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Overleaf is an extract from the A Taxi company handbook referring to the absence management policy. 
Please read carefully as this is to be expected when reporting an absence.
Texting or any form of social media IS NOT in keeping with the attendance management policy.
In case the need arises where an absence needs to be reported please call the General managers phone on 01271868210 and follow the procedure set out. Should the absence be reported out of hours then please leave a voice mail with the relevant information.
Failing to adhere to company policy may lead to disciplinary action.


Simon Rice

General manager 

Sickness Absence

1. [bookmark: _Toc433881724][bookmark: _Toc416363553][bookmark: _Toc413327840]Introduction

We do not wish to adopt a harsh attitude to those who are genuinely off work for a recognised reason.  Nevertheless, your manager will monitor the absence records of employees in order to identify any underlying problems.  Your manager will seek to offer guidance and support and may take further advice where necessary.  In instances where frequent short term absences are occurring, the Attendance Management procedure may be invoked. 

1. [bookmark: _Toc433881725][bookmark: _Toc416363554][bookmark: _Toc413327841]Procedure

If you are off sick, you should inform your manager or in their absence, the office, as soon as possible and no later than your regular start time.  You will need to give the following information:

· What your illness is
· When your illness started
· If you intend going to the doctor
· When you expect to return to work
· You should let us know of the status of any important work you are involved in that will be impacted by your absence.

You should always phone into work yourself, unless you are physically incapable of doing so.

1. [bookmark: _Toc433881726][bookmark: _Toc416363555][bookmark: _Toc413327842]Sickness absence of less than 7 days

If you are absent for a period of seven days or less, you must complete a sickness self-certification on your return to work.  

1. [bookmark: _Toc433881727][bookmark: _Toc416363556][bookmark: _Toc413327843]Sickness absence of more than 7 days

From day 8 of your absence, a medical certificate/fit note from your GP must be provided.  

1. [bookmark: _Toc433881728][bookmark: _Toc416363557][bookmark: _Toc413327844]Occupational Health

If your manager has any concerns about your health, you may be referred to Occupational Health for an assessment.  This may be while you are at work, on sick leave, or returning to work from sick leave.  This is so that we can obtain advice on any adjustments we should make to help you in your role.  It may not always be possible to make all of the adjustments, but we’ll always sort an employee to continue working in the same or similar role wherever possible.

(f) Return to work interviews

Upon your return to work following sickness you will be required to undergo a return to work interview to help to reduce unacceptable short-term absence. They send a clear message that absence is actively managed at your workplace. And by asking employees to explain their absence face-to-face, they also deter dishonesty.
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