Absence Management Procedure
Purpose and Scope
This policy ensures that employee absences are managed fairly, consistently, and in line with employment law. It applies to all employees but excludes self-employed contractors and volunteers. It does not cover annual leave.
Absence refers to any time an employee is not present at their designated workplace during contracted working hours.
We recognise that illness and injury are sometimes unavoidable. No employee is expected to work when unfit to do so. Each case will be considered individually, with compassion and consistency.
Principles
· Monitor and manage absence effectively
· Ensure correct pay during absence
· Support return to work after illness or injury
· Promote wellbeing and emotional support
· Comply with statutory and regulatory obligations
Employee Responsibilities
You must:
· Start and finish work on time
· Ensure all absences are authorised
· Follow sickness notification and certification procedures
· Attend medical appointments arranged by the employer
· Participate in absence management meetings
· Inform us of any health issues affecting your work
· Not undertake duties involving horse handling or instruction where illness, injury, or medication may compromise safety
Timekeeping and Medical Appointments
· Persistent lateness or early departure may trigger disciplinary action.
· Medical appointments should be scheduled outside working hours where possible.
· With prior approval, time off may be granted but is normally unpaid.
· Absences over two hours may be recorded as half-day sickness unless covered by Reasonable Adjustment.
· Proof of appointment may be required.
Reasonable paid time off will be provided where required by law, including for pregnancy-related appointments and disability-related needs.

Reporting Sickness or Injury
You must notify your Line Manager by phone on the first day of absence. Messages via text, email, social media, or colleagues are not acceptable.
Provide:
· Your name
· Reason for absence
· Expected duration
· Anticipated return date
Certification Requirements
	Duration
	Requirement:

	≤ 7 days
	Complete a Sickness Self-Certification Form on return

	> 7 days
	Submit a Fit Note (MED3) from a qualified healthcare professional


If sick during annual leave, provide both a Self-Certification and Fit Note. Failure to do so may result in unpaid leave or refusal to rebook.
We may request Fit Notes for absences under 7 days if patterns raise concern.
Contact During Absence
You must update your Line Manager weekly unless agreed otherwise. We will maintain reasonable and appropriate contact, taking into account the nature of the illness and medical advice.
Conduct During Sickness Absence
You must:
· Follow medical advice
· Avoid activities that contradict your illness or delay recovery
· Refrain from other paid or unpaid work unless agreed
Breaches may lead to disciplinary action.
Sick Pay
Statutory Sick Pay (SSP) is payable from the first day of sickness absence, subject to eligibility and compliance with reporting procedures.
Eligible employees will receive SSP at the lower of:
· The statutory weekly rate (£123.25), or
· 80% of their average weekly earnings
SSP is payable for up to 28 weeks.

Contractual sick pay (if applicable) is detailed in your employment contract.
Confidentiality
Health information will be treated as special category data and processed in accordance with UK GDPR. Only those with management responsibility will access relevant health data.
Medical Reports and Occupational Health
We may request:
· Information about your health
· Occupational Health assessments
· Consent to access medical reports (Access to Medical Reports Act 1988)
We will cover associated costs and treat all reports confidentially.
Returning to Work
You must notify your Line Manager immediately upon receiving a Fit Note declaring you fit to return.
A return-to-work interview will be held to:
· Review the reason for absence
· Confirm fitness to return
· Discuss any adjustments or support needed
We may seek further medical advice if concerns remain.
Monitoring Short-Term Absence
Triggers for review include:
· 3 absences in 6 months
· 4 absences in 12 months
· 8 days of self-certified absence in 12 months
· Patterns (e.g. Mondays, post-holiday) or non-compliance
Disability, maternity, work-related injury, or infectious disease-related absence will be excluded from trigger calculations.  Where absence is related to a disability, we will consider reasonable adjustments and ensure compliance with the Equality Act 2010. Absence triggers will be applied with discretion and may be adjusted where appropriate.
Managing Long-Term Absence
We will:
· Maintain contact and offer support
· Seek medical evidence and occupational health input
· Explore reasonable adjustments
· Consider phased return or redeployment
If return is not feasible, we may initiate formal review meetings. Dismissal will only be considered after all alternatives are explored.
Procedure for Formal Absence Review
· Written invitation to meeting
· Discussion of absence, prognosis, and support options
· Possible targets for improvement or phased return
· Follow-up meeting if targets not met
· Final review before any dismissal decision
Any dismissal will follow a fair capability process and will only occur after full consideration of medical evidence, reasonable adjustments and alternative options.
Right to Appeal
You may appeal a dismissal decision within 5 calendar days by writing to the named contact in your dismissal letter. A hearing will be held, and a final decision issued within 10 calendar days.
Right to Be Accompanied
You may bring a fellow worker or agreed representative to any formal meeting. They may support and confer with you but must not answer questions on your behalf.
Emotional Wellbeing and Support
We recognise that absence may relate to mental health or emotional distress. Please speak to your Line Manager or designated Welfare Lead if you need support. We will treat all disclosures sensitively and may signpost you to external services.
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