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SICKNESS ABSENCE COMPLIANCE GUIDE



DO
· Do keep one clear reporting rule (phone, deadline, who to call)
· Do apply the same process to everyone
· Do keep written records of every absence and conversation
· Do run a return-to-work interview after every absence
· Do consider whether an employee may have a disability and whether reasonable adjustments are needed
· Do keep medical information confidential and stored securely
· Do pay SSP according to statutory rules in force at the time

DON’T
· Don’t ignore patterns of absence (manage them early)
· Don’t make assumptions about “fake sickness” without facts
· Don’t ask for excessive medical detail (only what’s necessary)
· Don’t treat disability-related absence the same as ordinary short-term sickness without considering adjustments
· Don’t change reporting rules mid-way through an absence
· Don’t discuss someone’s sickness with other staff or clients

Red flags to handle carefully
· repeated Monday/Friday sickness
· sickness always on key client days
· refusal to provide fit notes when required
· inconsistent explanations

If you suspect abuse: follow a fair investigation process and document everything!
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