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SANDY TOWN COUNCIL 
 

Sickness Absence Management Policy  
 

               

1. The Council is committed to providing a working environment which supports its 
employees during periods of genuine sickness, and promoting the health and well-being 
of its employees by early identification of patterns of absence which may reveal a 
requirement for remedial measures on behalf of the Council. 

 
2. The Council will take a consistent, fair and sensitive approach to sickness having regard 

to the business objectives of the Council and the circumstances of the individual 
employee. 

 
3. The Council will work with individual employees to minimise work related conditions,  
       through appropriate and robust Health & Safety procedures, which may contribute  
       to their ability to perform their duties through sickness. 
 
4.  This policy and following procedure have been written taking into account the 

requirements of the Disability Discrimination Act, the Access to Medical Records Act  
 and the Data Protection Act. 
 
5. The Town Clerk to the Council and Line Managers/Supervisors are responsible for 

ensuring the policy and procedure is implemented appropriately. 
 

6. Employees have a responsibility to ensure that they comply with this policy and the 
related procedure. Abuse of the provisions will be treated as a disciplinary matter. 
 

7. Where individuals are required to submit a medical certificate earlier than the 8th day of 
absence or are required to attend a Council appointed Occupational Health doctor, any 
costs associated with this will be paid by the Council. 

 
8. A member of staff who falls sick during the course of annual leave will be regarded as 

being on sick leave from the date of a doctor’s certificate. 
 

9. A member of staff who falls sick during a public or extra statutory holiday will be 
regarded as being on sick leave and no substitute public or extra statutory holiday will be 
given. 

 
10. This policy and procedure will be reviewed on a regular basis to assess their  

effectiveness and appropriate changes made in accordance with established practice. 
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SICK PAY SCHEME & SICKNESS ABSENCE MANAGEMENT 

PROCEDURES & GUIDELINES  
 

SICK PAY SCHEME 

 
1. Introduction 
 

Staffs employed by the Council are contracted under the NJC for Local Government 
Services, “National Agreement on Pay and Conditions of Service”  
(The Green Book). 
 
There are two types of payment that can be made to staff during sickness absence – 
Statutory Sick Pay (SSP) and Occupational Sick Pay. 

 
2. Occupational Sick Pay 
 

The length of time during which individuals will receive pay and the amount of pay 
individuals will receive will depend on length of service and sickness activity over the 
preceding twelve months: 
 
During the first year of continuous 
local government service  

I months full pay and (after 
completing 4 months service) 2 
months half pay 

During the 2nd year of service 2 months full pay and 2 months half 
pay 

During the 3rd year of service 4 months full pay and 4 months half 
pay 

During the 4th and 5th year of service 5 months full pay and 5 months half 
pay 

After 5 years service 6 months full pay and 6 months half 
pay 

 
 

3. Statutory Sick Pay 
 

Subject to eligibility rules individuals who are sick for 4 or more days in a row are 
entitled to SSP, which is then normally paid for a maximum of 28 days. When not in 
receipt of Occupational Sick Pay or only in receipt of half pay, individuals will be 
entitled to SSP. 
 
However, SSP and/or Occupational Sick Pay (plus any other benefits) must not 
exceed an individual’s normal pay and adjustments will be made to ensure this. 
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SICKNESS ABSENCE MANAGEMENT 

 
4. Introduction 
 

These procedures have been established to provide a clear framework and guidance 
on what to do with regard to sickness absence management and should be read in 
conjunction with the Council’s policy document.  
 
Payment of Occupational and/or SSP is dependent on staff abiding by the rules 
contained in the procedure below. 

 
5. Probationary Staff  
 
 All new staff will receive clear guidance regarding standards expected by the Council 

as part of the induction procedure.  Please note that the sickness record is an 
integral part of the Councils overall assessment when deciding whether to confirm an 
appointment as established 

 
6. Definition  
 
 The procedures and guidance outlined below reflect two key areas of concern that 

need separate approaches and considerations; 
 

 Frequent and persistent Short-term Absences 

 Long Term Sickness/Injury 
 
7. Frequent and Persistent Short-Term Absences 
 
 Managers will adopt the best course of action to suit each case and action may be 

taken at any time if managers consider it necessary for the needs of the service or to 
protect others. 
 

8. Notification of Sickness Absence 
 
 Members of staff must comply with the following requirements: 
 

 contact the office as early as possible and certainly before 9.30 am on the first 
day of absence to enable adequate arrangements to be made for the cover of 
duties 

 regular contact is maintained to update managers on the person’s condition and 
progress to recovery 

 submission of a medical certificate no later than the eighth calendar day of 
absence or earlier if required by a manager 

 submission of further medical certificates to cover all days of absence 

 when absence is 14 days or more, a final medical statement must be provided 
before  or on return to work to indicate that the member of staff is fit to return to 
work 
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9. Dealing with Short Term Absence (informal action) 
 

a) Upon return to work after any period of absence the member of staff should 
expect to meet with their line manager to discuss the reasons and to ascertain if 
the individual is fit to return to normal working. At this stage, it will also be 
expected that the Council’s Self-Certificate will be completed for periods of 
absence up to 7 days. NB. Falsification of a Self-Certificate shall be treated as 
Gross Misconduct. 

 
b) If managers are concerned about an individual’s sickness absence an informal 

interview will be arranged to review the reasons for the absence and to identify if 
there is any underlying health problem. 

 
c) Managers may seek medical advice from the GP or an Occupational Health 

doctor subject to the provisions of the Access to Medical Records Act 1988. 
 

d) A review meeting will be agreed. 
 

e) The member of staff may be asked to consent to a disclosure of his/her health 
records or access to his/her GP. Only an Occupational Health Doctor appointed 
by the Council will undertake this. The individual does not have to give consent 
but if consent is refused, decisions can only be taken by a manager based on the 
available information. 

10. Dealing with Short Term Absence (formal action) 

 

f) If a member of staff’s attendance record does not sufficiently improve, a manager 
will need to decide whether to continue informal action or to arrange a formal 
meeting. Set out below are the stages of the formal action: 

 
g) First stage -- The member of staff will receive notification of a formal meeting 

explaining the purpose of the meeting and explaining the right for the individual to 
be accompanied by a colleague or Trade Union Official. The purpose of the 
meeting will be to discuss the absence record, how this is affecting the service 
and outline the improvements necessary. Every opportunity will be given for the 
individual to explain the reasons for the absences and any relevant background 
circumstances. 

 
h) The outcome from the meeting may be to continue to monitor the situation or to 

require attendance at the Council appointed Occupational Health Doctor.  
 

i) If the Occupational Health Doctor is consulted, a further meeting will be arranged 
when the report is received. If a serious underlying long-term health problem or 
disability is identified the situation will be dealt with as a long term absence – see 
below. 

 
j) Where no serious underlying problem can be identified, the line manager will 

caution the member of staff that he/she may be dismissed unless attendance 
improves to a level determined, within a further monitoring period and then 
identify any options that may improve the situation. 
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k) If it is suspected that there is an abuse of the sickness absence scheme then 

disciplinary action will be commenced. 
 

l) The member of staff will receive notes of the meetings and any decisions will be 
confirmed in writing within 5 days of the meeting.  

 
m) A further meeting with the Clerk to the Council will be arranged if there has been 

insufficient improvement in the situation and there is no serious underlying 
medical condition. 

 
n) Five working days written notice of the date of this meeting will be given.  The 

letter should state that the purpose of the meeting is to consider dismissal and 
that the member of staff has a right to be represented by a colleague or Trade 
Union Official.  

 
o) At the meeting the individual will be given every opportunity to explain the 

reasons for the absences and any relevant background circumstances. Options 
other than dismissal may be discussed. 

 
p) If 

 there is no likelihood of an improvement to the absence level and  

 the effect on service delivery is unacceptable and  

 no alternative employment or adjustment is appropriate 
 

the member of staff will be given notice of dismissal. There will be the right to 
appeal against this decision by the individual writing to the Clerk of the Council or 
the Chairman of the Staffing Committee. 

 
11.  Long Term Absences 
 
 This part of the procedure applies to members of staff who are sick for long periods 

(usually one month or more duration) or whose medical condition may prevent them 
from carrying out the full requirements of their job.   

 
a) Whenever possible, managers should maintain regular contact with the member 

of staff through the sickness absence, to support, keep the individual up to date 
with developments in the workplace and to monitor their condition. 

 
b) During such times the individual must keep the manager informed of any 

developments in his/her condition, regularly supply medical certificates on the 
due dates and notify the manager of any holiday dates, changes in contact 
details.  

 
c) Members of staff must not undertake any other work without the Council’s 

consent and must co-operate with managers and subject to appropriate notice, 
and if well enough, agree to face-to-face meetings at home or at the workplace. 

 
d) Where absence continues and no early date for return to work can be 

established, the manager will meet with the individual to discuss the situation. 
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Managers may seek medical advice or suggest that the individual should discuss 
matters privately with the Council appointed Occupational Health Doctor.  

 
e) The outcome from the meeting may be to continue to monitor the situation or to 

require attendance at the Council appointed Occupational Health Doctor. 
However if the member of staff refuses consent, decisions can only be taken by a 
manager based on the available information. 

 
f) A review meeting will be agreed. If a member of staff’s condition falls within the 

Disability Discrimination Act, the manager will discuss what reasonable 
adjustment might be possible to work duties and/or environment which would 
enable the individual to return to work (see also Equal Opportunities policy). 
 Any changes in employment will be offered on terms and conditions 
appropriate to the revised job role, without a right to protection.  

 
g) If a case is referred to the Council appointed Occupational Health Doctor the 

outcomes will be discussed with the member of staff at a further meeting. These 
outcomes may include: 

 

 That it is likely that the individual will recover from the medical problem within 
an estimated time period  

 That the individual is to be considered to be disabled in accordance with the 
Disability Discrimination Act and there will need to be adjustments and aids 
and adaptations considered.  

 That the member of staff should be retired on ill health grounds. 
 

 
12. Termination of Employment 
 

a) A further meeting chaired by the Chairman of the Staffing Committee will be 
arranged where the Occupational Health Doctor reports that the member of staff 
will be unable to return to work within the foreseeable future and alternative 
employment or work adjustments are not possible or accepted. 

 
b) At least five working days written notice of the date of this meeting will be given. 

The purpose of the meeting will be to consider the report of the Occupational 
Health Doctor and to discuss possible arrangements for dismissal or, where 
relevant, ill health retirement. The member of staff has the right to be 
accompanied by a Trade Union Official or a colleague of his/her choice.  

 
c) In either case notice of dismissal will be given and the individual informed of a 

right to appeal against the decision by writing to the Clerk of the Council or 
Chairman of the Staffing Committee. 

 
d) A hearing will normally be held within 10 days of the notification. An Appeals Sub 

Committee will be formed consisting of the Mayor and two other members. If the 
Chairman of the Staffing Committee has been involved in preceding stages of the 
procedure, then he/she will be replaced by another member of the Staffing 
Committee or Council. 
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e) The member of staff has the right to appeal in person and be accompanied by a 
trade union representative or work colleague.  

 
f) The decision by the Appeals Sub Committee will be notified immediately after the 

hearing and in writing within 5 days after the hearing. 
 

 
This policy was adopted by Sandy Town Council at its meeting of 3rd December 2007 and 
will be reviewed bi-annually. 
 
 
 THIS POLICY MUST BE COMPLIED WITH AT ALL TIMES. 

 

 

I have read the above policy and agree to abide by these instructions. I will 

discuss any concerns with the Town Clerk. 

 

 

 

 

 
Signed …………………………………….. Print Name ……………………………………… 
 
 
Date ……../………/………. 
(Staff are issued with two copies of this 
 
 


