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ABSENCE MANAGEMENT POLICY



1. Purpose
This policy explains how we record and manage sickness absence, including how we handle repeated short-term absence, patterns of absence, and long-term absence.
2. Recording absence
We record all sickness absence, including:
· date/time reported and method
· reason given (high level)
· days/hours absent
· whether a fit note was required/received
· return-to-work interview completed (Y/N)
3. Return-to-work discussions
A return-to-work interview will be completed after every sickness absence (see Sickness Policy).
4. Trigger points (when we review absence)
Trigger points help us manage absence consistently.
Recommended trigger points (choose one set):
Option A (instance-based ‑ best for short absences)
· 3 instances of sickness absence in a rolling 3 months, or
· 5 instances in a rolling 12 months, or
· any clear pattern (e.g., frequent Mondays/Fridays or around holidays)
Option B (days-based)
· 8+ calendar days sickness absence in a rolling 6 months


5. Stages of absence management
Stage 1: Informal welfare chat
If a trigger point is reached, we will normally hold an informal welfare chat to:
· check wellbeing
· confirm expectations
· explore any support/adjustments
· agree next steps
Stage 2: Formal sickness review meeting
If absence continues or concerns remain, we may hold a formal sickness review meeting. 

This may include:
· reviewing absence records
· setting an attendance improvement target
· agreeing a review period (e.g., 8‑12 weeks)
· confirming consequences if there is no improvement
Stage 3: Further action
If there is still no improvement, we may take further action up to and including dismissal, following a fair process and considering any medical evidence and reasonable adjustments.
6. Long-term absence management
For long-term absence we will:
· agree a contact plan
· request fit notes to cover the full period
· consider medical advice/occupational health (with consent)
· consider reasonable adjustments and phased return
7. Equality and reasonable adjustments
We will consider whether absence is linked to a disability and whether reasonable adjustments are required. Disability-related absence may be managed differently where appropriate.
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