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1.0      POLICY OUTLINE  
  
 Reliable attendance is critical to the achievement of Warwickshire Police and West 
 Mercia Police’s operational objectives. Each officer and member of police staff has a 
 responsibility to maximise their attendance at work in order to support their colleagues 
 and provide the highest possible standards of service to the public.  
 
 Warwickshire Police and West Mercia Police have a responsibility to protect the health 
 and well-being of officers, police staff and volunteers and to provide  appropriate levels 
 of support for individuals who are absent due to genuine ill-health and assist them in 
 returning to work as soon as is practicable.  

 
2.0 PURPOSE OF POLICY   
 
 This Policy explains the rights and obligations of individuals when absent due to 
 sickness and the responsibilities of managers to monitor and manage sickness 
 absence in a robust but supportive and consistent manner.   
 
 2.1  Reporting Sickness Absence  
 

 An officer or member of staff who is unable to attend work because of illness must 
notify their line manager of the reason for their absence as soon as reasonable 
possible on the first day of absence and at the latest by their normal start time.   
 

This notification should be made in person, by telephone, unless the nature of the 
illness prevents this or alternative arrangements have been agreed with the line 
manager.  
 

If necessary, the line manager may contact the individual to obtain further information 
concerning the nature and expected duration of the absence and/or to ensure any 
urgent tasks can be reallocated. The line manager may also request that the individual 
provide regular updates on their condition and possible return to work.  
 
If the absence continues beyond 7 calendar days, the individual must obtain a 
‘Statement of Fitness for Work’ (‘Fit Note’) from their doctor and send it to their line 
manager as soon as possible.   
 
Officers and staff who fail to comply with the absence reporting procedure will be 
regarded as being on unauthorised absence from work which may result in loss of pay 
and/or disciplinary action.   

 
 2.2 Contacts during Sickness Absence  
 

Where an individual is absent for a prolonged period, they will be expected to contact 
the line manager on a regular basis to provide an update on their condition. Depending 
on the nature of the illness, consideration will be given as to whether it would be 
appropriate for the line manager (or some other person) to make periodic visits to the 
individual at their home (or other convenient location).   
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The line manager will meet regularly with the designated HR Officer, and, if 
appropriate, an Occupational Health Adviser, to review the individual’s absence and 
consider options to assist their return to work.    
 
Individuals who are absent from work due to sickness will continue to accrue annual 
leave.  
 
If an individual is unable to take annual leave due to prolonged sickness absence, they 
are entitled to carry over a maximum of 20 days untaken leave to the next leave year, 
in line with the Working Time Directive.   

 

 2.3  Referral to Occupational Health  
 
 The line manager should seek advice or guidance from the Occupational Health team  
 

� in cases of psychological illness, Stress/Depression, serious physical illness, 
 back problems, serious injury on duty; 

 
� where an individual is absent from work for 28 calendar days or more, and the 

 absence is not due to post-operative recovery or being on a waiting list for 
 treatment; 

 
� if they have any concerns about the individual’s health or absence from work.   

 
 The Occupational Health team will seek the individual’s consent before obtaining 
 medical reports from their doctor. The individual may be required to attend an 
 examination by the Force Medical Adviser or other specialist as determined by the 
 Occupational Health Adviser.  
 
 2.4     Return to Work  
 

When an individual returns to work following a period of sick leave, the line manager 
must meet with them within 2 working days to discuss their absence record and any 
health, personal or work related issues which may be affecting their attendance.  
 
Where the period of absence is related to a declared disability, the line manager should 
also discuss whether any reasonable adjustments can be made to enable the 
individual to maximise their attendance.   
 
Where the individual has been absent for a prolonged period, consideration may be 
given to a return to work on recuperative duties where this may assist an earlier return 
to work and help the individual resume full duties more quickly.   
 

 2.5     Managing individuals with disabilities  
 

Warwickshire Police and West Mercia Police will make reasonable adjustments to the 
workplace to assist individuals with a disability to maximise their attendance at work.   
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An individual with a declared disability may take paid leave during working hours to 
attend appointments for rehabilitation, assessment or treatment. Disability related leave 
is not recorded as sick leave.  
 
Absence from work due to sickness which is related to a declared disability will be 
classified as sickness for recording and reporting purposes. However, such absence 
will be identified separately from non-disability related sickness absence for 
management purposes.  

 
 2.6     Pregnancy related absence  
 

Pregnancy related sickness absence will be classified as sickness for recording and 
reporting purposes. However, such absence will be identified separately from non- 
pregnancy related sickness absence for management purposes. 

 
 2.7     Monitoring and Managing Attendance  
 
 2.7.1   Informal Process 
 

Where an individual has had 4 spells of absence or 10 days absence in a 12 month 
rolling period (pro rata equivalent for part time workers), or the line manager has 
concerns about their attendance, an Attendance Review meeting will be held with the 
First Line manager..  
 
The purpose of the meeting is to discuss the individual’s absence record and reasons 
for absence, their general performance and other influences on their attendance and 
agree an Action Plan to improve their attendance.  

 
Directorate-level absence information and individual cases of long term absence will be 
monitored regularly by senior managers to ensure sickness absence is managed in a 
robust and consistent manner and appropriate action is taken to support individuals 
and assist them to return to work. 

 
 2.7.2  Formal Process 
 
 If informal processes have failed to achieve the improvement required, formal routes 
 will be considered.  These will follow the Unsatisfactory Performance & Attendance 
 Procedure for Police Officers, and the Capability procedure for Police Staff. 
 
 See Appendix A – Attendance Management process. 
 
 2.8  Stage 3 Capability Meeting 
 

A Stage 3 meeting under the Unsatisfactory Performance and Attendance (Police 
 Officers)/ Capability (Police Staff) procedures will be held where  

 

• an individual is absent from work for a prolonged period and the Force Medical 
Adviser has advised that there is no prospect of a return to work within a 
reasonable period of time but the individual does not meet the criteria for Early 
Ill-health Retirement; 
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 or 

• a medical condition continues to significantly affect an individual’s ability to 
attend work regularly and/or fulfill the main responsibilities of their role, and all 
alternative options have been explored.  

 
This may result in the termination of the individual’s service/ employment on the 
grounds of medical incapability. 
 
Termination for this reason can take place before an individual's sick pay period has 
 expired.  

 
 2.9  Disciplinary procedures  
 
 Misconduct or Unsatisfactory performance procedures may be instigated where  
 

• an individual fails to follow the agreed absence reporting procedures.   

• an individual has advised their manager that they are unfit to attend work and 
there is factual evidence to the contrary. 

• there is evidence that someone is protracting their absence or exaggerating ill 
health in order to take or extend sick leave 

 
      Failure to comply with or engage with the requirements of this policy may impact on 

pay.   
 
 2.10  Attendance Recognition scheme  
 

 Individuals who have had no sickness absence during the financial year will be granted 
 an additional day’s leave (pro rata for part time).  

 
 2.11  Sick Pay Provisions  

 
Entitlements to sick pay for Police Officers and Police Staff are set out in Police 
Regulations and the Police Staff Council conditions of service which are available on 
the People Services intranet.  
 

 2.12  Related policies and procedures 
 
 This policy has links to the following procedures:  
 

• Unsatisfactory Performance and Attendance (Police Officers) 

• Capability (Police Staff)  

• Early Ill-Health Retirement (Police Officers and Staff) 

• Limited Duties Guidance (Police Officers) 

• Misconduct (Police Officers and Staff) 

• Medical Redeployment (Police Officers and Staff) 

• Workplace Adjustment Guidance 
 
 2.13  Legal Framework  
 

• Working Time Directive 1998 

• Employment Rights Act 1996 (as amended)  



ATTENDANCE MANAGEMENT POLICY 
OFFICIAL 

NOT PROTECTIVELY MARKED 6

• Access to Health Records Act 1990 

• Access to Medical Reports Act 1988 

• Health and Safety at Work Act 1974 

• The Employment Practices Data Protection Code  

• Equality Act 2010  
 
3.0 IMPLICATIONS of the POLICY 
 
 3.1  Training  
 
 Line Managers, officers and staff will be briefed on the policy and procedure once it is 

adopted.  
 

4.0 CONSULTATION 
 

This policy has been endorsed by the Warwickshire and West Mercia Police Joint 
Negotiating and Consultative Committee following consultation with representatives 
from  
 

• UNISON  

• Police Federation  

• Superintendents Association  

• Occupational Health 

• Health and Safety  

• HR Business Partners  

• Internal Disability support groups  
 
5.0 DOCUMENT HISTORY 
  
 The history and rationale for change to policy will be recorded using the below chart:
   

Date Author / 
Reviewer 

Amendment(s)  
& Rationale 

Approval / 
Adoption 

Oct 2013 Tina Smith Harmonisation JNCC 27/11/2013 

Mar 2017 J Darby Review v1.1 01/08/2017 

    

 
6.0       PROCEDURE 
 
 The procedure for managing Sickness Absence in set out in Appendix A.  
 

7.0 RISK ASSESSMENTS / HEALTH & SAFETY CONSIDERATIONS 
 
 See Health & Safety, Risk and Equalities Assessment    

 
8.0 EQUALITY ANALYSIS 
 
 The Equality Analysis (EA), Health & Safety Assessment (HAS) and Risk Assessment 

(RA) associated with this document are available on request.   
 
 



ATTENDANCE MANAGEMENT POLICY 
OFFICIAL 

NOT PROTECTIVELY MARKED 7

 
APPENDIX A: SICKNESS ABSENCE MANAGEMENT PROCEDURE  
 
         KEY:   
 
 DAY 1       
        
 
                                                   
                                                                      YES  
                                           NO  

 
DAY 2- 6  
 
    NO                         YES 
    NO    

 
DAY 7  
 
 
              YES  
    NO 
 
DAY 14  
 
 
 
                                                      YES   
       NO 
DAY 15 - 27 
 
 
   
                                       YES 
    NO 
 
DAY 28   
 
 
 
               YES  
    NO 
 
 

DAY 29 – 41 
 
       
             YES  
    NO 
 
DAY 42  
 
 
      YES  
    NO 
 

APPENDIX B: Attendance Review meeting 
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Return to work?  

Return to work?  

Return to work?  

PERIODIC CONTACT 

Return to work?  

HOME VISIT 

Supervisor  

Return to work?  

ABSENCE REVIEW  

ABSENCE REVIEW  

PERIODIC CONTACT 

Return to work?  

ABSENCE REVIEW 

Return to work?  

MONTHLY HOME VISITS AND CASE REVIEWS UNTIL 
RETURN TO WORK OR OTHER RESOLUTION 

Individual  


