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Introduction  

Absence from work is costly and has an adverse effect on the quality of service to the 

customer. It is therefore vital that organisations control absence.  

In Lewisham annual targets for absence rates are set  

 corporately  

 by directorate and  

 by section  

The corporate target is to achieve an absence rate of 3%. Directorate and section 

targets are designed to assist in progressing the corporate target and are 

incorporated into annual service plans. The absence management guidelines have 

been recommended for use in schools.  

Absence control is primarily achieved by line managers through the absence 

management procedures outlined below. However, annual action plans are drawn up 

corporately, by directorate and by section to assist in achieving targets.  

Absence management procedures  

Monitoring is carried out to assess performance against targets as follows:  

 corporate reports are produced biannually and monitored by Personnel Sub 

Committee  

 directorate reports are produced on a monthly basis and monitored by directorate 

management teams  

 line managers are responsible for achieving section targets. Their performance is 

monitored through the employee development scheme and normal management 

process  

Definitions  

 absence is defined as not attending for work when required to do so  

 authorised absence is absence which has been authorised by line management 

prior to or after its occurrence and can be paid or unpaid  

 unauthorised absence is absence which has not received authorisation by line 

management prior to or after its occurrence and is always unpaid.  
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 un-certificated sickness is absence of 1 to 3 days which does not need a self 

certificate or medical certificate. The employee must inform their line manager in line 

with the absence reporting procedure  

 self-certificated sickness is absence longer than 3 consecutive days but less 

than 8 days (including Saturday and Sunday) and requires a self certification form to 

be completed (preferably a Lewisham form although DSS forms are acceptable and 

necessary when state sickness benefit has to be claimed). These are submitted to 

the line manager by the employee.  

 medically certificated sickness is absence of more than 7 consecutive days 

(including Saturdays and Sundays) and must be supported by a medical certificate 

signed by a qualified medical practitioner.  

Absence rates  

Absence rates are most usually expressed in two ways:  

 

Average Days Lost 

 average annual days absence per employee for example, for a section, 

department or the council as a whole, for a particular year  

Percentage of Days Lost to Sickness Absence 

 the average annual days absence per employee as a percentage of average total 

annual working days per employee (taken as 228)  

 as full and part-time employee statistics must be consistent, absence days and 

number of employees are calculated in terms of full-time equivalents (FTEs)  
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Absence management guidelines - the line manager's 
role  

Recording and reviewing absence  

Managers are responsible for recording the absences of their employees on a weekly 

or monthly basis and for ensuring the information is entered onto the computerised 

absence management system. It is therefore important that managers are clear 

which employees they are responsible for. Managers should receive quarterly reports 

analysing the absences of each of their employees.  

Copies of the absence recording form are available from the directorate HR section.  

These must be completed on a weekly or monthly basis in full, ensuring that accurate 

reasons for absence are always given. The forms will be returned if no reason for 

absence is given.  

Controlling absence  

Managers are responsible for controlling, and, where necessary, reducing the 

absence levels of their employees in the same way that they are responsible for any 

other aspect of their employees' performance. The following is a summary of the line 

manager's role:  

 Managers should ensure they carefully check references of prospective 

employees for information about previous attendance levels before confirming an 

offer of employment. If no information is available about the attendance record on the 

written reference, further details should be sought from the referee. If previous 

absence levels give cause for concern, for example, if they have exceeded 

Lewisham's trigger points, it is probably unadvisable to confirm the appointment 

unless the absence was a one-off illness that is unlikely to recur.  

 Managers should ensure that all their employees are familiar with the directorate 

absence reporting procedure and the absence rules (copies available from 

directorate HR) and that these are explained to all new employees as part of their 

induction. It should also be made clear to new employees that attendance levels are 

reviewed as part of the probationary assessment.  

 Occupational sick pay is provided as part of local government conditions of 

service. It is only available to support employees who are genuinely sick and whose 

absences are authorised. It is not a right or a benefit and managers must ensure 

that their employees understand this and are fully aware that abuse of the scheme is 

a disciplinary offence.  

 Managers need to ensure that employees follow the directorate absence reporting 

procedure, the key point of which is that the employee should phone the line 
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manager direct by a specific, agreed time on the first day of absence. Failure to notify 

absence in the required way without good cause is a matter for disciplinary action.  

 Directorate HR sections will advise on each case.  

 Managers should ensure that employees understand what is expected of them 

when absent on authorised sickness leave. Employees should not undertake any 

paid or unpaid work or work about the home, nor engage in any activity which is 

incompatible with the illness or may delay recovery and must keep the manager 

informed about progress and likely date of return to work.  

 Managers should conduct back-to-work interviews every time an employee returns 

from sickness absence.  

 Managers should review every employee's attendance record, using the quarterly 

reports supplied by the directorate HR section. An absence review meeting should be 

conducted every time an absence trigger point is reached.  

 When managers identify that an abuse of the absence procedure has 

occurred, they should take immediate disciplinary action with the advice of the 

directorate HR section.  

 Managers should ensure that they treat all employees consistently in accordance 

with the procedure in order to set a high standard and demonstrate leadership.  

Guidance is given below on dealing with cases of persistent short-term and long-term 

sickness absence.  

Detailed procedure - short-term absence  

  On receiving a call from the employee, the manager should enquire 

sympathetically into the nature of the illness and likely duration, note the time and 

date of call and reason and enter the absence on the directorate recording form. The 

manager should also check on any work which may need to be covered.  

 If an employee is absent and fails to notify in the correct way, the reasons for this 

should be established on the employee's return to work. These should be recorded 

and directorate HR consulted on action to be taken.  

 Should the discussion between manager and employee reveal that the illness is 

very minor (for example a slight headache), the manager should try to convince the 

employee to come in to work, perhaps by offering to reschedule or reallocate any 

particularly onerous duties.  

 Should the employee indicate that though they are unfit to attend for work they are 

fit to do certain duties at home, they can work from home if such duties are available 

and if necessary materials can be delivered to them. The employee will not then be 



Page 6 of 27 

recorded as absent for the duration of those duties. If, however, no suitable duties 

exist, then the employee will be recorded as absent. Managers should bear in mind 

the nature and severity of the illness before discussing home working arrangements 

and should not put pressure on employees to agree if they say they are feeling too 

unwell to undertake the work.  

 Managers may arrange to visit a sick employee at home during the absence by 

prior arrangement with the employee unless abuse of the sickness scheme is 

suspected, when a visit may be made without prior notification.  

Back-to-work interviews  

These should be conducted in as private an environment as possible on the day the 

employee returns to work. The aim of the interview is to welcome the employee back 

to work, to enquire after their health, to communicate what acceptable levels of 

absence are and what degree of illness should be expected to give rise to absence 

(for example, an employee with a slight headache or slight cold would normally be 

expected to attend work whereas a severe migraine or bout of 'flu is likely to cause 

absence).  

The manager should also receive self or medical certificates if appropriate and 

should discuss how the employee's work was covered in their absence. Usually the 

interview need only be very brief, but it serves both to show concern for the 

employee and to act as a deterrent to unnecessary absence. The manager should be 

satisfied by the reason for absence before authorising sick pay. However, refusal to 

authorise sick pay without evidence that a sickness absence is not genuine is 

unacceptable.  

Absence review meetings  

These should be conducted if, in any three-month period an employee has displayed 

an unacceptable pattern of frequent short term absence, defined as:  

 at least 3 separate periods of un-, self- or medically certificated absence  

 an unacceptable pattern of absence, for example, regular Friday or Monday 

absence, or absences regularly occurring on a particular day of the week  

 any other absence giving rise to concern  

The manager must take a view on each case as to whether the level or pattern of 

absences are acceptable or not.  

These patterns are termed absence trigger points.  

 Directorate HR sections can advise if necessary.  
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The meeting should take place in private with the absence record available for 

discussion. It should not be confrontational, but rather an investigation into any 

underlying problems, medical, work-based or domestic, which may be preventing the 

employee from attending work regularly. The manager should explain the effect the 

absences are having on the work performance of the section and where possible, 

offer counselling, help and advice to assist the employee to attend regularly. It is 

important to remember that the reasons for absence may be sensitive, and that 

confidentiality is very important. There may be situations in which an employee will 

not wish to disclose information to the immediate manager and should be given the 

opportunity to speak to the directorate HR officer or the council's medical adviser.  

It is important that the manager explains what is considered to be a reasonable 

standard of attendance and that the meeting produces a decision, preferably jointly 

agreed, on action to be taken by both manager and employee and a timescale 

(generally the following three-month period unless a longer period is jointly agreed to 

be necessary) to help achieve this standard.  

A written, dated record should be made of this decision. This can take the form of a 

standard setting letter.  

Types of action that could be agreed by the manager include:  

 referral to occupational health service  

 referral to a counselling service  

 purchase of equipment to make work physically easier  

 formal review of employee's attendance performance after a specified period  

When agreed, it is important that these are carried out.  

The manager should also give an indication of the consequences of failing to achieve 

the required improvement within the time period. The consequences will vary with the 

causes of absence which may not always be easy for the manager to identify 

conclusively.  

For example, a common situation is that an employee has a pattern of intermittent 

short-term absence due to sickness which appears to be genuine but may not be. 

Where the absence is not genuine, an absence review meeting and the threat of 

further action may be sufficient to bring about an improvement. However, cases of 

frequent absences due to genuine sickness should be tackled in terms of the 

capability procedure. 

There are cases where there is definite proof of misconduct, that is, an abuse of the 

sickness scheme, including sickness absences which are not genuinely attributable 

to poor health. Such cases should be dealt with using the disciplinary procedure.  

ManagingPerfAndAttendCapability.doc
DisciplinaryProcedure.doc
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Controlling absence in a section with an unacceptable overall level 
of absence  

The manager of such a section will need to take three courses of action. First, the 

above absence management procedures must be applied rigorously with each 

individual employee. Secondly, the section's absence rate needs to be calculated 

regularly, perhaps on a monthly or quarterly basis, compared with the rate of other 

sections and discussed at team meetings. The manager needs to stress why the rate 

is unacceptable, in terms of cost and quality of service, stress the need for collective 

responsibility, set targets with the group for a reduction in the rate and monitor 

progress regularly.  

Thirdly, the manager must try to identify, both through group and individual 

discussions whether there is any factor exacerbating absence levels. This may be 

related to attitude, for example, a commonly shared view that each employee has a 

`right' to a certain amount of sickness leave each year. The manager must deal with 

such attitudes firmly and make it clear they are incorrect and unacceptable. In such a 

situation the manager may, for example, insist on first day medical certificates or may 

refuse to authorise un- and self-certificated absences for sick pay without concrete 

evidence that a sickness absence is genuine.  

Alternatively, the employees may be experiencing high levels of stress or be exposed 

to unhealthy conditions in the workplace. The causes of this will need to be analysed 

and work or methods redesigned.  

There may be problematic relationships within the team which will need to be tackled 

sensitively.  

Improvements in attendance levels should be recognised with, for example, `well 

done' letters to individuals in the group.  

Disciplinary action relating to absence  

Examples of employee conduct in relation to absence where disciplinary action is 

appropriate:  

 failure to follow the absence notification rules without good reason  

 providing an unsatisfactory reason for being absent from work  

 a continuing pattern of unauthorised absences  

 failure to provide medical certificates when required  

 abuse of the sickness scheme by, for example, undertaking paid or unpaid 

employment elsewhere while absent on sick leave, engaging in activities which are 
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inconsistent with the nature of the alleged illness or engaging in any activities which 

aggravate the nature of the illness or delay recovery  

 deliberate falsification of self or medical certificates (potentially gross misconduct)  

On each occasion of misconduct, action should be taken, following investigation, in 

accordance with the normal disciplinary process and in consultation with the 

directorate HR section. For minor misconduct the aim is to encourage improvement 

to an acceptable standard of behaviour. Standard-setting letters may be issued and 

doctor's certificates for the first day of absence can be required. More serious 

misconduct may warrant immediate formal action. Disciplinary code gives guidance 

on the disciplinary procedure.  

Unauthorised absence  

An employee who has failed to follow the procedure for notifying absence is 

considered to be absent without permission.  

On the employee's return to work, the manager must ascertain the cause of absence 

and decide whether there was an acceptable reason for the failure to notify. If the 

reason is acceptable then sickness leave is granted retrospectively. Letter AM1, or 

similar, should then be sent to the employee. If not, then pay is deducted and 

disciplinary action initiated as appropriate. Letter AM2 should be sent to the 

employee.  

When an employee has been absent for 5 days or more without making contact the 

manager must stop pay and send the employee a copy of letter AM3 by recorded 

delivery.  

If the employee fails to respond within a week, then letter AM4 should be sent by 

recorded delivery. Again, if there is no response within a week a further letter AM4 

should be sent by recorded delivery.  

If no response is forthcoming within a further week, the manager should consult 

the directorate HR section. Further attempts to contact the employee should be 

made, such as visiting the home, prior to sending a further letter AM5, by recorded 

delivery. Disciplinary action should then be taken against the employee in 

accordance with the Council's disciplinary procedure.  

Frequent genuine short-term absence  

An employee may exhibit a pattern of intermittent, persistent absence due to 

sickness which is supported by medical certificates when necessary. After a period in 

which a continuing pattern has been documented, the employee should be referred 

to the Council's Occupational Health Physician (OHP) for an assessment on whether 

there is an underlying medical condition.  

AM1AbsenceLetter.doc
AM2AbsenceLetter.doc
AM3AbsenceLetter.doc
AM4AbsenceLetter.doc
AM4AbsenceLetter.doc
AM5AbsenceLetter.doc


Page 10 of 27 

 

It is common to find in such cases that the employee suffers genuine ill health but all 

the complaints are minor and unconnected. Alternatively, there may be an underlying 

medical condition but not one which would result in the employee being declared 

permanently unfit.  

In such cases, action may be taken under the Council's capability procedure on the 

grounds that the employee's absence level has prevented them from carrying out 

their job to an acceptable standard over a period of time, despite counselling, 

medical and other advice and assistance. directorate HR should be consulted before 

any further action is initiated.  

Once medical advice has been received, the manager should meet the employee to 

consider:-  

 whether, in the light of medical advice, the employee will be able to maintain a 

satisfactory attendance level.  

 whether there are any changes in working arrangements that would allow the 

employee to improve performance, for example, changes in hours, a period of unpaid 

leave  

 the possibility of medical redeployment.  

If, following discussion, none of these options appear to be feasible, the manager 

should inform the employee that the matter will be referred to the directorate Chief 

Officer for formal action under the capability procedure. The employee can be 

referred to the directorate HR section for further information.  

If, following formal action, the decision is that the employee is to be dismissed on the 

grounds of incapability, dismissal is with the appropriate warnings and period of 

notice and the employee has the right of appeal to the appropriate Executive 

Director.  

Long-term sickness including industrial injury absences  

When an employee has been absent for 4 weeks continuously, or earlier, if 

appropriate, the manager must write to establish the state of health and a likely date 

of return to work. Letter AM6 should be used. A home visit at this stage can help to 

demonstrate the Council's concern, boost morale and aid an early return to work 

provided it is carried out in a sensitive and sympathetic manner.  

It is also important to refer the employee's case to the medical adviser (see 

procedure for referral to the occupational health service below) with information 

about the job and working conditions for a report on the nature of the illness, whether 

and when the employee is likely to be able to return, whether they are likely to be 

ManagingPerfAndAttendCapability.doc
ManagingPerfAndAttendCapability.doc
AM6AbsenceLetter.doc
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able to return full-time or part-time for a while, or whether they will need alternative 

work.  

If the medical advice is that the employee is permanently incapable of working, then 

the directorate HR section should be informed. They will initiate the medical 

retirement procedure.  

If the medical advice is that a reassessment should take place, the medical adviser 

will arrange another appointment and inform the directorate HR section. The advice 

may be that the employee is likely to recover from the illness in a number of months 

or years so that medical retirement is inappropriate. If, in the managers view, the 

estimated length of the illness is greater than can be borne by the service, then 

directorate HR should be consulted.  

The manager and directorate HR will need to consider:  

 the length of the absence to date and likely length of the continuing absence  

 the nature of the illness  

 any medical prognosis or advice  

 the effect of the continuing absence on the work  

If, having taken a balanced view of the above factors, the manager decides that the 

employee is no longer capable of discharging the terms of their contract of 

employment, a decision to recommend termination of employment may be 

appropriate. Directorate HR will then initiate the formal capability procedure. Should 

the decision be to terminate employment, the employee will have a right of appeal to 

the relevant Executive Director.  

Differences of Medical Opinion  

If, during the course of an employee's long term sickness from work, it becomes 

apparent that there is a difference of opinion between the Council's Occupational 

Health Physician (OHP) and an employee's own doctor (e.g. the OHP does not 

recommend that an employee should be retired on ill-health grounds but the 

employee's own doctor disagrees), the following action should be taken;  

 The OHP should be made aware of the difference of opinion (if not already)  

 The OHP and the employee's doctor will liaise with a view to resolving the 

difference  

 In the event that there continues to be a difference, the manager may decide to 

seek a further medical opinion from another Occupational Health Physician.  

ManagingPerfAndAttendCapability.doc
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Where an apparent conflict of medical opinion does not arise until a capability 

hearing, the hearing officer may need to refer the employee back to the OHP for a 

further review before coming to a decision. The OHP may consider it appropriate to 

recommend that a further medical opinion be sought.  

Terminal illness  

When a line manager becomes aware that an employee's absence problem is due to 

terminal illness, advice should be sought from the directorate HR section.  

Referrals to the Council's Occupational Health Service  

As indicated in this section, managers should consider referring employees for 

medical assessment in the following circumstances:  

 following an accident which is or is likely to cause significant absence  

 when an employee is at work and is suspected of having an infectious or 

contagious disease (a phone call to the medical adviser will usually clarify the 

position)  

 when an employee has been absent due to sickness for a continuous period of 4 

weeks and always after 8 weeks  

 when an employee has frequent short-term sickness absence  

 when there is concern about an employee's health in relation to their ability to carry 

out an aspect of their job  

The manager should inform the employee about the referral and contact directorate 

HR who will assist in the completion of the medical referral form AM7. Notification of 

the date of the appointment will be sent direct to the employee's home address. 

When the referral results from sickness absence a printout of the absences with 

reasons must be sent to the medical adviser before the appointment date.  

After the assessment, advice will be sent in writing to the directorate HR section. This 

advice is confidential to manager, personnel and employee. It should be used to 

assist the manager in making a decision about the sickness absence.  

Medical advice may be that:  

 the employee is fit for employment in their occupation  

 the employee is unfit at present and either:  

 requires a medical review  

AM7AbsenceLetter.doc
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  should be suspended on the appropriate rate of sick pay  

  requires a medical certificate from the GP  

  is permanently incapable of discharging any duties  

  is permanently incapable of discharging the duties of the current post but would 

be fit to be redeployed to carry out alternative duties (which must be specified)  

In addition the Occupational Health Service will provide information and advice 

relating to any or all of the points raised under part C of the referral form AM7.  

Medical redeployment  

It needs to be recognised that medical redeployment can often involve employees 

who meet the definition of disability contained in the Disability Discrimination Act - he 

or she has a physical or mental impairment which has a substantial and long-term 

adverse effect on his or her ability to carry out normal day to day activities. It is 

therefore important to ensure that decisions about the medical redeployment of 

employees who may come within this definition are taken with proper medical and 

personnel advice.  

Medical redeployment may be permanent or temporary. Permanent medical 

redeployment may be sought:  

 Where the Occupational Health Physician has stated that the employee is 

permanently unfit for their existing job and should be retired on ill health grounds if 

they cannot be redeployed to suitable alternative work, or;  

 Where the employee has an unacceptable sickness record and a transfer to 

alternative work or to an alternative work environment would resolve in an improved 

and acceptable level of sickness absence.  

Temporary redeployment will be sought:  

 Where Occupational Health Physician has stated that the employee is temporarily 

unfit for their existing job, but is fit to do other work pending their recovery.  

Medical redeployment should only be considered in situations where it can be 

reasonably expected to resolve the problem, either:  

 By transferring the employee to work that they are fit to do; or,  

 By removing the employee from a work environment that is contributing to an 

unacceptably high level of absence.  

AM7AbsenceLetter.doc
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Unlike the provisions relating to the redeployment of employees whose jobs are 

declared redundant, there is no set time limit for people to seek redeployment on 

medical grounds. People should be allowed a reasonable period of time, depending 

on the circumstances of their case.  

Matching criteria for people seeking redeployment on the grounds of ill health are the 

same as those for people seeking redeployment because their jobs have been 

declared redundant.  

Medical redeployees will be made one offer of redeployment which must be 

accepted. Every effort will be made to redeploy as close as possible to the 

substantive grade and conditions. There is no protection of salary on redeployment to 

a lower grade.  

The provisions relating to trial periods that apply to employees seeking redeployment 

because their job has been declared redundant apply to medical redeployments.   

Training  

All managers and supervisors should attend training in absence management and 

courses are available through directorate HR and training sections. Training in 

specific skills relevant to absence management are also provided, such as 

counselling, discipline and grievance and negotiating skills.  

Entitlement to sick pay  

The periods of entitlement to paid occupational sick leave are based on the length of 

service. The following provisions apply to officers, manual and craft employees, 

including all school support staff, as outlined in the appropriate National Conditions of 

Service:    

 during first year of service 

1 month's full pay and, after 

completing 4 months' service, 2 

months' half pay  

 during second year of service 
2 months' full pay and 2 months' 

half pay  

 during third year of service 
4 months' full pay and 4 

months' half pay  

 during fourth and fifth years 
5 months' full pay and 5 months' 

of service half pay  

 after five years' service 
6 months' full pay and 6 months' 

half pay  

These amounts incorporate Statutory Sick Pay which is payable by employers to 

their employees for qualifying days (those days which the employee was due to 



Page 15 of 27 

work) from the fourth day and up to 28 weeks of sickness absence in any one period 

of incapacity for work. Both the SSP and occupational sick pay elements are subject 

to income tax and national insurance deductions.  

The transferred ILEA sick pay scheme applies to teachers. The provision of this 

scheme in respect of sickness payments remain unchanged.  

Certain groups of employees are not entitled to SSP and must claim Incapacity 

Benefit. These are:  

 those over state pension age  

 employees on a short-term contract of no more than three months  

 employees who earn less than the lower weekly earnings limit for National 

Insurance contributions  

 employees who are sick within 57 days of a previous claim for certain state 

benefits (including Incapacity Benefit and Maternity Allowance)  

 pregnant employees who go off sick during the 18 weeks of the Maternity 

Allowance period beginning 11 weeks before the expected week of confinement  

 employees who fall sick abroad outside the EU  

 employees who have not yet started work under their contract of employment  

 employees who are sick during a stoppage of work at their place of employment 

due to a trade dispute, unless the employee has not taken part in the trade dispute 

and has no direct interest in it  

 employees who are within 8 weeks of a period of a claim of Severe Disablement 

Allowance, Incapacity Benefit, Invalidity Pension or Maternity Allowance  

 employees who are in legal custody  

When a teacher returns to duty on a part-time or reduced hours basis following a 

period of long term sickness, there will be no reduction in pay for the teacher for a 

maximum period of 6 weeks, subject to review after 3 weeks. Where schools have 

access to the central supply budget, the cost of cover for the reduced hours can be 

met from this.  

Personnel department's role in managing absence  

The directorate HR sections will ensure that the absence management policies and 

procedures are implemented within the department, through training, advising and 

assisting managers, through monitoring progress towards achieving targets by 
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directorate and within specific sections and by ensuring action is taken in areas 

where high levels of absence are identified.  

This will include:  

 recruitment and selection - ensuring that details of a prospective employee's 

absence record are obtained by seeking references from present and/or previous 

employers and analysing responses received to advise line managers.  

 induction - ensuring that new employees are made fully aware and understand the 

rules and procedures for absence. To point out the high cost of non-attendance in 

terms of disrupting work schedules, inefficiency, drop in productivity, work pressures 

that are placed on colleagues, overtime payments and the drop in quality of customer 

service.  

 probation - assisting managers in monitoring any tendency towards lateness or 

absence during a new employee's probationary period and ensuring that any 

problems are dealt with formally at the relevant review stages.  

 training - providing managers with the knowledge and skills to effectively manage 

absence through, for example, absence management, counselling skills and 

communication skills training.  

 advice and interpretation - providing managers with professional advice and 

interpretation of absence policies and procedures.  

 welfare and counselling - providing a welfare and counselling service to employees 

to assist them in dealing with problems affecting their attendance at work.  

 referrals to the Occupational Health Service - to establish the medical position of 

an employee as part of the process of managing absence, usually following a request 

from the manager.  

 records and statistics - ensuring that:  

- accurate and clear records are kept  

- computerised absence records are up to date  

- statistics are regularly produced to measure progress in reducing absence by 

directorate  

- absence reports are produced for each line manager on a quarterly basis.  
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Measuring absence  

All absence statistics must use full-time equivalent (FTE) measures of numbers of 

employees and numbers of days of absence.  

An absence of one day by one full-time employee is counted as 1 FTE day by 1 FTE 

employee.  

Where absences are being recorded on a 5 day week basis, a recorded absence of 1 

day by an employee who works 5 mornings a week is counted as 0.5 FTE days by 

0.5 FTE employee. However, where the new working week patterns are being used, 

such an absence will be recorded as 0.5 FTE days.  

Corporate and directorate absence statistics are calculated for time periods of 1 

month, a quarter, 6 months or a financial year. They are produced by computer 

report and are expressed as follows:  

(total FTE absence days in a period) divided by (total FTE employees in the period)  

total FTE employees in the period  

The FTE of an individual employee is calculated by taking the proposition of the 

standard working week/month/year which they are contracted to work and multiply by 

the proportion of the relevant time period that the employee has actually been in 

post. e.g. an employee who works 17.5 hours a week is 0.5 FTE. If absence statistics 

are being calculated over a year and that employee has been in post 6 months of 

that year, then FTE becomes 0.5 x 0.5 = 0.25. The figures for total employee in the 

period is simply the sum of each individual FTE in the department /section/Council, 

as relevant.  

This ratio gives the average days absence per employee.  

The ratio can then be converted to an absence rate by dividing by the standard 

number of working days available for the time period. For a period of a year, this is 

228 days for manual and craft workers and officers and 195 for teachers. It is 

calculated as follows:  

(average days absence per employee x 100)/228  

The frequency rate can also be calculated. This shows the average number of 

separate absences per employee over a time period. It can be useful for identifying 

whether the absence level is due to a small number of longer absences or a large 

number of short absences. It is calculated as follows:  

(number of separate absences in the period x 100) / number of FTE employees  
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The individual frequency rate shows the proportion of employees who had absences 

during the period. It can indicate whether absences are uniformly spread amongst 

the employee group or concentrated amongst a small number. It is calculated as 

follows:  

(number of employees having one or more absences in the period x 100) / number of 

FTE employees  

Disciplinary procedure  

Where this procedure has to be used in relation to cases of absence, refer to  

Disciplinary code.  

Capability procedure  

Where this procedure has to be used in relation to cases of absence, refer to  

Capability procedure.  

Medical redeployment  

Medical redeployment will only be considered where there is a medical opinion that 

the employee can be expected to fulfil all the requirements of the job, including those 

relating to sickness absence. The Redeployment Panel will not admit employees on 

the Redeployment Register for medical redeployment unless the medical prognosis 

indicates that redeployment is likely to resolve the problem and not simply transfer it. 

Once employees have been admitted to the register, they will only be put forward for 

jobs that the medical report indicates are likely to suitable. A completed Medical 

Redeployment Form (Appendix 1) must therefore, accompany requests for 

employees to be admitted to the Redeployment Register on medical grounds. The 

form asks for specific information about the work that the employee is fit to do and, if 

they are being redeployed in response to an unacceptable sickness record, the 

causes of that sickness. It is therefore, important that referrals to the Occupational 

Health Physician ask for precise information on these points.  

It is the nature of medical redeployment that the circumstances of the case may 

develop or change with the passage of time. There are number of factors that need 

to be considered and kept under constant review:  

 Is the employee permanently unfit for their current job?  

 What is the medical advice on the type of work that the employee is capable of 

doing?  

 How restrictive is that advice?  

 Does the employee have a physical or mental impairment which has a substantial 

and long-term adverse effect on his or her ability to carry out normal day to day 

DisciplinaryProcedure.doc
ManagingPerfAndAttendCapability.doc
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activities and, thereby satisfy the definition of disability set out in the Disability 

Discrimination Act?  

 Has the Occupational Health Physician been asked for advice on adjustments to 

the workplace that may facilitate redeployment?  

 If the Occupational Health Physician has given such advice, how feasible is it to 

comply with?  

 Is it appropriate to seek more specialist advice on the employee's abilities and 

appropriate adjustments to the workplace?  

 Has the Occupational Health Physician advised that redeployment to alternative 

work or to an alternative work environment is likely to lead to an improvement in the 

employee's sickness absence record?  

 How much service does the employee have with Lewisham? - In local 

government?  

 Does the employee want redeployment?  

 What sort of jobs are they prepared to consider?  

 How flexible are they about considering alternative types of work?  

 What is the availability of the type of work that the employee is prepared to 

consider and capable of doing?  

 Is the case approaching the stage when it will be referred to the Chief Officer 

under the Capability Guidelines?  

 What period of statutory/contractual notice will the employee be entitled to if they 

are dismissed?  

 Temporary vacancies may be offered to employees seeking permanent 

redeployment on the grounds of ill health. If such an employee accepts an offer of a 

temporary appointment and if they have been given notice of termination, their notice 

will freeze for the duration of the temporary contract. 
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Appendix 1  

Application for an employee to be admitted to the redeployment 
register on medical ground 

Department: ........................................................  

1. Employees Details  

Name: ............................................ Job Title: ...........................................  

Work Place: ................................Telephone Number: ...........................  

2. Directorate Contact  

Name: .............................................Telephone Number: .......................  

3. Statement of suitability for medical redeployment  

The Occupational Health Physician has advised that the above named employee 

should be redeployed on medical grounds because (please tick appropriate 

statement):  

.....They have been assessed as permanently unfit for their current post, but 

medically fit to do other work.  

.....Their unacceptable level of sickness absence is likely to reduce to an acceptable 

level if they are redeployed from their existing work environment.  

.....They have been assessed as temporarily unfit for their current post, but medically 

fit to do other work pending their recovery.  

Please give a description of the type of work the employee is fit to do:.............  

.................................................................................................................  

I attach details of the employee’s sickness record over the previous 12 months. I 

confirm that I do not expect the employee to have a continuing high level of sickness 

absence following redeployment to a suitable post because I have neither been 

advised:  

.....that there is an underlying medical condition which is likely to cause a continuing 

high level of sickness absence; nor that there was no underlying medical reason for 

their previous high level of sickness absence; nor  
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.....that their previous high level of sickness absence was for a series of unrelated 

medical reasons.  

4. Reasonable adjustments  

If the employee has, or may have a disability as defined by the Disability 

Discrimination Act, what “reasonable adjustments” might facilitate their redeployment 

into a suitable post? (NB. This information is for initial guidance only. Potential 

employing departments will still have an obligation to make their own assessment in 

the light of local circumstances).  

5. Period of time to be allowed for seeking redeployment  

(Please tick the appropriate statement)  

.....The Occupational Health Physician has stated that employee is permanently unfit 

for their current job and they have been given notice of termination of employment to 

end on .......... (date).  

.....The above named employee has not been given notice of termination of 

employment. Their situation is being kept under constant review and the 

redeployment Panel will be notified if their case is referred to the Chief Officer under 

the Capability Guidelines and whether notice of termination is given.  

.....The above named employee is seeking temporary redeployment. They are 

expected to be fit to resume their normal duties by ................... (date).  

Signed: ......................................... Date: ...................................  

Signed: ......................................... Date: ....................................  

(Personnel Manager)  
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(please attach job description if first referral)  

Occupational Health Referral  

 
Name of employee: 

 

Date of birth: 

Address: 

 

 

 

Tel. No. Home 

 

Tel. No. Work: 

Division: 

 

Directorate 

 

Job Title: 

(please attach job description if first referral) 

 

Reason for referral: 

(Please state clearly the information you hope to obtain from this referral) 

 

 

 

 

 

 

 

 

 

 

 

 

Please attach attendance record if relevant to the referral 

I confirm the employee understands the reason for this referral: 

 

 

Signed:                                                                           date: 

Print name 

 

Designation: 

 

Address: 
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Telephone No: 

HR section and contact if applicable: 
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Terminal illness 

When the Council becomes aware that an employee is suffering from a terminal 

illness and this is causing absence from work the following needs to be taken into 

account:  

 the employee may not be aware that the illness is terminal if the medical 

practitioner has decided that it is not in the person's best interest to be informed of 

their condition  

 the benefits available for the relatives on the death of the employee may be 

substantially more if the employee remains employed by the Council until the time of 

death  

 people are affected differently by the knowledge that they are terminally ill. Some 

may wish to continue working for as long as they are able while others may find it 

impossible to remain at work  

 the Council is sympathetic to the employee's situation and will make every attempt 

to deal with cases of terminal illness on an individual basis, giving the employee's 

interests serious attention  

 the Council will be mindful of the superannuation benefits that can accrue and the 

length of service qualifications that apply to those benefits. Where possible, decisions 

about retirement will aim to provide the employee with the most financially beneficial 

result  

SSP rules  

SSP is only paid for qualifying days, that is, those days on which the employee would 

normally be due to work and is not paid for the first three qualifying days of any 

sickness absence. However, periods of sickness separated by 56 calendar days or 

less are said to `link' and once some of the waiting days have been served in one 

sickness absence, only the balance of the waiting days have to be served in any 

linked periods of sickness.  

In certain cases where a regular pattern of work cannot be identified, `notional' 

working days are specified to serve as qualifying days.  

SSP payments are itemised separately on both wage and salary slips. Employees 

have the right to ask their employer for a written statement about why SSP has not 

been paid. If the request is reasonable, the employer has a duty to supply the 

statement within a reasonable period of time.  

If there is a dispute which cannot be resolved by the employer, the employee may 

appeal to an Insurance Officer of the DSS.  
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Under SSP rules, employees who have had 4 self-certificated absences in the 

previous 12 months can be referred to the DSS. The DSS will then require the 

employee to visit their GP on the next occasion they are sick. The GP will provide, in 

confidence, a report to the Regional Medical Service. This body provides an 

independent medical opinion to the Local Insurance officer who decides whether 

SSP should be paid.  

New employees' entitlement to SSP  

If new employees have done some work under their contract of employment with the 

Council, they are entitled to 28 weeks SSP despite any SSP they have already 

received from their previous employer. New employees transferring from other local 

authorities would be entitled to another 28 weeks SSP from the Council. This would 

not apply to employees transferring between departments within the Council.  

New employees should be asked for a linking letter from the DSS which notifies 

whether an employee has received certain state benefits within the previous 57 days. 

The employees are then excluded from receiving SSP until the date indicated on the 

linking letter.  

Procedure for employees not or no longer entitled to SSP  

The relevant payroll section must be informed about all employees who are ineligible 

for SSP. When such an employee is sick, the directorate will issue an Exclusion 

Form SSP1(E) giving reasons for the exclusion. The form must be issued to the 

employee within 7 days of their becoming eligible to claim benefits and the 

employee's department should be informed accordingly.  

A second form SSP1(T) must be completed to transfer employees from SSP to 

Incapacity Benefit when their SSP entitlement becomes exhausted. This must be 

done between 14 and 7 days before SSP expires.  

The employee completes the last section of either form and sends it with any current 

medical certificates to the DSS.  

Sickness during annual leave  

The National Conditions of Service for Officers, Manual and Craft employees state 

that when employees fall sick during annual leave they should be regarded as being 

on sick leave from the date of the medical certificate. Annual leave is then taken at a 

later date. Notification of sickness should be made in the usual way and a medical 

certificate should be produced as evidence.  
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Manual and craft workers - sickness on the day prior to or following 
a public holiday  

The National Conditions of Service for Manual and Craft Employees state that a 

day's sickness absence preceding or following a public or extra statutory holiday 

must be supported by a medical certificate.  

Industrial injury - procedure for reporting and recording accidents 
at work  

An accident form CS2 must be completed and an entry made in the Accident Book. 

An authorised officer of the Council must investigate and report on the circumstances 

of the accident.  

Designating absences as due to industrial injury  

This is a management decision based on the facts of the case identified by the 

authorised officer. Exceptionally, a case may be referred to the Council's OHP where 

more evidence is required to make the decision. Borderline cases may be referred to 

the Head of Personnel and Development for advice. In cases of dispute, the matter 

must be referred to an independent medical referee.  

Industrial injury allowances  

The National Conditions of Service for Officers, Manual and Craft workers provide for 

entitlements for absences due to industrial injury which are distinct from occupational 

sick pay. Please refer to the appropriate set of national conditions for details.  

Standard procedure for reporting sickness absence (for distribution 
to employees)  

The following procedure (adapting if necessary to meet directorate needs) should be 

adhered to in the first seven days of sickness absence:  

1. On the first day of absence the employee must notify their line manager as soon 

as possible, normally not later than midday, stating the nature and probable 

duration of the sickness. Notification should normally be by a telephone call from the 

employee or by someone phoning on their behalf. If it is not possible to telephone, 

written notification is acceptable provided it is posted on the first day of absence. 

Each department should communicate its specific absence reporting requirements to 

employees.  

2. If the employee returns to work after one, two or three days absence no further 

reporting is required, unless the line manager has required a particular employee to 

provide first day certificates.  
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3. If the employee is absent for more than three days, the supervisor must be notified 

of the reason for continued absence. Notification could be by telephone or letter. The 

employee must complete a self certification form to support up to the first seven  

sent to the employee by their department  

collected by the employee, or someone acting on their behalf, from the workplace 

and sent back before their return to work, or  

completed by the employee on their return to work.  

4. If the employee is away sick for more than seven calendar days, they must obtain 

a medical certificate from their GP on the eighth day of absence, and send this to 

their department. If the GP provides a medical certificate during the first seven days 

of absence this should be sent to the department immediately. Subsequent 

certificates must be obtained if necessary to cover the full period of sickness.  

The following sample letters are available in Word format:  

 Letter AM1  

 Letter AM2  

 Letter AM3  

 Letter AM4  

 Letter AM5  

 Letter AM6  

 Form AM7  

Letter AM8 - standard setting warning letter confirming the outcome of an 

absence review meeting to the employee  

Letter AM9 - requesting an employee to attend a disciplinary hearing  

Letter AM10 - informing an employee about concern over sickness levels 

prognosis  

Letter AM11 - inviting an employee to attend a capability hearing (Capability 

procedure)  

Letter AM12 - termination on grounds of incapability.  

Form AM13 is a standard weekly absence recording form. This may be adapted 

by departments for monthly use or to include further information. However, no 

information shown on AM12 should be excluded.  

  

AM1AbsenceLetter.doc
AM1AbsenceLetter.doc
AM2AbsenceLetter.doc
AM2AbsenceLetter.doc
AM3AbsenceLetter.doc
AM3AbsenceLetter.doc
AM4AbsenceLetter.doc
AM4AbsenceLetter.doc
AM5AbsenceLetter.doc
AM6AbsenceLetter.doc
AM8AbsenceLetter.doc
AM8AbsenceLetter.doc
AM9AbsenceLetter.doc
AM9AbsenceLetter.doc
AM10AbsenceLetter.doc
AM10AbsenceLetter.doc
AM11AbsenceLetter.doc
AM11AbsenceLetter.doc
AM12AbsenceLetter.doc
AM12AbsenceLetter.doc
AM13AbsenceLetter.doc
AM13AbsenceLetter.doc

