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Marks Tey Parish Council 

Absence and Sickness Policy 

 

This Policy was adopted by the Council at its Meeting held on 20th January 2014 

Reviewed and approved at Council meeting 10 April 2017 Minute ref 2017/091 

Reviewed and approved at Council meeting 12 March 2018 Minute ref 2018/058  

 

Introduction 

Marks Tey Parish Council (MTPC) is committed to improving the health, well-being and 

attendance of all employees, valuing the contribution employees make to MTPC’s success. 

When any employee is unable to be at work for any reason their contribution is missed. 

 

This policy aims to minimise the disruption caused by employee absence by setting clear 

guidelines on absence notification, by encouraging regular communication to assist staff to 

return to work as soon and as safely as possible, and by assisting the Clerk or Councillors to 

handle absences due to illness or injury in a fair, consistent and effective way. 

 

Scope 

This policy applies to all MTPC employees and the purpose is to make explicit our 

commitment to the fair, equal and consistent treatment of staff, in regards to sickness 

absence. 

 

Absence reporting 

If you are unable to attend work for any reason, please contact the Clerk or Assistant Clerk, 

as soon as possible before you are due to start work, but in any event no later than one hour 

after your normal start time on your first day of absence. In order to minimise disruption, it is 

important you give us as much notice of your absence as practically possible. 

 

If the Clerk is unable to attend work he/she should contact the Chairman of the Staffing & 

Establishment Committee or Council Chairman  

 

In addition, please identify the reason for your absence, and an indication of its likely 

duration.  The reason will be kept confidential if you request.  It is then your responsibility to 

keep the Clerk or Assistant Clerk informed of your situation on a regular basis.  You should 

remain in contact, however, should you be away from home at any time during your 

absence, should provide full contact details.  In addition, MTPC may contact you or may visit 

you at home to discuss your health and progress towards return to work. 

 

If you are absent through sickness or injury for more than seven days (including weekends), 

you must obtain a medical certificate from your doctor and forward it to the Clerk.  If a 

period of medically certified absence is extended by a further medical certificate, you must 

again inform the Clerk and advise on the extension of the absence. 

 

Returning to Work 

Everyone returning from a period of absence, whatever the duration, must have an informal 

return to work interview with the Clerk or Assistant Clerk,  

The purpose of the interview is to: 

• Welcome you back to work 

• Ensure you are fully fit to return 

• Identify the reason for the absence 

• Confirm the length of absence 

• Provide an update of anything which has taken place in your absence 

• Discuss and/or identify any adjustments to the work place, duties or hours which may 

reduce/eliminate absences 

• Identify and address any problems (work related or otherwise) that may be causing 

or contributing to the absence 

• Agree any priorities for the post-absence period. 
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The general purpose of the interview is to establish the facts and see if any action may be 

taken to reduce/eliminate future absence and or if any work or workplace adjustments are 

required for your return.  The return to work interview is not a disciplinary interview.  Discussions 

will be kept confidential so far as reasonably possible. 

 

Periods of Frequent Sickness  

Frequent periods of self-certificated sickness that occur for more than 5 occasions in any one 

year may be subject to further investigations by the Parish Council who may take necessary 

action that is proportionate and appropriate in the circumstances. 

 

Sick Pay  

Sick pay will be paid in accordance with your contract of employment and the Green Book 

scheme as issued by the Society of Local Council Clerks (‘SLCC’). 

 

Absence records and monitoring 

Details of an employee's health, either physical or mental, are categorised as "sensitive 

personal data" under the Data Protection Act. Health records are therefore kept in a secure 

filing location. A record for each employee is kept, detailing the number of days absent, 

dates and reasons given. These records are kept by the Clerk and you have the right to 

request to see your individual details at any time. 

 

Responsibility 

Implementation of this policy is the responsibility of all staff. 

 

Monitoring and Review 

This policy will be reviewed annually by the Clerk to ensure that it is continually developed 

and meets current legislation and made publicly available. 

 


