
 
 
 
 
Absence/Sickness 
 
This chapter informs staff of their responsibility to notify of absences from work to allow 
Childhood First to make arrangements for cover, procedures for their return to work and 
to ensure they are paid in accordance with their entitlement to sick pay. 
 
Notification of Sickness or Absence 
 
Deputy Director, Head of School or person designated by them, in person. Messages 
must not be left with any other member of staff. 
 
Incapacity for work must be reported in advance of the start time or, if this is not 
practicable, as soon as possible on the first date of absence. Notification of absence for 
morning shifts should be reported the evening before the first day of absence. 
Notification of absence for afternoon or evening shifts should be reported by 10.00am of 
the first day of absence.  
 
An indication of the anticipated period of absence must also be given. If the absence is 
likely to be prolonged, a date for the next contact will be agreed. The employee will be 
expected to provide regular information about her/his progress and expected return 
date. 
A record will be kept of when notification is received, the stated reason for the absence 
and how long it is expected to last. Any further contact will also be recorded. 
 
For sickness related absences of one week (7 days including weekends and rest days) or 
less, a self-certification form must be completed as soon as the employee returns to 
work and taken to her/his line manager for countersignature. 
 
For sickness related absences exceeding a week a medical certificate must be obtained 
from a doctor. 
 
When sickness absence occurs immediately before, after, or during annual leave or a 
customary holiday, a doctor's certificate may be requested, regardless of the duration of 
the absence. Childhood First will reimburse the cost of a private certificate, if this is 
necessary. 
 
When an employee reports sickness occurring during annual leave, the Director will have 
discretion to decide whether the period is treated as sick leave or holiday, taking into 
account the particular circumstances and advice from Human Resources (HR). 
 
Return to work 
 
All employees returning after a period of absence, regardless of its duration, will be 
required to attend a return to work interview with their line manager or Director. 
 
Short Term Absence 



Return to work interviews will be held with all employees returning to work after a short 
absence, whether this is through sickness or for domestic, family or other reasons. 
 
The discussion will include: 
 

• the reason for the absence; 
• whether work factors contributed; 
• what support, if any, is needed or can be offered. 

 
Where the stated reason is sickness the employee will be required to complete a self-
certification form and may, at the Director's discretion, be required to provide a doctor's 
certificate. 
 
Where work factors have contributed, Human Resources will be informed. 
 
All employees are entitled by law to a reasonable amount of unpaid time off to deal with 
an incident involving a 'dependant', as detailed in Bereavement and Compassionate 
Leave Procedure. Occasional time off will also be allowed, at management's discretion, 
for other domestic reasons. Whether or not employees are paid for the period they are 
away from work is entirely at the discretion of their Director, taking into account the 
circumstances in each case. When the number of such absences becomes unacceptable 
the Attendance Procedure will be triggered. 
 
Attendance Procedure 
 
All employee absences will be counted for the purpose of this procedure except approved 
holidays, maternity or other parental leave, approved compassionate or special leave, 
pregnancy-related absences and (unless it is justifiable to include them) absences 
relating to an employee's disability. 
 
The application of this procedure does not imply that an employee is doing, or has done, 
anything wrong. The procedure is a means of managing attendance, and should not be 
confused with the Disciplinary Procedures. 
 
The procedure involves the application of absence 'trigger points' using the 'Bradford 
Factor' as a measure of absence levels. 
 
The Bradford Factor score is calculated as: 
 
S x S x D = Bradford points score 
 
where: 
 
S = number of periods of absence in the last 52 weeks 
D = total number of days' absence in the last 52 weeks. 
 
Whenever a trigger point is activated Human Resources will provide the Director or line 
manager with details of the number of days the employee has been absent and the 
number of separate absences. 
 
Where the reference period is less than 52 weeks, for example where employment is less 
than 12 months, a pro-rota of the trigger points will be calculated 
 
Informal Process 
 
Informal counselling will take place where the Bradford Factor score has reached 50 or 
above. The line manager will: 



 
• Try to establish the underlying reasons for the absences; 
• Give the employee the opportunity to provide an explanation of any apparent 

pattern; 
• Check whether the absences relate to personal or family problems, in which case 

a reasonable degree of tolerance and support will be offered; 
• Check whether the absences are in any way work-related, in which case prompt 

steps will be taken to address the issues identified; 
• Seek, with the employee, to identify ways that the charity could assist her/him to 

improve future attendance; 
• Set reasonable targets and time limits for improvement and ensure that the 

employee is committed to achieving them; 
• Warn the employee of the consequences of continuing unsatisfactory attendance; 
• Keep a record of the key points discussed. 

 
Formal Process 
 
The formal attendance procedure has three stages: 
 
Stage One 
 
This will be triggered when the number and frequency of absences give a score of 125 or 
above in a 52 week period. The line manager will hold an attendance review meeting 
with the employee. This will normally result in a first written warning about 
unsatisfactory attendance. 
 
Stage Two 
 
Will be triggered when the number and frequency of absences give a score of 250 or 
above in a 52 week period. An attendance review meeting will be held, which will 
normally result in a second written warning. 
 
Stage Three 
 
This will be triggered when the number and frequency of absences give a score of 500 or 
above in a 52 week period. Reaching stage three is likely to result in dismissal, unless 
there are mitigating factors. 
 
The trigger points identified above are to be used in assessing the attendance levels of 
staff with more than one year's service. For staff with less service the procedure may be 
triggered by pro rota Bradford Factor scores. 
 
Managers may use their discretion, in appropriate circumstances (e.g. on compassionate 
grounds) to discount certain absences and not issue a first or second warning when 
stage one or two has been triggered. An attendance review meeting will, however, still 
take place in these circumstances. If an exception is to be made, the reason will be 
discussed and recorded. 
 
Similarly, the employer may decide not to dismiss an employee who has reached stage 
three if there are special circumstances to justify this. The reason for this will be 
discussed and recorded. 
 
The manager will: 
 

• Invite the employee, in writing, to a formal attendance review meeting, enclosing 
a summary of the employee's absences over the relevant period, and advising 



her/him of the right to be accompanied by a colleague or trade union official. A 
member of the HR department may also attend; 

• At the meeting, invite the employee to explain the reasons for the absences and 
give her/him the opportunity to put forward any mitigating factors; 

• Ensure that the employee understands the requirements of the attendance 
procedure and the reasons it is in place, the stage that s/he has reached in the 
procedure and the possible consequences of a continuing unsatisfactory 
attendance level; 

• Enquire whether there is anything the manager can do to facilitate an 
improvement in the employee's level of attendance; 

• Keep a record of the key points discussed and the outcome; 
• After a stage one or stage two meeting, issue a written warning for unsatisfactory 

attendance, unless the circumstances merit a different approach. 
 
Stage three meetings will always be conducted by the relevant Director, who will 
consider whether or not the employee should be dismissed. 
 
At each stage the employee will have the right to appeal against the manager's decision. 
In the case of dismissals the appeal will be heard by the HR Manager or a Senior 
Director, whose decision will be final. 
 
Where an employee has triggered stage one of the procedure and her/his level of 
attendance improves so that it falls below the trigger point during the next twelve 
months, s/he will be removed from the procedure. 
 
Where the attendance level of an employee who has reached stage two falls below the 
trigger point for the next period, s/he will automatically revert to the previous stage of 
the procedure for the following 12 months. 
 
Long Term Sickness Absence 
 
Childhood First will not consider terminating the employment of anyone who has 
completed their probationary period and is absent from work due to genuine sickness or 
injury during the first six months of absence. After this the position will continue to be 
reviewed and ultimately it may become necessary from a business perspective to 
consider termination of employment. 
 
Full or part salary may be paid during sickness absence in line with Childhood First's Sick 
Pay Allowances provided that the employee complies with the rules on notification and 
provision of ongoing medical evidence. 
 
Regular contact will be maintained with employees who cannot work because of ill 
health. The employee will be consulted about how this will happen, e.g. by telephone, e-
mail and/or visits to the employee's home at agreed times. The employee's views on 
how contact should be made will be sought and respected. 
 
In conjunction with Human Resources, the employee's Director and/or line manager will 
regularly review the employee's absence and state of health or fitness, to determine 
whether there is any improvement and whether Childhood First can do anything to 
facilitate recovery and return to work. These reviews will normally be held monthly. 
 
When an absent employee is well enough to return to work, her/his Director or line 
manager will meet with the employee to discuss the terms of her/his return. 
 
The discussions will include: 
 



• The employee's opinion about her/his capabilities e.g. whether the employee is 
confident of capability of full job performance or only partial performance; 

• Whether return should be to full-time duties or a phased return would be 
beneficial; 

• Whether the employee will be taking any medication after the return to work 
which might have side effects e.g. tiredness; 

• Any special arrangements, additional support or adjustments to the employee's 
duties, working conditions or environment to help her/him to reintegrate; 

• Whether an induction programme may be required e.g. if the absence has been 
lengthy or there have been organisational or procedural changes. 

 
Childhood First may ask the employee to consent to a medical report being obtained 
from her/his doctor, or to being examined by an occupational health practitioner who will 
provide a report to the employer. Employees who have been absent from work for three 
months or more will routinely be required to be medically examined to confirm that s/he 
is genuinely capable of returning to work. In all such cases, written consent will be 
required and details of her/his rights under the Access to Medical Reports Act 1988 will 
be given to the employee. 
 
After the employee's return, the line manager will monitor progress over the first few 
weeks to ensure that s/he is coping with the work and take all reasonable steps to 
facilitate her/his reintegration into the workplace. 
 
Capability Procedure 
 
Childhood First will not consider terminating the employment of anyone who has 
completed their probationary period and is absent from work due to genuine sickness or 
injury during the first six months of absence. After this the position will continue to be 
reviewed and ultimately it may become necessary from a business perspective to 
consider termination of employment. 
 
In these circumstances the Director will review the absence record to assess whether it 
is sufficient to justify dismissal. 
 
The employee will be consulted and asked to consent to up-to date medical advice being 
obtained from her/his GP or an independent occupational health doctor. Written consent 
will be required and details of her/his rights under the Access to Medical Reports Act 
1988 will be given to the employee. 
 
The employee will be notified in writing as soon as it is established that termination of 
employment has become a possibility. 
 
The Director will meet with the employee to discuss the options and consider her/his 
views on continuing employment. 
 
The possibility of alternative employment or other adjustments will be given full 
consideration before taking any decision about dismissal. 
 
If the Director decides to dismiss the employee on the grounds of long-term ill health, 
the employee will have the right to appeal against the decision. 
 
Any appeal meeting will be conducted by the Chief Executive or another Senior Director. 
Following this the employee will be advised of the decision, which will be final. 
 
Sick Pay 
 



Discretionary sick pay for staff whose employment commenced before 1 February 
2016.  Childhood First reserves the right to withhold or suspend this scheme at its 
discretion. 
 
 

Number of 
months 1 2 3 4 5 6 7 8 9 10 11 12 

Length of service                         

up to 6 months 100%                       

6 months - 12 
months 100% 50% 50%                   

1- 2 years 100% 100% 50% 50%                 

2 years 1 day - 3 
years 100% 100% 100% 100% 50% 50% 50% 50%         

3 years 1 day - 4 
years 100% 100% 100% 100% 50% 50% 50% 50%         

4 years 1 day - 5 
years 100% 100% 100% 100% 100% 50% 50% 50% 50% 50%     

more than 5 years 100% 100% 100% 100% 100% 100% 50% 50% 50% 50% 50% 50 

 
Payment of salary during any period of sickness or injury will be deemed to include 
Statutory Sick Pay and any other state sickness related benefit to which the employee is 
entitled. 
 
For the purpose of calculating entitlement a year is deemed to begin on the anniversary 
of the date of joining. One month is equivalent to 19 working days. 
 
Where an employee is on sick leave on the anniversary of his/her date of joining, no new 
entitlement shall begin until he/she has resumed duty and the period until the return 
shall be regarded as part of the previous year's entitlement. 
 
Discretionary sick pay for staff whose employment commenced after 31 January 2016.  
Childhood First reserves the right to withhold or suspend this scheme at its discretion. 
 

Number of months 1 2 3 4 5 6 

Length of service             

up to 6 months 
1 w 
100%, 1 
w 50% 

          

6 months - 12 months 2 w 100%           

1 year 1 day - 2 years 100% 50%         

2 years 1 day - 3 years 100% 50% 50%       

3 years 1 day - 4 years 100% 50% 50% 50%     

4 years 1 day - 5 years 100% 50% 50% 50% 50%   

more than 5 years 100% 100% 50% 50% 50% 50% 

 



Statutory Sick Pay (SSP) will be paid to all eligible staff in accordance with government 
regulations in force at the time. Under current legislation, SSP is generally payable at a 
fixed rate for all “Qualifying days” on which you would normally expect to work. It is 
currently payable for periods of absence of 4 days or more, for a total of 28 weeks in any 
period of incapacity or in any series of linked periods of incapacity from work. 
 
In addition to SSP, the Charity at its discretion may make additional payments that 
exceed SSP.  Discretionary entitlement is based on a rolling-year.  
 
Key Legislation 
 

• Access to Medical Reports Act 1988 
• Employment Rights Act 1996 
• Employment Relations Act 1999 
• Equality Act 2010 
• Data Protection Act 2018 
• General Data Protection Regulation (2016/679 EU) 
• Regulations 2010 (SI 2010/137); 
• Social Security Contributions and Benefits Act 1992 
• Social Security (Medical Evidence) and Statutory Sick Pay (Medical Evidence) 

(Amendment) 
• Working Time Regulations 1998 (SI 1998/1833 
• Working Time (Amendment) Regulations 2003 (SI 2003/1684) 
• Working Time (Amendment) Regulations 2007 (SI 2007/2079) 
• Working Time Directive (2003/88/EC) 
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