Informal stage

Management of short-term sickness absence

Absence

Return to work
discussion

Further absence in
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Formal stage

No further action

No

10+ days
Or pro rata trigger days
further abence in rollin
12 months

Informal meeting

Employee advised

further absence [«&Yes

may lead to formal
stage

employee
had a total of 3+
instances totalling 10+
days in
12 month
period

Yes

anager decision:

Is informal meeting
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Or pro rata trigger days
urther abence in rolling
12 months
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Return to work Contact HR for AIterp_a tive/
»> . - > . > additional
interview advice . h
interventions
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First formal
10+ days meeting
May result in letter
giving notice of
required
improvement
Yes .
|_> Return to work Contact HR for A'ter.”.‘"‘ tive/
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Second formal
meeting
May result in letter
giving notice of
required
improvement
Return to work Contact HR for AIterp_a tive/
. - > . > additional
interview advice . )
interventions
Final formal
meeting
At which dismissal |-
may be
considered

Indicative absence level

Individual has had 3 or
more instances of
sickness, totalling 10
days (pro-rata for
part-time staff) in the 12
month period.

Individual has had 3 or
more instances of
sickness, totalling 10
days (pro-rata for
part-time staff) in the 12
month period.

Individual has had 3 or
more instances of
sickness, totalling 10
days (pro-rata for
part-time staff) in the 12
month period.

Individual has had 3 or
more instances of
sickness, totalling 10
days (pro-rata for
part-time staff) in the 12
month period.



