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Checklist dealing with absences

Procedure – Absences General Yes/N/A

1. Do you check the attendance/medical records of applicants during the employment offer 
process in order to ensure there are no medical issues that would affect them carrying out 
the role?

2. Do your employees’ contracts of employment include terms which give you express 
permission to hold absence records?

3. Do you have clear written procedures for reporting absences e.g. employees should ring in 
before a certain time? Do you clearly state that text messages are not sufficient contact?

4. Have these written procedures been communicated to all staff?

5. Do you accurately record and monitor all staff absence?

6. Have you trained your managers on how to handle absence and on how to use the relevant 
procedures?

7. Would it help your absence rates if you put initiatives in place to encourage good 
attendance such as bonuses for good attendance?

8. Do you have key absence dates? These should be defined and agreed across the company 
and once an employee arrives at a certain number of absences, a full review of an 
employee’s attendance for the year should take place.

9. Do you provide opportunities for discussing problems relating to attendance in performance 
appraisals?

Absences in Relation to Sickness:

1. Do your employees’ contracts of employment include terms which give you express 
permission to refer employees to the company’s G.P.?

2. Do you request that employees who are absent from work on a long term basis visit the 
company’s G.P. regularly?

3. Do you have a policy in place which reduces sick pay for long-term absent employees e.g. 
capping sick pay at a certain number of days self-certified and a certain number of days 
certified by the employee’s G.P.?

4. Do you conduct return-to-work interviews after absences relating to sickness? The interview 
should include:

a. the dates and days of the absences;
b. if notification procedures were followed; and 
c. what, if any, support the company can provide to support the employee and 
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encourage them to full attendance.

5. Have you provided considered an appropriate range of measures and special equipment to 
support employees’ health and well being on their return to work if necessary?

Persistent Short-Term Absenteeism:

1. In order to justify a dismissal for persistent short-term absenteeism, an employer will 
generally be expected to show a number of things:

a. Can you show that the employee has a continuing pattern of absence over an 
extended time?

b. Is it part of the disciplinary/dismissal procedure that a pattern of frequent short term 
absenteeism may result in dismissal?

c. Is it reasonable to conclude that the position will not improve?
d. Was the continuation of that level of absenteeism unacceptable to the employer?
e. Were adequate warnings of the consequences of continuation given to the 

employee?
f. Are there any disability considerations that should be taken into account before 

deciding to dismiss?

Managing Long Term Absences

1. Has the employee been provided with all policies and procedures relating to absence 
management in the workplace?

2. Has the organisation kept in regular contact with the employee regarding their absence and 
their likely return to work?

3. Has the employee been medically assessed to ascertain:
a. The likelihood of them returning to work in the short to medium term
b. The likelihood of them returning to work in the longer term
c. Their ability to carry out all of the normal duties of the role
d. Whether there is any reasonable accommodation that should be implemented to 

assist them in returning to work?
4. Has the role been assessed by an occupational health professional against the employee’s 

medical prognosis and ability to carry out the role?

5. Are the medical assessment and role assessment recent and up to date?

6. Has the employee been provided with sufficient warning that an inability to return to the role 
on a full time basis or with reasonable accommodation may result in dismissal?

7. Have you considered working arrangements that may support absent employees to return to 
full attendance e.g. flexible working arrangements?
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8. Have you consulted with the employee on what support they may require to ensure a full 
return to work?

9. Is the organisation a large organisation? If so it will be expected to take on a higher burden 
of reasonable accommodation measures for employees. 

10. Is there a permanent health insurance benefit in place that the employee is entitled to? If 
there is it may be a breach of contract to dismiss the employee for incapacity. 

Sick certificates that state the illness is due to stress/work-related stress

1. Does the certificate give any further details on the cause of the stress?

2. Have there been any recent issues within the workplace that may be the cause?

3. Is there a grievance policy and has this been communicated to the employee?

4. Have you written to the employee expressing the employer’s concern at the certificate and 
condition?

5. Have you advised the employee of the grievance policy and asked them to outline the cause 
of the stress in the workplace?

6. Have you arranged to meet with the employee to discuss any issues raised and to agree 
how to resolve the matters to facilitate a return to work?

7. Have you considered asking the employee to attend the company doctor to confirm the 
cause of the stress?

8. If there is an Employee Assistance Programme in place have these details been forwarded 
to the employee?

9. Is it necessary to carry out an investigation under the company policies depending on the 
details provided by the employee?

10. It is important to be wary of any resignation tendered while an employee is on certified sick 
leave where the cause of the illness is stated to be work-related stress – the employer is 
now on notice and must act reasonably to resolve the situation

Compassionate Leave:
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1. Do you have a detailed compassionate leave policy in place?

2. Have you set out a maximum period of permitted leave for certain categories of relatives, 
e.g. 3 days for close family, 1 day for extended family etc?

3. Have you provided the details of such leave in your employees’ contracts of employment or 
the staff handbook?

4. Have you considered whether to pay such compassionate leave? If it is unpaid this should 
be stated clearly in the policy

5. Do you apply your compassionate leave policy reasonably, flexibly and consistently?

Force Majeure Leave:

1. An employee may be entitled to immediate paid leave due to a “force majeure” (i.e. 
because of sudden illness or injury affecting a member of an employee's immediate family 
including a child/adoptive child of the employee, a person to whom the employee is in loco 
parentis or persons in a relationship of domestic dependency) making that employee's 
presence to assist that family member indispensable.

2. Do your employees’ contracts of employment/staff handbook contain express terms in
relation to Force Majeure Leave?

3. Do you have a form that must be completed by an employee on return from Force Majeure 
Leave whereby the state the reason for the absence and why their presence was required?

4. Does your policy clearly state that childcare issues and school closures do not fall under the 
heading of Force Majeure Leave?

5. Does your policy clearly state that any abuse of Force Majeure Leave will be treated in 
accordance with the disciplinary policy?

6. Do you monitor the reasons given for Force Majeure Leave to ensure there is no confusion 
or abuse of the leave? 


