Managing Absence Policy
1

Purpose

1.1

Healthwatch Worcestershire recognises its duty of care towards all members
of staff in protecting their health, safety, fitness and welfare at work, whilst at
the same time ensuring that maximum attendance is achieved in the interests
of serving the public.
This policy follows ACAS guidance and the ACAS Code of Practice and applies
to all Healthwatch Worcestershire employees.

1.2

This policy is not contractual and does not form part of an employee's contract
of employment. Healthwatch Worcestershire reserves the right to make
amendments to this policy from time to time at its sole discretion.

2

Duties of employer and employees

2.1

Healthwatch Worcestershire's duty of care will be achieved by:
i) Conducting Risk Assessments to identify and manage hazards
impacting on health and safety in the workplace;
ii) Monitoring levels of sickness and unexplained/unauthorised absences
for individual employees;
iii) Implementing procedures to support and manage staff attendance,
whilst dealing with unjustified and/or high levels of absence.

2.2

Employees have a reciprocal duty to attend work on a regular basis, recognising
that reliable attendance is essential to achieve Healthwatch Worcestershire's
business aims, to meet the obligations of the employment contract and to
prevent unnecessary burden on colleagues.

3

Principles

3.1

The following principles will apply:
i) Good attendance is valued and recognised;
ii) Healthwatch Worcestershire will be sympathetic in cases of genuine
illness, monitoring and managing sickness in a positive, fair, consistent
and non-discriminatory manner and supporting employees to return to
work wherever possible;
iii) Open and frank communication between management and staff will be
encouraged;
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iv) Healthwatch Worcestershire will aim to distinguish between absence
due to genuine, unavoidable sickness and frequent/repeat absences
from work;
v) Where absence is for genuine reasons other than sickness, for
example family emergencies or serious family illness, Healthwatch
Worcestershire will support and encourage employees to use 'special
leave' (with or without pay) or annual leave where possible.
4

Fairness

4.1

Healthwatch Worcestershire is committed to fair and consistent treatment of
employees who are sick and unable to attend work.

4.2

Employees will be encouraged to actively engage in absence management
and their own views, as well as those of their medical practitioners, will be
given proper consideration before decisions are made.

4.3

Whilst the organisation does not have to retain the services of any employee
who cannot for whatever reason attend work on a regular basis, each case will
be dealt with in consideration of its unique and specific circumstances and in
the case of genuine ill health, dismissal will be a last resort when all other
reasonable options have been explored.

4.4

Where employees fail to notify absence promptly (without good reason), falsify
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
be invoked.

4.5

Where, exceptionally, the Managing Absence Procedure fails to resolve
attendance problems by means of informal management intervention, the
Healthwatch Worcestershire Capability Procedure will be invoked.

5

Confidentiality

5.1

Managing absence will be conducted with respect for confidentiality and in
accordance with the requirements of the Data Protection Act 2018 and the
Access to Medical Reports Act 1998.

6

Audit and Review

6.1

A review of this policy will take place annually unless legal, contractual,
specific business requirements, operational changes or events
necessitate an earlier review.

6.2

This policy will be subject to Equality Impact Assessment under the Public
Sector Equality Duty Act 2010.
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Managing Absence Procedure
1

Notifying absence

1.1

In the event of non attendance at work, for whatever reason, employees must
personally advise their line manager within one hour of their normal start time
on the first day of absence. Wherever possible, this should be by telephone
to allow two-way communication regarding the reason for absence, the likely
duration and discussion of any work commitments or other hand-over issues.

1.2

Unless otherwise specifically agreed with their line manager, employees must
repeat contact daily, confirming or amending the information given on the first
day.

1.3

After 7 days and subject to receipt of a GP signed 'Statement of Fitness for
Work' (Fit Note), reporting may be reduced to weekly or as agreed with the
line manager, to follow particular events, eg immediately following return
visit to GP.

1.4

If the employee believes their absence may be the result of an injury on
duty, ie caused by something that happened at work, they should advise the
Managing Director of this at the first opportunity to allow an Accident
Report Form to be completed in line with Health and Safety regulations
(RIDDOR).

2

Certification

2.1

Employees must 'self certify' using internal form SC1 for any absence up to 7
calendar days (ie including weekends or other non working days). Absence
must be certified from day 1 to ensure prompt and accurate recording
and
payment of sick pay (where applicable). This form is available from the
Healthwatch Worcestershire Office and should be completed upon return to
work (if absence does not exceed 7 days) or submitted with the signed
'Statement of Fitness for Work' (Fit Note) obtained from the GP on or before the
8th day.

2.2

Employees are required to produce continuous certification, 'Statement of
Fitness for work' (Fit notes) until they return to work.

2.3

Employees who have been certified sick by their GP will not be allowed to
return to work until the period of being certified unfit has expired. Where the
absence exceeds 14 days, ie the sickness is more serious, employees must
ensure they obtain a 'return to work' Fit Note confirming they are now fit for
work.

2.4

Where the GP advises of any restrictions or limitations on return to full normal
duties ("may be fit for work"), the line manager will meet with the employee at
the earliest opportunity to discuss the advice given by the GP and how
Healthwatch Worcestershire can support return to work. Support measures
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may include a phased return, temporarily adjusted hours, modified duties or
other workplace adaptations.
Where the advised restrictions or limitations are considered unreasonable,
Healthwatch Worcestershire reserve the right to refuse to allow the employee
to return until their fitness is improved.
2.5

Exceptionally, where Healthwatch Worcestershire has concerns regarding the
frequency of an employee's absences, the right to 'self certify' may be
withdrawn and they will be required to submit Fit Notes, rather than selfcertificates, from the first day of absence, including for single day absences.
In such cases, Healthwatch Worcestershire will meet the cost of any fee
charged by the GP.

3

Statutory Sick Pay

3.1

Statutory sick pay will be paid from the 4th consecutive day of absence (for
SSP purposes, Saturday and Sunday count as part of the period of absence
and therefore in all cases employees will be required to declare whether their
sickness continued over the weekend.)
Eligible employees will continue to receive SSP for up to 28 weeks,
regardless of eligibility to contractual sick pay.

4

Healthwatch Worcestershire Sick Pay scheme

4.1

Healthwatch Worcestershire operates a discretionary Sick pay scheme and
subject to receipt of continuous Fit notes and compliance with the Managing
Absence procedures, eligibility will be in accordance with the following scale.
Length of service
0-3 months
3-6 months
6-12 months
1-2 years
2-3 years
3-5 years
More than 5 years

Full Pay
SSP only
1 month
2 months
4 months
5 months
6 months

Half Pay
1 month
1 month
2 months
4 months
5 months
6 months

4.2

If an employee is absent from work due to injury or illness caused by a
third party, they will be expected to use all reasonable endeavours to
recover damages from the third party. They will be required to reimburse
Healthwatch Worcestershire for any sick pay paid to them if compensation
for loss of earnings is recovered from the third party.

5

Pregnancy and Disability related absence

5.1

Pregnancy-related absence must be recorded separately in line with Equality
legislation. It is the responsibility of the pregnant employee to advise
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their line manager that they are pregnant and whether their sickness is
pregnancy-related.
5.2

Disability-related absence must also be recorded separately in line with
Equality legislation.
Healthwatch Worcestershire will make reasonable
adjustments to enable the employee to continue working or to be able to
return to work at the earliest opportunity.

6

Hospitalisation

6.1

In the event of hospitalisation or other serious sickness or accident, the above
procedure should be followed, except that someone else may telephone on
behalf of the employee as soon as it is practicable to do so.

6.2

Hospital admission and discharge certificates (substituted for Fit notes) should
be forwarded to Healthwatch Worcestershire as soon as possible.

6.3

Following the period of hospitalisation, any additional sickness absence
should follow the procedure outlined in Section 2 above.

7

Sickness during annual leave

7.1

If sickness is reported in line with the procedure during a period of annual
leave, subject to management discretion, annual leave may be reinstated
from the date a Fit Note is signed by a GP/a hospital admission note is issued
and may be re-booked at a later date. Self-certification will not be accepted
in such circumstances.

8

Maintaining Contact during sickness

8.1

It is the duty of both the manager and the employee to ensure that regular
contact is maintained during a period of sickness absence. The timing of this
contact must obviously be judged with sensitivity to the circumstances.

8.2

In the early stages of absence, where it is reasonable to do so, the employee
should ensure daily contact with their manager to allow for effective workplanning.

8.3

Where absence continues and becomes certified, regular contact must be
maintained to ensure that two-way information is shared and any adjustments
or solutions to allow earlier return to work can be considered and planned.

8.4

Where absence exceeds 14 days, a home visit by the manager will usually be
arranged; this will be repeated at agreed intervals for the duration of
absence. Where it is impractical for the visit to take place at the employee's
home, they will be invited to attend work premises or an alternative suitable
venue.
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9

Return to Work interview (informal)

9.1

The Return to Work interview is a vital tool in Managing Absence and gives
the line manager and the employee opportunity for two-way communication.
It is essential that a Return to Work interview happens following every
absence (1 day or more) as soon as is reasonably practicable. This not only
allows the line manager to sign-off the Return to Work section of the Self
Certification (SC1) form, but provides opportunity to:
•
•
•
•
•
•
•
•

welcome the employee back, ensuring that they know their presence
was missed;
establish the 'true' cause of the absence;
ensure the employee is genuinely fit to resume work;
update them on news and any changes;
discuss any support needed or, in some instances, a more detailed
return to work programme;
tease out any hidden problems or individual concerns;
consider reviewing the Health and Safety Risk Assessment of the role;
discuss any preventative measures which can be put in place to
minimise repeat absences.

9.2

Most Return to Work interviews will be informal and brief but where
appropriate, the line manager will retain notes for future reference (notes will
not usually be required for occasional days of minor illness).

10

Monitoring absence levels

10.1

All employees' absences will be centrally recorded and routinely reviewed by
management. Further action will be taken where there are concerns about an
employee's absence levels.

11

Management Intervention

11.1

An 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

Where absence is recorded as being pregnancy-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 adjustments to workload, hours or working
practices;
the right to 'self certify' may be withdrawn and the 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
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

Employees may be required to consent to a medical examination by a medical
practitioner or Occupational Health Adviser nominated by the organisation.
Employees will be requested to sign a Medical Consent Form (OH3) which
advises them of their rights under the Access to Medical Reports Act 1998.

13.2

Where an employee unreasonably refuses to consent to a medical examination,
then Healthwatch Worcestershire will make decisions based on the evidence
available to them.
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