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Scope
Policy Statement Who the policy applies to.
A short opening paragraph explaining:
o Commitment to employee wellbeing

¢ |Importance of attendance
¢ Fair and consistent approach

Reporting Sickness Absence
[\ Simple framework:
¢ Who to contact

 How to contact them
Keeping in Touch . gg&/v rl‘gfmtlgﬁ to personally make contact unless
X . ui ) u
During Absence exceptional circumstances apply
A short opening paragraph
explaining:

e Commitment to
employee wellbeing
¢ |Importance of

WSS Certification Requirements
¢ Fair and consistent
approach Simple explanation:
¢ Self-certification up to 7 calendar days
\ ¢ Fit note from day 8 onwards
Return to Work Meetings
A short section explaining: Managing Attendance
 Areturn-to-work discussion may be held ) .
following any absence An overview of how attendance will
e Purpose is support and wellbeing be reviewed where absence
¢ Opportunity to discuss adjustments lbecomes frequent, prolonged, or
begins to impact operational
\ requirements.
Sick Pay \ Long-Term Absence
Details of any occupational sick pay : : v
entitiement can be found in your contract A.bnlafa?ﬁt%tiﬁiﬂ g?:\é?\rtlggt
of employment.

¢ Medical advice may be sought
¢ Consideration of adjustments and
support

Managing Attendance
A simple Equality Act commitment.



Absence Policy Template

Policy Statement

[Organisation Name] recognises that employees may be unable to attend work from time to time due to
illness or injury. We are committed to supporting employee wellbeing whilst maintaining appropriate

attendance levels to ensure the effective operation of the business.

This policy outlines the procedures employees should follow when reporting sickness absence and
explains how absence will be managed fairly, consistently, and reasonably.

Scope

This policy applies to all employees of [Organisation Name].

Reporting Sickness Absence

If you are unable to attend work due to sickness, you must notify your manager as soon as possible and
no later than [insert time] on your first day of absence.

Notification should be made by [insert method].
You should provide:

e The reason foryour absence
e The expected duration of your absence, if known
e Any urgent work arrangements that may need attention

Employees are expected to make contact personally unless exceptional circumstances prevent them
from doing so.

Keeping in Touch During Absence

Employees are expected to maintain reasonable contact with the organisation during periods of sickness
absence.

Where an absence continues beyond the initial notification, employees may be required to provide
updates regarding their recovery and likely return-to-work date.

The organisation will also maintain appropriate contact to provide support and discuss any relevant
workplace arrangements.



Certification Requirements

For absences lasting seven calendar days or fewer, employees will be required to complete a self-
certification form upon their return to work.

For absences lasting eight calendar days or more, a fit note from an appropriate healthcare professional
must be provided and kept up to date throughout the period of absence.

Failure to provide appropriate certification may affect entitlement to sick pay and may be managed in

accordance with the organisation's policies and procedures.

Return to Work Meetings
The organisation may conduct a return-to-work discussion following any period of sickness absence.
The purpose of the discussion is to:

Confirm fitness to return to work
Discuss any support required
Identify any ongoing health concerns

Ensure absence records are accurate and complete

Return-to-work discussions are intended to provide support and promote employee wellbeing whilst
helping the organisation maintain accurate attendance records.

Managing Attendance

The organisation will monitor attendance levels to identify any recurring, frequent, or prolonged
absences.

Where attendance becomes a concern, the organisation may review absence records and discuss the
situation with the employee to better understand any underlying issues and consider what support may
be appropriate.

Any attendance concerns will be managed fairly, consistently, and in accordance with relevant policies
and procedures.

Long-Term Absence

Where an employee experiences a prolonged period of sickness absence, the organisation will maintain
reasonable contact and may seek additional information regarding the employee's ability to return to
work.



The organisation may consider:

Medical advice
Workplace adjustments
Temporary changes to duties or working arrangements

A phased return to work

Each situation will be considered on its individual circumstances.

Disability and Reasonable Adjustments
The organisation is committed to meeting its obligations under the Equality Act 2010.

Where an employee has a disability or health condition that may require workplace support, reasonable
adjustments will be considered to help remove barriers and support the employee in carrying out their
role.

Employees are encouraged to discuss any support needs with their manager.

Sick Pay

Details of any sick pay entitlement, including Statutory Sick Pay (SSP) and any enhanced contractual sick
pay arrangements, can be found within your contract of employment or employee handbook.

Responsibilities
Employees
Employees are responsible for:

Following absence reporting procedures

Providing accurate information regarding their absence
Maintaining reasonable contact during periods of absence
Providing any required certification

Managers
Managers are responsible for:

Recording sickness absence accurately
Maintaining appropriate contact during absence
Conducting return-to-work discussions where appropriate

Applying this policy fairly and consistently



Policy Review

This policy will be reviewed periodically to ensure it remains appropriate, legally compliant, and aligned
with the needs of the organisation.



