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!"#"$%#$&'()*#+*&,-.%+/&"#0&,1-+*021* !"#$%&' ! ! October 201! !

!"#$%! !!"#! !
!

!"#"$%#$&'()*#+*  !"#$%&!
!
1! !!"#$%&' !!!!
 
!"! ! !"#$%&'#%(&)*+,("-%",-&.,"),"(+/0.-"-).%-)12%3)+4)(#,")%+'#,1-)#$$)5"56",-)

of staff in protecting their !"#$%!&'(#)"%*&')+%,"(('#,-'."$)#/"!!"#$%&'(#$)*+,"#!"#
!"#$%&'#$!('#$#)%*+(),$!"&!$'&-('*'$&!!#).&)/#$(%$&/"(#0#.$()$!"#$()!#+#%!%$
!"#!"#$%&'(!"#$%&'()*+$$!

!
 This policy follows ACAS guidance and the ACAS Code of Practice and applies 

!"#$%%#&'$%!()$!*(#+",*'-!',-(.,'#'/0%"1''-2## !
!
!"# ! !"#$%policy is not contractual and does not form part of an employee's contract 

!"# $%&'!(%$)*+# # ,$-'*./-*0.# 1!20$3*$23.42$# 2$3$25$3# *.$# 246.*# *!# %-7$#
!"#$%"#$&'(&)(&*+'(,)-+./(01)"(&+"#(&)(&+"#(!&(+&'(')-#(%+'.1#&+)$2!

! !
2 !"#$%&'()' ! !"#$%&'()*+(&!"#$%&&, !
!
!"#$ !"#$%&'#%(&)*+,("-%",-&.,"/-)01%2)of care will be achieved by:!
!

!"! !"#$%&'(#)* !"#$% &!!"!!#"$%!& %'& ()"$%(*+& ,$)& #,$,-"& .,/ !"#$%
! impacting on health !"#$%!&'()$!"#$%&#!"#$%&'()*  
 
!!"! !"#$%"!"#$%&'('&)%*+%)",-#'))!and u!"#$%&'!"( !!"#!$%&'()*+,#-)*".*),
 !"#$!"#!$!#%&'!!"#$%&!!' !!
!
!!!"! Implementing procedures to support and manage staff! !""#$%!$&#!"
! !"#$%&'()*$#+,'!#&"'-+.-%&#/#)('*+(012'"#,"'$)3)$%'1/'*4%)+5e.!
!

2.2 !"#$%&''( !!"#$%"%&$!"#$%!&'()*+,(+%(&++-.)(/%$0(%.(&($-1*'&$(2&3"3!"!"#$%&'('&%)
!"#!$%&'(#)'&$#!!&*+#*,&$(-$&--&*!(#'$!.$#,"(&/&$!"#$%&'#%(&)*+,("-%",-&.,"/-)
!"#$%&##' ($)#!" #$" %&&#" #'&" $()*+,#*$-." $/" #'&" &%0)$1%&-#" 2$-#3,2#! and to 
prevent unnecessary burden on colleagues.  !

!
! ! !"#$%#&'() 
 
!"# ! !"# !following principles !"##$!""#$ !!
!

!"! !""#$%&&'(#%()'$*+$,%-.'#$%(#$!"#$%&'(")* !
!
!!"! !"#$%&'#%(&) *+,("-%",-&.," ! !"##$ %&$ '()*+,-&,".$ "/$ .+'&'$ 01$ 2&/3"/&$
! !""ness, monitoring and managing sickness in a positive, fair, consistent 
! !"#$"%" !!"#$%"&"'()*%+,&(''-%,('!, !"##$%&'()*!"#$%&!!' !!"#$%!&$'#!"#
! !"#$ !where!"# !possible;!!!
!
!!!"! !"#$%!"#$%&!"'$!"##$%&!'(&"%)*+(,++%)management and !"#$$%will be 
! !"#$%&'(!) !!
!



 

 
!"#"$%#$&'()*#+*&,-.%+/&"#0&,1-+*021* !"#$%&' ! ! !"#$%&'()*+ ! !

!"#$%! !!"#! !
!

!"#! Healthwatch Worcestershire! will aim to distinguish between absence 
! !"#$ %&$ '#(")(#!! !"#$%&'#()*+ !"#$%&!!' (%)' !"#!"#$%&'#(#)%* )+,#$-#,*
! !"#$%&#"'(!

!
!" ! !"#$#% &'(#)*#% +(% ,-$% .#)/+)#% $#&(-)(% -0"#$% 0"&)% (+*1)#((2% ,-$%
! !"#$%&!' (#$)&*' !$!+,!-.)!/' 0+' /!+)01/' (#$)&*' )&&-!//2' !"#$%&'#%(&)
! !"#$%&'%#&()#%! !"##$%&''()*$+,-$ .,/(&)+0.$ !"#$%&!!' ! !"#$%&#'%(&)*+,#
! !"#$"%&'()*+&,-&()*!"#$%&'()%"*%'++#',%,-'.-%/!-*-%&"0012,-3%!
!

! ! !"#$%&'' !
!
! !"  !"#$%&'#%(&)*+,("-%",-&.,") .-) (+//.%%"0)%+)1#.,)#20) (+2-.-%"2%)%,"#%/"2%)+1)
! !"#$%&!!'()*%(+,!('-./(+01(20+3$!(4%(+44!01()%,/5 !
!
! !" ! !"#$%&'' !" #$%%" &'" '()*+,-.'/" 0*" !"#$%&'()!"#$#!% &"%!"#$%&$! !"#"$%!%#&'
 and their own views, as well as those of their medical practitioners, will be 
! !"#$%&'()'$(&!!"#$%&'()*%"#+,'-"('+&'!%$%"#$+)('+.)&'/ !
!
!"# ! !"#$%&'&"(')*+,-#%,&#)-!does not have to retain the services of any !"#$%&!!  

who cannot for whatever reason attend work on a regular basis!"#$%&"!"#$%will!
!"#$"%&'#()'*#!"#$%"&!'()*+!%"#%,#!+&#-"!.-(#*"'#&/($!,!$#$!)$-0&+*"$(&#*"'#!"#
!"#$ %&'#$ ()$ *#+,-+#$ -..$ "#&.!"/$ 0-'1-''&.$ 2-..$ 3#$ &$ .&'!$ 4#'(4!$ 2"#+$ &..$ (!"#4$
!"#$%&#'(")%*+,%&$)-#.")'""&)"/*(%!"01)  

 
!"! ! Where employees fail to notify absence promptly (without good reason!"#$%&'($)#

or exaggerate sickness, fail to attend a medical appointment when reasonably 
requested to do so, or otherwise fail to comply with the Managing Absence 
Policy, sick pay may be delayed or stopped and the Disciplinary Procedure will 
!"#$%&'(")*## 

 
!"# ! !"#$#%& #'(#)*+,-.//0%& *"#& 1.-.2+-2& 345#-(#& 6$,(#78$#& 9.+/5& *,& $#5,/:#&

!""#$%!$&#' ()*+,#-.' +/' -#!$.' *0' 1$0*)-!,' -!$!2#-#$"' 1$"#)3#$"1*$4' "5#'
!"#$%&'#%(&)*+,("-%",-&.,")/#0#1.$.%2)3,+("45, !"#$%%"&!"$'()*!+,!

!
!  !"#$%&'#(%)*%(+!
!
! !" ! !"#"$%#$& "!"#$%#! will be conducted with respect for confidentiality and in 

!""#$%!&"'( )*+,( +,'( $'-.*$'/'&+0( #1( !"#$ %&!&$ '()!#*!+),$ -*!$ ./01 ! !"# ! !"#$
Access to Medical Reports Act 1998.  !

 
! ! !"#$%&'(#&)*+$*, !
!
! !" ! !" #$%&$'" ()" *+&," -(.&/0" '&.." *12$" -.1/$" 13341..0" 43.$,," .$51.6" /(3*#1/*41.6"
! !"#$%&%$'!"#$%&##' (&)"$(&*&%+#,' -.&(/+$-%/0' 12/%3&#' -(' &4&%+#'
! !"#"$$%&'&"('!("')*%")()"+%",-((!
 
! !"  !"#$% &'(#)*% +#((% ,-% $.,/-)0% 0'% 12.3(#0*% 45&3)0% 6$$-$$5-70% .78-9% 0"-% :.,(#)%
! !" !"#$%&'()*+",%-(",%.!"%/0102!
! !



 

 
Managing Absence Policy and Procedure!"#$%&' ! ! !"#$%&'()*+ ! !

!"#$%! !!"#! !
!

!"#"$%#$&'()*#+*&, !"#$%&!$  
 
1! !"#$%&$'()*+,-'.- !
!
1.1! !"#$%&#&'&"$#()#"("#*$$&"+*",&#*$#-(./! !"#$%&'()*)#$#)'+", , !"#$%&!!'  !"#$%

!!"#$%&'(()*!"#$%&!!"#$% !"#$!!"#"$%&' !"#$"%&'%(&$')*&'+&#$("*&%'*,-.&/#-*#&#",(!
!!"#$%&#'()*$#!"#$%&$"'()*+), !!!"#$#%#$&'())*+,#-&."*)&)"(/,0&+#&+1&.#,#'"(2#&
!!"#$%%"&#!&"!!"#$%&''()*%"+*&)$,-.",/*).$+0-$,-"1&)$2&,$"31-)%-4$+0-$5*6-5#$
!duration and !!"#$%##"&'(&)(*'+(,&-.( !"##$%#&'%()"*)"%+&*)!"#$ -!"#$%&''(#')%%
!!

!"# ! !"#$%%&'()$*+,%$&!"#$%&%$'(()*!"#$$%&'()*&!"#$%&'$(#!!"#"$%& !"!"#$%&!!' !!"#$%
! !"#"$%&!"#$%!$&!"#$%&'()*+#,-#*.'),'"-/*!#*.'01/'# !"#$%&'(#!)*(+,!)#!)'-,)"($.')
! !"# !"!
!
!"# !! !"#$%&'&()*+&),(&+-./$0#&#1&%$0$23#&1"&)&45&+26,$(&!!"#"$%$&"' ()' *+"&$,,' )(-'
! !"#$ !"#!"#$%&#'!!"#$%&#'()*"+,-" .$"#$!"#$!%&'%($$)*+%',%!"# !"#$$%&'()*&!"#$
! !"#$! !"#"$%&'( )*( +*,,*-( !"#$%&'("#) *+*,$-.) */) !""#$!%&#'() *+''+,!-.) !"#$!%&
! !"#"$%$&!!"# !
!
!"# ! !"#!"#$ !"#$%&!! ! !"#$"%"! ! !"#$%! !"#$%&$' (!)' !"# $%"# &"'()$# *+# ,-# .-/(&0# *-#
! !"#$%&'(&!"#$%&'()'$*+%,-./0',-",'-"11%/%&'",' work!!they!!"#$%&'!"#$%&'!"#$
! !"#"$%#$& '%()*+,(! !"# $%&'# ($# $%)# "&*'$# !++!*$,-&$.# $!# (//!0# (-#!""#$%&'(
! !"#$%&'($%)'&$'*"' ! !"#$%&'&(! !"# $!"%# &!'(# )%*$'(# *"+# ,*-%'.# /%01$*'!2"3 
! !"#$$%"& !!
!
! ! !"#$%&%'($%)*!
!
!"# ! !"#$%&''( !!"#$%!"#$%&'#()*%+!&,"*-.&!"#$%"&'(!"#$%&'(%!"#%!"# !!" sence up to 7 

!"#$%&"'(!"#$ !!"#$"%&'()"%*$+##,#%)-$./$.01#/$%.%$+./,"%*$)23-45$$! ! !"#$%! !
!"#$ !!"#$"%&'('")#!"#$%&'(%!" !"#$%&'($#)("*)!#+%,#!""#$!%&!! !"#$!%&'(! !"#$
!"#$%&'( )*( +,-.( !"#( !"#$%$& '(()*+',)$- !" "!"#$ ! !"#$% &'% ()(&*(+*,! !"#$% &'(%
!"#$%&'#%(&)*+,("-%",-&.,")/00.(")#12) !"#$%&'()'*#+,%)-)&'$,#.' ! !"#$!%! !"#
!"#$% &!"# $%&'()'# *+'&# (+,# '-)''*# .# *$/& !" #$" %&'()**+," -)*." *.+" %)/0+,"
!!"#"$%$&"'()'*+"&$,,')(-'.(-/ !!!"#$%&'$()%'*$+#,(-%./'0%$1(%23%',%'/%!"#$%"!!"#$
!"#$%&'($$!

!
!"! ! !"#$%&''( ! are required to produce continuous certification!" !"#$#%&%'#( )*(
 !"#$%&&'()*'!"#$%&'()*!!"#$%!"#$%&'"%()*"+)%#+$"%,"-,+./""!
!
!"#  !"#$%&''( ! !"#$ "%&'$ ('')$ *'+,-.-'/$ 0-*1$ (2$ ,"'-+$ 34$ !-55$ )#,$ ('$ %55#!'/$ ,#$
! !" !"#$%!&!!"#$%&'()*%(+,%-,#)".%"/%0,)'1%2!"#$%$!&'()%$#'*+,'!-.$"!&/''0*!"!'#*!'
! !"#$%&$'$(&$$)#'*+')!,#-' .$' /0$'#.&1%$##' .#'234$'#$4.35#-' !"#$%&!!' ! !"#$%
! !"#$%!& '(!)&*+',-"& ,&.%!'$%"&'*& /*%0.&1-'&2*'!&3*"4-%5-"6& '(!)& ,%!&"*/&4-'&4*%&
! !"#$ !""!!
!
!"# ! !"#$#%&"#%'(%)*+,-#-%./%)01%$#-&$,2&,.0-%.$%3,4,!"!#$%&'$%'()!*(%'!$'+*,,'%$(-",'
! !"#$%&!!"#$%&'(&)*+&),-&.,-/"0!"#$%"&'(%")*(*+%,!!"##$!""#$%&#'$#'"$!"#$%&!! !!"#
! !"#$ #%&'(#)!$ *++*&!,-(!.$ !*$ /()0,))$ !"#$ %/1(0#$ 2(1#-$ 3.$ !"#$ 45$ %-/$ "*6$
! !"#$%&'#%(&) *+,("-%",-&.,") (#/) -011+,%) ,"%0,/) %+) '+,23) ) 4011+,%) 5"#-0,"-)



 

!
!"#"$%#$&'()*#+*&,-.%+/&"#0&,1-+*021* !"#$%&' ! ! !"#$%&'()*+ ! !

!"#$%! !!"#! !
!

! !"#$%&'()*+$"$ ,-".+*$ /+0)/&1$0+!,2/"/%(#$"*3).0+*$-2)/.1$!"#$%$&!" !#$%&'! !"#
! !"#$%&'!%()*+,$&+-+)"+".!/01!
!
! !"#$#% &"#%!"#$%&"'!"#$!%&$%'(#) '!) *%+%$,$%'(#) ,!") &'(#%-"!"-) .(!",#'(,/*"0 !
! !"#$%&'#%(&)*+,("-%",-&.,"),"-",/")%&"),.0&%)%+),"12-")%+)#$$+')%&"! !"#$%&!!'
! !"#$%!&$'#&'!()#!*%($#+(!'%,,#(,#(-.$"/%01!
!
!" ! ! !"#$%&'()*++,-.!"#$#%&#'()"!')*"%+,$*#-)#$-".$#%"'-%*,/*#$/-%$#0'$1./0%)"#%
! !"#$%#&'() *!) +&) !"#$%&!! !"# $%"&'(&")# *+&# ,-.+*# */# !"!"#$ %!&'(#)*$ +,)$ -!$
! !"#$%&'!() '(%) #$*+) !",,) -*) &*./"&*%) !"# $%&'(!#!"#$ %&#'(!" #$%&'#" %&$(" )'*+!
! !"#$%&%!'$"()*&#+,*!"# ! !"#$%&'()&*!&(+$,-.,!"#$%&'(#$)"*+,"-#$)&."(/0" /1-.$%.-!!!
! !"# $%&'# &($)$!! !"#$%&'#%(&) *+,("-%",-&.," ! !"##$ %!!"# "$!# %&'"# &(# )*+# (!!#
! !"#$%!"#$%#&'!#()* !
!
! ! ! !"!#!$%&'()*+' !"#$ !
!
!"# ! !"#"$"%&'()*+,(-#'( ! !""#$%#&'!(#)*+,#-.%#/-.#0+12%03-!4%#('5#+)#'$2%10%#6)+*#
! !!"#$%&$'()( !!!"#$%&"'(")&(!$)&"'(*+$)#(",(-"%#(+.(#/0(-0%1+&(+.("2,0)*0(
! !"#$%&'(')*('$ !"#$%%#&$'('#!"#$%&!!' !!"##$!"#$"%&'$"(#)*#("+,-$"#./")/"$#)/"'$#
! !"#$%&!!'#(%)"%*&+'!!"#$%&'#%(##)#*+,-%%!
!
! !"#$#%"&! !"#$%&!!'( )*$$( +%,-*,.!( -%( !!"!#$!% &&'% ()*% +,% -)% ./% 0!!12!"
! !"#$!%&"''()*("&+#+,+&+-.(-)(/)0-!$/-1$&('+/2(3$.4((!
!
! ! !"#$%&'#%(&)*+,("-%",-&.,")/.(0)1#2)-(&"3" !!!
!
! !" ! !"#$%&'#%(&) *+,("-%",-&.,") +/",#%"-) #) 0.-(,"%.+1#,2) 3.(4) /#2) -(&"5" ! !"#$
! !"#$%&'( ')(*%&%+,'( )-(&).'+.")"!(/+'(.)'%!(0.1(&)2,3+0.&%(4+'5( '5%(60.07+.7(
! !"#$%&$'()*&$+,)$#-'$./0/"/./12'3/..'"$' !"#$%%&'($"%)#*!+,#+,)#-&..&*!"/#0%$.)1##!
!

!"#$%&'()'*"+,-." ! !"##$!"# ! !"#$%&"'!
! !!"#$%&'( ! !!"#$%&' ! !!
! !!"#$%&'( ! !! !"#$%&'!
! !!"#$%&'() ! !"#$%&'! !"#$%&'!
! !!"#$%&'! !"#$%&'( ! !"#$%&'( !
! !!"#$%&'! !"#$%&'( ! !"#$%&'( !
! !!"#$%&'! !"#$%&'( ! !"#$%&'( !
!"#$%&'()%*%+$(#,! !"#$%&'(" ! !"#$%&'( !

!
!"# ! !"#! ! ! !"#$%&!! ! !"#!"#$%&' ()*+' ,*)-' ./$' &*' 0%1/)2' *)' 033%$##' 4!/#$.' "2' !'
! !"#$%& '($!)*&!"#$% &'((% )#% #*+#,!#-% !.%!"#$ %&&$ '#%"()%*&#$ #)+#%,(!'"$ -($
! !"#$%"!&'()(*"+&,!$)&-."& !!"#$%& '($!)*& &!"#$% !"##$ %&$ '&()"'&*$ +,$ '&"-%)'.&$
! !"#$%&'#%(&) *+,("-%",-&.,") /+,) #01) -.(2) 3#1) 3#.4) %+)!!"#$ %&$!"#$%&'()*"&+
! !!"#$!%%#!&#'(")*)+%#*%#"',!-'"'.#&"!/#01'#01*".#2("034!
!
! ! !"#$%&%'()&%*)+,-&.,/,0()"#/&0#*)&.-#%'# !
!
!"# ! !"#$%&%'(!!"#$%"&'$()"*+"',-)%'("'!"+.!&"&')"/$!$%"#0'1*'#1*"'21%3'45-$#1%0'
! !"#$%!&'$()*+ + ,'+ $%+ '-"+ ."%/()%$0$!$'1+ (2+ '-"+ /."#)&)'+!"#$%&!! ! !"# $%&'()#



 

!
!"#"$%#$&'()*#+*&,-.%+/&"#0&,1-+*021* !"#$%&' ! ! !"#$%&'()*+ ! !

!"#$%! !!"#8!
!

! !"#$%&!"#$%!"#"$%&' ()"(' ()%*' "&%' +&%$#"#(' "#,' -)%()%&' ()%.&' /.01#%//' ./'
! !"#$%&%'(!!"#$%"&'!
 
5.2! !"#$%"&"'(!!"#$%"&' $()"*+"' ,-)%' also !"# $"%&$'"'# (")*$*+",-# ./# ,./"# 0.+1#
! !"#$%&'() %*+&,%$'&-./) )!"#$%&'#%(&) *+,("-%",-&.,") '.$$) /#0") !"#$%&#'(")
 !"#$%&'()&%* &+* ()!,-(* &.(* !"#$%&!! ! !"# $"%!&%'(# )"*+&%,# "*# !"# -(# .-/(# !"#
! !"#$!%&#'&('!)&*#&#+"&"*!,-".#&'//'!#$%-#01&&!
!
! ! !"#$%&'(%#'&%")!
!
!"# ! !"#$%&#&'&"$#()#%(*+,$-.,*-$,("#(/#($%&/#!"#$%&!'!$()*"!!'%#'+(($,"*-.'-/"'+0%1"'
! !"#$%&'"%( )*#'+&( ,%( -#++#.%&!! !"#!$%& %'(%&!"#$"%$& $'!$ ! !"#$ %&'&()*+&$ *+$
! !"#$%&'!"#$%&#!"#$%&!! !!"#"$$%#!"#&'#&"#()!*'&*!! !!  !"#$"#%"&!!!
!
!"#  Hospital admission!and discharge certificates (substituted for Fit notes) should 
 be forwarded to Healthwatch Worcestershire !"#"$$%#!"#&$""'()* !""!
 
!"# ! !"##"$%&'( )*+( ,+-%".( "/( *"0,%)1#%01)%"&2( 1&3( 1..%)%"&1#( 0%45&+00( 160+&4+(
! !"#$%&'(#%%#)'*"+',-#.+&$-+'#$*%/0+&'/0'1+.*/#0'! !!"#$%&!
!
!  !"#$%&''()*+"%, !annual leave 
!
!"# ! !!" #$%&'(##" $#" )(*+),(-" $'" .$'(" /$,0" ,0(" *)+%(-1)(" -1)$'2" 3" *()$+-" +!" 3''13."
! !"#$"%& '()*"+,& ,-& .#/#0"."/,& 12'+3",2-/%& #//(#!& !"#$"& .#4& )"& 3"2/',#,"1&
! !"#$%&'(%)*&(%*%+,&%-#&(%,.%.,/0()%12%*%345*%'#.6,&*7%*)$,..,#0%0#&(%,.%,..8()%
 !"# !ma!"#$"%$!!""#$%&'(&'&)'($*&%'($+&&!!"#$!!"#$%&%!'$%()*+%,,*)($*-"*'!!".$"/*
! in such circumstances.!
!
! ! !"#$%"#$#$&'()$%"*%!!"#$%&'($)*%+(( !
!
8.1 !"#$%#"&'#()"*#+,#-+"&#"&'#./0/1'2#/0(#"&'#!"#$%&!! !!"#$%&'($#!)*!#! !"#$%&!'
 contact is !"#$%"#$&'(!"#$%&'(')*#$+!!!"#$%&'()$$#*+$)(&)!"#$%"&'(')*"+,"&$'-"
 contact must obviously be judged with sensitivity !"#!$%#&'(&)*+!,-&%+!"!
!
!"# ! !"#$%&#&'()*#!"#$%!&'(&#)!%*+%,&!"#$#%&'%&(%$#)(*+),-#%'*%.*%(*/%the employee!
 should ensure daily contact with their manager to allow for ! effective work-
 planning. 
!
!"#  !"#$#% &'(#)*#% *+),-).#(% &)/% '#*+0#(% *#$,-1-#/2% $#3.4&$% *+),&*,% 0.(,% '#%
! !"#$%"#$&'(%)(&$*+,&(%-"%(!"# !!"#$ !"#$%&'(!$")!*)*+'%,-)'"-)'".)'-/0*(&,"(*)
! !"#$!%&'(!)$#'!#*%%!+#,*"%(,"#",'&")#'!#+!"-#.*)#/,#.!)$(0,",0#*)0#1%*)) !"# !
!
!"# ! !"#$#%&'(#)*#%#+*##,(%-.%,&/(0%&%"12#%34(45%'/%!"# !!"#"$%&'()**' !"!#$$%&!"#
! !""!#$%&!" #!"#$ %"&&$ '($ )(*(+,(-$ +,$ +.)((-$ "/,()0+&# !"#$ %&'$ ()#*%+",$ "!$
! !"#$%&$'(()*$+$(,-(,#(,./+!&-,&!0(12+(-*$(3,#,-(-2(-!4$(/0!&$(!-( !"#  !"#$%&!! !"!
! !"#$%&!"#$ ! !"##$%&$"'(")&*$)+$ ,))&'*$ !+-.$ /-&0"1&1$+-$ ,'$ ,#)&-',)!"#$%&!'()*#$
! !"#$"%!
!
!



 

!
!"#"$%#$&'()*#+*&,-.%+/&"#0&,1-+*021* !"#$%&' ! ! !"#$%&'()*+ ! !

!"#$%! !!"#! !
!

! ! !"#$%&'#(')(%*'+&#"%,+"- !!"#$%&'()*!
!
! !" ! !"#$%#&'()$&*$+*(,$-)&#(.-#/$-0$1$.-&12$&**2$-)$31)14-)4$560#)7#$1)8$4-.#0$
! !"#$%&'#$()')*#+$)',$!"#$ !"#$%&!! ! !""!#$%&'$() *!#)$+!!!"#$%&''()*%"+*&),$$
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!! !" ! !"  informal management discussion with the line manager will be triggered 

where an employee's absence meets one (or more) of the following trigger 
points: 

 
• a continuous certified absence of more than 28 days with no predicted 

end date;  
• a total of 10 days absence in a 'rolling year', ie 365 days counted 

backwards from the first day of the latest absence; 
• 4 separate absences in a 'rolling year' - an absence may be 1 or more 
days; 

• any other recurring patterns which give rise to management concern - 
an example might be frequent absenteeism on a Friday or Monday or 
following a Bank Holiday; 

• sickness absence reported when annual leave or other leave has been 
refused; 
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• management have reasonable suspicions that the sickness is not 
genuine or has been exaggerated.   

 
11.2 !"#$#%&'(#)*#%+(%$#*,$-#-%&(%'#+).%! regnancy-related or disability-related, 

this will be carefully considered when monitoring and dealing with absence to 
prevent discrimination under the Equality Act 2010.  However, line managers 
will still wish to discuss the absences to ensure that all information is up to date 
and appropriate support and/or reasonable adjustments are in place.   

 
11.3 The informal management discussion will be a fact-finding exercise and will 

explore: 
 

• the employee's absence record and patterns of absence; 
• reasons for absence; 
• impact on the organisation and colleagues; 
• whether there are any factors within the workplace which are contributing 

to the employee's absence or ill health; 
• any work/environmental adjustments that may be appropriate to improve 

the situation; 
• any domestic difficulties or other outside work problems which may be 

affecting the employee's attendance; 
• any lifestyle changes the employee can make to support their own 

improved health; 
 

 The employee will be invited to respond and make suggestions as to how 
Healthwatch Worcestershire might support them to improve their 
attendance/speed up their return to work.   

 
11.4 Having considered all the information available and the views of the employee, 

the manager will make a decision as to what happens next.  Possible outcomes 
will be: 

 
• an informal Action Plan with clear attendance targets and a review date 

(NB this is not a sanction in itself); 
• referral to a Healthwatch Worcestershire appointed Occupational Health 
Adviser; 

• the employee may be asked to give consent for their GP to be written to 
for further information about their health and the impact on their job;!

• other support mechanisms may be identified and implemented, eg 
temporary or permanent adju!"#$%"!& "'& (')*+',-.& /'0)!& ')& (')*1%2&
!"#$%&$'()!

¥! !!"# $%&!'# '(# )*"+,# -"$'%,.)# /0.# 1"# 2%'!3$024# 043# '!"#employee may be 
required to submit a Fit Note from their GP for each future instance of 
absence until further notice; 

• The manager may direct that the case be considered under the 
Capability Procedure (performance) or Disciplinary Procedure (conduct) 
as deemed appropriate. 
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11.5 In the event that the Capability Procedure or Disciplinary Procedure is invoked, 
a further meeting will be arranged as soon as is reasonably practicable once all 
information is available.  The employee will be provided with a copy of all 
information to be reviewed at the meeting sufficiently in advance to allow them 
to make a full and informed response. 

 
12 Formal Managing Absence Procedure - using Healthwatch 

Worcestershire Capability Procedure (Stages 1, 2 and 3)  
 
12.1 Healthwatch Worcestershire reserves the right to commence the Capability 

Procedure at any stage dependent upon the individual circumstances.  
 
12.2 Capability meetings will be chaired by an appropriate senior  manager; 

Healthwatch Worcestershire has nominated the Managing Director and he/she 
will usually chair such meetings unless there is a good reason to nominate an 
alternative manager.   

 
12.3 The senior manager will be responsible for ensuring that all relevant 
 information is available for discussion.  This may include medical reports from 
 the employee's GP, Consultant or Specialist (where applicable) and where the 
 employee has given their written consent for disclosure and/or from a 
 Healthwatch Worcestershire appointed Occupational Health Adviser. 
 
12.4 The employee will be entitled to seek advice from and be accompanied by a 

trade union representative or work colleague (employee of Healthwatch 
Worcestershire) at any formal Capability meeting or subsequent appeal.  The 
colleague will be allowed to attend in duty time and will be allowed reasonable 
time to familiarise him/herself with the details of the case.   

 
12.5 Improvement Plans will provide specific objectives or targets and make clear 
 how these will be measured, any additional support agreed and the  timescale 
 for improvement.  The employee will be advised of their right of appeal. 
 
13 Medical Examinations 
 
13.1 E!"#$%&&'(!)%(*&(+&,-.+&/(0$(1$2'&20(0$()(!&/.1)#(&3)!.2)0.$2(*%()(!&/.1)#(

!"#$%&%&'()"*!"# $%%&'()*!+(,# -.(,)/# 012*3."# !"#$!%&'() *+) &,') "-.%!$/%&$"! !""
!"#$%&''() *+$$) ,') -'./'(0'1) 0% ! !"#$% &% '()"*&+% ,-$!($.% /-01% 23456% 78"*8%
!"#$%&%'()&*'+,'()&$-'-$.)(%'/0"&-'!"#$!""#$$%&'%(#)*"+,%-#.'/&$%!"&%0112!""!

!
!"#$ ! !"#$#%&'%#()*+,##%-'$#&.+'&/*,%$#0-.#.%!"#!"#$%#&!!"#$#%&'()$*#&+$%(,$!(",-!!

!"#$%&#'(!")'!*"%+,-*#.!#-."/-#% !!"##$%&'($ )(*"+",-+$ .&+()$ ,-$ /0($ (1")(-*($
available to them.   

 


