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SICKNESS ABSENCE PROCEDURE  

INTRODUCTION  

It is THE COMPANY’s policy to enable the reporting of sickness absence and for the management of 

sickness absence in a fair and consistent way.  

We also wish to ensure the reasons for sickness absence are understood in each case and investigated 

where necessary.  In addition, where needed and reasonably practicable, measures will be taken to 

assist those who have been absent by reason of sickness to return to work.  

SCOPE   

• This Procedure is only intended to apply to Internal Personnel.  

• THE COMPANY recognises that sickness absence can vary from short intermittent periods of 

illhealth to a continuous period of long-term absence from a number of different causes (for example, 

injuries, recurring conditions, or a serious illness requiring lengthy treatment).  

• Annual leave will continue to accrue during long-term sickness absence, (4 weeks continuous 

absence) however this will be at the statutory minimum entitlement (as opposed to your contractual 

entitlement) and may only be carried forward for a maximum of 18 months.  

• With the exception of a return to work interview, you may be accompanied by a Companion to any 

meeting or appeal meeting under this Procedure  

• This Procedure may be amended at any time and from time to time. THE COMPANY may also vary 

the procedures set out in this policy, including any time limits, as appropriate in any case.  

DEFINITIONS  

• Appropriate Manager for the purpose of this Procedure refers to either your Head of Department, 

Department Manager, Team Leader or Line Manager.  

• Companion means fellow employee or an accredited Trade Union Official, or a workplace trade 

union representative, provided they have been reasonably certified in writing by their Union as having 

experience of, or having received training in, acting as a worker’s companion at disciplinary or 

grievance hearings. Certification may take the form of a card or letter.   

• Disability1 is defined as “a physical or mental impairment that has a ‘substantial’ and ‘long-term’ 

adverse effect on your ability to do normal daily activities”.  

• Internal Personnel (you/your) refers to employees of THE COMPANY and includes directors, 

officers, managers, permanent, fixed-term and home workers.  

• Long-term Sickness Absence refers to a single period of four weeks or more.  

• Return to Work Meeting refers to an informal meeting to discuss the reasons for your absence to 

be held shortly after your return to work following a period of sickness absence.   

• Sickness Absence Meeting refers to a formal meeting to discuss your sickness absence.  

• THE COMPANY (we/our) refers to THE COMPANY Consulting (UK) Ltd.  

• Statement of Fitness for Work (Fit Note) refers to a medical certificate which must be provided for 

any sickness absence lasting more than 7 consecutive, calendar days.  it can be used by GP’s to 

confirm an individual is ‘not fit for work’, or ‘may be fit for work’ based on adjustments such as a 

phased return to work or lighter duties for a specified period.  

• Statutory Sick Pay (SSP)2 refers to a benefit payable to Internal Personnel who are ill, provided 

certain qualifying conditions are met.  

 
1 https://www.gov.uk/definition-of-disability-under-equality-act-2010   
2 https://www.gov.uk/statutory-sick-pay-ssp   
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• Unauthorised absence refers to absence that has not been notified according to the Sickness 

Absence Reporting Procedure (see below).  

  
Appointments  

• If you need to be absent from work to keep a medical, dental or other essential appointment, prior 

permission should always be obtained from an Appropriate Manager.  Payment for absences of this 

nature will be at our discretion.  You must try to arrange such appointments outside normal working 

hours wherever possible and any regular appointments that have to be made during working hours 

must be supported by an appointment card.  Any such absences from the workplace should be kept 

to a minimum.  

Sickness Absence Reporting Procedure  

• If you are absent from work for sickness or injury without prior authorisation, you (or someone on 

your behalf in exceptional circumstances, for example you are been admitted to hospital and are 

not in a position to make a call yourself) should notify (in list of first priority)   

  

1. House Leader / Manager on site  

2. Most Senior Person on site  

3. Sleep in Person  

  

• Contact must be made by telephone with a minimum of 3 hours (unless in exceptional 

circumstances) on the first day of absence. Note that text messages are not permitted; emails 

should not be used as we can not guarantee they will be reviewed in the sickness timescale.  

• On contacting it should be clearly explained what the sickness need is and when the next agreed 

contact may be from you and management. If the sickness has occurred out of office hours 

management may contact, you on their first availability to offer welfare support.   

• Any unauthorised absence must be properly explained in that first contact and, if the absence 

continues, you must keep THE COMPANY fully informed.  This applies to both short and long term 

situations and you will be expected to make contact by telephone on a daily basis during the first 

week and weekly thereafter. You must provide advance notice that you will be returning to work to   

  

• House Leader / Manager on site  

• Most Senior Person on site  

• Sleep in Person  

  

• On your return to work after absence because of sickness, irrespective of the length of absence, 

you must complete THE COMPANY’s Return to Work Meeting to discuss your absence. This will 

be conducted the your most immediate House Leader for the fist two episodes and shared directly 

with management for approval. Management will formally meet with you should your period of 

sickness frequency reach 3 episodes in a 12 month period.   

• We will review the attendance levels of Internal Personnel on a regular basis.  In deciding whether 

to take further action in respect of sickness absence, the evidence of a medical certificate may not 

be sufficient and we may seek alternative medical information.    

• If you have been suffering from a notifiable illness as per the Health Protection Agency: such as 

measles, mumps, scarlet fever, etc. or other infections which could impact on the health and 

wellbeing of others, you must not report for work without first obtaining clearance from your doctor.  

https://www.gov.uk/guidance/notifiable-diseases-and-causative-organisms-how-to-report
https://www.gov.uk/guidance/notifiable-diseases-and-causative-organisms-how-to-report
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Additionally, if you are suffering from a fever, vomiting, diarrhoea or rashes you should seek medical 

advice before coming to work.  

• Any notifiable illnesses or other conditions should be reported to  

•  House Leader / Manager on site 

• Most Senior Person on site  

• Sleep in Person  

 as appropriate. It may also be necessary to inform the designated First Aiders and this will 

be discussed with you if considered necessary.  

Evidence of incapacity and Recording  

• You should complete a self-certification form, which is available from the Gov.uk website.  You are 

reminded that it is a serious disciplinary offence to provide false information on a self-certification 

form.  

• Where appropriate, Fit Notes should be provided promptly (normally no later than a week after the 

start of the certifiable absence) and at regular intervals thereafter to Managers.  

• If your doctor provides a certificate stating, you "may be fit for work" you should inform a Manager 

immediately. THE COMPANY will discuss with you any additional measures that may be needed to 

facilitate your return to work, taking account of your doctor's advice. This may take place at a return 

to work interview held in the office or a meeting held at your residence or other mutually agreeable 

venue. If appropriate measures cannot be taken to enable you to perform your usual duties, you will 

remain on sick leave provided you continue to submit up to date Fit Notes and a date will be set to 

review the situation.  

• Where THE COMPANY is concerned about the reason for absence or where frequent short-term 

absences are occurring, THE COMPANY may require a medical certificate for each absence 

regardless of duration. In such circumstances, THE COMPANY will cover any costs incurred in 

obtaining such medical certificates on production of a doctor's invoice.  

Sickness Monitoring   

To provide a robust monitoring sickness protocol and a commitment to monitor unexpected absences 
(e.g. sickness). The company uses The Bradford Factor, which is a commonly used approach in many 
organisations.   

  

The Bradford Factor (BF) is a recognised way of monitoring individual sickness absence on 

an ongoing basis.  The Bradford Factor calculates a score based on the number of times an 

employee is absent and the number of days they are absent in a rolling 12 month period.   
   

The formula used to calculate an employee’s BF score is:   
   

Number of times absent x number of times absent x total number of days 
absent = BF   
   

e.g.  in the 12 month period an employee is off on two occasions.  One time for one day and 

the other time for two days.  The score will be worked out as:   
   

2 (no. of times they are off)  x  

2 (no. of times they are off)  x  

3 (total days off)    

= 12 (BF score)    
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Depending on the BF score, different steps will be considered in order to manage the 

employee’s absence.     

   

Short term absence can be very disruptive to a service and can severely affect the 

performance of the organisation and the services we provide. Short term absence can also 

put adverse pressure on colleagues as short term absences are unpredictable.  Repeated short 

term absence can also be the symptom of a more serious health, work-related issue (e.g. 

stress or bullying) or personal problem, and so monitoring it using the BF can help these 

problems be avoided.     
   

The BF helps by monitoring sickness absence on a rolling 12 month period and picks up 

when an employee reaches a certain score as laid out in the table below.  Each step can then 

be taken to help manage the absence appropriately.    
   

Each period of sickness will be assessed individually, and the potential action as laid out in the 

table is by no means definitive. We now give you written notice about this matter and as such we 

will now be expecting full compliance with this requirement and this will now be placed on your 

file as a caution.   

 

 Employees are encouraged to work with their managers to resolve sickness absence 

problems before the BF score becomes exceptionally high.    
  

Sickness relating to maternity, disability or industrial injury will also be recorded as it still 

has an effect that needs managing.     
   

Below is the BF table which shows the scores and potential actions at each score. They are 

provided for guidance in order to ensure consistency but consideration should be given to 

the particular circumstances of the individual in each case.  The process can be triggered at 

any level within the table where there is good reason to do so.   
   

BF points total in   
12 month rolling 

period   

Action   

Under 27    House Leader talks to employee informally return to work interview  

75   Letter of concern from management  

150   Capability Meeting with management  

215 +   Initiate disciplinary process   

   

The same scores apply to part-time employees.  For some patterns of part-time work 

managers will need to adjust the totals to reflect the individual’s circumstances in 

considering how to apply the policy.  
   

Managers should work with the employee to agree support to reduce future sickness 

absence.    
  

The company approach to the Bradford Factor is to acknowledge certified absence with 

validated medical certification or other acceptable forms of proof and sick leave. This will 
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be logged but the score associated with this will be considered in the calculations the 

scoring system makes. It is not the company’s intention to interpret the data to give unfair 

calculation when an individual has valid certification for sickness absence.  
  

Any planned actions will be discussed with Citation Employment Law Services prior to 

distribution of planned outcomes.   
     

Bradford Factor (BF) actions   
   

Return to work interview with manager   

   

All employees should be asked by their house leader to  a return to work meeting, how they 

are feeling and if they feel able to do their job, on their return to work following any period 

of sickness. This is their return to work interview. This will be set up by the management 

and include information already prepared to discuss with the staff member if anything is 

required.  
  

The aim of the return to work interview is to:   
   

• show interest/concern regarding for the employee’s welfare   
   

• confirm/establish the cause of absence   
   

• ascertain whether the employee's work environment was a contributing factor in the 

sickness absence   
   

• allow discussion of the general attendance record of the employee   
   

• provide the opportunity to discuss ways in which the employee can be further 

supported by their colleagues, manager and the organisation   
   

• ascertain whether the employee’s return to work can be aided by different duties in 

the immediate short term   
   

• any actions identified at the return to work interview should be acted on without 

delay.  
   

Once the number and days of absence has reached the BF score of 150 or over, the 

employee’s manager will carry out a capability meeting. This should be done on the 

employee's first day back at work.   
   
The principle behind this is to allow us to identify as early as possible where somebody may be having 
increased absences so we can understand the reasons why. This might include a range of reasons in 
addition to short term sickness  such as ongoing health issues, and childcare challenges.   

   
As part of our drive to provide great care and be a great employer we want to make sure that we are 
supporting our workforce  and their welfare, if needed, at an earlier stage.   

   
As we are all aware when somebody does need to take time off work unexpectedly it has a direct impact 
on the children and young people as well as colleagues who often need to respond at short notice to 
cover a shift. As such we want to ensure that these occasions are minimised and where sickness levels 
are increasing we understand the reasons why so we can respond accordingly.   
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Unauthorised absence  

• If you do not report for work and have not telephoned an Appropriate Manager or HR to explain the 

reason for your absence, an Appropriate Manager will try to contact you, by telephone and if 

necessary, in writing or by email. This should not be treated as a substitute for reporting sickness 

absence.  

• Cases of unauthorised absence will be dealt with under our Disciplinary Procedure. Sick Pay  

If you are absent from work you are entitled to:  

• SSP provided the relevant requirements are satisfied:   

 SSP is paid in respect of qualifying days on which you are unable to work through sickness.    

 Qualifying days are those days on which you would normally work which includes non working 

days as this still count.  Generally, SSP is not payable for the first three qualifying days of 

sickness which are known as “waiting days”, but this may not always be the case if you are 

absent on more than one occasion within a short period of time.    

 THE COMPANY is responsible for paying SSP to eligible Internal Personnel.  The maximum 

period for which SSP is payable is 28 weeks in one period of sickness absence and is paid at 

a rate specified by law.  As with other earnings, SSP is subject to the deduction of income tax 

and other normal deductions.  We will inform you if you are not eligible for SSP.  

• If a period of sickness absence is or appears to be occasioned by actionable negligence, nuisance 

or breach of any statutory duty on the part of a third party, in respect of which damages are or may 

be recoverable, you must immediately notify an Appropriate Manager of that fact and of any claim, 

compromise, settlement or judgment made or awarded in connection with it and all relevant 

particulars we may reasonably require.   

Keeping in Contact during Sickness Absence  

• If you are absent on sick leave you will be contacted from time to time by Management to discuss 

your wellbeing, expected length of continued absence from work and any of your work that requires 

attention. Such contact is intended to provide reassurance and will be kept to a reasonable minimum.  

• If you have any concerns while absent on sick leave, whether about the reason for your absence or 

your ability to return to work, you should feel free to contact an Appropriate Manager and/or a 

member of HR at any time.  

Medical Examinations  

• THE COMPANY may, at any time subject to this Procedure, ask you to consent to a medical 

examination by a doctor or Occupational Health Specialist nominated by THE COMPANY (at THE 

COMPANY’s expense).  

• You will be asked to agree (subject to the Access to Medical Reports Act 1998) that any report 

produced in connection with any such examination may be disclosed to THE COMPANY and that 

we may discuss the contents of the report with our advisers and the relevant doctor or specialist.  

Return-to-work Interviews  

• When you have been absent on sick leave a return-to-work interview may be arranged with an 

Appropriate Manager.  

• A return-to-work interview enables THE COMPANY to confirm the details of the absence. It also 

provides you with the opportunity to raise any concerns or questions you may have, and to bring any 

relevant matters to THE COMPANY’s attention.   
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Disabilities  

• THE COMPANY is aware that sickness absence may result from a disability. You will be invited to 

Sickness Absence Meetings to discuss your absence, particular consideration will be given to 

whether there are reasonable adjustments that could be made to the requirements of a job or other 

aspects of working arrangements that will provide support at work and/or assist a return to work.  

• If you consider you are affected by a disability or any medical condition which affects your ability to 

undertake your work, you should inform HR or an Appropriate Manager.  

Returning to Work from Long-term Sickness Absence  

• THE COMPANY is committed to helping Internal Personnel to return to work from long-term sickness 

absence. Internal Personnel on long term sickness absence will be invited to Sickness Absence 

Meetings to discuss their absence.   THE COMPANY will, where appropriate and possible, support 

returns to work by:  

 obtaining medical advice;  

 making reasonable adjustments to the workplace, working practices and working hours where 

practicable;  

 considering redeployment; and/or  

 agreeing a return to work programme with affected parties  

• If you are unable to return to work in the longer term, THE COMPANY will consider whether you are 

entitled to any benefits under the contract and/or any insurance schemes THE COMPANY may 

operate.  

• If you are unable to return to work in the longer term, you will be invited to Sickness Absence 

Meetings to discuss your absence. We will seek medical evidence in respect of your illness; consider 

any adjustments to your role and alternative roles during the Sickness Absence Meetings. If it is 

envisaged that a return to work is unlikely then a decision will be made about your future employment 

which may result in dismissal. A decision will only be made once we have considered all the medical 

evidence made available to us at the time.   

Sickness Absence Meetings   

• THE COMPANY may require you to attend sickness absence meetings whenever considered 

necessary, including, for example, if you have:  

 Sporadic absences, or a single period of four weeks or more (long-term sickness absence);  

 discussed matters at a return to work interview that require investigation; and/or  

• THE COMPANY will provide reasonable notice, in writing, of the date, time and place of a sickness 

absence meeting. THE COMPANY will put any concerns about your sickness absence and the basis 

for those concerns in writing or otherwise advise why the meeting is being called.  A reasonable 

opportunity to consider this information before a meeting will be provided.  

• The meeting will usually be conducted by Management   

• All reasonable steps must be taken to attend a meeting.  Failure to do so without good reason may 

be treated as misconduct. If you, or where relevant your Companion, are unable to attend at the time 

specified you should immediately inform Management who will seek to agree an alternative time.  

• A meeting may be adjourned if the Manager is awaiting receipt of information, needs to gather any 

further information or give consideration to matters discussed at a previous meeting. You will be 

given a reasonable opportunity to consider any new information obtained before the meeting is 

reconvened.  

• Confirmation of any decision made at a meeting, the reasons for it, and of the right of appeal will be 

given in writing within a reasonable time following a sickness absence meeting   
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• If, at any time, the Appropriate Manager considers that you have taken or are taking sickness 

absence when not unwell or you have had high levels of intermittent sickness absences, they may 

refer matters to be dealt with under THE COMPANY’s Disciplinary Procedure.  

Appeals  

• You will be entitled to a right of appeal against any decision (warning or dismissal) taken in 

accordance with the Disciplinary Procedure in respect of your absence.  Should you wish to exercise 

your right of appeal, you should put your reasons in writing to a member of the PLG not involved in 

the initial investigation within five days of receiving written confirmation of the decision taken against 

you.    

• Should you wish to provide any new information or evidence to support the appeal, this should 

include details in full to enable sufficient time to investigate any additional information before the 

appeal hearing.    

• The decision of the THE COMPANY officer dealing with the appeal is final.   
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Monitoring and Review of the Policy  

• A review will take place at least every two years.  Any improvements identified will be made as soon 

as practicable.    

• Internal Personnel are invited to comment on this Procedure and suggest ways in which it might be 

improved. Comments, suggestions and queries should be addressed to any PLG Member.  


