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1.0      About this Procedure 

This procedure documents various processes and systems to aid staff concerning 
reporting of sickness absence and to ensure compliance with reporting procedures as 
outlined in the Attendance Management Strategy. 

All staff have a regulatory or contractual requirement to report any absence from duty. 

This procedure also enables the effective management and monitoring of sickness 
absence creating an opportunity to develop further mechanisms and strategies to help 
support or reduce absence of employees. 

2.0 Risk Assessments/Health and Safety Considerations 

 The processes and systems that are used to report and record sickness absence are 
there to ensure that supervisors, line managers and the Police and Crime 
Commissioner’s (PCC) office as a whole, manage sickness absence and the 
recording of it, thereby complying with the inherent duty of care and welfare to all staff. 

3.0 Procedure 

 3.1 Forms 

Sickness absence will be reported by contacting the Business Centre by phone on the 
first day of sickness.  Staff should also notify the PCC Office.  The Business Centre 
will then generate a report to the line manager who will need to complete the report 
when the member of staff returns to work.  The Business Centre will send the Line 
Manager details when they need to contact the member of staff off sick. 

The online forms cover: 

• An initial sickness report; 
• A return to work notification by the member of staff; 
• The completion of a return to work interview by the supervisor or line manager; 

Once completed the forms are submitted to the Business Centre who are responsible 
for retaining sickness record details and informing relevant departments. This 
information will be used to compile sickness data on behalf of the organisation and by 
the Payroll Section to calculate sick pay.  

It is therefore paramount that the forms are completed in a timely and accurate 
manner enabling the correct sick pay to be paid to individuals. This is particularly 
important when completing the return to work notification. This notification closes the 
original sickness report preventing the officer or member of staff receiving half pay 
after 6 months. 

3.2 Self Certification 

Staff will “self certify” their sickness during the first seven days of a period of sickness 
and therefore will not require a doctor’s certificate. They must report any period of 
sickness to the Business Centre as soon as practicable where details will be recorded 
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using the relevant form. The reason for sickness must be obtained and recorded. If 
the illness is subsequently re-diagnosed the member of staff will be able to amend the 
reason upon their return to work. 

  

3.2.1 Removal of Right to Self Certify 

Managers and supervisors must regularly review the sickness levels of all their staff. 
This can be done on Managers Self Service on SAP and scores will be automatically 
generated by the SAP system.  The SAP system will notify the line manager when 
staff are hitting the sickness trigger points (i.e. 15 continuous days, pattern of 4 
occasions, or 4 occasions totalling 15 days in 4 months). 

Where a line manager has identified either a pattern of sickness or periods of self 
certified absence that give cause for concern and they are of the opinion that the self 
certification is not a sufficient explanation for the absence, or there are indications of 
the possible presence of a health problem, the line manager may request the Chief 
Executive remove the individual’s right to report sick without a Doctor’s certificate. 

The cost of obtaining a certificate in such circumstances will be reimbursed by the 
PCC. 

The Chief Executive may remove the right to self certification for a reasonable period 
of time provided she: 

• Fully documents the reasons why the right is being removed including the specific 
period it is in force; 

• Notifies the individual in writing; 
• Notifies the Line Manager and Head of HR (Essex Police).   

The Head of HR (Essex Police) will monitor the use of this process on behalf of the 
organisation to ensure consistency and reasonableness. 

The line manager or supervisor must then ensure that any further period of sickness is 
supported by a Doctor’s certificate. 

At the end of the period, the line manager or supervisor must review the individual’s 
sickness record with the Chief Executive to decide if the period should be extended or 
the right to self certification reinstated. The individual must be notified in writing of any 
decision affecting their right to self certification with a copy forwarded to the Operating 
Manager (Governance) who will inform the Head of HR.   

Any refusal to supply a Doctor’s certificate as detailed above should be referred to the 
Head of HR for further advice. 

3.3 First Day of Sickness 

Staff reporting sick are required to notify the Business Centre and the PCC’s office as 
soon as is practically possible, so that any necessary arrangements can be made to 
cover the role or postpone appointments. 
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The reason for the absence and the anticipated date of return should be provided and 
the reason must be entered onto the sickness management form.   

If someone, other than the individual’s line manager takes the initial call, that person’s 
line manager will contact the individual within 24 hours in order to confirm the details 
and to check the welfare of the member of staff. 

The staff member must make the initial report themselves and not through a family 
member or friend, unless it is not practically possible to do so. An initial report of 
sickness will not be accepted by text or email. 

Upon receiving a telephone call from an individual, the initial sickness report will be 
generated by the Business Centre. 

3.3.1 Reporting Sick Whilst at Work 

If an officer or member of staff has attended work, but part way through the day feels 
too ill to continue and wishes to report sick, they must inform their immediate line 
manager or other senior colleague if not available, that they are taking a part day 
sickness. 

If the individual has not been at work for at least 50% of the day, the sickness will be 
recorded as a whole day sickness in the usual way. 

If the individual has undertaken at least 50% of their working day, the sickness will be 
recorded on the initial reporting electronic form as a part day start. 

The sickness form will require the line manager recording the sickness on the initial 
report form, to state the normal duty roster/hours of work the individual was 
undertaking that day, so that there is a clear audit if it was a part day start. 

3.3.2 Stress Related Sickness 

If work related or domestic stress is contributory to the sickness, then an immediate 
referral to Occupational Health or Welfare should be undertaken by the line manager. 

3.4 Eight Days of Sickness 

At the eighth calendar day of sickness, the line manager should arrange to undertake 
a home visit, or alternatively at another convenient location, unless there is a good 
documented reason as to why it cannot take place. It is recognised that some 
flexibility on the timing of the eight day visit will be needed so that the visit is not 
undertaken on what would have been a day off or non-work day. 

Consideration should also be given to two people attending the home visit. If a staff 
member, despite being offered another location to meet or alternative dates, still 
refuses a home visit, this should be clearly recorded on the further contact form and 
could be dealt with as not complying with reporting procedures. Every case should be 
assessed on its own merits and advice sought from HR and a line Manager. 

The eight day home visit and the discussion held should be recorded on SAP and 
submitted electronically. 
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3.5 Doctor’s Certificate 

On the eighth calendar day of sickness the staff member is required to supply a 
Doctor’s certificate to their line Manager, who will scan it and send it electronically to 
the Business Centre  for any further days they remain absent due to sickness.   

The certificate will record an assessment of the individual by their doctor together with 
a recommendation concerning their ability to work and could be either: 

• They are unfit for work; 
• They are fit for work but in a reduced capacity relating either to the hours they work 

or some activity connected with their role such as driving. 

If the line manager receives a certificate with a recommendation regarding returning to 
work in a reduced capacity, it is only a recommendation and the individuals return to 
work does not necessarily then have to be agreed. It is possible that due to the nature 
of the role, it is not possible to agree to the GP’s recommendation and the PCC is 
under no obligation at all to create a role to fit the recommendation. Advice from HR 
can be sought. 

The certificate, recommending some support to return to work, should be discussed 
with the individual. If it cannot be agreed, the individual does not have to supply 
another note to state “not fit for work”.   

There is no requirement for the individual to see their GP in order to be signed as fit to 
return to work. 

The certificate cannot be issued to cover a period of sickness of more than 3 months. 

HR advice should also be sought if the individual has a disability protected 
characteristic and the certificate recommendation could be a reasonable adjustment. 

Failure by the individual to provide a certificate could cause forfeiture of the payment 
of sick pay and be classed as unauthorised absence from work/duty. 

3.5 At 28 Days of Sickness 

If a staff member remains sick after 28 calendar days, the line manager will arrange a 
further home visit. This could be at the home address or another more convenient 
location and consideration should be given to two people attending. The visit should 
not take place on what would normally be a day off or non-working day without prior 
agreement with the individual. 

The visit should be recorded on the Sickness Management Form on SAP.  The line 
manager will also complete Form A444b referring the period of sickness to the 
Occupational Health and welfare Department. All periods of sickness in excess of 28 
days will be discussed with the Chief Executive.   

If a visit is refused despite being relocated or the date changed, the HR Department 
should be contacted for advice on how to proceed.   
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3.6 Regular Visits 

If a staff member continues to be absent due to sickness, the line manager must 
continue to make regular contact with the individual and carry out a home visit at least 
every 28 days. Staff members are expected to engage with this process and make 
themselves available at a mutually agreed time and place. Any contact whether by 
email, text, phone or home visit should be recorded on the contact sheet. 

Consideration should be given to ensuring that the staff member is kept up to date 
with any changes. 

See Attendance Strategy on full guidance of absence management. 

3.7 Return to Work Interview 

When a staff member returns to work from any sickness absence their line manager 
will conduct a return to work interview. The interview must be recorded on the 
electronic form. 

It is imperative that this interview takes place as it is recognised as the single most 
effective tool in managing sickness absence. If the sickness of the individual is never 
discussed it gives the impression that it is not managed nor the welfare of the 
individual cared about. The interview does not have to onerous, but should confirm the 
reason for absence and ensure that they are fit to return to work etc. 

3.8 Long Term Sickness and Annual Leave 

Staff are subject to the Working Time Regulations, which cover the entitlement to 
have annual leave and which would still accrue during sickness. Therefore, if a staff 
member is on long term sickness, they are still entitled to book annual leave. 

3.8.1 Annual Leave and Long Term Sickness  

Staff will have the right to take annual leave during periods of long term sickness, 
although a medical certificate would still need to cover the leave. Form PERS155 
should be used to book such leave. 

As the staff member is still sick during this period, home visits and contact should 
cease during the annual leave, but other attendance management measures would 
still apply, i.e. number of weeks absent would not change. 

If the staff member does not return to work before the end of the leave year, the full 
entitlement to annual leave is to be carried over, however staff will be encouraged to 
take the leave to ease operational requirements when they return to work. 

If the staff member does not return to work upon leaving employment, the annual 
leave will be paid from the date of leaving. 

Bank holiday entitlement is not accrued during sickness and for a member of staff on 
long term sickness; each bank holiday during absence should be booked and taken as 
normal. 

3.8.2  Annual Leave and Short Term Sickness  
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Where a member of staff has booked an annual leave day and wishes to reclaim that 
day due to sickness, they must follow the normal sickness reporting procedure. They 
must speak to their line manager on the day of sickness or at least within 24 hours. A 
return to work interview would need to be undertaken and the sickness managed as 
normal. The annual leave day will then be re-credited to their annual leave allocation.   

If they had not reported the sickness as outlined above then the annual leave will not 
be reimbursed.   

Where a member of staff has booked a period of annual leave and then during that 
period reported sick, the same process would apply, i.e. they would have to ring in 
each day or within 24 hours, unless the line manager decides that due to the nature of 
sickness absence a daily call is not required (i.e. a broken leg). Upon their return, a 
return to work interview must be undertaken so that there is judicious management of 
the sickness. 

It may be prudent for the line manager due to the circumstances or amount of 
sickness, to request a medical certificate, rather than rely on self certification. The line 
manager may also agree with the staff member that subsequently they (the manager) 
will make the daily contact if appropriate. 

3.9  Bank Holiday Leave and Short Term Sickness  

Reporting of sickness on a Bank Holiday will be different according to the contract of 
the member of staff. 

3.9.1 Contracts (24/7) – Required to Work on Any Given Day 

If a member of staff was due to work on a Bank Holiday and then reported sick it is 
classed as a working day for that individual, so sickness is logged. Bank Holiday leave 
is now added to create holiday leave, so they would still have those hours to book at 
another time, as they were due to work on that day. 

If a member of staff is normally due to work on that day due to their contract 
requirement, but they book the day off as Bank Holiday leave and then they ring in 
sick, as Bank Holiday leave is not part of the Working Time Regulations, there is not a 
requirement to reimburse the Bank Holiday leave. It is therefore not recorded as 
sickness, but as Bank Holiday leave and they do not get the day back. 

If a member of staff was not due to work on the Bank Holiday as it was a rest day, it is 
classed as a non working day and so sickness cannot be recorded and they do not 
get the day back. 

3.9.2 Monday to Friday workers 

As the contract of employment does not require them to work on that day, they need 
to book the leave from their combined leave allocation. They cannot ring in sick, as it 
is not a normal working day and so they cannot have the hours given back. 

3.10 Recovery of Organisational costs from 3rd parties 

Recovery can only be applied to ‘employees’, therefore this section refers to staff only. 
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Where an injury has been caused by the negligent actions of a third party, the PCC is 
entitled to recover any additional cost incurred brought about during the resulting 
period of sickness e.g. engagement of an agency worker to cover the sickness period, 
aggregate of sick pay above statutory sick pay, Occupational Health support, overtime 
etc. 

To ensure the organisation is provided with an effective opportunity for cost recovery, 
managers are asked to identify periods of sickness which may fall within this category. 

Managers should discuss the circumstances surrounding the initial report and should 
identify any circumstances where cost recovery is thought likely.  

As outlined above the Operating Manager (Governance) will be responsible for 
monitoring all initial reports of sickness and should notify the relevant HR 
representative and Chief Executive via email of any occasions falling within this 
category. 

On receipt of such a notification the HR representative will forward a pro-forma 
introductory letter to the individual explaining the concept of cost recovery together 
with a request for the individual to disclose the identity of their solicitor to enable the 
matter to be dealt with directly and swiftly.    

Managers need to remain aware that regular and structured home visits are primarily 
to discuss the issues concerning the welfare, recovery and return to work of the 
individual. Where cost recovery is an opportunity there maybe a need to discuss the 
progress of such action with the individual concerned, although such conversations 
must be dealt with both tactfully and discreetly. 

Should the PCC receive no response from the employee’s instructed solicitor, then 
they may require Legal Services to follow up on the case. In the event that an 
employee is successful and damages are recovered which include an element in 
respect of sick pay and out of pocket costs then the PCC will require a refund of a 
sum equal to the amount recovered. 

Provided a claim for compensation includes a request for costs to be recovered for the 
PCC, the business will not expect a refund where the actual damages recovered 
specifically exclude these elements.    

The PSC Handbook has been amended to guarantee employees right to sick pay and 
recognises that an employee may succeed in a civil claim against a third party but 
may not recover as much in damages as was first expected. 

HR and Legal Department will support the employee through the process and will be 
responsible for liaising and providing details to the Solicitor once the PCC has been 
advised that a civil claim is being made by the staff member. 

4.0 Monitoring and Review 

This procedure will be reviewed by or on behalf of the PCC within three years of the 
date of publication to ensure that it remains accurate and fit for purpose. 

5.0 Related Procedures 
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6.0 Related Policies 

• Attendance Strategy - GPG 

7.0 Information Sources 

• PSC Handbook 

Procedure Author:  Jerry Drewett Operating Manager 

    Amended by Lucy Gordon February 2016 

Procedure Owner: Charles Garbett A/Chief Executive 
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