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1. Purpose of Report 

1.1 The purpose of this report is to secure the approval of amendments to the Sickness Absence 
Procedure. A copy of this procedure is attached for consideration and agreement. 

 

2. Recommendations 
 It is recommended that the General Purposes Committee: 

 
2.1     Approve the amendments to the Sickness Absence Management and Ill Health Procedure 

which are summarised below. 
 

 
Note:     In preparing this report, due regard has been had to equality of opportunity, human 
rights, prevention of crime and disorder, environmental and risk management considerations as 
appropriate.  Relevant officers have been consulted in relation to any legal, financial or human 
resources implications and comments received are reflected in the report. 
 

3. Background   

3.1 The procedure has been amended to help improve the management of absence. The amended 
procedure has been approved by the LJCC and now requires approval by the General Purposes 
Committee.   

            Proposed Amendments 

3.2        The proposed amendments to the Sickness Absence Procedure are summarised below: 

(a) The most substantial change to the procedure is the new requirement for return to work   
interviews to be undertaken by managers after each absence, regardless of the length of the 
absence or the overall absence record.  This requirement has been added to Section 5.1 of the 
procedure. Managers will be required to meet with the employee, carry out a return to work 
interview and complete a return to work interview form. A copy of the return to work interview form 
will then be provided to the employee and HR. 

       (b)  Employees must now notify their manager that they will be absent by 9.45am (section 1.1 of the 
procedure) This is now consistent with the employment contracts. 

       (c)  Add to Section 1.1 of the procedure ‘in manager’s absence notify a team member.’ 

       (d)  Insertion of the paragraph in Section 1.2  of the procedure 

 “On the 4
th
 working day of a continued absence the employee must again make contact   with 

their line manager. The employee must provide an update on the expected length of absence 
and where this is unknown should maintain daily contact.” 

 
 (e)  In Section 2.6, second sentence the word ‘full’ has been added.                                                                 

3.3     Further Information 

To support the change to the procedure absence management training will take place for all 
managers during June and July This will ensure that managers are equipped with the skills and 
knowledge to effectively manage sickness absence. To reinforce the training managers will also be 
provided with manager’s absence management guidelines to help them deal with cases that arise. 

We have identified the individuals/teams with the highest levels of absence. Managers responsible for 
these individuals/teams will attend the first training courses planned for June. This will help target the 
training and provide support to those managers dealing with high levels of absence or difficult cases.  

 



 

 

3.4        Options 

3.4.1     To approve the updated Sickness Absence and Ill Health Procedure.  

3.4.2     Not to approve the changes made to the procedure. 

4.          Reasons for the Recommendation 

4.1        The changes are part of a package of measures that have been put together to help reduce 
sickness absence levels. The changes to the procedure together with the manager’s absence 
management guidelines and management training programme should help reduce absence 
levels. 

5. Legal and Financial Implications 

             There are no significant legal, financial or other implications for the authority. The 
recommendations do not carry any significant risks to the Council. 

6. Link to Council Priorities 

6.1 The proposal is not directly linked to any Council priority 

7. Ward/Community Affected 

7.1 None 
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