5.
SICKNESS

To manage absence effectively you should keep the following information: 

· Number of days of absence of individuals;

· Number of spells of absence;

· Reasons for absences;

· Whether absences are certified or uncertified;

· Employee details.

Line Managers should be trained in handling absences and should be familiar with the Sickness Absence policy contained within the Employee Handbook.  They should take responsibility in monitoring absence and should interview every employee who returns to work after absence.  In particular at the return to work interview they should:  

· Make it clear that he was missed;

· Adopt a friendly and interested tone;

· Find out the reason for the absence;

· Find out whether there are any particular problems, and if so, what action is being taken to address them;

· Find out whether the employee has consulted a doctor (if the reason is sickness);

· Review any other recent absences;

· Welcome that person back and inform about work developments;

· Offer support where appropriate;

· Agree any necessary actions. 

Dealing with Persistent Absence 

When dealing with short-term absences you should: 

· Obtain an explanation from the employee about the reasons for these absences;

· Where there are frequent short-term absences not supported by medical evidence, ask the employee to consult a doctor, as there could be a serious underlying medical condition (please see Letter to Employee seeking consent to approach GP – Document 9/11 in the Forms Package and Letter to Doctor to obtain medical report – Document 10 in the Forms Package);

· If there are no good reasons for the absence, deal with the matter under the company’s disciplinary procedure;

· Consider whether the absences are likely to be temporary and whether the company can help in any way;

If the absences continue and you decide to take disciplinary action you should take full account of the employee’s past performance, age, length of service and the likelihood of improved attendance in the future. 

Poor attendance is a legitimate reason for dismissing someone, but only after you have investigated the matter thoroughly, and the employee’s circumstances, as well as the effect on the business and your other employees have been taken into account. 

Long-term absence through ill health 

Where an employee has been absent with a long-term illness, before taking any decision to dismiss you should: 

· Maintain regular contact with the employee;

· Obtain the employee’s written agreement if you intend to seek medical advice (see Documents 9 and 10 in the Forms Package as referred to above);

· Notify the employee of any action you propose to take, particularly if his employment is at risk;

· Consider whether suitable alternative work might be available;

· Consider how much disruption is being caused by the employee’s absence;

· Consider whether the work can be covered in some other way;

· Consider whether there is an alternative to dismissal, such as early retirement;

· Consider whether the employee has a disability, in which the case you may need to make reasonable adjustments, as required by the Disability Discrimination Act 1995;

· Take into account the employees’ age, length of service etc;

· Discuss the position and possibilities with the employee.

You have to get the employee’s permission to obtain any medical records and the employee has the right of access to any reports about him. The employee can also refuse to allow any reports to be provided. However, where the employee refuses to co-operate by providing medical evidence a decision can still be made on the basis of the information available and the employee should be notified of this. 

If the illness persists and there is no likely prospect of an early return to work, you may have no option but to dismiss the employee. 

