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Staff Absence Policy 

 
Statement and purpose of the Policy 

Serenta Homecare is committed to supporting the health and wellbeing of all employees 
and maintaining good attendance levels at work.  We will manage absence of any kind 
appropriately with regard to the circumstances in individual cases. We respect the 
confidentiality of all information relating to an employee’s sickness and this policy will be 
implemented in line with all data protection legislation and the Access to Medical Reports 
Act 1988. 

The Company aims to treat employees fairly, reasonably, and sensitively according to the 
individual circumstances and support will be provided as appropriate. 

Handing back a run that has been on rotas for a reasonable amount of time or that have 
been agreed to pick up may be classed as an absence, if so a return-to-work interview will 
be conducted by line managers.    

 

1. Notification of Absence 

On the first day of any absence, you must follow the notification procedure stated in your 
contract and contact the manager/ Care Coordinator/ on-call by the time stated.  You are 
expected to speak directly to the relevant individual. In exceptional circumstances it may be 
appropriate for a third party, such as a family member to call the relevant individual. You 
should give a clear indication of the nature of any illness or reason for your absence and 
when you expect to return. You are expected to keep your manager updated if this changes.     

The relevant individual will check any information they need from you in order to arrange 
appropriate cover for your work. If you do not notify the relevant individual of your absence 
by the time required, then they will attempt to contact you. 

Serenta Homecare recognises that an employee may not always feel able to discuss their 
reasons for absence with their immediate supervisor or line manager. The Company will be 
sensitive to individual concerns and make alternative arrangements, where appropriate.  

If you do not notify the Company of absence or provide do not appropriate certification 
absence will be considered as unauthorised and may be unpaid. Disciplinary action may also 
be considered.  

 

2. Evidence of Incapacity 

If you are absent due to sickness for seven days or less, you can use the Company’s self-
certification arrangements. You are required to inform your manager that you are not well 
enough to work but do not need to provide any further medical evidence. 

If a period of absence due to sickness lasts longer than seven calendar days (regardless of 
how many days, you work each week) then you must provide fit notes to cover the eighth 
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day onwards.  A fit note (or the “Statement of Fitness for Work”) is a medical statement 
issued by your GP or a hospital doctor. It focusses on what you may be able do at work 
rather than what you cannot do.  

A doctor can use a fit note to advise whether you: 

• Are not fit for work or 

• May be fit for work. 

When stating that you may be fit for work, the GP will normally consider your fitness for 
work in general, not fitness for the specific job that you are doing. If your doctor advises 
that you may be fit for work, they can also recommend ways of helping you to return to 
work which may include: 

• A phased return  

• Flexible working 

• Amended duties 

• Workplace adaptation 

Serenta Homecare will consider any advice or recommendations made by your doctor on 
the fit note and accommodate these wherever possible and practicably reasonable to 
enable you to return to full fitness for work.  If we are unable to make the recommended 
changes or provide the support required, then the GP’s statement will be used as if your GP 
advised that you are ‘not fit for work’ and you will remain off sick for the duration of the fit 
note. 

If your absence is due to a disability we will seek to make 'reasonable adjustments' to help 
you return to work and carry out your job.   

 

3. Sick Pay 

You will be entitled to Statutory Sick Pay (SSP) during periods of sickness absence subject to 
qualifying under the statutory sick pay rules.  SSP is payable for 28 weeks. To qualify, you 
must earn at least the Lower Earnings Limit set by the Government each tax year. 

The weekly amount for SSP is reviewed by the Government every April. 

Further information regarding SSP can be obtained from www.gov.uk 

Failure to provide the necessary documentation/fit notes may result in sick pay being 
delayed or withheld and disciplinary action may be taken. 

 

4. Contact During Absence 

Your line manager will keep in contact with you during any long periods of absence as 
appropriate in order to: 

• Check on your health and wellbeing 
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• See if there is anything the Company can do to support you 

• Explain any updates or changes that are taking place within the organisation. 

• You are also expected to keep your Line Manager updated on any changes to your 
condition and anticipated date for your return to work. 

 

5. Return to Work Discussions 

Regardless of the length of absence your line manager will have a return to work meeting or 
discussion with you when you are back at work.  This will be informal and held as soon as 
possible after your return. It is generally intended to: 

• Welcome you back 

• Discuss the reason for your absence 

• Check you are well enough to be back at work and if you need any support 

• Update you on anything that has happened at work while you have been off sick. 

If you have had regular or repeated absences, a return to work discussion is an opportunity 
to discuss any underlying problems causing this. For example, if you are having any 
problems at work or at home. 

If your GP has advised that you ‘may be fit for work’ then the return to work discussion can 
also be used to agree in detail how your return will work best in practice. 

 

6. Managing Short Term Absence 

Short term absences are those that usually last a day or two at a time.  Serenta Homecare 
expects a satisfactory level of attendance from employees and will monitor short-term 
absence and review this when a “trigger point” is reached due to the frequency of absence 
and the number of days or occasions. 

If there have been three separate incidences of absence in a twelve week period, in addition 
to the RTW interviews, this will ‘trigger’ a supervision with the Registered Manager 
specifically to discuss attendance.  

If your level of short-term absence exceeds an acceptable level and there is no apparent 
underlying medical reason or satisfactory explanation, then there will be a formal review to 
look at any action required to improve your attendance and wellbeing and you may receive 
a formal warning under the Serenta Homecare Disciplinary Procedure. If your short-term 
absences continue to be unsatisfactory, this could lead to further disciplinary action which 
may lead to dismissal.  
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7. Managing Long Term Absence 

Serenta Homecare will support employees and take a sympathetic approach to managing 
long-term absence where this is due to a serious illness, physical or mental health condition 
or where you have had an operation and need recovery time.  

The Company may ask for your permission to contact your doctor to assess: 

• Whether a return to work will be possible and if so when 

• Whether a return to the same work is appropriate 

• Whether a phased return would help 

• Whether reasonable adjustments need to be made for a disability 

• Whether a return to lighter duties or less stressful work would be advisable. 

 

8. Patterns of Absence 

All absences will be recorded on the Access People Planner system and through monitoring 
absence data Serenta Homecare line managers may notice patterns of absence with 
individuals. For example, regularly being absent on a certain day of the week, absences 
before or following an annual or public holiday, being off sick after a weekend, holiday, or a 
particular event. 

Line managers will use a return to work meeting to discuss the pattern with you and explore 
whether there is any underlying reason behind it. For example, it could be that your 
personal circumstances have changed, and this is leading to attendance issues. 

Where issues are identified, the Company will consider whether there is any support or 
temporary adjustments that may help you attend work regularly and on time. 

 

9. Protected Characteristics 

Absences relating to protected characteristics under the Equality Act 2010 (e.g., disability 
and age) will be recorded separately to general absence records.  

Serenta Homecare is committed to supporting employees who have a disability and will 
make reasonable adjustments wherever possible.  

A risk assessment will be undertaken to identify any health and safety issues for an 
employee who is pregnant.  

  

9. Medical Suspension 

Where a line manager, believes that a employee is not fit for work, or believes that this may 
cause damage to the individual’s health, or negatively impact on clients they should refer 
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the matter to the Registered Manager. The Company reserves the right to suspend the 
individual on medical grounds pending further medical advice. Normal pay will apply whilst 
an employee is suspended on medical grounds. 

 

10. Sickness During Annual Leave 

Should you fall sick during a period of pre-booked annual leave (whether in whole or in part) 
the company may, in its absolute discretion, reimburse the period of holiday entitlement 
lost due to incapacity and pay you Statutory Sick Pay (SSP) for your period of sickness 
absence, provided you meet the qualifying conditions for SSP and that you fully comply with 
your contractual obligations relating to reporting sickness absence and your absence is 
properly certified. 

 

12. Medical Examinations and Capability for the Job 

You may be required to undergo a medical examination by a medical practitioner 
nominated by the Company at any stage of your employment. The cost of any such 
examination or examinations will be met by the Company and you are expected to co-
operate in the disclosure of all results and reports to the Company.  The Company will only 
request such an examination where it is reasonable to do so. 

The Company is also under a continuing obligation to ensure that you meet the 
requirements of the HSC Act, the Standards and CQC’s requirements as to fitness (including 
your physical and mental health) to work in the provision of care to vulnerable adults. 
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