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Absences of more than 20 working days or shorter 
periods of absence with underlying causes. 

Informal Review Meeting (page 14): 
 HR write to EE invite to meeting (not less than 5 

days notice) 

 HR to consider if referral to Occupational Health 

required. 

HR to make referral to Occ. Health if required. 

First Formal Review Meeting (page 14): 
 If EE still absent more than 20 days, Notice given to EE (not less than 5 days) of formal meeting.  

EE right to be accompanied by Union rep or colleague. 

 At meeting identify clear way forward, record on appendix 4 and sent to EE. 

Formal Review Meeting Stage 2 (page 14 & 15) : 
 Timing will vary, but not be premature.  Notice given to EE by HR (not less than 5 days), right to be 

accompanied by Union rep or colleague. 

 EE to be informed if not achieved acceptable level of attendance will be referred to Ill Health and 

Capability hearing.  EE to be given clear indication of timescale for improvement / return to work. 

Ill Health Capability Meeting / Hearing (page 15) : 
 HR to inform EE of meeting (7 days prior). (EE right to be accompanied by 

Union rep or colleague). 

 Information recorded on Appendix 9 Ill Health proforma. 

 Outcome given to EE on appendix 10  not more than 5 days later & given 

right to appeal. 

 

Right to Appeal (page 15): 
 EE to write appeal to HR within 10 days of receiving outcome. 

 Panel – CEO, Chair Resources Committee, 1 SMT member & HR as 

advisory to consider appeal. 

 EE notified within 10 days of outcome of appeal (Decision is final & 

concludes Att. Management Policy) 

 

 

 

 

 

 



 

 

 

Reporting absence (page 8): 
 Inform Line Manager before start of work giving reason (or an alternative manager if your 

own is unavailable) 

 If LM not available leave a contact number.  Relayed message or email not acceptable. 

If not returned by 3rd day (page 8): 
 EE Inform LM giving reason and expected date of 

return. 

If returned to work (page 10): 
 Complete Self Cert/Return to Work form. 

 LM to hold RTW interview with EE and send form to 

HR for record.  

If longer than 7 days (page 8 & 9): 
 From 8th day, EE to submit Not fit for Work cert from 

GP. (Certs must run consecutively). 

 If cert not supplied can result in disciplinary action. 

Not fit to return to work: 
 GP may state need to reassess EE before return to work is 

possible, Addysg Oedolion Cymru / Adult Learning 

Wales  will require another statement.   GP will give  “Fit 

to Return to Work” or “May be Fit to Return to Work” or 

another “Not fit for Work” cert. 

SHORT TERM TRIGGER POINTS (page 10): 
 3 Separate absences in 3 months 

 5 or more separate absences in 6 months 

 Total of 10 separate absences in 12 months 

Formal Attendance Review Meeting (page 11): 
 LM invite EE using Appendix 3 letter (not less than 5 days, 

EE right to be accompanied by Union rep/colleague. 

 LM record on Appendix 4.  Further attendance target set  on 

appendix 5 and sent to EE & copy to HR. After 

consideration of facts may be issued first written warning. 

 EE informed may lead to second formal review if no 

improvement. 

Second Formal Review Meeting (page 12): 
 LM invite EE using Appendix 3 letter (not less 

than 5 days, EE right to be accompanied by Union 

rep/colleague. 

 LM record on  Appendix 6(stage 2).  Further target 

set and sent on Appendix 7 to EE & copy to HR.  

After consideration of facts may be issued final 

written warning. 

 EE informed if no improvement may lead to Ill 

Health / Capability meeting which may lead to 

termination of EE employment. 

Ill Health Capability Meeting (page 15 & 16): 
 HR to inform EE of meeting (7 days prior). (EE right to be 

accompanied by Union rep or colleague). 

 Information recorded on Appendix 9 Ill Health proforma. 

 Outcome given to EE on appendix 10 not more than 5 

days later & given right to appeal. 

Right to Appeal (page 16): 
 EE to write appeal to HR within 10 days of receiving outcome. 

 Panel – CEO, Chair Resources Committee, 1 SMT member & HR as 

advisory to consider appeal. 

 EE notified within 10 days of outcome of appeal (Decision is final & 

concludes Att. Management Policy) 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 


