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Ill Health & Absence Regulation 

Part 3 - Procedure for Staff in Grades 1 to 5 

This procedure should be read in conjunction with the University’s guidance on 

managing ill health and absence. 

SECTION A 

1. Frequent Intermittent Absence Procedure – Formal Stage 1 

1.1 In any case where the member of staff’s Head of Department or line manager 

is concerned about the member of staff’s attendance levels, this procedure may be 

followed. 

1.2 When attendance is to be reviewed under this procedure, the Head of 

Department or line manager shall inform the member of staff that he/she is required 

to attend a Formal Stage 1 meeting under this Regulation.  The member of staff shall 

be provided with the following information at least five working days before the date 

of the meeting: 

a) the date, time and place of the meeting; 
b) his/her right to be accompanied by a trade union representative or a work 

colleague who may make representations on his/her behalf; 
c) the matters for discussion at the interview; 
d) the University's/Department's concerns relating to his/her level of sickness 

absence and the effect the absences are having on work colleagues and 
the department; 

e) the possible outcomes under this Regulation. 

1.3 The outcomes of the Formal Stage 1 meeting may be: 

a) to take no further action but a further review period may be implemented; 
b) to offer support which may include a referral to the Occupational Health 

Adviser who may require the member of staff to be medically examined 
and/or request the member of staff's medical records; 

c) the requirement to provide certification from the first day of absence. This 
may be for a defined period or, in cases where there is a pattern of repeat 
occurrences, until further notice; 

d) to issue a formal, first stage warning. 

1.4 The outcomes of the meeting will be confirmed in writing and will include: 

a) if a formal warning is given, the reason for the warning.  This warning 
should state that unless there is a marked and sustained improvement in 
attendance levels over a given period, the member of staff's continued 
employment may be at risk; 

b) if a formal warning is given, details of the right of appeal against the 

formal warning and how this may be exercised; 

c) the date of the next review meeting; 
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d) the improvement in attendance that is expected in the period to the next 

review meeting. 

2. Formal Stage 2 

2.1  A member of staff who has not shown sufficient improvement in attendance 

following the Formal Stage 1 meeting, or whose attendance has deteriorated again 

following some initial improvement, will be informed by the Head of Department or 

line manager that he/she is required to attend a Formal Stage 2 meeting under this 

Regulation.  

2.2 The member of staff shall be provided with information (as detailed in section 
1.2) at least five working days before the date of the Formal Stage 2 meeting. 

2.3 The outcomes of this stage are as set out in section 1.3.  Additionally, the 
Head of Department or line manager may decide to: 

a) offer any further help or guidance; 
b) consider a (further) referral to the Occupational Health Adviser for a 

medical opinion in relation to the persistent absences from work; 
c) issue a Formal Stage 2 warning or, if there is sufficient justification, a final 

absence warning.  This warning should state that unless there is a 
marked and sustained improvement in attendance levels over a given 
period, the member of staff's continued employment may be at risk. 

2.4 The outcome of the Formal Stage 2 meeting will be confirmed in writing and 

will include the information as set out in section 1.4. 

2.5 If the member of staff's record improves following this stage, the Head of 

Department or line manager will write to the member of staff and inform him/her that 

the improvement is noted, that the improvement should be maintained and that 

attendance will continue to be monitored. 

3. Formal Stage 3 

3.1 A member of staff who has not shown sufficient improvement in attendance 

following a Formal Stage 2 meeting, or whose attendance has deteriorated again 

following improvement after the Formal Stage 2 meeting will be informed by the Head 

of Department or line manager that he/she is required to attend a Formal Stage 3 

meeting under this Regulation. 

3.2 The member of staff shall be provided with information (as detailed in section 

1.2) at least five working days before the date of the Formal Stage 3 meeting. 

3.3 The outcomes of this stage are as set out in section 1.3.  Additionally the 

Head of Department or line manager may decide to: 

a) seek a final commitment to improve attendance by the member of staff; 



Regulations under Statute 35 
 

b) if appropriate, refer the member of staff to the Occupational Health 
Adviser for a (further) medical opinion in relation to the persistent absence 
from work;  

c) issue a final absence warning. 

3.4 The outcome of the Formal Stage 3 meeting will be confirmed in writing and 
will include the information as set out in section 1.4.  This warning should state that 
unless there is a marked and sustained improvement in attendance levels over a 
given period, the member of staff's continued employment is at risk.  

3.5 If the member of staff's record improves following this stage, the Head of 

Department or line manager will write to the member of staff and inform him/her that 

the improvement is noted, that the improvement should be maintained and that 

attendance will continue to be monitored. 

4. Formal Final Stage 

4.1 A member of staff who has not shown sufficient improvement, or has shown a 

deterioration in attendance following the Formal Stage 3 meeting, will be informed by 

the Head of Department or his/her nominee that he/she is required to attend a 

Formal Final Stage meeting under this Regulation.  

4.2 If a possible outcome of the Formal Final Stage meeting is dismissal, a panel 
will be convened to hear the case. The panel will normally consist of a Head of 
Department (or his/her nominee) to act as Chair and one other member of staff 
agreed in advance with HR.  A representative from HR will be in attendance to 
provide advice and guidance.  The line manager may also be required to attend the 
meeting. 

4.3 The notification to the member of staff must be given in writing at least five 

working days in advance, giving the date, time and place of the meeting, the reason 

for the meeting and a reminder of his/her right to be accompanied by a work 

colleague or trade union representative.  

4.4 The purpose of the meeting will be: 

a) to inform the member of staff of his/her attendance record and that it 
shows insufficient improvement;  

b) consider whether the matter should be referred to the Occupational 
Health Adviser for a further medical opinion; 

c) explore the reasons for the lack of improvement;  
d) if no acceptable reason is given, to consider termination of their 

employment.  

4.5 During the meeting, a full discussion of the situation should be held, during 

which reference can be made to the previous meetings and the records of those 

meetings.  

4.6 The possible outcomes of the Formal Final Stage meeting are: 
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a) further monitoring of attendance; in such cases the member of staff will be 

informed that unless there is a significant and sustained improvement, 

further periods of absence will result in the termination of employment.  

b) termination of employment. 

4.7 The outcome of the Formal Final Stage meeting will be confirmed in writing.  
If the decision is to terminate employment, the notification shall: 
 

a) clearly state the reason for the dismissal; 
b) state the date on which the employment will terminate; 
c) specify the period of notice/pay in lieu of notice; 
d) specify whether or not there will be a requirement to undertake any duties 

whilst the normal period of notice is being served. In most cases there will 
not be a requirement to carry out work during the contracted or statutory 
notice period; 

e) remind the member of staff of his/her right of appeal and how this may be 
exercised. 

4.8 Where a formal warning is given, a record will be placed on the member of 

staff's file in HR.  Any formal warnings (oral, written and final written) given under 

this Regulation will be considered spent when the member of staff has attained an 

acceptable standard of attendance. 

SECTION B 

5. Long-Term Ill Health Procedure 

5.1 This procedure shall apply: 

a) where a member of staff has been absent from work due to ill health for a 
continuous period in excess of four weeks (such absences are deemed to 
be ‘long term’) and where the Head of Department or line manager has a 
reasonable concern that the member of staff may not return to work within 
a reasonable timescale; or 

b) where due to a medical condition, illness or other medical incapacity, a 
member of staff is, or has become unable to perform his/her duties (or 
any part thereof), either in whole or in part, or will be unable to perform 
his/her duties to an acceptable standard. 

6. Informal Consideration of Long Term Ill Health or Absence 

6.1 The purpose of this part of the procedure is to explore, through meetings with 

the member of staff (and/or his/her representative) and with the assistance of 

medical or other expert advice as appropriate, the following issues: 

a) the nature of the member of staff's medical condition, illness or incapacity; 
b) the likely prognosis for the member of staff’s health and fitness to carry 

out his/her duties; 
c) where the member of staff is absent from work, the likely prognosis for 

him/her returning to work on a sustained basis and being fit to carry out 
his/her duties in full and/or to perform them to an acceptable standard; 
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d) where relevant, the likely prognosis for the member of staff being able to 
perform his/her duties, in whole or in part, and/or to perform them to an 
acceptable standard; 

e) whether any changes can be made to the member of staff’s role or duties 
or to his/her work environment, or to the way in which his/her duties are 
organised or performed, in order to resolve the situation and/or (in cases 
of absence) to facilitate the member of staff’s return to work on a 
sustained basis; 

f) whether any other action could be taken to address the issues raised by 
the member of staff’s ill-health incapacity; 

g) consideration of an application for retirement on health grounds (this does 
not imply that the appropriate pension scheme will accept an application 
to retire on health grounds). 

6.2 A member of staff on long term sick leave, shall also have a responsibility to 

update the Head of Department or line manager regularly on his/her likely date of 

return to work. 

6.3 The University may seek medical information from its Occupational Health 

Service and/or the member of staff’s doctor(s). This process may be repeated if it is 

considered appropriate to do so. The stage at which the first and any subsequent 

meeting(s) are held will depend on the circumstances of the particular case. 

6.4 For the avoidance of doubt, the changes or actions referred to in section 6.1 

above may include the permanent or temporary transfer of the member of staff to 

alternative employment or a permanent or temporary variation to the member of 

staff’s duties or other terms and conditions of employment. Nothing in this Procedure 

shall oblige the University to maintain, in making such changes or taking such action, 

a member of staff's existing terms and conditions of employment, in particular (but 

without limitation) in respect of pay or other remuneration. 

7. Formal Consideration of Long Term Ill Health or Absence 

7.1 If it is not possible to resolve the situation by informal consideration, the 

matter shall be referred to the Head of Department or his/her nominee for formal 

consideration.  A report will be provided by the line manager which summarises the 

relevant issues, the action taken under this Procedure and the issues he/she 

proposes should be considered. 

7.2 The line manager or nominee shall inform the member of staff of the decision 

to refer the issues to the Head of Department and that he/she will be invited to attend 

a formal review meeting under this Regulation. 

7.3 As a possible outcome of the formal review meeting is dismissal, a panel will 

be convened to consider the case. The panel will normally consist of the Head of 

Department or his/her nominee to act as Chair and at least one other member of staff 

as agreed in advance with HR.  The panel may at their discretion, determine which 

witnesses (if any) shall be called and questioned and whether it would be appropriate 

to adjourn or postpone the hearing at any time prior to or during the hearing, to obtain 
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further medical information of any kind prior to making their decision.  A 

representative from HR will be in attendance to provide advice and guidance. 

7.4 The notification to the member of staff must be given in writing at least five 

working days in advance giving the date, time and place of the meeting, the reason 

for the meeting and a reminder of his/her right to be accompanied by a work 

colleague or trade union representative.  The member of staff will also be invited to 

provide any evidence which he/she wishes the panel to consider. 

7.5 If the nature of the long term absence or ill health is such that the member of 

staff is unable to attend the meeting, the member of staff may opt to send a trade 

union representative or work colleague to act on his/her behalf at the meeting and/or 

provide a written submission. 

7.6 As soon as it is reasonably practicable after the meeting, the Panel shall 
reach its decision as to whether the member of staff should be dismissed or as to any 
alternative action that should be taken in respect of the member of staff. The Panel 
shall produce a reasoned written decision, normally within two weeks, which will be 
sent to the member of staff. Where the decision is to dismiss the member of staff, the 
written notification shall: 

a) clearly state the reason for the dismissal; 
b) state the date on which the employment will terminate; 
c) specify the period of notice/pay in lieu of notice; 
d) specify whether or not there will be a requirement to undertake any duties 

whilst the normal period of notice is being served. In most cases there will 
not be a requirement to carry out work during the contracted or statutory 
notice period;  

e) remind the member of staff of his/her right of appeal and how this may be 
exercised. 

8. Appeals 

 
8.1 A member of staff who wishes to appeal against a formal warning or 
dismissal shall inform the HR Director within 10 working days of the date of the 
written notification of the warning; full details of the grounds of appeal must be 
included. 
 
8.2 An appeal against a formal warning, up to and including the level of 
Formal Stage 3 warning, will be heard without unreasonable delay by an 
appropriate senior member of staff not previously involved in the case, nominated by 
the HR Director (or his/her Deputy). 
 
8.3 An appeal against dismissal will be heard by an Appeal Panel comprising 
three senior members of staff not previously involved in the case, nominated by the 
HR Director (or his/her Deputy). 

 


