
With the introduction of day one statutory sick pay under the
Employment Rights Bill, absence management is no longer something

businesses can afford to take a relaxed approach to.
This checklist is designed as a quick, practical guide to help you stay in

control, spot early warning signs, and take consistent action before
absence becomes a wider issue.

A clear and consistent approach protects your business, supports your
team, and ensures fairness across the board.
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Why Consistency Matters
Inconsistent or overly relaxed approaches to
absence can quickly lead to:

Unclear expectations for employees
Increased absence levels
Perceived unfairness within teams
Difficulty addressing issues later down the line

If you let things slide early on, it becomes much
harder to regain control later.

This checklist forms part of a wider Absence Management Toolkit, which includes:
A fully compliant absence policy
Return-to-work templates and guidance
Trigger frameworks and escalation steps
Support for managing both short and long-term absence

    If you’d like access to the full toolkit, or support implementing a clear and consistent
absence management approach within your organisation, feel free to get in touch.

Need More Support?

HR with a heart - because people need people



Regular absence on the same day(s)
Patterns linked to shifts, responsibilities, or specific tasks
Frequent last-minute notifications

P A T T E R N - B A S E D  T R I G G E R S

F R E Q U E N C Y  T R I G G E R S
3 or more separate absences within a 3–6 month period
Repeated short-term absences with no clear pattern
Absences regularly occurring before/after weekends or annual leave

D U R A T I O N  T R I G G E R S
A single period of long-term absence (typically 4+ weeks)
Repeated absences increasing in length over time

B E H A V I O U R A L  I N D I C A T O R S
Lack of engagement during return-to-work discussions
Vague or inconsistent reasons for absence
Noticeable changes in behaviour, attitude, or performance

Ongoing disruption to the business or team
Increased pressure on other staff members
Difficulty maintaining safe staffing levels (particularly relevant in
care/early years settings)

O P E R A T I O N A L  I M P A C T
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N E X T  S T E P S

Address concerns early — don’t wait for patterns to worsen
Hold a return-to-work discussion after every absence
Keep clear and accurate records
Apply your approach consistently across all employees
Consider whether support, adjustments, or further action may be required

PA R T  O F  T H E  E D U C A R E  H R  R E S O U R C E  H U B

F O R  F U L L  G U I D A N C E  A N D  T E M P L AT E S ,  V I S I T  E D U C A R E  H R  S O L U T I O N S

Consistency is key — small actions early prevent bigger issues later.
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