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[bookmark: _Toc215212273]1.0 Introduction
[bookmark: _Toc518543431]
This Procedure supports the Sickness Absence Policy (HR17) and outlines the process to be followed when managing employee absence due to ill health. Ark is committed to handling absence in a fair, consistent and supportive manner, ensuring compliance with UK employment law and ACAS guidance.

The aim of this Procedure is to balance organisational needs with our responsibility to support employees’ health and wellbeing. The focus is on early intervention, maintaining open communication and helping employees return to work wherever possible.

[bookmark: _Toc215212274]2.0 Reporting Sickness Absence 

Employees are responsible for notifying their line manager as soon as they become aware they cannot attend work. Notification must be made by telephone unless this is genuinely not possible, for example, hospitalisation. Text messages or emails are not an acceptable form of notification.

Where an employee is hospitalised or unable to provide direct notification, managers may contact the employee’s designated family member or Next of Kin (NOK) to obtain essential information, ensuring confidentiality and compliance with data protection requirements.

Where the line manager is not available, absence should be reported to their line manager, the assigned covering manager or equivalent. Where the absence is being reported out with a managers working hours (9am – 5pm), it should be reported to the manager on call. 

Operational employees, such as Support Workers and Customer Service Advisors, must report any illness that prevents them from attending work as soon as it becomes apparent, and no later than two hours before their scheduled start time. All other employees must report absence by their normal start time. Managers will record the details of the absence, including the reason, the anticipated duration and whether medical advice has been sought.

Where a Support Worker needs to report their absence out with their line manager’s core working hours (Monday – Friday, 9am – 5pm) this should be done both locally with the relevant team so cover can be sought and arranged if necessary and also through the Manager on Call (MOC) process.

[bookmark: _Hlk207806290]Employees are expected to remain in regular contact during their absence. For short term absences, it is the responsibility of the employee to be contacting their line manager daily by telephone unless otherwise agreed between employee and manager. For longer absences, at least weekly contact should be maintained unless otherwise agreed. This enables the organisation to plan cover and maintain communication with the employee.

Failure to follow reporting requirements may result in loss of sick pay and, if repeated or intentional, may be treated as misconduct under the Disciplinary Policy & Procedure (HR18).
[bookmark: _Toc215212275]3.0 Certification of Absence 

For absences of seven calendar days or fewer, employees must complete a self-certification form on their return to work (Appendix 1).

For absences that continue beyond 7 calendar days employees must provide a GP fit note. Fit notes may state that an employee is not fit to work or fit to work with adjustments such as a phased return, amended duties, altered hours or workplace adaptations.

Where adjustments are recommended, the organisation will give full and fair consideration, in consultation with the employee, HR and, where appropriate, occupational health (OH). Adjustments will be implemented where practicable and reasonable, which may include putting an Extra Duy of Care (EDOC) risk assessment in place to support a return, taking into account business needs. If adjustments cannot reasonably be accommodated, the employee will remain on sickness absence.

Where absences are frequent or prolonged, the organisation reserves the right to request further medical advice to better understand the employee’s health, support needs, and capability for work.

[bookmark: _Toc215212276]4.0 Maintaining Contact

Regular contact during absence is vital to support the employee, plan operational cover and facilitate return to work. Managers and employees should agree how, who and when contact will take place but ultimately the onus will be on the employee to keep in touch with their manager, especially during a short-term absence. If an employee does not maintain contact, the manager will take steps to re-establish communication.

Contact may take place by telephone, video call, or in person. In-person meetings should only occur where agreed by both the manager and employee, and where appropriate for the employee’s health and circumstances. Managers should consult HR if they are unsure on the appropriateness of an in-person meeting. 

Failure to engage may affect contractual sick pay entitlement and, if repeated without good reason, may be treated as misconduct under the Disciplinary Policy & Procedure (HR18).

[bookmark: _Toc215212277]5.0 Absence Without Leave (AWOL) / Unauthorised Absence

Where an employee fails to attend work and does not notify their line manager, the absence will be treated as unauthorised (AWOL).

[bookmark: _Toc215212278]5.1 Initial Management Response

On the first day of absence, the manager must make reasonable attempts to contact the employee using all available contact details (Call/Text or Email). If no response is received before the end of the employees scheduled shift, HR must be informed. A formal letter will then normally be issued to the employee via email or to their home address requiring immediate contact and an explanation of the absence.

Prior to HR issuing a formal letter, discussion should take place between the appropriate manager(s) and HR to discuss whether or not the organisation needs to reach out to the employees NoK or contact the police to carry out a wellbeing check on the employee. 

[bookmark: _Toc215212279]5.2 Pay Implications

Any period of AWOL will be unpaid. If the employee subsequently provides acceptable medical evidence or a satisfactory explanation, the absence will be regularised and pay and personnel records adjusted accordingly. Until such evidence is received, the absence remains unauthorised and unpaid.

[bookmark: _Toc215212280]5.3 AWOL Process 

Following the first formal letter sent to the employee from HR, if there is no contact by the date stated on the letter a follow up letter will be sent with a final date for the employee to make contact.

If there is no contact by the date specified on the letter Ark may commence the leavers process. Ark will take a case by case approach to determine the appropriate next steps. 

Prior to HR issuing a follow up letter, discussion should take place between the appropriate manager(s) and HR to discuss whether or not the organisation needs to reach out to the employees NoK or contact the police to carry out a wellbeing check on the employee. 

[bookmark: _Toc215212281]5.4 Interaction with Sick Pay and Absence Management

Where AWOL arises during sickness absence, for example, where an employee fails to maintain agreed contact or provide certification, the organisation may suspend payment of Statutory Sick Pay (SSP) and/or Occupational Sick Pay (OSP). Periods of AWOL do not count towards sickness absence triggers under this Procedure, as they are treated as conduct rather than capability issues.

[bookmark: _Toc215212282]6.0 Return to Work Discussions 

A return to work (RTW) discussion will normally be held by the line manager after each period of sickness absence, and the appropriate paperwork should be completed to reflect this (Appendix 2). This should be carried out on the first day the employee returns to work to ensure they are fit to return. This meeting welcomes the employee back, confirms the reason for absence, ensures records are accurate and explores whether any ongoing health issues or support needs exist, including temporary adjustments such as an EDOC risk assessment or a phased return, more information on a phased return can be found in Section 8.

The purpose of RTW discussions is to offer support to employees, this is an informal meeting however, employees are expected to attend when requested; failure to do so without good reason may be addressed under the Disciplinary Policy & Procedure (HR18).
[bookmark: _Toc94085239][bookmark: _Toc215212283]7.0 Monitoring Absence 

Absence is monitored to identify levels and patterns. The following triggers apply and will prompt a formal invitation from the HR Team to an Absence Management Meeting between the employee and appropriate manager:

Stage 1 – Absence Review:
Four absences or 14 days’ sick leave in a rolling 12-month period.

Stage 2 – Absence Review:
Two absences or 5 days’ sick leave in the next six months following placement on a Stage 1.

Stage 3 – Capability Hearing:
Two absences or 5 days’ sick leave in either of the six-month periods following placement on a Stage 2.

For the purpose of these triggers:

· An “absence” means any episode of sickness absence separated by a return to work.
· “Days” means total days lost to sickness and this differs for different employees due to different working patterns. For example: 
· if you are a Support Worker and were absent from the 1st March to the 31st March this would equate to 31 days lost to sickness absence as your working pattern, as per your contract of employment, is Monday – Sunday (7 days a week). 
· If you are a Manager or corporate services employee your absence will be recorded in line with your normal working pattern.
· Pregnancy-related sickness is recorded but does not count towards triggers.
· Disability-related absence will be handled with reasonable adjustments and objective justification where any formal action is contemplated.


[bookmark: _Toc215212284]7.1 Patterns of Absence 

Managers will investigate patterns of absence that appear unusual or raise concerns about attendance consistency. Such investigations will be conducted sensitively and confidentially.

[bookmark: _Toc215212285]7.2 Managers Discretion

Managers can choose to exercise discretion in applying absence triggers where individual circumstances warrant, such as for employees with known health conditions or exceptional situations.
[bookmark: _Toc201312507][bookmark: _Toc215212286]7.3 Stage Durations and Reviews 

Stage 1 is in place for six months from the date the absence management meeting takes place, and outcome is communicated to the employee. An as required review meeting will be held between the employee and their line manager, and it will be the managers responsibility to arrange this if necessary.

Where attendance has improved but not yet stabilised, and escalation thresholds have not been met, the manager may extend Stage 1 for a period of three months to support consolidation of improvement.

Stage 2 is in place for twelve months from the date the absence management meeting takes place, and outcome is communicated to the employee. An as and when required review meeting will be held between the employee and their line manager, and it will be the managers responsibility to arrange this if necessary.

Where attendance is improving but fragile, and escalation thresholds have not been met, the manager may extend Stage 2 for a period of three months to support sustained improvement.

Extension decisions should be confirmed in writing, set clear expectations and a further review point, and be made in consultation with HR to ensure consistency.

[bookmark: _Toc215212287]7.4 Meetings, Outcomes and Progression 

At Stage 1, the manager reviews the absence history, explores causes, confirms medical advice, considers adjustments and sets out clear expectations. A first capability warning will normally be issued at this stage unless there are exceptional circumstances that justify withholding it. Examples of exceptional circumstances include:

· A newly diagnosed health condition where reasonable adjustments are being implemented.
· Pregnancy-related or disability-related absence where adjustments are still under review.
· Clear evidence of sustained improvement in attendance prior to the meeting.

Any decision not to issue a warning must:
· Be documented with a clear rationale.
· Be agreed in consultation with HR to ensure consistency and fairness.

At Stage 2, the manager considers updated medical input, potential reasonable adjustments and any further support the employee may require. A final capability warning will normally be issued unless exceptional circumstances apply, following the same principles as above.

At Stage 3 (Capability Hearing), an appropriate manager will consider whether sustained attendance can reasonably be achieved, after full consideration of medical evidence (where appropriate), adjustments and alternatives (including redeployment). Potential outcomes include a further time-limited monitoring period, redeployment to a suitable role (where available) or dismissal on the grounds of capability due to ill health as a last resort.

Where an employee completes a stage without further trigger breaches but quickly relapses into intermittent absence within 1 month of the stage ending, managers will determine progression to the next stage as appropriate in conjunction with HR.

Note: Minutes of all meetings held under this Procedure (including Stages 1, 2, and 3, as well as any review or wellbeing meetings) must be captured accurately and signed by both the manager and the employee to confirm agreement on the discussion and outcomes.

[bookmark: _Toc94085240][bookmark: _Toc215212288]8.0 Long Term Absence 

Long term absence is normally managed through regular wellbeing contact and periodic review meetings. A contact plan will be agreed at the outset of the absence and adapted if health circumstances change. Managers should carryout wellbeing meetings with their employees as agreed in their contact plan ensuring the wellbeing meeting agenda is followed, completed and signed by both parties at the end of each meeting.

As part of these wellbeing meetings, potential individual workplace stressors should also be discussed. This provides an opportunity to identify factors in the work environment that may have contributed to the absence or could present barriers to a successful return. Where such stressors are identified, an Individual Stress Risk Assessment (ISRA) can be used as a structured support tool in conjunction with HR to explore reasonable adjustments and actions to reduce or remove these stressors.

Medical input will be sought proportionately and may include an OH referral. Reasonable adjustments, an EDOC risk assessment, phased return plans and temporary alternative duties will be considered where practicable.

Any phased return plan must be fully agreed between manager and employee with the terms communicated in writing. There is no maximum length of time that a phased return can last and should be considered on a case by case basis however it is encouraged that this be in place for no longer than 4 weeks. It also needs be agreed how the time spent not at work is being offset i.e. unpaid leave or annual leave.

Where medical opinion indicates that the employee may meet the Equality Act 2010 definition of disability, reasonable adjustments and redeployment options will be explored. If a sustainable return is not achievable within a reasonable period, the case may proceed to a Stage 3 Capability Hearing.

[bookmark: _Toc94085242][bookmark: _Toc215212289]9.0 Equality, Pregnancy and Maternity 

Where an employee’s health condition may amount to a disability under the Equality Act 2010, managers must work with HR to consider reasonable adjustments and put together an EDOC Risk Assessment. Sickness absence related to pregnancy or maternity will be recorded separately and will not be counted towards absence triggers or capability warnings. Managers must carry out and update a pregnancy EDOC Risk Assessment for any pregnant employee during each trimester. We will risk-assess roles, adjust duties where necessary and ensure no unfavourable treatment occurs because of pregnancy or maternity.

[bookmark: _Toc94085243][bookmark: _Toc215212290]10.0 Occupational Health and Medical Advice

The organisation may seek medical advice to better understand an employee’s condition and capability. This may involve referral to occupational health or, with the employee’s consent, contacting their GP under the Access to Medical Reports Act 1988. Employees are expected to cooperate with medical referrals. Where consent is declined, decisions will be made on the information available.

[bookmark: _Toc215212291]10.1 Occupational Health Appointments  

As part of our commitment to supporting employees’ health and wellbeing, we may refer staff for an Occupational Health (OH) assessment. OH provides expert advice on the interaction between health and work, with the aim of helping employees recover and return to work safely and effectively.

Ark will cover the cost of OH consultations where these are arranged as part of absence management or return-to-work support. However, employees are responsible for any charges arising from missed or late-cancelled appointments, as set by the provider:

· More than 48 hours’ notice: no fee will be due.
· Less than 48 hours’ notice: the full consultation fee will be charged.
· Failure to attend without cancellation: a non-attendance fee equivalent to the full consultation cost will be charged.

The current provider’s fee for a remote Occupational Physician consultation (telephone or video) is £245.00. The organisation reserves the right to reclaim these costs from the employee where missed or late-cancelled appointments occur.

By attending scheduled OH appointments and engaging with the advice provided, employees help ensure they receive the best support in managing their health in relation to work.

Note: the provider’s fees are subject to periodic review and may change. Ark will communicate any updates to employees as soon as possible.

[bookmark: _Toc215212292]11.0 Other Types of Leave  

Employees are expected to arrange personal and routine medical appointments outside of working hours wherever possible. Where this cannot be avoided, reasonable time off can be agreed with their line manager, subject to operational requirements. Such time off will not normally be recorded as sickness absence.

Similarly, absence to manage childcare or other caring responsibilities should not be recorded as sickness absence. Employees must make alternative arrangements in advance and discuss any requests for time off with their line manager, who will consider them in line with organisational policies (i.e. annual leave, discretionary leave, or flexible working options).

Appendix 4 outlines the current types of leave available within Ark, as well as the statutory leave set to be introduced in 2026. 

[bookmark: _Toc94085244][bookmark: _Toc215212293]12.0 Sick Pay 

Employees may be entitled to Statutory Sick Pay (SSP), subject to statutory rules, including waiting days and maximum duration under current legislation.

Employees may also qualify for Occupational Sick Pay (OSP) based on length of service:
· No OSP in the first year of service.
· From the first anniversary of continuous service: entitlement in a rolling 12-month period is 8 weeks at full pay and 8 weeks at half pay. Where an employee qualifies for Occupational Sick Pay (OSP), the payment will include any Statutory Sick Pay (SSP) due. SSP is not paid in addition to OSP. OSP is discretionary and may be withheld or withdrawn if the required procedures are not followed or if the absence is found to be dishonest.

[bookmark: _Toc215212294]12.1 Anniversary Rule

If an absence spans the first service anniversary, OSP starts from the anniversary date (subject to remaining entitlement).

[bookmark: _Toc215212295]12.2 Real-Time Processing 

Sickness absence will now be processed in real time rather than one month in arrears. This means that any absence reported and fully certified before the payroll cut-off date will be reflected in that same month’s pay. Absences reported on or after the cut-off date will be processed in the next available payroll cycle.

Employees should submit all required documentation (i.e. self-certification forms or GP fit notes) as soon as possible to avoid delays in payment. Managers must ensure absence information is recorded accurately and submitted promptly to support timely payroll processing.

This change is intended to improve the accuracy and timeliness of payroll, ensuring employees are paid correctly for sickness absence without unnecessary delay.

Note: Payroll cut-off dates vary each month and will be communicated by the Payroll Team. Employees should familiarise themselves with these dates to ensure timely submission of absence documentation.

[bookmark: _Toc215212296]12.3 Annual Leave Interaction 

For employees in receipt of OSP, contractual annual leave only accrues during sickness absence up to the point of nil OSP. Statutory annual leave accrues during sickness absence up to the statutory 28 days. Where an employee becomes unwell during booked annual leave, and reporting/certification rules are followed, the period will be recorded as sickness and the annual leave re-scheduled. With approval, annual leave may be taken during sickness absence; such days are paid at normal pay and do not reduce remaining SSP/OSP entitlements.

Employees unable to use their full allocation of annual leave as a result of sickness absence can also carry their annual leave over into the next leave year. More information can be found about this in the HR03 Annual Leave Policy. 


[bookmark: _Toc215212297]12.4 Pension Payments 

Pension contributions are payable on ‘basic pay’ only. When an employee is absent due to sickness, ‘basic pay’ is suspended and ‘occupational sick pay’ or ‘statutory sick pay’ is paid in place of this. This means that as pension is payable on ‘basic pay’ only, your pension contributions cease to be paid automatically.
 
You may continue to make your pensions payment throughout your sickness absence or on your return to work. If you wish to do so, please contact the payroll department. If you elect to pay for missed contributions, Ark will also pay the employer contributions for that period.
 
In any case Ark will continue to make a ‘death in service’ payment to The Pensions Trust on your behalf regardless of whether you choose to continue or make up the pension payments during your absence.


[bookmark: _Toc94085245][bookmark: _Toc215212298]13.0 Conduct During Absence 

Employees must not undertake activities inconsistent with the reason for their sickness absence. Concerns about misuse of sick leave (including working elsewhere in a similar job role while claiming to be unfit for work) will be investigated and may result in disciplinary action under the Disciplinary Policy & Procedure (HR18). Where serious concerns arise, OSP may be paused while the matter is investigated.

[bookmark: _Toc94085246][bookmark: _Toc215212299]14.0 Data Protection and Confidentiality 

Medical information will be held securely, lawfully and confidentially. Absence records will be retained and disposed of in line with the Data Protection and Records Management policies and legal requirements.
[bookmark: _Toc215212300]15.0 Right to be Accompanied and Reasonable Adjustments 

At formal stages (Stages 1, 2 and capability meeting) employees have the right to 5 days’ notice of their absence management meeting. Employees also have the right to be accompanied by a trade union representative or workplace colleague. We will consider any reasonable adjustments to the process at request.

Employees are also entitled to waive any right to notice of a meeting or representation should they chose to do so. 
[bookmark: _Toc215212301]16.0 Appeals

Where an employee disagrees with a formal capability outcome under this Procedure (for example, a Stage 1 or Stage 2 warning, or a capability dismissal), they may appeal in writing within 5 days of the outcome, stating their grounds clearly (procedural fairness, evidence, reasonableness). Appeals will be heard by a manager not previously involved and the outcome confirmed in writing. The appeal decision is final within the organisation.

Where absence issues are addressed as conduct (i.e. dishonesty, AWOL, refusal to follow reporting rules), the appeal route and timescales in the Disciplinary Policy & Procedure (HR18) will apply.

[bookmark: _Toc215212302]17.0 Interaction with the Disciplinary Policy & Procedure

This Procedure manages absence primarily as a capability and wellbeing matter. However, where an employee fails to comply with reporting requirements, refuses to provide certification, fails to attend required meetings without good reason, misuses sick pay, undertakes activities inconsistent with the reason for absence, or remains absent without authorisation, the matter may be treated as misconduct. In such cases the Disciplinary Policy & Procedure (HR18) will apply. HR will advise managers where there is uncertainty about the appropriate route to ensure fair and consistent application.

[bookmark: _Toc215212303]17.1 Suspension and Sickness Absence  

In line with the Disciplinary procedure, where an employee is suspended this will be on full pay.  However, should an employee submit a medical certificate during a period of suspension they will be treated as absent due to sickness and receive the applicable sick pay, any absence during a period of suspension will count as normal sickness and will be taken into account when looking at trigger points. When the sickness ends, suspension resumes.
[bookmark: _Toc215212304]18.0 Training and Monitoring Requirements 

[bookmark: _Toc215212305]18.1 Training 

Managers will receive guidance and support through structured coaching from HR or formal training, as required. Ark will also ensure that all relevant employees have a clear understanding of the policy and their responsibilities under it, to help maintain a fair, consistent, and supportive approach to managing absence across the organisation.

[bookmark: _Toc215212306]18.2 Monitoring

To ensure the effectiveness and continuous improvement of the Absence Policy, regular monitoring and review processes will be carried out. This includes:

· Cyclical Review: The Policy will be formally reviewed every 5 years to ensure it remains in compliance with relevant laws and reflects best practices in managing sickness absence.
· Ongoing Monitoring: The implementation of the Policy will be continuously monitored by the HR team to ensure that it is being followed effectively.

[bookmark: _Toc215212307]19.0 Related Policies, Procedures & Documentation

· [bookmark: _Hlk206575103]HR03 – Annual Leave Policy
· HR04 – Staff Code of Conduct Policy
· HR07 – Equality, Diversity, Inclusion, and Human Rights Policy
· HR11 – Maternity Policy
· HR17 – Sickness Absence Management Policy
· HR18 – Disciplinary Policy & Procedure
· HR20 – Drug and Alcohol Misuse Policy
· G24 – Data Protection Policy & Procedure
· G25 – Records Management Policy & Procedure










[bookmark: _Toc215212308]Appendix 1 – Self-certification Form

Self-Certification of Sickness Absence
(For absences of 7 calendar days or fewer. If your illness/injury lasts longer than 7 days, you must provide a doctor’s certificate/fit note.)

Employee Details
	Name:
	

	Payroll No:
	

	Department/Project:
	

	Job Title:
	


Absence Details
	First day unfit for work:
	

	Last day unfit for work:
	

	Date returned to work:
	


Reason for absence (please give specific details):
_______________________________________________________________
_______________________________________________________________
Was the absence due to an accident or injury at work? ☐ Yes ☐ No
If yes, give details (and ensure the incident is recorded in the Accident Book and reported where required):
_______________________________________________________________
_______________________________________________________________
Employee Statement
Did you visit a doctor during this absence? ☐ Yes ☐ No
Did you visit hospital during this absence? ☐ Yes ☐ No
I declare that the above information is true and accurate to the best of my knowledge. I understand that providing false or misleading information may lead to disciplinary action, up to and including dismissal.
Employee signature: ____________________ Date: __________
Manager Use Only

(to ensure accurate recording and payroll adjustment)
	Date
	Hours lost
	Date
	Hours lost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Manager’s name & signature: ____________________ Date: __________

Notes
- All self-certification forms are held confidentially.
- For work-related injuries, follow Health & Safety reporting procedures.







[bookmark: _Toc215212309]Appendix 2 – Return to Work Form

RETURN TO WORK INTERVIEW – CONFIDENTIAL

Instructions
This form must be completed on the employee’s first day back at work. The interview should be carried out by the line manager (or another manager if unavailable).

Section 1 – Employee & Interview Details
	Employee name:
	

	Manager name & role:
	

	Date of return:
	

	Date of interview:
	



Section 2 – Absence & Attendance Summary
Latest Absence
	Dates absent: From ____ To ____
	

	Total days absent:
	

	Reason for absence:
	

	Medical advice sought? ☐ Yes ☐ No (If yes, details:)
	

	Could employee reasonably have attended work? ☐ Yes ☐ No
	

	Underlying condition? ☐ Yes ☐ No
	

	Pregnancy related? ☐ Yes ☐ No
	

	Notification of absence procedure followed? ☐ Yes ☐ No
	


Sick pay applicable? ☐ Yes ☐ No
(Note: Employees with under 1 year’s service are not entitled to Occupational Sick Pay. Pay will be adjusted accordingly.)
Attendance Record (Reference Period – normally 12 months)
	Absences in reference period: ______ periods
	

	Total days absent in reference period: ______ days
	

	Any patterns/trends in absence? ☐ Yes ☐ No (If yes, describe:)
	

	Previous adjustments/support:
	

	Are further adjustments needed? ☐ Yes ☐ No (If yes, detail:)
	

	Should a medical report be requested? ☐ Yes ☐ No
	

	Is current attendance level satisfactory? ☐ Yes ☐ No
	


Consequences of continued absence discussed? ☐ Yes ☐ No





Section 3 – Fitness for Work
	Is the employee fit to resume duties? ☐ Yes ☐ No
	

	If self-certificated absence (<7 days), has form been received? ☐ Yes ☐ No
	

	If GP-certified absence, fit note provided? ☐ Yes ☐ No
	

	Are workplace adjustments required? ☐ Yes ☐ No (If yes, specify:)
	


Section 4 – Next Steps & Review
	Further review required? ☐ Yes ☐ No
	

	If yes, agreed timescale:
	



Section 5 – Confirmation

I confirm that the information recorded is accurate to the best of my knowledge. I understand that providing false information may result in disciplinary action, up to and including dismissal.

Employee signature: _________________________ Date: __________

Manager signature: _________________________ Date: __________






















[bookmark: _Toc215212310]Appendix 3 – Wellbeing Meeting Agenda 

Employee well-being meeting form

	Section1:
Meeting Details 
	

	Date of meeting
	

	Employee name 
	

	Manager name 
	

	Reason for absence 
	

	Previous well-being meetings 
	



	Section 2:
Health & Support
	

	EAP information provided
	

	External support accessed (i.e. counselling, physio etc.?)
	

	Next GP or specialist appointment details
	

	Section 3:
Workplace Factors
	

	Any workplace stressors identified (if so, please detail)
	

	ISRA necessary (if so, please complete)
	

	Section 4:
Return to Work Planning
	

	Discussed adjustments (phased return, amended duties, EDOC etc.)
	

	Section 5:
Any other relevant information
	

	Detail if relevant 
	





	Section 6:
Confirmation
	

	Employee Signature
	


	Manager Signature
	


	Next Review Date
	






[bookmark: _Toc215212311]Appendix 4 – Types of Leave 

	Type of Leave
	Paid / Unpaid
	Notes

	Sickness Absence 
	Paid / Unpaid
	Statutory Sick Pay (SSP) as per legislation; Occupational Sick Pay (OSP) after 1 years’ service (see Section 12).

	Annual Leave (Inc. Public Holidays)
	Paid
	Contractual entitlement per HR03 Annual Leave Policy.

	Maternity Leave
	Paid / Unpaid
	Up to 52 weeks: first 39 weeks paid if eligible (SMP – 6 weeks at 90% pay, then flat rate; OMP – 12 weeks at 50% pay if eligible); remainder unpaid.

	Neonatal Care Leave
	Paid
	Up to 12 weeks; statutory right for parents of babies in neonatal care.

	Paternity Leave
	Paid
	Up to 2 weeks at statutory rate if eligible (can be taken as one block or two separate one-week blocks within 56 days of birth or adoption).

	Adoption Leave
	Paid / Unpaid
	Up to 52 weeks: first 39 weeks paid if eligible (SAP – 6 weeks at 90% pay, then flat rate; OAP – 12 weeks at 50% pay if eligible); remainder unpaid.

	Shared Parental Leave
	Paid / Unpaid
	Up to 50 weeks leave and 37 weeks’ pay shared between parents (statutory ShPP if eligible).

	Carer’s Leave
	Unpaid
	Up to 1 week per year for dependants (statutory right).

	Parental Leave
	Unpaid
	Up to 18 weeks per child under age 18; max 4 weeks per year, usually in week-long blocks (days allowed if child is disabled).

	Parental Bereavement Leave
	Paid / Unpaid
	Up to 2 weeks following child death or stillbirth; statutory pay if eligible.

	Compassionate Leave
	Paid (discretionary)
	Usually up to 3 days; subject to manager approval 

	Special Leave
	Paid (discretionary)
	Usually up to 5 days; subject to manager approval

	Jury Duty
	Paid
	Employees must inform manager immediately; statutory right applies.

	Medical Appointments 
	Unpaid (unless agreed)
	Employees should arrange outside working hours where possible; exceptions may apply for urgent or hospital appointments.

	Other Discretionary Leave 
	Paid / Unpaid 
	Exceptional circumstances; subject to ET approval.






























Appendix 5 – Absence Management Process Flows 
Stage 1
Four absences or 14 days’ sick leave in a rolling 12-month period.















Stage 2
Two absences or 5 days’ sick leave in the next six months following placement on a Stage 1.












	




Stage 3 (Capability Hearing)
Two absences or 5 days’ sick leave in either of the six-month periods following placement on a Stage 2.












Stage 1 Absence Management is triggered


Manager notifies the HR Team who confirm the trigger has been met and arrange an AMM between the manager and employee


During the AMM, the manager reviews the absence history, explores causes, confirms medical advice, considers adjustments and sets out clear expectations


The meeting will be documented, and the minutes will be signed by both the manager and the employee. Where possible the outcome will be communicated on the day however, if this is not feasible, the outcome will be provided as soon as operationally possible. 


The HR Team review the minutes and confirm the managers outcome in writing. 



Stage  2 Absence Management is triggered 


Manager notifies the HR Team who confirm the trigger has been met and arrange an AMM between the manager and employee


During the AMM, the manager considers updated medical input, potential reasonable adjustments and any further support the employee may require.


The meeting will be documented, and the minutes will be signed by both the manager and the employee. Where possible the outcome will be communicated on the day however, if this is not feasible, the outcome will be provided as soon as operationally possible. 


The HR Team review the minutes and confirm the outcome in writing. 



Stage  3 Absence Management is triggered


Manager notifies the HR Team who confirm the trigger has been met.


The hearing will be held to determine whether sustained attendance can reasonably be achieved, taking into account all relevant factors, including medical evidence (where appropriate), reasonable adjustments, and alternative options


The hearing will be documented, and the minutes will be signed by both the manager and the employee. Where possible the outcome will be communicated on the day however, if this is not feasible, the outcome will be provided as soon as operationally possible. 


The  appropriate member of the HR Team will review the minutes and confirm the outcome in writing. 


The case is now escalated to the appropriate member of the HR Team and appropriate manager and a formal capability hearing is scheduled 
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