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Llandrindod Wells Town Council 

SICKNESS ABSENCE MANAGEMENT POLICY  

SCOPE 
This policy applies to all Employees of the Council. 
 
PURPOSE 
Llandrindod Wells Town Council values the contributions of its employees in the delivery 
and maintenance of quality services to the community. The Council recognises employees 
may be prevented from attending work through ill health. The Council also recognises it has 
a duty to maintain service delivery. The Council is, therefore, committed to managing 
attendance and believes that it is the responsibility of line managers to work together to 
promote the management of absence and ill health. 
 
The Council intends to achieve this through; 

● Promoting the health, safety and well-being of all employees including the use of 

risk assessments to identify and manage hazards impacting on health and safety 

in the workplace. 

● Monitoring the levels of absence for individuals. 

● Implementing procedures to support and manage employee absences while 

dealing with unjustified and/or high levels of absence. 

 

PRINCIPLES 

Employees are expected to: 

● Attend work unless unfit to do so. 

● Report ill health absence promptly in accordance with the procedure. 

● Ensure that appropriate certifications are completed in accordance with the 

procedure. 

● Maintain contact with their Line Manager* during periods of ill health absence 

and understand that their Line Manager*, with delegated responsibility, is 

required to keep in regular contact to support them and monitor and manage 

any absence effectively. 

● Ensure that medical advice and treatment, where appropriate, is received as 

quickly as possible in order to facilitate a return to work. 

● Raise concerns with their Line Manager* if they believe their job is making them 

ill or contributing to their illness. 

● Not abuse the sickness absence procedure of the sick pay scheme. 

● Follow the agreed procedures. 

● When absent through anxiety, stress, depression or a related sickness to engage 

with one of the specialist advisors provided by the Council unless they have other 

specialist medical support through their GP. 

 

Line Managers* are expected to; 

● Take ill health seriously. 

● Make reasonable adjustments where an employee raises concerns that their job 

is making them ill or contributing to illness. 
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● Ensure that the appropriate certifications and notifications are completed in 

accordance with procedures. 

● Maintain effective contact with employees during periods of ill health absence. 

● Carry out return to work interviews after every period of absence. 

● Give appropriate support and guidance to employees with health problems. 

● Ensure they have a full and up to date understanding of sickness absence of their 

reports. 

● Follow the agreed procedures. 

 
ATTENDANCE MANAGEMENT PROCEDURES 
 
Notification of Absence: 
 

● Employees must telephone their line manager* no later than 9.30am on the first day 

of absence.  An indication of the length of the absence must be given (personal 

estimate or a medical professional’s opinion). Texts or emails alone must not be used 

by an employee to notify their manager. 

● If you are unable to call personally, someone else may call for you. It is your 

responsibility to ensure the Council is notified. Failure to notify the Line Manager* 

may result in the absence being treated as unauthorised and pay could potentially 

be withheld. 

Recording of absence 
The Line Manager* must ensure that all sickness absences are recorded starting on the first 
day. If they are not available themselves, another manager must record the absence. The 
Line Manager* must close the absence, after recording the last day of absence, as soon as 
the employee returns to work. 
 
Keeping in touch 
When an employee is absent from work due to sickness, it is important that communication 
is maintained between the Line Manager* and employee. The Line Manager* will need to 
ensure that work is reallocated or re-prioritised and that service delivery is maintained. The 
employee needs to ensure that they continue to feel part of the team and do not become 
isolated, vulnerable or out of touch. 
 
The employee should maintain regular telephone contact with their Line Manager* during 
the early stages of absence.  Where it is inappropriate for the Line Manager* to maintain 
this contact or if the level of contact is inappropriate, suitable alternative arrangements 
must be made. 
 
If the employee is absent from work for more than 4 weeks, the Line Manager* should 
arrange to meet the employee. 
 
If absences become longer term, regular contact must be maintained.  
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Monitoring Absence Levels 
All sickness absences must be accurately recorded on the Council’s sickness absence system 
(this could be via a folder set up specifically for each employee) and maintained by the Line 
Manager*. 
 
The Line Manager* must proactively monitor absence levels to identify trends and causes 
for concern 
 
When trigger points are reached and / or there are concerns about an employee’s absence 
level, the Line Manager* will follow the processes outlined in Persistent Short-term Absence 
or Dealing with Long-Term Absence. 
 
Trigger Points 
Line Managers* must proactively monitor employees’ sickness absence regularly. Trigger 
points are counted in working days only. However, they have a particular responsibility to 
ensure that the following procedures are followed closely and are implemented 
immediately in cases where an employee’s sickness absence has reached any of the 
following trigger points.   
 

● 5 occasions of absence in a rolling 12-month period. 

● 2 or more occasions of absence totalling more than 10 working days in a rolling 12-

month period; The 10-working day trigger will be adjusted pro-rata for employees 

who work fewer than five days a week. 

● over 14 continuous days of absence. 

 
Return to Work Interviews 
On the first day back at work after a period of sickness absence, the Line Manager* must 
hold a Return-to-Work Interview with the employee using the form at Annex A. This form 
should be retained securely by the Line Manager* and a copy given to the employee. The 
return-to-work meeting should take place in private and all discussions should remain 
private and confidential. The meeting would normally include: 

● a welcome back to work. 
● to check the employee’s state of health. 
● outline the purpose of the return-to-work meeting: which is to manage and 

monitor absence and attendance to identify any problem areas and offer support 
where appropriate. 

● a discussion about the reasons for absence, in a supportive way and in order to 
understand whether the Council can take any steps to help the employee’s 
attendance. 

● establishing if medical advice has been sought (if appropriate); 
● ensuring that the self-certification form has been completed or a fit note from 

the doctor has been provided. (see Fit Notes (Medical Certificates below.)) 
● Update the employee on work issues. 

 
Fit Notes (Medical Certificates) 
A Fit Note (Medical Certificate) must be provided promptly to cover from the eighth 
calendar day of the sickness absence. This must be sent to the Line Manager* who must 
ensure it is up to date. It must be provided in hard copy. In a continuing absence, up to date 
Fit Notes must be provided to cover the absence. Failure to provide a Fit Note in a 
continuing absence will lead to the absence being deemed ‘unauthorised’ and can result in 
pay being stopped and may result in disciplinary action. 
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The doctor may advise one or two options 

a) Not fit for work - this means that the employee has a health condition which 
prevents them from attending work for a stated period; 

b) May be fit for work taking account of the following advice - this means that the 

employee‘s health condition does not necessarily stop them from  attending work. 

The doctor may suggest that the employee could continue to work but may not be able to 

complete all of their normal duties and may suggest ways in which they could attend such as 

- 

● a phased return 
● altered hours or working pattern 
● amended duties 
● workplace adaptations 

 

The terms of the Fit Note are not binding – doctors are making suggestions not imposing 

requirements. If the Line Manager* is unable to make adjustments to accommodate the 

doctor’s advice supporting an earlier return to work, the Fit Note will be accepted as 

certification that the employee is not fit for work. The employee can come back to work at 

any time, even if this is before their fit note expires. They do not need to go back to their 

doctor first. Where the recommended time off has been taken in full, unless the GP has 

indicated on a Fit Note that they wish to see the employee again when the Fit Note expires, 

then there is no need for a ‘signing off’ Fit Note. Line Managers* must ensure that they are 

clear on what the doctor has indicated on a Fit Note. 

Phased Returns 
If the employee’s GP, through the Fit Note, advise that an employee can return to work on a 
staged basis before returning to their normal hours pattern, a Phased Return can be 
arranged. A fully paid phased return will be allowed once in any 3-year period and will last 
for no more than 4 weeks.  A phased return is considered to be a ‘reasonable adjustment’. 
The pattern of the working hours during the phased return will be suggested by a doctor 
and the Line Manager* and employee will agree the work to be undertaken during the 
phased return and the pattern of working. If it takes longer than 4 weeks to reach the 
normal working days, OR if there is more than one phased return in any 3-year period the 
employee can opt to use annual leave or flexi leave to cover the ‘gap’ days, although is not 
compelled to do so. If this is not an option, the days or hours off should be reported as 
sickness absence with the appropriate rate of pay (full/half/nil) applying. These sick days will 
not be counted towards Attendance Management trigger points. 
 
Statutory Sick Pay does not apply to days of sickness absence during a phased return. 
Alternatively, the employee can request to temporarily but formally reduce their working 
hours, with a consequent reduction in salary. 
 
 
Part Day absences 
An employee who arrives late or ceases work during the day due to illness may be regarded 
as having attended for the whole day. Line Managers* must record these absences and 
where there appears to be an emerging pattern must discuss this with the employee to 
identify any underlying problem and what might be done to tackle the problem. A note of 
this discussion should be retained by the Line Manager*.  
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Part-day absences will count towards trigger points where the numbers of incidents or 
pattern gives cause for concern. Part day absences which occur as part of an agreed phased 
return arrangement must be notified using the phased return procedure. 
 
Medical/Dental appointments 
There is no legal requirement to pay time off for medical appointments, except antenatal 
appointments.  Requests for time off to attend appointments will be dealt with 
sympathetically, however, it is expected that an employee will attend medical or dental 
appointments in their own time where possible. Where this is not possible appointments 
should be arranged to minimise any absence from work, for example, at the beginning or 
end of the normal working day. The Council will allow reasonable time off with pay. 
 
Line Managers* can request sight of appointment cards/letters as evidence of medical and 
dental appointments. 
 
Sickness and Annual Leave 
An employee who becomes unfit for work during a period of annual leave may record the 
absence as sickness absence and not as annual leave provided the Line Manager* is notified 
immediately, the period of incapacity seriously interrupts the period of annual leave and the 
employee provides evidence of incapacity, such as a Fit Note, for the period in question, 
even if they are abroad. This may mean obtaining evidence from a medical professional in 
another country or one who is not their usual GP. Such evidence may need to be paid for by 
the employee. They will not be able to reclaim the costs of providing the evidence. 
 
Annual Leave must not be taken directly after a period of sickness absence. Whilst annual 
leave should not be taken instead of sickness absence, an employee can choose to take their 
untaken and accrued annual leave at a later date or as part of a phased return to work. 
 
Statutory Sickness Pay (SSP) 
Statutory Sick Pay (SSP). SSP is currently paid after 4 Qualifying Days absence from work. 
The Qualifying Days are the employee’s normal working days that are in their contract. Tax 
and National Insurance will be deducted from SSP and if an employee earns below the lower 
earnings limit, they will not qualify for SSP. 
If an employee abuses the sickness scheme or is absent on account of sickness due or 

attributable to deliberate conduct prejudicial to recovery or the employee’s own 

misconduct or neglect or active participation in an activity while working in the employee’s 

own time on their own account for private gain or for another employer sick pay may be 

suspended. 

Category 1 – Frequent Short-Term Absence 

First formal absence Review meeting 

The purpose of the review meeting with the Line Manager* will be: 
 

● To discuss the absence record. 
● Explore the reasons for absence. 
● Identify areas of support. 
● Set targets for improvement. 
● Clarify what further action may be taken if improvement targets are not met. 
● A Trade Union or a work colleague may accompany the employee to the meeting 

but will not be allowed to speak on their behalf. 
● A member of the personnel committee may also be at the meeting. 
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The following outcomes may be agreed at the meeting - 
 

● The employee may be required to submit a Statement of Fitness for Work from their 
doctor for every instance of absence. 

● Advice may be sought from a Council appointed Occupational Health Provider. 
● Other support mechanisms may be identified and implemented. 
● Reasonable adjustments such as changes to workloads, work practices or work 

patterns may be identified; These will often be subject to advice taken from a 
Council appointed Occupational Health Provider. 

● The employee may be cautioned about the consequences of a failure to improve 
attendance. 

● Except in instances where no action is required, a further meeting should be 
arranged to review progress. 

 
The Line Manager* should write to the employee within 7 calendar days of the meeting, 
confirming the points discussed and addictions agreed.  A copy of the letter will be placed 
on the employee’s personnel file. 
 
Second Formal Absence Review Meeting 
 

● If there is insufficient improvement in the employee’s absence record, a second 
formal review meeting will be held by the Line Manager and a member of the 
personnel committee. This review meeting will; 

● Reaffirm the issues discussed at the previous review; 
● Identify support provided to the employee; 
● Review any medical advice available; 
● Consider if further medical advice is required, N.B. where there is a significant 

financial implication this may need referring to full council; 
● Identify what further support may be appropriate; 
● Set targets for improvements; and 
● Decide whether to issue the employee with a final caution; and 
● Caution the employee on the consequences of unsatisfactory improvements which 

may include the termination of employment on grounds of capability. 
● A Trade Union or a work colleague may accompany the employee at the meeting but 

will not be allowed to speak on their behalf; 
● If appropriate the outcomes identified in the previous review may also apply to this 

meeting. 
 

The Line Manager* should write to the employee within 7 calendar days of the meeting, 
confirming the points discussed and actions agreed.  A copy of the letter will be placed on 
the employee’s personnel file. 
 
Formal Interview 
If the employee does not improve sufficiently the matter will be dealt with under the 
Disciplinary Policy. 

 
Category 2 - Long Term Sickness Absence 
A long-term absence is defined as a continuous absence of over 28 calendar days. 
During a period of long-term absence, the Line Manager* and employee must keep in 
regular contact.   
 
Where it is evident that an absence is to continue for more than one month and no 
imminent return to work date is known, advice will be sought from the Council’s appointed 
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Occupational Health Provider.  The purpose of gaining advice from the Occupational Health 
Provider will be to gain an indication of the likely duration of the employee’s absence and 
whether any steps can be taken to help the employee return to work. Advice may be sought 
on whether ill health retirement may be relevant. 
 
Depending on the advice received from the Occupational Health Provider one or more of 
the following actions may be taken; 

● Review periods may be set with further advice being obtained from the Council’s 
appointed Occupational Health Provider; 

● Reasonable adjustments such as changes to workloads, work practices or work 
patterns may be identified; These will often be subject to advice taken from a 
Council appointed Occupational Health Provider; 

● Other support mechanisms may be identified and implemented; 
● Decisions may be made about the employee’s continuing employment leading to 

the decision to dismiss the employee due to their incapability to undertake their 
job due to ill health; 

● Investigations may take place into whether the employee may be eligible for ill 
health retirement. 

 
Any actions contemplated will be discussed with the employee and their representative 
before any final decisions are made. 
 
Occupational Health Referral 
 
Where an Occupational Health referral is required, the following steps must be taken: 

 
● The employee must be made aware of their rights under the Access to Medical 

Reports Act; 
● The Line Manager* may wish to recommend referrals to the personnel Committee 

and ensure with the employee that as much relevant information is provided to the 
Occupational Health; 

● The Line Manager* and the employee must be clear on the points on which they 
seek advice; 

 
Where an employee refuses to meet with the Occupational Health, the Town Council can, 
under the terms and conditions of their contract of employment, require the employee to 
submit to a medical examination at any time.  An unreasonable refusal to attend a medical 
examination will result in the suspension of contractual sick pay and may, therefore, result 
in disciplinary action being taken. 
 
Where the employee does not give their consent to the Occupational Health advisor seeking 
a report from their GP and/or refuses to meet with the Occupational Health advisor 
decisions may be made, by the Town Council, using the information available. The 
implications of this will be discussed with the employee and confirmed in writing. 
 
*or if the Line Manager is not available, the Chair, the Vice Chair or a member of the 
personnel committee. 
 
 

Drafted By Personnel Committee 11.02.25 

Full Council 18.03.25 
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Annex A 
 
RETURN TO WORK DISCUSSION 

 

NAME:  

DATE OF ABSENCE:  

 

ONE DAY ABSENCE ONLY                                       

1. Confirm diagnosis: 

 

 

2. Work related?                                                        Yes/ No: 

 

  

3. If Yes – Stress Related?                                          Yes/ No: 

 

 

MORE THAN ONE DAY ABSENCE                  

1. Check current health: 

 

 

2. Discuss work issues/ work adjustments: 

 

 

3. Referral to OH & S                                                        Yes/ No:                

 

 

 

Other Comments: 
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Name of Line Manager Date: 

Name of Employee Date: 

 
 
 
 
 
 
 
 

 


