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STAFF ABSENCE POLICY    JANUARY 2013 

 
Audlem & District Community Action [ADCA] aims to secure the attendance of all 
employees in order to maintain its services. It recognises however that a certain level of 
absence may arise due to sickness or other reasons. 
 
ADCA seeks to offer security of employment during such periods, subject to meeting its 
operational requirements. 
 
The staff absence policy which staff employed by ADCA have been subject to since they 
were transferred under TUPE arrangements in April 2010 is that of AGE UK (Cheshire)’s. 
This version is has simply been amended to included ADCA’s relevant details. There is, 
therefore, no material change to staff conditions of service. 

 
Procedure 
 
1.0 Employees who are absent from work for any reason should inform their Line Manager as 

soon as possible, giving the reason for the absence and an indication of the expected 
length of the absence. 

 
1.1 Employees will be informed of the reporting procedures to follow when absent from work. 

Under the terms & conditions of service, payment of salary may be delayed if an 
employee fails to submit appropriate medical certification covering their period of 
absence. 

 
2. Where an employee’s absence record is significantly worse than those of comparable 

employees or where it creates particular operational difficulties or has gone on for a 
particular long length of time, ADCA, will write to the employee to arrange for an 
appropriate Manager to see them at a date, time, and venue to be mutually agreed. 

 
2.1 If the absence involves frequent and persistent short-term absences, the interview will aim 

to: 
 
i) identify the frequency and reason for the absences and ensure that the employee is 

aware that the absence record is giving cause for concern. 
ii) advise the employee to seek proper medical attention if there is an underlying problem. 
 
iii) inform the employee that persistent short-term absences are unacceptable and put 

continued  employment at risk 
 
iv) give consideration to the employee’s personal problems and possible ways of helping the 

employee resolve them. 
 
v) agree a reasonable period of time over which the employee’s attendance can be 

assessed. 
 
vi) indicate what the next step will be if the employee fails to reach the standard required. 

These standards or targets will be specified. A letter will be sent confirming the facts, the 
action to be taken and specifying what will happen if attendance is not improved. This will 
be handed to the employee. 
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2.2 If the absence involves long-term ill health the interview (if appropriate) will seek to 
establish the reasons for the absence and its likely duration. 

 
i) the employee will be requested to allow ADCA to contact his or her doctor in order to 

establish the likely length of absence and the long-term effect on capability in relation to 
job performance and attendance at work. The decision to request a medical report will be 
made by the Chairman of ADCA, after consultation with the relevant manager. 

 
ii) employees will be fully informed of their rights under the Access to Medical Reports Act 

1988. 
 
iii) when the report has been received, further consultation will take place with the employee 

concerned before any decisions are made regarding the individual’s employment with 
ADCA. The employee may be asked to see a doctor appointed by ADCA to enable a 
medical report to be prepared. 

 
iv) ADCA will consider offering alternative employment or a shorter working week if this 

would enable the employee to return to work and inform the employee that long-term 
absence due to ill health may put their employment at risk, bearing in mind the needs of 
ADCA. 

 
v) a date will be set at which point dismissal will be considered if the employee is still unable 

to return to work. A letter will normally be sent confirming the action to be taken. The letter 
will be handed to the employee where possible or sent by recorded delivery.  

 
3. If the employee’s attendance record does not improve, or if the employee’s long term 

absence continues, a second interview will be arranged. At this point, unless ADCA has 
reasonable grounds to believe that there will be an improvement in the foreseeable future, 
ADCA’s decision to dismiss the employee by reason of capability will be explained. 

 
4. In cases where the employee is disabled within the meaning of  the Disability 

Discrimination Act 1995, ADCA will: 
 
(i) seek to establish the nature of the illness and it’s likely duration. The employee will be 

required to allow ADCA to contact his or her doctor in order to establish the nature of the 
illness, its likely duration and its effect on the employee’s ability to carry out his or her job. 
The employee may be asked to see a doctor appointed by ADCA to enable a medical 
report to be prepared. 

  
(ii) consider making reasonable adjustments to the particular job to accommodate the 

employee’s short-term or long-term requirements. 
 
(iii) consider offering alternative employment or a shorter working week or such other 

adjustments to the employee’s job that may be reasonable in the circumstances. 
 
iv) in the event that steps (ii) and (iii) are impracticable or inappropriate or unreasonable, 

ADCA will advise the employee that long-term absence due to ill health may put the 
employment at risk (bearing in mind the needs of the company at that time) and set a date 
at which point dismissal will be considered if the employee is still unable to return to work.  
A letter will normally be sent confirming the facts and the action to be taken.  The letter 
will be handed to the employee where possible or sent by recorded delivery.  In some 
cases it may be necessary to have a number of interviews with the employee before a 
final decision can be made. 
 

5. Information acquired by ADCA on employees’ health will be treated in the strictest 
confidence. 

 
6. Employees may appeal against the decision to dismiss by writing to the Chairman of 

ADCA at the Registered Address of the Charitable Company giving the reasons for the 
appeal.  This appeal must be made within five working days. 
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7. An employee who fails to comply with notification or certification procedures or who 

otherwise abuses ADCA’s absence will be dealt with under the disciplinary procedure. 
 
8. The following absence and leave procedures are to be used by all staff. 
 
ABSENCE PROCEDURE 
 
Employees who are absent from work for any reason should follow the procedure outlined below: 
 
1. The employee or other appropriate person should telephone their Line Manager or 

authorised person as soon as possible on the first day of absence, giving a reason for the 
absence. 

 
2. Once an employee returns to work after a period of absence, he/she should complete an 

Absence Record Form  
 
3. If the absence lasts longer than 7 days an Absence Record Form will be sent to the 

employee and a medical certificate/sick note should be submitted with the Absence 
Record Form. Further sick notes should be submitted at regular intervals to cover the 
period of absence. 

 
4. Absence Record Forms and medical certificates/sick notes where appropriate, should 

be submitted to the ADCA’s registered office. 
 
5. Under the terms & conditions of service, payment of salary may be delayed if an employee 

fails to submit appropriate medical certification covering their period of absence. 
 
6. Please can Line Managers / authorised persons inform the Chairman of ADCA as soon as 

they know someone is absent from work, and inform them again once the person has 
returned to work. 

 
7. Employees who are absent from work for more than two working weeks or have 3 

instances of sickness in six months will be subject to a Return to Work Interview .  This 
will be conducted by the Line Manager. 

 

LEAVE PROCEDURE 

 
Employees taking annual leave should follow procedure outlined below: 
 
1. A Leave Request Form must be completed by the employee  

before taking any annual leave.   
Leave should be requested and the form submitted well in advance as possible 
 

2. Once the Leave Request Form is completed the employee should give it to their Line 
Manager approve. 

 
3. The Line Manager will approve leave, provided the dates requested do not coincide with 

the leave of other staff within their department. This is in order to provide adequate cover 
to continue running services, particularly contracted services.     

 
4. The bottom section of the Leave Request Form will be returned to the employee. It is 

advisable the employee keeps this copy for their own records. 
 
 
 
 


