrangements for the 
Hearing.  The employee or their union representative may also submit a report 
supporting their case to the Assistant Director/Director, with a copy to the line manager, 
prior to the convening of the Hearing. The Case Review Hearing will allow the manager 
and the employee/union representative to be given the opportunity to state their case. 

When reaching a decision about whether or not to terminate employment, the Assistant 
Director/Director will consider such issues as: 

 The impact of the employee’s absence and ill health on Service delivery. 
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 The employee’s absence records. 

 Financial and cost implications. 

 Representations made by the employee and/or their union representative. 

 What actions have been taken to attempt to support the employee in trying to 
improve their absence record? 

 Medical advice received. 

 Disability and/or any other relevant legislation. 

The list is not exhaustive and the decisions made will depend on the circumstances of 
the case, whilst balancing the needs of the employee and the Council. 

The employee will be informed of the decision of the Assistant Director/Director 
regarding their employment in writing, within five working days of the Hearing.   

If a decision to dismiss is not made the employee’s level of absence will continue to be 
formally monitored and if there is no improvement in the level of absence within the 
agreed timescale a further Case Review Hearing will be held. 

If a decision to dismiss is made, the letter will also inform the employee of notice of 
termination of their employment and the right of appeal against the decision.  In the 
case of dismissal, an employee has the right of appeal to the Appeals Panel.  Appeals 
must be lodged by writing to the Human Resource Services Manager within ten working 
days of being informed in writing of the dismissal.  The decision made by the Appeals 
Panel will be final. 

8.0 PROCEDURE FOR DEALING WITH LONG-TERM SICKNESS ABSENCE 

Employees may be absent on long-term sickness absence for a variety of reasons, e.g. 
convalescence from illness, injury or operation, terminal illness, diagnosis of a long-term 
condition.  The nature of the health condition will determine the action to be taken. 

For the purposes of this procedure, long-term sickness absence is that which continues for 
more than four consecutive weeks. 

During a period of sickness employees should ensure that they are available to attend pre-
arranged meetings. 

8.1 Stages in the Procedure 

The procedure for dealing with long-term sickness absence will involve the following stages: 

 Formal Review Meetings 

 Case Review Hearing 

8.1.1 Formal Absence Review Meetings 

Where it is evident that the employee’s sickness absence is going to continue for more 
than four consecutive weeks and where no immediate return to work is apparent, the 
manager should arrange to meet with the employee to hold a formal absence review 
meeting in order to keep up to date with progress, identify areas for support if 
necessary and determine whether any other action should be considered. 

Following the initial formal absence review meeting the manager should conduct formal 
absence review meetings with an employee: 

 On a regular basis and at least every three months; 

 On receipt of medical information; 
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 When the employee is to enter a half pay or a no pay period. 

It may be that a date for a formal absence review meeting can be arranged taking into 
consideration one or more of the above  

Formal absence review meetings can be held on Council premises, at the employee’s 
home or at some other mutually agreed location and any costs incurred will be met by 
the appropriate department.  If the employee is too ill to attend a formal absence review 
meeting, the manager should postpone the meeting or write to the employee in order to 
obtain the necessary information. 

Following a formal absence review meeting the manager must write to the employee 
outlining the areas of discussions and any action/support that was agreed. 

8.1.2 Case Review Hearings 

On reaching a period of six months from the commencement of the employee’s 
sickness absence, a Case Review Hearing will normally be convened if/when an 
immediate return to work date is not evident and/or cannot be guaranteed.  If, after an 
initial Case Review Hearing, further Hearings are to be convened, these should 
normally be held at three monthly intervals of no more than three months. 

In exceptional circumstances a Case Review Hearing may be held earlier than the six 
months after the commencement of the employee’s sickness absence.  In such cases 
the appropriate Assistant Director should seek advice from the HR Group, and in 
addition and as appropriate, will also discuss the matter with the Union(s). 

If the employee has given their consent an up to date medical report must be sought 
from Occupational Health prior to convening a Case Review Hearing, which may 
include seeking clarity as to whether ill health retirement is recommended. 

The appropriate Assistant Director/Director will conduct the Case Review Hearing and 
the employee will be given five working days written notice of the intention to convene a 
Hearing with the possible outcomes outlined.  The employee’s manager will compile a 
report for the Assistant Director/Director detailing what actions, etc. have been taken 
and a copy will be sent to the employee from the Assistant Director/Director when 
advising them of the arrangements for the Hearing.  The employee and/or their union 
representative may also submit a statement/report supporting their case to the 
Assistant Director/Director.  The Case Review Hearing will allow the manager and/or 
the employee/union representative to be given the opportunity to state their case. 

The purpose of the Hearing will be to consider whether there are any further actions 
that the Council can take to assist the employee in returning to employment as well as 
whether consideration should be given to terminating the employee’s employment. 

Following a Case Review Hearing the Assistant Director/Director may consider any of 
the following actions: 

 A period of review whilst the employee’s absence continues to be 
supported/managed, before the convening of another Case Review Hearing. 

 Retirement on the grounds of ill health. * 

 Dismissal on the grounds of incapability due to ill health. 

* Can only be considered by the Council if supported/recommended by an Occupational Health 
Consultant. 

The Assistant Director/Director will also give consideration to the following when 
deciding on a course of action: 
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 How long the employee has been absent. 

 The nature of the incapacity. 

 The likely prognosis following medical referral. 

 Have all options for assisting the employee to resume work been exhausted. 

 What is the impact on service delivery. 

The employee will be informed of the decision of the Assistant Director/Director, in 
writing, within five working days of the Hearing.  If a decision to dismiss is made, the 
letter will also inform the employee of notice of termination of their employment and the 
right of appeal against the decision. 

In the case of dismissal, an employee has the right of appeal to the HR Appeals Panel.  
Appeals must be lodged by writing to the Human Resource Services Manager within 
ten working days of being informed in writing of the dismissal.  The decision made by 
the Appeals Panel will be final. 

8.2 Referral to Occupational Health 

In many cases, long-term sickness absence is due to an acute medical condition (e.g. heart 
attack) and from the start of the absence the likely duration may be self-evident.  In other 
cases, the duration of absence may be unclear and if a return to work date cannot be 
established, consideration should be given to referring the employee to Occupational Health 
for advice and guidance. 

8.3  Phased Return to Work 

There may be circumstances where it is medically recommended that an employee phase their 
return to work.  A phased return to work may be agreed between the employee and the 
manager, without requiring medical advice. 

A phased return to work should normally operate for a period up to, but not exceeding four 
weeks and during this time the employee will receive their full normal pay as though they had 
returned to work on their contracted hours.  Should the phased return be extended, pay will be 
based on the actual number of hours worked although an employee can request to use any 
outstanding annual leave entitlement. 

8.4  Employees diagnosed with a terminal illness 

If an employee is diagnosed with a terminal illness, there is a need to consider the employee’s 
situation and their continued employment in a particularly sensitive and understanding way. It 
is important to contact the employee about their wishes and also to be in a position to provide 
them with all the information they may require on the options available to them. In cases of 
terminal illness or where a death in service has occurred, arrangements should be made to 
nominate a named contact person with the employee or family so that appropriate contact can 
be maintained. 
 
The Employee Assistance Programme (EAP) provides a dedicated support service for 
employees diagnosed with a terminal illness, this support includes a dedicated personal nurse 
advisor for as long as needed and home visits can be arranged. Access to counselling support 
and financial advice is also provided through the EAP. 

Line managers should contact the HR Group at the earliest opportunity to discuss the support 
available to employees diagnosed with a terminal illness. 
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9.0 OCCUPATIONAL HEALTH 

The role of Occupational Health is to provide advice and guidance to the Council on an 
employee’s health, their ability to undertake their duties and what measures could be 
considered to support the employee, where appropriate. 

Occupational health advice may be sought for short-term/frequent absences or long-term 
absences. 

9.1 Referral for Occupational Health Advice 

An employee may be required, by the Council, at any time, to submit to a medical examination 
by a medical practitioner nominated by the Council, subject to the provisions of the Access to 
Medical Reports Act 1988, where applicable.  Any costs associated with this examination(s) 
will be met by the Council, however if the employee wishes to gain a second opinion, which 
would be subsequently considered by Occupational Health, then these costs would be met by 
the employee. 

The manager must advise the employee at the absence review meeting on the points on which 
they are seeking advice and must ensure that as much relevant information as possible is 
provided to HR in order for them to compile the referral to the Occupational Health Advisor.  
Referrals to Occupational Health must be made through the HR Group to ensure that any 
referral made is appropriate and complies with the Council’s procedures. 

Where the employee refuses to give consent to meet with a medical practitioner of the 
Council’s choosing/release any subsequent report, the employee will be notified in writing that, 
in the absence of an Occupational Health report, a decision regarding their employment will be 
taken without recognised medical advice. 

9.2 Occupational Health Medical Reports 

Should Occupational Health need further information via a report from the employee’s GP or 
other medical practitioner, consent will be sought by the Occupational Health Advisor. 

Where the Council is advised that the employee has not given their consent to the 
Occupational Health Advisor seeking a report from their GP, the employee will be notified in 
writing by the Council that, in the absence of an Occupational Health report, a decision 
regarding further supportive measures or their continued employment will be taken without the 
recognised medical advice. 

Occupational Health reports will be sent direct to the HR Group, for discussion with line 
managers. The manager will be provided with a copy of the report  The HR representative 
supporting the case will then ask the manager to arrange a review meeting with the employee 
to discuss the contents of the Occupational Health report.  The employee will be provided with 
a copy of the report (subject to the Access to Medical Reports Act).  

Strict confidentiality will be expected from those dealing with Occupational Health reports. 

10.0 COUNSELLING SERVICE 

The Council provides a free confidential counselling service for all employees, via the 
Employee Assistance Programme.  Further information may be obtained for the HR Group, 
Unions or can be accessed via SharePoint. 

11.0 REHABILITATION WITHIN THE CURRENT JOB 

An employee may experience difficulties with undertaking the full range of tasks in their current 
job or may experience difficulties in coping with the work situation due to an illness or medical 
condition.  These difficulties may be temporary or permanent and may lead to frequent short-
term absences or long-term sickness absence.  The Council will consider whether there are 
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any adjustments that can be made in order that the employee can remain in their current job 
and whether any such adjustments may be made on a permanent or temporary basis. 

Should an employee become disabled as a result of their sickness the Council will also be 
mindful of its obligations under the Equality Act and will consider making ‘reasonable 
adjustments’ so that the employee can return to work.  The types of adjustments that the 
Council may consider include: 

 Making physical adjustments to the workplace. 

 Allocating some of the employee’s duties to another person. 

 Altering the employee’s working hours. 

 Providing special equipment to assist the employee to perform the duties of their job and 
giving training in the use of the equipment. 

When considering rehabilitation options the line manager must ensure that they have 
undertaken a risk assessment and sought advice from the HR Group and Occupational Health. 

12.0 MEDICAL REDEPLOYMENT 

The Council recognises that there may be times when an employee is unable to remain in their 
current post due to their ill health or medical condition and reasonable adjustments, including 
changes in hours or work practices have been unsuccessful or are inappropriate.  In these 
circumstances the manager, in liaison with the HR representative supporting the case and 
following advice from Occupational Health, should explore the possibility of medical 
redeployment to a suitable alternative post within the Council. 

The investigation of redeployment opportunities is a requirement of the ill health retirement 
provisions of the Local Government Pension Scheme as well as an obligation under the 
Equality Act. 

The redeployment process is explained in more detail within the Council’s Redeployment 
Policy and Procedure. 

13.0  SUSPENSION ON MEDICAL GROUNDS 

There may be times when a manager considers that their employee is unfit to be in work, or 
undertake the full duties, but the employee disagrees and refuses to go to their own G.P.  In 
such circumstances, suspension from work on the normal rate of pay may be appropriate, 
pending a formal medical opinion being obtained from Occupational Health.  Managers should 
consult with their Assistant Director and a representative from the HR Group should they feel 
that suspension from duty would be appropriate. 

The Assistant Director should meet with the member of staff before enforcing a medical 
suspension and written confirmation outlining the terms of the suspension will be sent to the 
employee within five working days. 

14.0  ILL HEALTH WHICH DOES NOT LEAD TO ABSENCE FROM WORK 

There may be occasions where an employee is suffering from ill health but this does not lead 
to the employee being absent from work.  If the employee believes that their health is having 
an impact on their ability to undertake their job they should raise this with their manager.  The 
manager should then discuss the matter confidentially with the employee, review the 
workplace risk assessment and discuss if any reasonable adjustments can be provided to 
support them to continue in work and to perform to the Council’s expectations. 

Line managers should consult with a representative of the HR Group to ensure they are 
complying with Council Policy and Procedure and employment legislation. 
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15.0  WORK RELATED ILL HEALTH OR INJURY 

If an employee or manager believes that ill health or injury has been caused by work, the 
employee should contact their manager as soon as possible, for them to follow the Council’s 
Incident Reporting Arrangements. 

If the RIDDOR Form or the Incident Reporting Arrangements have not been completed, and 
the employee subsequently believes that their ill health or injury was work related, they should 
report this in writing to their manager, setting out the reasons why they believe that the work 
has caused or contributed to their ill health or injury. 

Where the RIDDOR Form or the Incident Reporting Arrangements have been completed, or 
where an employee subsequently claims that the ill health or injury is work related, the 
situation will be thoroughly investigated.  The investigation will be conducted as per the 
guidelines in the Incident Reporting Arrangements.  The manager will then determine, based 
on the facts available and following consultation with the Health and Safety Advisor, whether or 
not the employee has sustained a work related injury or illness.  Written confirmation of the 
decision will be sent to the employee within five working days of the decision. 

The employee will have the right to seek a review of the decision through the Council’s 
Grievance Procedure. 

16.0 ENTITLEMENT TO OCCUPATIONAL SICK PAY 

An employee’s entitlement to Occupational Sick Pay is based on their length of continuous 
service with a Local Government employer. 

Subject to an employee’s compliance with the sickness absence reporting procedures, 
entitlement to Occupational Sick Pay in any rolling twelve-month period is as follows; 

During 1st year of service 1-month full pay and (after completing 4 months' 
service) 2 months' half pay 

During 2nd year of service 2 months full pay and 2 months half pay 

During 3rd year of service 4 months full pay and 4 months half pay 

During 4th and 5th year of service 5 months full pay and 5 months half pay 

After 5 years 6 months full pay and 6 months half pay 

Employees are entitled to receive Occupational Sick pay in accordance with their terms and 
conditions of employment, details of an employee’s specific entitlement will be outlined in their 
statement of particulars. 

The Council reserves the right to withhold Occupational Sick Pay where an employee fails to 
comply with the Council’s policy and procedures, or fails to produce the required medical 
certification. 

If an employee is in receipt of Incapacity Benefit Employment Support Allowance during a half 
pay period they must provide the HR Group with details of their Incapacity Benefit award so 
that they can ensure that the employee is not over paid.  Any overpayment will be recovered. 

The HR Group will notify employees of any changes to the amount of Occupational Sick Pay 
they are receiving. 

17.0 SICKNESS ABSENCE AND ANNUAL LEAVE ENTITLEMENT 

17.1 Sickness Absence and the accrual of Annual Leave Entitlement 

An employee who is absent on sick leave will continue to accrue their full statutory holiday 
entitlement.  However, contractual holiday entitlement over and above the minimum statutory 
holiday entitlement provided for by the Working Time Regulations 1998 will not accrue during 
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any paid or unpaid period of sick leave once an employee has been continuously absent for a 
period of 3 months, this reduction will not end until the specific absence ends and may cross 
leave years. 

For the purpose of calculating the period of continuous absence, the Council may disregard a 
return to work that is less than 10 working days. 

An employee on long-term sick leave is required to apply to take their accrued holiday 
entitlement before the end of the holiday year in which it is accrued, it could be necessary, that 
a proportion or all of this leave may have be carried forward, this will be dependeant on the 
needs of the Service and can be done only with the prior written approval of the Assistant 
Director.  In this case, any holiday carried over must be taken no later than 2 months.  An 
employee is required to acquire the approval of all holiday dates in accordance with normal 
council policy.  

If the employment is terminated before an employee returns from sick leave, they will receive a 
payment in lieu of any accrued but untaken statutory holiday entitlement for the holiday year 
for which the employment is terminated. 

For employees dismissed or retired on the grounds of incapability due to ill health, payment on 
termination of employment for accrued but untaken statutory and occupational annual leave 
will be paid. 

17.2 Sickness prior to or whilst on Annual Leave 

An employee who becomes sick or is injured during a period of holiday or shortly before a 
planned holiday should in the first instance get in touch with their line manager as soon as 
possible (preferably by telephone). This is to advise the manager of the situation and alert 
them to the fact that the employee may wish to apply for replacement holiday leave under this 
policy. 

The employee must make sure that medical evidence is obtained from a qualified medical 
practitioner confirming the illness or injury and the total period of incapacity due to the illness or 
injury. 

Sickness or injury whilst on holiday  

Where an employee falls sick or is injured while on holiday, the Council will allow the employee 
to transfer to sick leave and take replacement holiday at a later time.  Subject to the following 
conditions: 

 The total period of incapacity must be fully certificated by a qualified medical practitioner. 

 The employee must contact the Employer (by telephone if possible) as soon as they knows 
that there will be a period of incapacity during a holiday.  

 The employee must submit a written request no later than 2 working weeks after returning 
to work setting out how much of the holiday period was affected by sickness and the 
amount of leave that the employee wishes to take at another time.  

 Where the employee is overseas when he/she falls ill or is injured, evidence must be 
produced that the employee was ill by way of either a medical certificate or proof of a claim 
on an insurance policy for medical treatment received at the overseas location.  

Where the employee fulfils all of the above criteria, the Council will grant the employee the 
same number of days replacement holiday leave as the number of holiday days lost due to 
sickness or injury. 
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Sickness or injury shortly before a period of planned holiday 

If an employee is ill or is injured before the start of a period of planned holiday, the Council will 
agree to the employee postponing the holiday dates to another mutually agreed time.  Any 
period of sickness absence will then be treated in accordance with the Employer's normal 
policy on sickness absence. 

 The employee must produce a letter or medical certificate from their doctor confirming that 
they are unfit or is still likely to be unfit, to take the holiday and submit a written request to 
postpone the planned holiday.  

 

Replacement holiday dates 

Where it is agreed that an employee can take replacement holiday leave at a later time, the 
employee should nominate replacement dates as soon as possible, with the dates being 
subject to the agreement of the employee's line manager in the usual way. 

Employees should endeavour to take any replacement holiday within the same holiday year as 
the days lost.  In the event that part or all of the holiday is lost due to incapacity towards the 
end of the Employer’s holiday year and there is insufficient time left during that year for the 
replacement holiday leave to be taken, the employee will be permitted to carry over the 
replacement holiday to the next holiday year.  However, this leave should be taken within 2 
months as per the Carry Forward of Annual Leave Guidance. 

18.0 TIME OFF TO ATTEND MEDICAL/DENTAL APPOINTMENTS 

Employees are encouraged to arrange all medical appointments outside core time. If an 
appointment needs to be made within core time, permission should be sought from the 
appropriate Line Manager.  Employees should always clock out for these appointments and 
they will be taken in the employee’s own time. 

 
In cases of appointments for eye tests under the Display Screen Equipment regulations 
employees should clock out but will be credited back with the appropriate hours by their line 
manager. 
 
Paid time off will be granted for the purpose of a one-off urgent medical appointment: e.g. 
cancer screening. Please see the Special Leave Policy for further details. 
 

19.0 SICKNESS ABSENCE RECORDS 

19.1 Monitoring 

All sickness absences must be recorded on the Council’s HR system. Sickness Absence 
Management Form.  This is necessary to assist the Council in providing corporate sickness 
absence statistics as part of the HR Performance Indicators as well as to monitor the 
effectiveness of the management of the sickness absence procedure and identify 
areas/causes for concern.   

19.2  Storage of Information 

Any employee information/documentation held in connection with sickness absence or medical 
reports provided by Occupational Health will be held on an employee’s personal file with a 
copy provided to the employee as appropriate.  Managers and employees wishing to view any 
sickness absence documentation must follow the guidelines stated in the Council’s Access to 
Personnel Files Policy. 
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20.0 REPRESENTATION 

Employee’s may be represented and/or accompanied at any of the formal meetings by their 
union representative, colleague or some other person of their choosing who is not acting in a 
legal capacity.  Individuals will only be able to ask one person to accompany and/or represent 
them at formal meetings.  However return to work interviews meetings will be considered 
informal meetings between a manager and an employee. 

21.0 ABUSE OF THE POLICY 

Failure by an employee to adhere to this Policy may result in the withholding of payment by the 
Council of Occupational sick pay entitlements.  Additionally any non-adherence, cases of non-
genuine sickness absence/fraudulent claims for sick pay, etc. may lead to action being taken 
under the Council’s Disciplinary Procedure. 

 

22.0 REVIEW OF THE POLICY 

The Policy will be reviewed on a regular basis in the light of operating experience and/or 
changes in legislation. 

 

APPENDICES TO THIS DOCUMENT 

Appendix A Notification of Sickness Absence Form (Kept and completed by manager) 

Appendix B Self-Certification Form (On the Internet) 

Appendix A Short-Term/Frequent Sickness Absence Management Flowchart 

Appendix B Long-Term Sickness Absence Management Flowchart 

 


