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HR POLICY
Absence Management Policy
Supporting attendance, wellbeing and a consistent approach to absence
	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Senior Management

	SCOPE
	All employees, workers and contractors



This policy template is provided for general guidance purposes only and should be reviewed and adapted to reflect the specific circumstances, contractual arrangements and operational requirements of your organisation before implementation. While every effort has been made to ensure accuracy, White Cube Consulting accepts no liability for any loss, claim or consequence arising from the use or application of this document. We recommend obtaining appropriate HR and/or legal advice before implementation. This document does not constitute legal advice.
SECTION 01
Policy Statement

[Organisation Name] is committed to supporting the health, wellbeing and attendance of all employees. We recognise that illness and other legitimate reasons for absence will arise from time to time, and this policy sets out a fair, consistent and supportive approach to managing absence.
Our aims are to:
-  support employees who are genuinely unwell
-  promote a culture of attendance, wellbeing and accountability
-  address patterns of unacceptable or unexplained absence fairly and consistently
-  ensure all employees are treated equitably, including those with disabilities, long-term health conditions or protected characteristics
The organisation recognises that absence may sometimes relate to mental health, stress, wellbeing, menopause symptoms, neurodiverse conditions or other underlying medical conditions and will seek to manage such situations sensitively and appropriately. This policy does not form part of any employee’s contract of employment and may be amended from time to time.


SECTION 02
Scope

This policy applies to all employees of [Organisation Name]. Agency workers, consultants and self-employed contractors are not covered by this policy, although separate arrangements may apply where appropriate.
SECTION 03
Reporting Absence

▪ Notification
Employees must notify their line manager of an absence as early as possible and no later than [e.g. 30 minutes before their contracted start time] on the first day of absence. Notification should normally be made personally by telephone unless there are exceptional circumstances preventing this. Text messages, emails or messages via colleagues should only be used where a telephone call is genuinely not possible.
Employees must provide:
-  the reason for the absence
-  the likely duration of the absence
-  details of any urgent work requiring attention
-  an estimated return date where possible
If the absence continues, employees must maintain regular contact with their manager [e.g. daily / every X days] unless otherwise agreed.
▪ Medical Certificates (Fit Notes)
Employees may self-certify absence for the first 7 calendar days using the organisation’s self-certification procedure. For absences lasting more than 7 calendar days, employees must provide a fit note issued by a GP or other authorised healthcare professional covering the full period of absence. Fit notes should be submitted without unreasonable delay. Where a fit note states that an employee “may be fit for work” subject to adjustments or amended duties, the organisation will reasonably consider those recommendations in consultation with the employee.
▪ Responsibilities
Managers are responsible for:
-  monitoring attendance fairly and consistently
-  maintaining reasonable contact during absence
-  conducting return to work discussions
-  seeking HR advice where appropriate
-  supporting employee wellbeing
Employees are responsible for:
-  following reporting procedures
-  maintaining communication
-  providing fit notes where required
-  cooperating with reasonable support measures
SECTION 04
Return to Work Interviews

A return to work interview will normally be conducted by the employee’s line manager following every period of absence, regardless of duration.
The purpose of the discussion is to:
-  welcome the employee back to work
-  confirm fitness to return
-  understand the reason for the absence
-  identify any support required
-  discuss any ongoing concerns
-  update the employee on relevant workplace matters arising during their absence
Return to work discussions are intended to be supportive rather than disciplinary in nature.  Managers should ensure discussions are conducted sensitively, professionally and confidentially. A record of the discussion may be retained on the employee’s HR file.
SECTION 05
Absence Trigger Points

To ensure consistency and fairness, the organisation operates absence trigger points. Trigger points are used to identify when attendance levels require further review and discussion. Reaching a trigger point does not automatically result in disciplinary action.  Typical trigger points may include:
-  [3] separate occasions of absence within a rolling [6-month] period
-  [8] working days of absence within a rolling [12-month] period
-  Any pattern of absence causing reasonable management concern, including repeated Monday/Friday absences or patterns linked to holidays
Where a trigger point is reached, the employee may be invited to a formal absence review meeting. Trigger points may be adjusted where reasonable in relation to disability, pregnancy, maternity or other legally protected circumstances. Employees will normally receive written notification of any formal absence review meeting and will have the right to be accompanied.
SECTION 06
Managing Short-Term Absence

Where absence becomes frequent or patterns of concern emerge, the organisation will normally take the following approach:
-  Return to work interview following each absence
-  Informal discussion at an early stage to explore underlying causes
-  Formal absence review meeting where trigger points are reached
-  Agreed attendance improvement plan and/or support measures
-  Ongoing monitoring and review
-  Formal attendance management or capability action where attendance remains unsatisfactory and cannot reasonably be attributed to a protected condition or other mitigating circumstance
The organisation will not normally move to formal action without first exploring appropriate support options and reasonable adjustments where applicable.
SECTION 07
Managing Long-Term Absence

Long-term absence is normally defined as continuous absence lasting 4 weeks or more.
Long-term absence will normally be managed under the organisation’s capability procedure rather than disciplinary procedures.
The organisation will manage long-term absence sensitively and may include:
-  regular and supportive welfare contact
-  Occupational Health referral where appropriate
-  formal welfare review meetings
-  consideration of reasonable adjustments
-  phased return to work arrangements
-  temporary adjustments to duties or working arrangements
-  consideration of redeployment opportunities where appropriate
The frequency and method of contact during long-term absence should remain reasonable, supportive and proportionate. Where medical evidence indicates there is no foreseeable return to work, the organisation may commence a formal capability review process. Where absence relates to a disability, the organisation has a legal obligation to consider reasonable adjustments in accordance with the Equality Act 2010. HR and/or legal advice should normally be obtained before any dismissal is considered.
SECTION 08
Occupational Health

The organisation may refer employees to Occupational Health at any stage of the absence management process where appropriate. Employees will normally be expected to cooperate with reasonable Occupational Health referrals. A refusal to engage may limit the organisation’s ability to fully consider appropriate support, adjustments or alternative arrangements.
Occupational Health advice may assist the organisation in:
-  understanding the impact of a medical condition
-  considering appropriate support measures
-  identifying reasonable adjustments
-  supporting a return to work
-  assessing ongoing capability for work
SECTION 09
Statutory Sick Pay

Employees who meet the qualifying conditions will receive Statutory Sick Pay (SSP) in accordance with current legislation.  [Insert details of any enhanced contractual sick pay arrangements here.] Any enhanced company sick pay arrangements will be subject to the organisation’s separate rules, eligibility requirements and contractual provisions.
SECTION 10
Disability and Protected Characteristics

The organisation recognises its obligations under the Equality Act 2010. Absence relating to pregnancy or maternity will not be used as a basis for disciplinary action or detriment. Where absence relates to disability or another protected characteristic, this will be considered carefully and reasonable adjustments may be applied to trigger points, review processes or attendance expectations where appropriate.  Managers must seek HR advice where there is uncertainty regarding disability-related absence or reasonable adjustments.
SECTION 11
Medical Appointments

Employees should arrange routine medical, dental or other appointments outside normal working hours wherever reasonably possible. Where this is not possible, employees should discuss the appointment with their manager in advance and provide reasonable notice.
SECTION 12
Unauthorised Absence

Failure to follow absence reporting procedures without reasonable explanation may be treated as unauthorised absence and managed under the organisation’s disciplinary procedure. Where an employee fails to maintain appropriate contact during absence, the organisation may attempt to contact the employee using available contact details.
SECTION 13
Employee Assistance Programme

[Organisation Name] may provide access to an Employee Assistance Programme (EAP) to offer confidential support, counselling and advice on a wide range of personal and work-related issues. [Insert EAP provider details and access information here, or remove if not applicable.]
SECTION 14
Confidentiality and Medical Information

Medical information relating to employees will be treated confidentially and processed in accordance with UK GDPR and data protection legislation. Access to medical information will be restricted to those with a legitimate business need to know.
SECTION 15
Right to be Accompanied

Employees have the right to be accompanied at formal absence review meetings by:
-  a work colleague
-  a trade union representative
SECTION 16
Right of Appeal

Employees have the right to appeal against any formal decision arising from the absence management process. Appeals should normally be submitted in writing within 5 working days of the decision and should clearly state the grounds of appeal.
SECTION 17
Policy Review

This policy will be reviewed [annually / every two years] or earlier where required due to:
-  legislative change
-  operational requirements
-  organisational change
-  identified policy issues or improvements
The policy owner is responsible for ensuring the policy remains current, legally compliant and operationally effective.
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