
Top 10 Tips For: 
Managing Sickness Absence
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Have a sickness absence policy
A clear policy can help alleviate any of the confusion around management of sickness. 
This should include information on pay and the procedure to follow when feeling unwell 
and going to be absent. 

Prevent it in the first place
Try and make the workplace as safe and stress free as possible and promote a healthy 
lifestyle. What can you do to ensure the physical, mental and financial wellbeing of your 
teams are where they should be?  
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3 Make sure it is sickness and not another type of leave
There are numerous statutory entitlements to leave for particular reasons, absence 
doesn’t just fall into annual leave and sick. Check the reason for absence and see what 
the company has in place for that type of absence.

4 Proof
If someone is off sick for more than 7 calendar days then a fit note must be provided. 
This is important because not only does it evidence the reason for absence but it tells 
you if they are fit to work and in what capacity. Accommodate recommendations where 
possible, if not, they are not fit for work.

5 Monitor absence levels
All absence should be recorded, this will give the business an indication as to whether 
there are any problems within the workplace. Is there something the business can do to 
stop the absences? Is an individual persistently off affecting productivity and morale?
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Be aware of discrimination
Be careful not to discriminate. If you have absence triggers they may be hit quicker if 
someone has a disability for example. In this case reasonable adjustments must be 
made. Another consideration is for those with an illness that have a substantial and long 
term adverse effect on someone’s ability to carry out normal daily activities.

Maintain contact with those on long term sick
Simple. Because you care how they are.
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8 Return to work interviews
Conduct these with everyone, every time. Be consistent and make sure these are done, 
you are checking with the staff member to see if they are fit for work and if there is 
anything you can do to facilitate a healthy long lasting return.

9 Have an EAP
An Employee Assistance Program is just that. It’s a resource for staff to use where they 
can seek professional advice if they are struggling with their health and wellbeing. This 
acts as support for your staff and could prevent sickness absence. 

10 Ensure managers are trained
Managers need to be able to spot the warning signs that someone is struggling in the 
workplace and take appropriate action. Likewise they need to know how to deal with 
the sickness absence procedure, conducting return to work interviews and the potential 
discussions when absence levels are too high.
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Contact us
This information is intended as a general overview and 
discussion of the subjects dealt with. 
For up-to-date and specific advice please contact us.


