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2.5.2 SICKNESS ABSENCE POLICY 
June 2023



1. Policy Statement

The Council is committed to improving the health, wellbeing and attendance of all employees and values the contribution our employees make to our success. So, when any employee is unable to be at work for any reason, we miss that contribution. 

This policy sets out:

· What the Council expects from managers and employees in relation to sickness absence
· How we will work together to reduce levels of sickness absence. 

The Council’s sickness absence policy is based on the following principles:

· As a responsible employer we undertake to provide payments to employees who are unable to attend work due to sickness and who fully comply with the sickness reporting procedure. (Please see the Employee Handbook – Section 2.1 Pay and Benefits)
· Regular, punctual attendance is an implied term of every employee’s contract of employment – we ask each employee to take individual responsibility for achieving and maintaining good attendance
· We will support employees who have genuine grounds for absence for whatever reason. 

This support includes:

· ‘Special leave’ for necessary absences not caused by sickness (see the Employee Handbook, Section 2.2 – Hours and Leave)
· A flexible approach to the taking of annual leave
· Access to independent counsellors where appropriate
· Rehabilitation programs in cases of long-term sickness absence
· The line manager (in conjunction with HR where appropriate) will consider any advice given by the employee’s GP on the ‘Statement of Fitness for Work’. If the GP advises that an employee ‘may be fit for work’ we will discuss with the employee how we can help them get back to work – for example, on flexible hours, or altered duties.
· We will use an Occupational Health adviser or other medical professional, where appropriate, to:
· Help identify the nature of an employee’s illness
· Provide advice for the employee and their manager on the best way to improve the employee’s health, wellbeing and attendance.






2. Roles and Responsibilities in Managing Attendance

Employee Responsibilities:
· Attend work unless unfit to do so
· Raise concerns with their manager or HR if they believe that their job is making them ill or contributing to their illness
· Report sickness absence promptly, in accordance with the absence reporting process (See Notification of Absence, below)
· Ensure that the appropriate certifications are completed/provided on time 
· Maintain regular contact with their manager during periods of sickness absence
· Co-operate fully with the Council’s Occupational Health advisers and other organisations that provide support to the Council and its employees.
· Ensure that medical advice and treatment are accessed as quickly as possible in order to facilitate a return to work
Failure to engage with your line management or a staff member in HR or comply with this policy may lead to a disciplinary investigation and suspension of sick pay.
Manager Responsibilities:
· Take an active role in the management of staff absence in accordance with this policy & procedure
· Ensure the absence is correctly recorded on the itrent system
· Monitor sickness absence triggers within their own service using the itrent reporting system 
· Conduct return to work interviews after every instance of absence and complete related documentation 
· Ensure that Statements of Fitness for Work are submitted in line with procedure for notifying absence
· Assess absence problems and causes and seek appropriate solutions at the earliest possible stage (with advice from HR as appropriate)
· Provide advice and support to employees suffering the effects of ill health
· Maintain regular contact with employees absent on sick leave and, in the case of long term absence, carry out welfare visits 
· identify, agree and implement any appropriate reasonable adjustments for the employee;
· Deal with unsatisfactory absences under the appropriate discipline / capability procedures.
Payroll Responsibilities:
· Process completed monthly absence data and ensure that the Statutory Sick Pay (SSP) and the Council’s occupational sick scheme are correctly administered.
HR Responsibilities:
· Provide support and guidance to managers and employees in dealing with sickness absence and ill health and advise on the use of the Council’s related policies and procedures, including absence improvement, welfare visits and Occupational Health
· Deliver training for managers to assist them in carrying out their responsibilities for managing absence
· Arrange medical referrals to Occupational Health, in conjunction with managers.
Support from Other Organisations:-
· The Council’s Occupational Health Service provides advice and guidance on the impact of ill health on work and what steps the Council and/or the employee may take
· The Gloucestershire Counselling Service provides a confidential service for employees to discuss concerns related to work or personal circumstances with an independent counsellor.


3. Health and Wellbeing 

The Council recognises its responsibility for employee wellbeing as detailed in the Council’s Wellbeing Strategy.

The Council seeks to support and encourage employees to take responsibility for their own health and wellbeing and provides a number of resources to support this. 

Information on a number of health and wellbeing initiatives can be found on the HUB. These pages include details of trained mental health first aiders, a comprehensive list of external links to health organisations and various health and wellbeing apps. There are also initiatives held throughout the year to support employee’s health and wellbeing in line with national awareness days and wellbeing offerings such as the flu jab clinics and health check clinics. (https://hub.stroud.gov.uk/resources/human-resources/employee-wellbeing)


In addition to health and wellbeing initiatives, the Council encourages a healthy work-life balance and offers various options with regards to flexible & hybrid working (where possible) to those who request it. 

The Council also have a network of Wellbeing Ambassadors who can signpost and offer support in general health and wellbeing matters. 

The Council provides free, confidential counselling and support via Glos Counselling Service. To request counselling under the Employee Wellbeing Service please go to the EWS section on the website www.gloscounselling.org.uk and register. Alternatively, you can email GCS on info@gloscounselling.org.uk.

4. Notification of Absence 

On the first day of sickness absence, the employee must inform their manager that they will not be working because of illness or injury. 
The employee should provide a clear reason (ie the nature of the illness or injury) why they cannot attend work, and estimate how long they think the absence will last. The employee should also be prepared to briefly discuss any consequences of their absence, for example if customer appointments need to be cancelled or any essential work needs to be covered.
If an employee comes to work but needs to leave during the day because of ill health, they should inform their manager before leaving work. If the manager is unavailable, the employee should inform the next most appropriate person within the department.
If an employee leaves work due to sickness, time will be credited up to a standard
day. For example, if a full time employee starts work at 9am and has to go home at
11.30am a credit of 4 hours 54 minutes’ sickness absence will be given and 2 hours
30 minutes worked time.
















Sickness Absence Reporting Procedure 

Registering a Sickness Absence
The employee must log onto iTrent and register their absence before their normal start time. Itrent can be accessed here ESS - ESS Home (webitrent.com)  or via the QR code issued.

In entering an absence on iTrent there are several fields the employee will need to complete to ensure the absence is recorded correctly and accurately:

The system will ask for:
· Absence type (Sickness or Industrial injury) 
· Absence Reason 
· Sickness period (full day, part day or more than one day – the employee will need to select which is appropriate for them) 
· Expected end date 
· Notes – there is a notes field when the absence is entered, and it would be expected that the employee would complete this section and state the following: 
· Best telephone number for your line manager to contact you on if needed
· Whether any work needs to be progressed in their absence
· Whether their absence is linked to a disability
Full Guidance notes on using itrent can be located on the Hub


How will the manager know about the absence

Once the employee has logged their absence on to itrent, the system will notify the direct line manager of the absence being registered via an email. Managers have the ability within iTrent to delegate their authorisation which means for this process that the notification of an absence would be sent to the person with delegated authority. 

If required for business continuity a generic email notification can also be generated to an agreed mailbox.




Line Manager’s responsibility when an employee opens an absence:

It is important that line managers understand the absence, the reason for it and the duration. Not all absences will require action on the first day of the absence opening, however there may be cases where this is necessary

In terms of general guidance, line managers should:
· Understand how long the employee is expected to be absent from work 
· In some cases, it may be necessary to speak to the employee before the expected return date and this will be considered on a case-by-case basis
· If the employee’s absence is linked to a disability and the manager is not aware of the disability, they will need to explore this fully with the individual to see if reasonable adjustments can be made to facilitate a return to work
· Whilst the employee should notify the line managers through the iTrent system of any work that might need to be progressed in their absence, it may be necessary as a line manager to further explore this if the absence were to extend 
· Welfare support – A line manager’s role is to ensure that the individual is signposted to seek medical / wellbeing support if required for their absence. This may be advising someone to contact their GP, call 111, speak to a pharmacist, provide details of our counselling service or the wellbeing resources available on the HR page of the HUB
· If an individual’s absence from work may have been caused or aggravated by their work or affects how they do their job, then please complete a stress risk assessment in the first instance. If the absence continues past 7 calendar days, then please contact your HR Operations Partner to discuss if a referral to Occupational Health might be required to seek professional advice and support  
· If the employee is absent for longer than expected, this should be followed up with a telephone call to further understand the situation and what support is required. The end date on the itrent system will need to be updated. 


Absences over 7 days 

For absences longer than 7 calendar days the individual is required to submit a fit note (Med3). All fit notes received by a line manger need to be submitted to the HR inbox hrhelpdesk@stroud.gov.uk.




Absences over 14 days 

For absences longer than 14 days a line manager must visit the individual for a welfare visit and progress any actions arising from the visit (This can be at the workplace, at the individual’s home or at an agreed neutral location). A record of the meeting must be made, and notes will need to be passed to HR so that they can be placed on the employees personal file for record and or future use. 






Return to work (RTW)

When an individual returns to work, the line manager must check that the absence data on itrent (dates of absence and reason for absence) is accurate.






Return to work Meetings (RTW)

Following the individual’s return to work, the line manager must hold a return-to-work meeting at the earliest opportunity. We have a suite of Return-to-Work forms that are accessible via The Hub. Managers will need to select the RTW that is most suited to the absence reason and complete this. Once complete, managers will need to send a copy of the completed Return to Work form to hrhelpdesk@stroud.gov.uk. HR will then upload this to the itrent system. 

Statement of fitness for work (fit note)
While the first seven calendar days of sickness can be self-certificated, all sickness that last longer than seven calendar days requires medical evidence. This medical evidence will normally be in the form of a fit note, also known as a "statement of fitness for work".
As well as being issued by doctors, fit notes can be issued by nurses, occupational therapists, pharmacists and physiotherapists who have assessed their fitness for work. Fit notes cannot be issued on request or via over-the-counter services without an assessment.
If the employee's sickness lasts for eight calendar days or more, the employee's line manager must ensure that the employee provides a fit note as soon as possible. A fit note may state that the employee:
· is "not fit for work", in which case the employee should remain off work; or
· "may be fit for work", if the healthcare professional's recommendations are followed (for example, a phased return, amended job duties, altered hours of work, or workplace adaptations).
While there is no legal obligation on the organisation to follow the recommendations, managers should take the recommendations seriously and give fair consideration - in consultation with the employee and [HR/occupational health] department - as to whether or not any of the changes recommended can be accommodated.
There are no restrictions relating to an employee returning to work prior to their fit note expiry if they feel well enough to do so. However, under duty of care, a risk assessment (taking account of any specific medical / OH advice where relevant and in liaison with HR) needs to be completed prior to the employee returning to work in these circumstances.

Failure to notify absence 
If an employee fails to notify their manager of an absence, then the line manager should attempt to make contact by telephone or if this is unsuccessful, email and / or letter following consultation with HR, to find out the reason for absence. Should the employee continue to be absent without satisfactory contact, this may lead to a disciplinary investigation and suspension of sick pay.
In cases where there has been no contact and concerns exist over an employees wellbeing, next of kin may be contacted and / or a home visit carried out by line management.
Instances of unauthorised absence, where no contact has been made with the line manager, must be raised with the individual immediately on their return to work.  The line manager should find out the reason for the absence and decide on the appropriate course of action in conjunction with HR.



5. Sickness Absence and Annual Leave 

Sickness during holiday
Where an employee falls sick or is injured while on holiday, the Council will allow the employee to transfer to sick leave and take replacement holiday at a later time. This policy is subject to the following strict conditions:
· The total period of ill health must be fully certificated by a qualified medical practitioner [where it exceeds seven calendar days].
· The employee must contact their line manager (by telephone if possible) as soon as they know that there will be a period of sickness during a holiday.
· The employee must submit a written request no later than [10] days after returning to work setting out how much of the holiday period was affected by sickness and the amount of leave that the employee wishes to take at another time.
· Where the employee is overseas when they fall ill or are injured, evidence must still be produced that the employee was ill by way of a medical certificate.
Where the employee fulfils all the above conditions, the organisation will grant the employee the same number of days' replacement holiday leave as the number of holiday days lost due to sickness or injury.
If an employee is ill or is injured before the start of a period of planned holiday, and is consequently unable to take the holiday, the Council will agree to the employee postponing the holiday dates to another mutually agreed time. Any period of sickness absence will then be treated in accordance with the Council’s normal policy on sickness absence. The employee must submit a written request to postpone the planned holiday and this must be accompanied by medical evidence confirming that they are unfit, or are likely to be unfit, to take the holiday.
Holiday during sick leave
An employee who is absent on sick leave will continue to accrue their holiday entitlement and will be given the opportunity to take this at a later date, including in the subsequent leave year, if they do not take their holiday entitlement due to being on sick leave.
An employee on sick leave may apply to take their holiday entitlement while on sick leave. The holiday dates must be approved in accordance with the procedure set out in the organisation's annual leave policy


6. Sick Pay 

Provided you comply with the Council’s Sickness Absence Reporting Procedure you will be entitled to receive an allowance in accordance with the following scale when you are absent from work due to illness;

During 1st year of service	1 month’s full pay and (after 4 months’ service) 2 months’ half pay

During 2nd year of service	2 months’ full pay and 2 months half pay

During 3rd year of service	4 months’ full pay and 4 months’ half pay

During 4th /5th year of service	5 months’ full pay and 5 months’ half pay

After 5 years	6 months’ full pay and 6 months ‘half pay






7. Medical Appointments

One hour of work time will be given for all doctors, dentists, and physiotherapy appointments (including emergency appointments/treatment).  Hospital appointments can be recorded as working time and it may be necessary to provide an appointment letter.

The following can be recorded as working time:

· Referrals to the Council’s confidential counselling service 
· Referrals to Occupational Health
· Cancer screening appointments (upon production of an appointment letter)
· Antenatal appointments.

Where a hospital appointment requires a half day or more, this time should be recorded as sick leave and registered on itrent in the usual way.


8. Referral to Occupational Health 

Occupational Health (OH) is an advisory service and provides advice to both employees and employer. This is intended to be a supportive measure and specialised in the relationship between work and health. Its main objectives are:

· To identify and help prevent illness caused by work 
· To advise on the fitness of an employee to do their job 
· To improve and maintain the health of the workforce to the mutual benefit of both employee and employer 

The OH Adviser is an independent, objective specialist assessing and advising on what appears best for both employee and employer in relation to an individual’s health classification. They will sometimes seek a report from the employee’s GP before offering advice. 

It may be appropriate to seek OH advice in the following circumstances: 
· Where an employee advises their manager that they have been diagnosed with a condition or disability that may impact on their attendance or performance at work 
· If an individual has been or is likely to be unable to work for a period of four weeks or more and there is a need to understand from a medical perspective the likely duration and prognosis, and if any adjustment would facilitate a return to work 
· If an individual has had frequent short-term periods off work and agrees at an Attendance Review Meeting with the manager to a referral to OH. The purpose of the referral would be to understand if there are potentially any underlying medical conditions which could affect attendance. 
· If an individual produces a Fit Note for a return to work with adjustments recommended by their GP and the manager needs advice and guidance on accommodating or making those adjustments. 
· In cases of long-term ill-health OH can advise on the appropriateness of medical retirement. 

Ultimately it is a matter for the responsible manager, with support from HR, to decide how the Council responds to OH advice and whether any advice is implemented, particularly in relation to determining job adjustments. 

Where an individual refuses to attend a medical assessment or refuses to give consent for the Council to receive a summarised report of the medical assessment, a decision will be made on the basis of the information available.
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9. Managing Short Term Absence

Short-term absence can have a real impact on our service delivery. Effective management of short-term absence to make sure that it does not happen too often is, therefore, important. 

Line managers should take the time to discuss absences with their team members. This will be done at return-to-work meetings following any period of absence regardless of duration. They will ask what they can do to help the employee to maintain good attendance and try and understand the reasons why an individual may be failing to reach the Council’s attendance standards. On occasion, this may involve asking for an employee’s permission to obtain information and support from a medical professional. 

We aim to manage short-term absence by following a trigger system which monitors short-term absence levels and triggers.

The following triggers should prompt the line manager to examine an employee’s absence record and consider if an Attendance Review Meeting should be held:

· Ten or more days absence in the last 12 months 
· Three or more occasions of absence in the last three months 
· Other patterns e.g. on Fridays/Mondays or before or after bank holidays or regularly after rest days for those who work shifts. 

These triggers should be pro rata for part time staff. For example, if someone works 2 days a week, the trigger would be 4 days which equates to two working weeks which is comparable to someone who works 5 days and the trigger is 10 days.

In determining whether a trigger point has been reached, some absences may be ignored when making the calculation. These absences are regarded as “excluded absences” and examples are as follows:
· Pregnancy related sickness absence 
· Absences directly related to a condition’s covered by the Equality Act may be excluded if it is determined following consultation with HR that some additional sickness absence can be regarded as a reasonable adjustment. 
· If a line manager considers that an individual has two or more absences which are directly linked to the same condition, then this may be counted as one period of sickness absence. This will apply only where the absences occur within a reasonably short period of each other. 


Guidance should be sought from HR, and a letter may be sent to employees requiring them to attend an Absence Review Meeting should they hit the trigger points or their absence level is of concern.   Where an Attendance Review Meeting is felt to be appropriate to the circumstances, the employee will have the right to be accompanied.  

Attendance Review Meetings

Attendance Review Meetings are meetings with the line manager and the employee to discuss absence. An invite to an Attendance Review Meeting must be in writing giving a minimum of five working days’ notice, with the letter setting out the date, time, and location of the meeting.

As appropriate during the Attendance Review Meeting the line manager will: 
· Explore reasons for absence or insufficient improvement in attendance 
· Identify any work related or personal issues that the employee may have which are impacting on their attendance 
· Explain the impact of absence on service delivery and emphasise the importance of good attendance 
· Review the medical advice, if appropriate 
· Establish if the reason for absence falls within the provisions of the Equality Act 2010 and consider recommendations for reasonable adjustments or support if relevant
· Review support/reasonable adjustments already provided
· Identify the improvement in attendance needed 
· Set, extend or finalise a period of monitoring 
· Identify the improvement needed 

Where actions agreed as part of the Attendance Review Meeting does not result in sustained improvement in the employee's attendance, formal action may be taken under the Capability Procedure.



10. Managing Long Term Absence 

Long-term absence is defined as any absence from work which lasts longer than 4 weeks. 

Line management will maintain regular contact with the employee throughout any period of long-term absence. They will discuss with the employee the best way to do this, giving consideration to the reason for the absence, and being sensitive to the employee’s needs. This regular contact will allow for a line manager to keep up to date with the employees’ prognosis, any adjustments which the Council may be able to make to enable to employee to return, the impact that the absence is having on the business and any support management can provide. The line manager will discuss the most appropriate way to hold these meetings with the employee – for example, the line manager and employee could agree to hold these at the individual’s home, at an agreed location or remotely via video conference. 

The Council may, at any point during an employee’s absence, seek to obtain a medical opinion regarding the employee’s condition and likely timescale for recovery. 

If an employee’s absence continues and the Council believes (whether based on medical evidence obtained or otherwise) that they are unlikely to return to work for some time, then we may proceed to hold a long-term absence management meeting. An employee is entitled to be accompanied at this meeting by a work colleague or trade union representative. At the absence management meeting, the following will be covered:

· A review of the meetings that have taken place and matters previously discussed 
· Whether there have been any changes since the last meeting, regarding either a possible return to work or opportunities for return or redeployment
· Whether there are any reasonable adjustments which could be made to allow a return to work 
· The impact that the employee’s absence is having on the service area 
· Any further matters that may need to be raised
· Whether there is a reasonable likelihood of the employee returning to work in a reasonable time  
· Whether the absence will now need to be managed through the capability policy. 

11. Return to Work 

On an employee's return to work following a period of sickness absence, their manager should check the employee's absence record to see if any triggers have been reached requiring an attendance review meeting to be arranged. 
The manager should check absences [12] months prior to the date of the employee's return to work. For example, if the employee returns to work on 1 April, the employer should examine the period from 1 April the previous year to 31 March.
The line manager should be aware of special considerations that apply to absences related to pregnancy and disability.
The line manager should invite the employee to an informal return-to-work meeting each time the employee returns from a period of sickness absence.
Return-to-work meetings:
On the first day back at work after any period of sickness absence of an employee, the employee's manager will arrange to meet informally with them.
If this is not possible on the employee's first day back (for example, for operational reasons or because the manager is not available), the informal meeting should take place as soon as reasonably practicable.
The return-to-work meeting should take place in a private place, and all discussions between the employee and the manager should be private and confidential.
The manager should:
· Welcome the employee back to work
· Explain to the employee that the purpose of return-to-work meetings is to manage and monitor employees' absence and attendance to identify any problem areas and offer support where appropriate
· Complete the relevant return to work form (these can be found on the HUB) 
· If the employee's sickness lasts for eight calendar days or more, ensure that the employee has provided a fit note, and this has been passed on to the HR department
· inform the employee if they have hit a trigger point, and the consequences of having done so. 
Updating the employee's absence record
The line manager should close the employee's absence on the itrent system as soon as possible, ensuring that the employee agrees with the absence dates and reason for absence. 
There may be occasions on which the underlying reasons for the employee's absence are not easily classifiable. For example, the employee may have more than one health condition, or the employee may have been feeling unwell because of a bereavement. If there is any doubt as to the reasons for the employee's absence, the manager should consult the HR department to determine the most appropriate reason to place on the absence.

12. Special Cases

Pregnancy-related absences
Pregnant employees who are off work because of pregnancy-related ill health must abide by the Council’s absence reporting procedure. For example, a pregnant employee is subject to the usual notification and evidence requirements and can be asked to attend a return-to-work meeting when returning to work.
However, any sickness absence by a pregnant employee for a pregnancy-related reason should not be included when checking to see if the need for action under the organisation's absence management procedure has been triggered.
If the manager is in any doubt as to whether a pregnant employee's absence is related to their pregnancy, the manager should contact the HR department for clarification.

Disability-related absences
Where an employee gives as the reason for absence an underlying health issue that could amount to a disability under the Equality Act 2010, the manager should seek guidance from the HR department. 
Managers should remember that the organisation is under a duty to make reasonable adjustments for disabled employees. Where the absence is wholly or partly for a disability-related reason, the trigger points referred to in this policy may need to be modified to take proper account of the employee's disability, and other adjustments to the procedures set out in this policy may need to be made. If in doubt, the manager should contact the HR department for clarification.

Absence due to menopausal symptoms 
An employee does not have to disclose that their absence is related to the menopause if they wish to keep this private. However, we want employees to feel that they can be open about the reason for their absence and by doing so, this ensures the Council are in the best possible position to be able to support employees in managing their symptoms at work. For some, the severity and duration of their menopausal symptoms may meet the statutory definition of disability and it’s important that line managers meet their obligation regarding making reasonable adjustments. Please see Employee Handbook – Menopause Policy.
13. System access during long-term sickness

If the employee is away from work for any longer than 4 weeks, the manager needs to speak to HR about the ‘system access when on long term absence’ form so that access to systems can be considered and shared with ICT

Employees are not to access SDC systems without legitimate reason and with line manager approval. Failure to do so may result in disciplinary action. 
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