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1.0 [bookmark: _Toc206491431][bookmark: _Hlk206489698]Policy Statement 

We are committed to supporting employee health, wellbeing, and attendance at work. While good attendance is an important part of employment, we recognise that employees may be unwell and unable to attend work at times. This Policy outlines our approach to managing sickness absence in a fair, consistent, and supportive manner, in line with UK employment legislation and ACAS guidance.
We aim to balance the needs of the organisation with our duty of care to staff, promoting early intervention, open communication, and reasonable adjustments where required.
Breaching this Policy may result in disciplinary action, depending on the severity of the violation.
[bookmark: _Toc206491432]1.1 Legal & Regulatory Framework

Our Policy aligns with relevant UK employment laws and regulatory guidelines to ensure fairness, consistency, and legal compliance in the management of sickness absence. This ensures that employees are treated with dignity and respect, while the organisation maintains high standards of accountability and effective service delivery. This Policy complies with:
· Employment Rights Act 1996 – establishes employee rights in relation to sickness absence, notice requirements, and statutory sick pay.
· Equality Act 2010 – protects employees from discrimination on the grounds of disability and requires employers to consider and implement reasonable adjustments for staff whose health conditions meet the definition of a disability.
· Health and Safety at Work Act 1974 – places a duty on employers to safeguard the health, safety, and welfare of employees, including the management of work-related ill health and stress.
· Data (Use and Access) Act 2025, Data Protection Act 2018 and UK GDPR – ensures that all personal and medical information relating to absence is collected, processed, stored, and shared securely, lawfully, and only where necessary.
· Access to Medical Reports Act 1988 – gives employees rights in relation to medical information shared with the employer, ensuring transparency and consent when seeking occupational health or GP reports.
· ACAS guidance on managing sickness absence – provides recognised standards for handling absence matters in a fair, supportive, and reasonable manner.
Ark will ensure that processes are conducted in compliance with these legal frameworks, incorporating best practices to support employees and uphold organisational standards.
[bookmark: _Toc206491433]2.0 Scope

This Policy applies to all Ark employees.

[bookmark: _Toc206491434]3.0 Roles & Responsibilities

There is a range of standard expectations which underpin all policies. Read more about standard role and responsibilities in addition, the following specific responsibilities apply to this Policy.

All employees are expected to take reasonable care of their own health and wellbeing and to attend work regularly and punctually. If unwell, employees must follow the agreed absence reporting procedure and provide appropriate medical certification when required. They are also expected to maintain regular contact with their manager during any period of absence, cooperate with return-to-work discussions, and engage constructively in any occupational health referrals or discussions about reasonable adjustments (please see HR17a – Sickness Absence Procedure for more information).

Managers play a vital role in supporting staff wellbeing and managing absence. They are responsible for promoting a healthy working environment, addressing concerns about attendance at an early stage, and maintaining regular and sensitive contact with employees who are absent. Managers must ensure that return to work discussions are carried out consistently, with a focus on understanding the reasons for absence and identifying any underlying issues. They should also consider reasonable adjustments or phased returns where appropriate, in consultation with HR and occupational health. Where attendance remains unsatisfactory despite support, managers will work with HR to decide on appropriate next steps under the Sickness Absence Procedure.

The HR team is responsible for ensuring that absence management is carried out consistently and in line with employment law, organisational policy, and ACAS best practice. HR will advise managers on the correct approach to handling different types of absence, monitor absence levels and trends across the organisation, and coordinate referrals to occupational health services. HR also ensures that employees’ rights are protected, that personal data is handled lawfully, and that managers are supported in their role.


[bookmark: _Toc206491435]4.0 Related Policies, Procedures & Documentation

· HR03 – Annual Leave Policy;
· HR04 – Staff Code of Conduct Policy;
· HR07 – Equality, Diversity, Inclusion, and Human Rights Policy;
· HR11 – Maternity Policy;
· HR17a – Sickness Absence Procedure;
· HR18 – Disciplinary Policy & Procedure;
· HR20 – Drug and Alcohol Misuse Policy;
· G24 – Data Protection Policy & Associated Procedures;
· G25 – Records Management Policy & Procedure.
[bookmark: _Toc206491436]5.0 Sickness Absence 

We recognise that absence from work can occur for a variety of reasons, ranging from short-term illness (lasting fewer than 28 calendar days) to long-term or recurring health conditions (lasting 28 calendar days or more). While these definitions help us to record and manage absence consistently, support from managers and the organisation is not dependent on whether an absence is classified as short or long term. Our approach is designed to provide timely and appropriate support to staff, whilst ensuring the organisation continues to operate effectively.

Employees who are absent will be treated with dignity and respect at all times. We will maintain regular and appropriate contact during absence, ensuring that employees feel supported rather than pressured. Return to work discussions will take place at the earliest opportunity following each absence, giving the employee an opportunity to explain the reason for their absence and to raise any concerns about their health or workload. These meetings also allow managers to identify patterns of absence or potential underlying health issues at an early stage.

The organisation will actively consider adjustments that may help an employee return to or remain in work. This could include seeking medical input from our occupational health (OH) provider, temporary changes to duties, flexible working arrangements, or a phased return. Where an employee has a health condition that falls within the scope of the Equality Act 2010, reasonable adjustments will be explored fully.

While we are committed to supporting employees, there may be occasions where absence levels become unsustainable. Where this is the case, Arks formal absence management processes may be initiated in line with the Sickness Absence Procedure (17a). During this process managers can discuss appropriate support with their employees and this will always be approached fairly and transparently.
[bookmark: _Toc206491437]6.0 Training & Monitoring Requirements   
[bookmark: _Toc206491438]6.1 Training

Managers will be provided with support, guidance, and where required, training to ensure they can manage absence confidently and fairly. Support and guidance will focus on practical skills such as conducting return to work discussions, having sensitive conversations about health, understanding how to identify and address potential underlying issues, and applying the Policy consistently. Managers will also receive support in considering reasonable adjustments, making occupational health referrals, and recognising the link between absence management and employee wellbeing.




[bookmark: _Toc206491439]6.2 Monitoring

Monitoring absence across the organisation is essential to ensure fairness, identify trends, and improve wellbeing support. HR will maintain accurate records of absence and regularly review data to spot patterns such as high levels of short-term absence, recurring absences linked to particular conditions, or areas where additional wellbeing support may be needed though it is also the responsibility of managers to proactively manage absence within their teams. Findings from monitoring will inform organisational initiatives to improve health and wellbeing at work.

This Policy will be reviewed every 5 years to ensure it remains up to date with changes in legislation and reflects best practice. Feedback from managers and employees will be considered in each review, with the aim of continuously improving how we support staff and manage sickness absence.

The results of these monitoring activities will be used to improve the Policy and the organisation's overall approach for managing concerns about employee conduct or behaviour that falls below the standards expected by Ark.
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