
 

North Devon Council 
Civic Centre 
Barnstaple 
North Devon   EX31 1EA 
 
M. Mansell, BSc (Hons), 
C.P.F.A.  
Chief Executive 

 

 
PERSONNEL COMMITTEE 

 
 

A meeting of the Personnel Committee will be held in the Taw Room, Civic Centre, 
Barnstaple on MONDAY 17TH NOVEMBER 2014 AT 10.00 A.M.  
 
 
Members of the Committee: Councillor Wilkinson (Chairman) 
     Councillor Clark (Vice-Chairman) 
 
Councillors Barker, Croft, Haywood, Hockin, Hunt, Lucas and Mathews. 
 
 

AGENDA 
 

1. Apologies for absence.   
 
2. To approve as correct records the minutes of the meetings held on 12th August 

2013, 16th September 2013, 18th November 2013 and 16th June 2014 (attached).  
 
3. Items brought forward which in the opinion of the Chairman should be considered 

by the meeting as a matter of urgency. 
 
4. Declaration of Interests   (Please complete the form provided at the meeting or 

telephone Member Services to prepare a form for your signature before the 
meeting) Items must be re-declared when the item is called, and Councillors must 
leave the room if necessary 

 
5. To agree the agenda between Part 'A' and Part 'B' (Confidential Restricted 

Information). 
 
PART ‘A’ 
 
6. Proposed Sickness Absence Management Policy. Report by Human 

Resources Manager (attached). 
 
7. Exclusion of Public and Press and Restriction of Documents.  
 

RECOMMENDED :  
 

 (a) That, under Section 100A(4) of the Local Government Act 1972, the public 
and press be excluded from the meeting for the following item as they 
involve the likely disclosure of exempt information as defined by Paragraphs 
1 and 3 of Part 1 of Schedule 12A of the Act (as amended from time to 
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time), namely information relating to any individual and the financial or 
business affairs of any particular person (including the authority holding that 
information). 

 

(b) That all documents and reports relating to the item be confirmed as “Not for 
Publication”. 

 
PART 'B' (Confidential Restricted Information) 
 
8. Application for Voluntary Severance.  Report by Chief Executive (attached). 
 
 
 
 

Reminder - Members please return your agenda to the Member Services Officer at the end of the 
meeting.  

 
If you have any enquiries about this agenda, please contact Member Services. 

Telephone numbers 01271 388253/388254/388792 
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North Devon Council protocol on recording/filming at Council meetings 
 
The Council is committed to openness and transparency in its decision-making. 
Recording is permitted at Council meetings that are open to the public. The Council 
understands that some members of the public attending its meetings may not wish to be 
recorded. The Chairman of the meeting will make sure any request not to be recorded is 
respected.  
 
The rules that the Council will apply are:  
 
 

1. The recording must be overt (clearly visible to anyone at the meeting) and must 
not disrupt proceedings. The Council will put signs up at any meeting where we 
know recording is taking place.  

 
2. The Chairman of the meeting has absolute discretion to stop or suspend recording 

if, in their opinion, continuing to do so would prejudice proceedings at the meeting 
or if the person recording is in breach of these rules.  

 
3. We will ask for recording to stop if the meeting goes into ‘part B’ where the public 

is excluded for confidentiality reasons. In such a case, the person filming should 
leave the room ensuring all recording equipment is switched off. 

 
4. Any member of the public has the right not to be recorded. We ensure that 

agendas for, and signage at, Council meetings make it clear that recording can 
take place – anyone not wishing to be recorded must advise the Chairman at the 
earliest opportunity.  

 
5. The recording should not be edited in a way that could lead to misinterpretation or 

misrepresentation of the proceedings or in a way that ridicules or shows a lack of 
respect for those in the recording. The Council would expect any recording in 
breach of these rules to be removed from public view.  

 
Notes for guidance: 
 
Please contact either our Member Services team or our Communications team in 
advance of the meeting you wish to record at so we can make all the necessary 
arrangements for you on the day.  
 
For more information contact the Member Services team on 01271 388254 or email 
memberservices@northdevon.gov.uk or the Communications Team on 01271 388278, 
email communications@northdevon.gov.uk. 
 

 





NORTH DEVON COUNCIL 
 
 


REPORT TO: 
 


PERSONNEL COMMITTEE 


TOPIC: 
 


Proposed Sickness Absence Management Policy 


DATE: 17 November 2014 
  
REPORT BY: 
 


HR Manager 


 
1. INTRODUCTION 
 
1.1 Three sickness absence management documents are currently issued to 


managers and employees.  This report summarises a review of these that has 
taken place, and proposes that one single Sickness Absence Management 
Policy (attached as Appendix 1 to this report) replaces them. 


 
2. RECOMMENDATIONS 
 
2.1 That Personnel Committee adopts for implementation the proposed revised 


Sickness Absence Management Policy. 
 
2.2 That Personnel Committee agrees the withdrawal from use of the current Long 


Term Sickness Policy and Sickness Absence Employee Guidance Notes. 
 
3. REASONS FOR RECOMMENDATIONS 
 
3.1 It is good practice periodically to review all policy and guidance documents. 
 
4. REPORT 
 
4.1 Human Resources has recently reviewed the three current, separate sickness 


absence management policy and guidance documents : 


 Long Term Sickness Policy 


 Sickness Absence Employee Guidance Notes 


 Sickness Absence Management Policy 


Points of note are as follows : 
 
4.2 The three documents are overlapping, detailed and dated, and I believe would 


be better combined in one single, up to date, Sickness Absence Management 
Policy. 


 
4.3 Our sickness absence rates have been falling, average sickness absence in 


the Council in days per full time equivalent has been : 
2010/11 10.54 


2011/12 10.4 


2012/13 10.2 


2013/14 7.46 







 
The Works & Recycling Services’ Sickness Absence Management Project, 
based on consistent use of “The Bradford Factor”, effected a significant 
reduction in sickness absence (from 19.5 days in early 2011, to 12.0 days at 
the end of 2013). 


 
I believe that these reductions are directly linked to consistent sickness 
absence management by managers using Bradford Factor scores as trigger 
points for intervention.   
 


4.4 The current Long Term Sickness Policy precludes a formal long term sickness 
interview with an employee before their entitlement to sickness payment has 
been exhausted.  The discretionary possibility of extending sickness payment 
for three months has also often been misinterpreted by employees and has 
not, in any case, been granted in recent years. 


 
4.5 There have been a number of high-profile decisions on the relationship 


between holiday rights and sickness in recent years.  Our employment 
documentation is out of date on this aspect, although our practice has been 
compliant. 


 
4.5 Our current documents refer to certain referrals to Occupational Health.  Our 


practice has moved to referring when appropriate, which in my view is more 
correct. 


 
4.6 Our current documents refer to contacting the Regional Disability Service.  In 


practice such contact has been extremely rare indeed. 
 
4.7 Our current documents are confusing in that they refer to different levels of 


management.  I would rather just the term “manager” was used; taken to mean 
the most appropriate level of manager for the contact/action. 


 
4.8 Our current documents include detailed examples.  I consider clear principles 


and less detail to be more important. 
 
4.9 People can only be given a fit note if their doctor considers their fitness for 


work is impaired.  If someone is fit for work, they will not be given a fit note. 
 


GOV.UK has issued guidance on the use by GP’s of the “may be fit for work” 
part of a Fit Note.  In essence, if a fit note states that an employee may be fit 
for work, but it is agreed that they should remain off work, then they can still 
receive sick pay (because in these circumstances you treat the fit note as if it 
stated not fit for work). 
 
It follows then that, during a phased return to work, an employee should 
receive full (normal) pay for the hours/days that they attend work, but will 
receive Occupational Sick Pay, Statutory Sick Pay (SSP), or nil pay, 
whichever is applicable to them, for the time that they are not at work. Staff 
have the option of using annual leave, or time owed, as a substitute for sick 
pay or nil pay periods. 


 
 







5. SUMMARY OF KEY CHANGES IN THE PROPOSED REVISED POLICY 
 
5.1 One document, instead of three. 
 
5.2 A formal long term sickness interview may be held with an employee before 


their entitlement to sickness payment has been exhausted. 
 
5.3 Reference removed to the discretionary possibility of extending sickness 


payment for three months. 
 
5.4 Carry forward of holiday balances allowed, and option stated for taking of paid 


holiday during a period of sickness. 
 
5.5 Emphasis change from certain referral to Occupational Health to when 


appropriate. 
 
5.6 Reference removed to the, extremely rarely used in the past, involvement of 


the Regional Disability Service. 
 
5.7 The term “manager” is used throughout, as opposed to stating the level of 


management for each contact/action. 
 
5.8 Clear principles stated.  References removed to detailed examples. 
 
5.9 During a phased return to work employees receive full (normal) pay for the 


hours/days that they attend work, but will receive Occupational Sick Pay, 
Statutory Sick Pay (SSP), or nil pay, whichever is applicable to them, for the 
time that they are not at work. 


 
6. COST IMPLICATIONS 


 
6.1 My assessment is that the proposed policy is cost neutral.  Whilst there will be 


a cost to sickness pay during some phased returns to work, there are savings 
from less certain use of Occupational Health, and the ability to hold a formal 
long term sickness interview before entitlement to sickness payment has been 
exhausted.  Stating that carry forward of holiday balances in allowed is 
existing practice and so has no cost attached to it. 


 
7. EQUALITY AND HUMAN RIGHTS 
 
7.1 Compliant. 
 
8. CONSTITUTIONAL CONTEXT 
 


Article and paragraph Appendix and 
paragraph 


Referred or 
delegated 


power? 


A key 
decision? 


In the 
Forward 


Plan? 


          


Discharge of functions relating to 
the approval of polices and 
procedures relating to the 
recruitment and retention of staff 


Appendix 5, 
paragraph 3 


(a)(i)(2) 


 Delegated  No  No 


 







 


9. STATEMENT OF INTERNAL ADVICE 
 
9.1 The proposed Sickness Absence Management Policy has been informally 


agreed with UNISON, and is supported by Senior Management Team. 
 
 
10. STATEMENT OF CONFIDENTIALITY 
 
10.1 This is no reason for this report to remain confidential. 
 
11. BACKGROUND PAPERS 
 
11.1 Current sickness absence management policy and guidance documents : 


 Long Term Sickness Policy 


 Sickness Absence Employee Guidance Notes 


 Sickness Absence Management Policy 
 
11.1 GOV.UK - Fit Note Guidance For Employers & Line Managers 
 
 
Author: Nikki Gordon  Date: 06 October 2014 
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Sickness Absence Management Policy 
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1. Introduction 
 
1.1 The Council is committed to promoting the health, safety and well-being of 


all employees.  This policy provides a framework for the effective 
management of sickness absence.  It aims to ensure that a fair and 
consistent approach is taken by all in the active management of sickness 
absence, and that appropriate support is offered by managers to 
employees in respect of their sickness absence. 


 
1.2 Your manager is responsible for managing sickness absence in their 


service area.  When necessary they will do so supported by advice from 
Human Resources (HR) and the Council’s occupational health advisers. 


 
1.3 The Council uses the Bradford Factor scoring system as a trigger for 


reviewing short term sickness absences.  More information on the Bradford 
Factor is given in Appendix 1 to this policy. 


 
1.4 The Council is committed to the development of a diverse workforce.  If 


you have, or develop, a disability the Council will take reasonable steps to 
provide the necessary support and assistance to enable you to continue in 
your post, thereby retaining your skills, experience and expertise. 


 
The Equality Act 2010 defines disability as if you have a physical or mental 
impairment which has a “substantial” and “long term” negative effect on 
your ability to do normal daily activities. 
 


1.5 The Council’s Local Agreement “Sickness Absence – Varying Part 3 
Green Book” is included as Appendix 4 to this policy. 


 
 
2. Scope 
 
2.1 This policy applies to all North Devon Council employees. 
 
 
3. Reporting Sickness Absence 
 
3.1 If you are not well enough to work you must tell the Council, as follows: 
 


 First day - you must let your manager know as soon as possible on the 
first day of your absence.  If you cannot personally ring in, a call from e.g. 
a relative or friend is fine.  If your manager is not there when you ring in, 
you should leave a message for them with whoever answers the 'phone. 


 Fourth day - if you are still not well enough to work you (or e.g. a relative 
or friend) must again contact your manager and let them know, giving 
them some idea of how much longer you expect to be absent. 







SICKNESS ABSENCE MANAGEMENT POLICY Page 2 
 


Sickness Absence Policy draft 4 @ 090914.doc 


 
3.2 These formal notifications on the first and fourth days of your absence 


must be verbal ones i.e. it is not acceptable to send a text or email to your 
manager.  However any other notifications, on a keeping in touch basis, 
may include texts and/or emails. 


 
 
4. Providing Written Certification Of Sickness Absence 
 
4.1 You must provide written certification of your sickness absence : 
 


 Up to and including seven calendar days - you may self-certify. 
 


 More than seven calendar days - if you are ill for more than seven days 
you must see your GP for a Fit Note which you should send in to your 
manager immediately. 


 


 Continuing sickness - if your GP gives you a further Fit Note you should 
again send this in to your manager immediately. 


 


 Sickness whilst you are on annual leave - if you are taken ill whilst on 
annual leave and wish to have your absence logged as sickness rather 
than annual leave, you must see a doctor to get a Fit Note.  You must also 
let your manager know immediately (and again on the fourth day of your 
illness).  Your absence will then be logged as sickness absence instead of 
annual leave from the date of the Fit Note. 


 


 Sickness Absence Notification Form - on your first day back at work, 
after any absence of half a day or more, you must complete one of the 
Council’s sickness absence notification forms and ask your manager to 
counter-sign it.  Your manager may keep a copy of this form, one will be 
sent to HR and the other to Payroll. 


 
4.2 Your service area will pay the cost for the issue of any Fit Note which it is 


asking you to get.  Your manager will contact your surgery and ask to be 
billed direct for any such cost.  If your surgery refuses to bill your service 
area direct, or if you choose to pay for the Fit Note, your manager will 
arrange for you to be reimbursed on provision of a receipt. 


 
 
5. Whilst on sickness absence : 
 
5.1 If you are on sickness absence, it is implicit that you are genuinely unfit for 


work.  The purpose of the Council’s sickness absence scheme is to help 
you recover fully and properly from illness or injury. 
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5.2 Whilst this list is not exhaustive, activities which the Council would 
generally consider to be inconsistent with genuine sickness/injury may 
include : 


 Participation in any sport, hobby, social or other activity which could 
aggravate your illness or injury, or which could delay your recovery 


 Undertaking any other employment during your sickness absence, 
whether paid or unpaid, which is in any way inconsistent with the nature of 
your illness or injury 


 Engaging in any other activity which is inconsistent with the nature of your 
illness or injury 


 Failure to follow, without good reason, medical advice (e.g. medication, 
physiotherapy, psychotherapy etc.) made by your GP or the Council’s 
occupational health advisers. 


 
5.3 The Council accepts that, whilst on sickness absence, employees will 


carry out reasonable day to day activities.  If you are in any doubt on this, 
please ask your manager. 


 
 
6. Return To Work Interview 
 
6.1 On your return from sickness absence your manager will meet with you to 


carry out a return to work interview.  This will include the following points, 
plus any others that you, or your manager, feel are appropriate : 


 Are you sufficiently recovered to carry out your duties ? 


 Would any support mechanism or adjustment to your duties be helpful ? 


 Is there anything which may be affecting your ability to attend work ? 


 Should your manager discuss with HR whether a referral to the Council’s 
occupational health advisers is necessary ? 


 
6.2 This discussion will be recorded on a return to work interview form, which 


will be sent to HR along with your completed sickness absence notification 
form.  Your manager may also keep a copy confidentially.  An example 
template is given as Appendix 2 to this document. 


 
 
7. Monitoring of Sickness Absence 


 
7.1 The Council records all sickness absence.  Information recorded is held 


and processed in accordance with the Data Protection Act 1998. 
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7.2 To ensure that the Council continues to provide a safe and healthy 
working environment, and to enable the effective management of absence 
at both individual and Council level, HR and management actively monitor 
the absence records of all employees. 


 
7.3 When considering your sickness absence level, your manager will take 


into account your personal circumstances and the nature of your illness. 
 
 
8. Sickness Absence Review 
 
8.1 Your manager will hold a sickness absence review meeting with you if 


your Bradford Factor score (please see Appendix 1 to this policy) reaches 
61 (over a rolling 12 month period). 


 


8.2 This meeting will include following points, plus any others that you, or your 
manager, feel are appropriate : 


 A review of your sickness absence over the previous year 


 Is there anything which may be affecting your ability to attend work ? 


 Would any support mechanism or adjustment to your duties be helpful ?  
e.g. workloads/patterns, regular review meetings etc. 


 Should your manager discuss with HR whether a referral to the Council’s 
occupational health advisers is necessary ? 


 Agreeing with you a realistic attendance target, and a review date, over a 
reasonable period of time. 


 
8.3 This discussion will be recorded on a sickness absence review meeting 


form, which will be sent to HR.  You will also be given a copy.  Your 
manager may also keep a copy confidentially.  An example template is 
given as Appendix 3 to this document. 


 
 
9. Further Review Meeting(s) 
 
9.1 Your manager will hold a further sickness absence review meeting with 


you if your Bradford Factor score reaches 151 (over a rolling 12 month 
period). 


 
9.2 Should your Bradford Factor score reach 500 (over a rolling 12 month 


period) your manager will meet with you again.  Generally this meeting will 
be an informal capability meeting.  Please see the Council’s Capability 
Policy & Procedure for further details. 
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10. Referral To The Council’s Appointed Occupational Health Advisers 
 
10.1 Appropriate referral to the Council’s appointed occupational health 


advisers is an essential part of the Council’s Sickness Absence 
Management Policy. 


 
10.2 The Council may refer you at any point during your employment where 


your absence record suggests that this may be helpful.  You are 
contractually obliged to attend any such appointment. 


 
10.3 If it is necessary for you to be referred, your manager will let you know 


and discuss with you the reasons why. 
 
10.4 Your referral will include specific questions on which advice is sought.  


Your manager will go through your referral with you, and you will be given a 
copy of it.  Your manager will then liaise with you and the Council’s 
appointed occupational health advisers to arrange a mutually agreeable 
appointment, and explain to you what is likely to be discussed with you at 
it. 


 
10.5 Sometimes the Council’s appointed occupational health advisers may 


consider it necessary to obtain further medical information.  If this is the 
case they will ask for your written consent to do so.  Should you withhold 
your consent, the Council will take reasonable action based on the 
information available. 


 
All such requests will comply with the Access to Medical Reports Act 1988.  
The Council’s appointed occupational health advisers will keep any 
information they receive confidentially. 


 
10.6 The Council’s appointed occupational health advisers will send a 


confidential report to HR regarding your ability to undertake your duties, (if 
you are on sickness absence) the likelihood and anticipated timescale of 
your return to work – which may be phased, and whether any adjustments 
to your duties are required.  HR will send a copy of this to you manager, 
who will meet with you to discuss it, and give you a copy of it. 


 
 
11. A Phased Return To Work 
 
11.1 A phased return to work is sometimes recommended by the Council’s 


appointed occupational health advisers.  The intention is to ease you back 
into work, and increase the likelihood of your return being a successful one. 
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11.2 You should obtain a Fit Note from your GP to support your phased return 
to work.  The balance of any hours you do not work during the phasing 
period will therefore be treated as sickness absence.  Alternatively you may 
choose to cover them instead by using accrued annual leave, flexitime or 
time off in lieu balances. 


 
 
12. Reasonable Adjustments 
 
12.1 The Council is committed to fully considering and exploring the 


possibilities of making reasonable adjustments to enable you to continue in 
your employment with the Council. 


 
Reasonable adjustments to a post can take a variety of forms e.g. : 


 Reviewing the content of your job and possibly re-allocating some duties 


 Providing specialist equipment - e.g. chairs, wrist/back supports etc. 


 Making alterations to your working environment. 


 
12.2 Your manager may, if reasonable and practicable, agree a reasonable 


adjustment with you either pending, or after, occupational health advice. 
 
12.3 If it is not considered reasonable to make the adjustments that have 


been recommended, then the Council will explore the possibility of 
redeployment. 


 
 
13. Redeployment 
 
13.1 If medical advice has been received recommending adjustments be 


made, but it has not been considered reasonable to make these, then the 
Council will make every effort to redeploy you to a different, suitable, role 
which accommodates the restrictions. 


 
13.2 An adviser from HR will meet with you to carry out a Skills Audit, and to 


discuss with you the range of work in other service areas of the Council, 
and any current vacancies. 


 
13.3 Your Skills Audit will summarise the following : 


 The skills required to do your current job; with examples 


 Other skills and experience that you have e.g. from previous jobs or 
voluntary work 


 Your qualifications, work experience, and any other relevant information 
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13.4 HR will discuss with your manager whether you can be redeployed within 


your service area.  If that is not possible HR will contact managers in other 
service areas to establish whether there is any possibility for redeployment 
there. 


 
13.5 If it is not possible to find redeployment for you, and you remain on long 


term sickness absence, your manager will hold a formal long term sickness 
absence meeting with you. 


 
 
14. Long-term Sickness Absence 
 
14.1 Any period of sickness absence of more than four consecutive weeks is 


regarded as long-term.  Whilst the Council hopes that you will be able to 
return to work, long term sickness absences do have a range of outcomes. 


 
14.2 Your manager will make contact with you at an early stage and maintain 


regular contact with you throughout your sickness absence.  Such contact 
is likely to be a mix of telephone calls and face to face meetings either at 
your workplace, at your home, or at some other mutually agreed location.  
Contact may also include texts and/or emails. 


 
14.3 Your manager may refer you to the Council’s appointed occupational 


health advisers for advice e.g. about your condition, your capabilities, 
whether any reasonable adjustments are required, your expected return to 
work date, and/or whether medical redeployment is recommended. 


 
14.4 You will receive payment as per your contract of employment.  HR will 


write to you to let you know when your occupational sickness payments 
drop to half, or to no, pay.  Payroll will contact you with regard to statutory 
sick pay ceasing. 


 
14.5 If you are not well enough to return to work and you are a member of the 


Local Government Pension Scheme, HR will ask the Council’s 
occupational health advisers whether you meet the criteria for the early 
payment of your pension benefits.  If you do, the Council must terminate 
your employment on the grounds of ill health retirement. 


 
14.6 During your long term sickness absence the Council may receive from its 


occupational health advisers advice that means, for specific reasons, you 
cannot return to your post.  Were this to be the case, the Council will 
attempt to redeploy you within your revised capabilities.  Should this not 
prove possible, your manager will hold a formal long term sickness 
absence meeting to discuss the matter with you.  An outcome of that 
meeting may be to terminate your employment on the grounds of your 
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continued long term sickness absence. 
 
A Formal Long Term Sickness Absence Meeting 
 
14.7 Unless otherwise agreed with you, you will be given at least five days 


notice of a formal long term sickness absence meeting. 
 
14.8 Present at the meeting in addition to your manager(s) and an adviser 


from HR.  You have the right to be accompanied at the meeting by either 
your trade union representative or a friend.  If you are too ill to attend such 
a meeting at your workplace, it can be held at a mutually agreed alternative 
location. 


 
14.9 Discussion with you at the meeting will include : 


 Your medical situation from your point of view 


 Your comments and views on any efforts which could be made to allow 
you to continue in your employment 


 What difficulties are being experienced in coping without you 


 The impact on costs of employing temporary cover 


 Medical advice that the Council has received 


 Whether adjustments are recommended/reasonable/possible 


 Whether redeployment is recommended/reasonable/possible 
 
14.10 Your manager will take into account any comments you make and 


consider all that is been discussed before making their decision. 
 
14.11 If your manager decides to terminate your employment on the grounds 


of your long term sickness absence, you will be paid in lieu of your 
contractual notice period.  You will also be paid in lieu of any (accrued but 
not taken on account of your illness) annual leave entitlement, flexitime 
balance and/or time off in lieu balance. 


 
 
15. Right of Appeal 
 
15.1 If your employment is terminated on the grounds of your long term 


sickness absence you have the right of appeal. 
 
15.2 Should you wish to appeal, you must do so in writing to the HR Manager.  


They must receive your appeal within ten working days after the date on 
which you received from the Council written notification of its decision. 


 
 







SICKNESS ABSENCE MANAGEMENT POLICY Page 9 
 


Sickness Absence Policy draft 4 @ 090914.doc 


An Appeal Hearing 
 
15.3 Your appeal hearing will normally be heard within ten working days of 


the HR Manager receiving your appeal letter. 
 
15.4 A panel of two senior managers who have not been involved with your 


case previously will hear your appeal.  Also present at the meeting, in 
addition to yourself, will be an adviser from HR.  You have the right to be 
accompanied at the meeting by either your trade union representative or a 
friend.  If you are too ill to attend such a meeting at your workplace, it can 
be held at a mutually agreed alternative location. 


 
15.5 The appeal hearing will review the decision from your formal long term 


sickness absence meeting, and any new facts that have materialised since. 
 
15.6 The HR Manager will confirm the outcome of the appeal in writing to you, 


normally within ten days of your appeal hearing. 
 
 
16. Annual Leave During Sickness Absence 
 
16.1 You accrue annual leave entitlement during sickness absence. 
 
16.2 During long term sickness absence you can ask to be paid for annual 


leave (full pay) instead of receiving sickness absence pay.  (Employees 
sometimes ask for this if they are on a half or no pay occupational sickness 
entitlement). 


 
16.3 If, on account of your sickness absence, you are unable to take your 


annual leave entitlement during the leave year to which it relates, you may 
carry forward the balance to the next leave year. 


 
 
17. Allegations Of Misconduct 
 
17.1 If you fail to follow the above procedures for reporting sickness and/or 


providing written certification of, sickness absence, it may be considered 
that you are absent without permission.  Were this to be the case, the 
Council may regard this as misconduct, and your pay may be withheld and 
the allegation(s) investigated under the Council’s Disciplinary Policy & 
Procedure. 


 
17.2 Equally if, whilst on sickness absence, you carry out activities which the 


Council considers to be inconsistent with genuine sickness/injury, the 
Council may regard this as misconduct and the allegation(s) investigated 
under the Council’s Disciplinary Policy & Procedure. 
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17.3 Additionally, should you refuse, or fail, to attend an appointment 
arranged by the Council with their occupational health advisers, the Council 
may regard this as misconduct, and the allegation(s) investigated under the 
Council’s Disciplinary Policy & Procedure. 







  
 


Sickness Absence Policy draft 4 @ 090914.doc 


Bradford Factor Score      Appendix 1 
 
The Bradford Factor is an objective and consistent measure used to help identify 
if you have a poor record of frequent, short term sickness absence.  It indicates 
an attendance problem that needs further investigation.  Major decisions will 
never be made based on the Bradford Factor score alone. 
 
Bradford Factor Formula 
 
The Bradford Factor Formula is S x S x D = BF Score 
S = the number of occasions of sickness absence in the last 52 weeks 
D = the total number of days absence in the last 52 weeks. 
 
Worked examples : 
 


Name Days Frequency BF Score Days Sickness 


Employee 1 14 6 504 2,2,3,5,1,1 


Employee 2 5 3 45 1,3,1 


Employee3 4 2 16 2,2 


Employee 4 15 1 15 15 


 
Employee 1 = 6 x 6 x 14 = 504 


Employee 2 = 3 x 3 x 5 = 45 
Employee 3 = 2 x 2 x 4 = 16 
Employee 4 = 1 x 1 x 15 = 15 
 
Bradford Factor Trigger Points 
 
The Council recognises that most employees’ attendance records are good.  
However there is a need to manage sickness absence fairly and objectively. 
 
This helps to provide support at the early stages to you if you are ill, and also will 
help to protect your work colleagues who have to cope with the extra workload 
caused by your sickness absence. 
 


The Council’s Bradford Factor trigger points are : 


61 A sickness absence review meeting 


151 A further sickness absence review meeting 


500 Your manager will meet with you again.  Generally this meeting will be an 
informal capability meeting.  
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Return To Work Interview      Appendix 2 
 
 
Name: ……………………………  Period Of Absence: ……………………… 
 
Post Title: …………………………………  Section: …………………………… 
 
Reason For Absence:.………………..…………………………………………………. 
 
Manager: ……………………………  Bradford Factor Score…………… 
 
Return to work meetings are informal meetings held between a manager and an 
employee on their return from every sickness absence, even if it is a very short 
absence.  They should be conducted sensitively, held in private and, depending 
on the circumstances, may only need to be brief. 
 
 Welcome employee back to work. 
 
 Complete sickness absence notification form. 
 
 Check self/medical certification has been received for the period of 


absence. (copy attached if appropriate) 
 
 Was absence due to an incident at work or a work related illness? Yes/No 
 


If Yes, has Health & Safety Adviser been notified/incident report form been 
completed?   Yes/No.  (If no, complete incident form). 


 
 Does employee believe they are fit to return to work?          Yes/No 
 
 Are you satisfied that the employee is fit to return to work?  Yes/No 
 


If No, give details and agree actions: 
……………………………………………………………………………………… 


 
……………………………………………………………………………………… 


 
 Is the employee fit enough to carry out the full range of duties?     Yes/No 


(Refer to Occupational Health advice/fit note, if exists) 
 


If No, consider whether any adjustments are needed.  Are these 
temporary or permanent?  Give details: 
……………………………………………………………………………………… 


 
……………………………………………………………………………………… 
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 Are there any underlying health or other problems?              Yes/No 
 


If Yes, give details: 
……………………………………………………………………………………… 


 
……………………………………………………………………………………… 


 
 Has a referral to Occupational Health taken place?           Yes/No 
 
 Should manager discuss with HR whether a referral to the Council’s 


occupational health advisers is necessary ?                   Yes/No 
 


If yes, agree actions: 
……………………………………………………………………………………… 


 
……………………………………………………………………………………… 


 
 Is any additional support required ?      Yes/No If yes, agree actions: 
……………………………………………………………………………………………… 
 


……………………………………………………………………………………… 
 
 Is a review of the risk assessment required?                      Yes/No 


(Refer to current risk assessment) 
 
 A risk assessment MUST be reviewed following any absence due to 


serious illness/injury/medical condition or work related stress. 
 


If you do review the risk assessment please give details: 
.…………………………………………………………………………………….. 


 
……………………………………………………………………………………… 


 
 Ensure that a sickness absence notification form plus, if applicable, fit 


notes, sent to Human Resources and Payroll. 
 
 Ensure, if applicable, incident form sent to Health & Safety Advisor. 
 
Signature of manager…………………………….. Date: …………………….. 
 
Signature of member of staff: …………………………  Date: …………………….. 
 


PLEASE SEND A COPY OF THIS COMPLETED FORM TO HR 
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Sickness Absence Review Meeting     Appendix 3 
 
 
Section 1:  Absence Details 
 
Employees Name: 
 
Service Area: 
 
Bradford Factor Score: 


 
Section 2:  Record of Discussion 
To include: fitness for work, review of employee’s attendance records and return 
to work interviews, employee’s comments, reasons affecting the employee’s 
ability to attend work. 


 


 
 
 
 
 
Section 3:  Support Mechanisms 
Please detail what support mechanisms have been put into place including any 
previous referrals to Occupational Health 


 


 
 
 
 
 
Section 4:  Agreed Actions 
Please detail what you and the employee have agreed to help improve well-being 
and attendance at work 
 
 
 
 
 
 
Employee’s signature: ____________________________________ 
 
Manager’s signature:  ____________________________________ 
 
Date: ________________                                          Review Date: ________
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Local Agreement on Sickness 
 
1. Green Book Part 3, Section 4 applies, including 4.4 : 


“An employee who falls sick during the course of annual leave shall be 
regarded as being on sick leave from the date of a doctor’s statement”. 


2. Green Book Part 3, Section 4, 4.1 (iii) reads : 


“A doctor’s statement is submitted to the authority not later than the eighth 
calendar day of absence”. 
 


Instead of that, the following wording applies : 
 
“A doctor’s statement is submitted to the authority as soon as practicable 
on or after the eighth day of absence”. 
 


3. Green Book Part 3, Section 4, 4.1 (v) reads : 


“In cases where the doctor’s statement covers a period exceeding fourteen 
days or where more than one statement is necessary, the employee must, 
before returning to work, submit to the authority a final statement as to 
fitness to resume duties”. 
 
Instead of that, the following wording applies : 
 
“In cases where the doctor’s statement covers a period exceeding fourteen 
days or where more than one statement is necessary, the employee may 
be asked, before returning to work, to submit to the authority a final 
statement as to fitness to resume duties.  Any such request would be 
made on the basis of Occupational Health advice”. 
 


4. Green Book Part 3, Section 4 , 4.3 reads : 


“Where, for the purpose of qualifying for sick pay under the scheme, an 
authority requires a doctor’s statement from an employee, the authority will 
reimburse the employee the cost of such a statement on the provision of a 
receipt”. 


 
Instead of that, the following wording applies : 
 


“Where, for the purpose of qualifying for sick pay under the scheme, an 
authority requires a doctor’s statement from an employee, the authority will 
(in the first instance) ask the employee’s surgery to be billed direct for any 
such cost.  If the surgery refuses and the employee has to pay for the 
statement, the authority will reimburse the employee the cost of such a 
statement on the provision of a receipt”. 
 


5. Wherever the word doctor appears, it should be taken to mean authorised 
medical practitioner i.e. to include dental surgeons, osteopaths etc. 


 





