
PROCEDURE TITLE: Attendance Support Procedure 
 
CONTACT DETAILS: People Support Mailbox  
 
BACKGROUND INFORMATION: To ensure every effort is made to enable officers and staff to attend 
work regularly by providing continued support from Occupational Health Unit, Line Managers and 
Workplace Liaison Officers. This procedure is underpinned by the Code of Ethics which supports each 
individual member of the policing profession in delivering the highest professional standards of service to 
the public. 
 
EQUALITY IMPACT ASSESSMENT: Complete 
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1. Introduction 
 
Northumbria Police is committed to ensuring you are provided with the necessary support to enable you 
to remain at work or return to work following a period of absence. 
 
2. Support Available 
 
To assist you in remaining at work, or returning from a period of sick leave, there are a number of support 
measures that could be considered; 
 
Medical Advice 
Early intervention with medical advice from either your GP or from the Occupational Health Unit (OHU) 
will allow an assessment to be made of the most appropriate intervention to support your health and 
wellbeing. An OHU referral at the appropriate time can be made through the Attendance Support System 
without being absent from work, for reasons such as fitness for role (both physical and psychological), 
post trauma support and assessment following a recorded incident. 
 
Temporary Alternative Roles/Location 
Consideration can be given to moving you to an alternative role and/or location on a temporary basis to 
support any restrictions placed upon you, or to meet reasonable adjustments necessary for you to remain 
at work or return from a period of sickness absence. Each case should be assessed on an individual 
basis and advice may be sought from People Support and OHU who will liaise with each other as 
appropriate. 
 
Mediation 
If your health is affected by work related issues, mediation can be offered to resolve work place disputes 
or assist in clarifying issues which may be causing you anxiety or stress. 
 



Employee Assistance Programme (EAP)  
The EAP service is available 24 hours a day, 7 days a week to all police officers, staff, and members of 
their immediate families. The service is confidential and covers a wide range of issues with dedicated 
staff being on hand to provide information, advice and support to help individuals with ongoing 
challenges. You can contact the service by telephone on 0800 688 8010 or from abroad by adding the 
international code 044. Alternatively you can email the EAP at livewell.optum.com (access code 
'Northumbria'). 

Dyslexia Assessment Group 

If you feel you may be experiencing difficulties in the workplace due to dyslexia tendencies, support can 
be provided by our Dyslexia Workplace Assessors. The Assessors will be able to identify any difficulties 
being experienced in relation to dyslexia and recommend reasonable adjustments to assist where 
required. They can also liaise with line managers to ensure understanding and support as well as 
signposting to external services. Anyone wishing to access the service can refer themselves via the 
Dyslexia Assessment Mailbox.  

3. Alternative Options to Sickness Absence 
 
There may be occasions where sickness absence is used for other reasons and not necessarily as a 
result of a period of illness or an injury. In instances like this, you are encouraged to speak with your line 
manager to determine whether alternative Force procedures can support the required period of absence.   
 
4. Roles and Responsibilities 
 
In some cases before or during sickness absence, a Workplace Liaison Officer (WLO) will be appointed. 
This role will normally be undertaken by the officer/member of staff's line manager. There may however 
be occasions where this is not appropriate and therefore another WLO will be appointed by the second 
line manager. 
 
5. Reporting Absent 
 
Part Day Absences 
 
If you feel unable to remain at work due to illness or injury, you must advise your line manager/WLO that 
you intend to leave before doing so. If an accident has occurred at work, an accident report must be 
completed.  
 
Your line manager/WLO (throughout this procedure, 'line manager' can also refer to a manager 
nominated by SMT) will:  
• confirm the details of your illness or injury to ensure you receive the necessary support available  
• record the reason for absence using the form below and forward to the RMS Mailbox (currently only full 
day absences can be recorded on the Attendance Support System) 
 
Though line managers do not need to record absences of less than an hour, should there be any issues 
in relation to a member of staff or a police officer's time keeping or attendance history, a record of 
absences should be kept in order to identify any possible issues that may require intervention, e.g. 
patterns of absence, frequent absence before annual leave or when rostered for nightshift or weekends, 
etc. Part day absences count towards the consideration point for unsatisfactory attendance. 
 
Full Day Absences 
 
If  you are unable to attend work due to illness or injury, the following guidelines will assist you in ensuring 
management have the information required, in order to provide the necessary support to you in a timely 
manner.  
 



Day 1 
 
You should: 
• contact your direct line manager/WLO as soon as possible and no later than one hour after your usual 
start time. This contact should be made verbally wherever possible. You may wish to send a text 
message that you are unable to attend work (perhaps to allow your direct line manager to arrange for 
cover where appropriate), however you must follow this up by verbal contact with your direct line 
manager/WLO as soon as possible and no later than one hour after your usual start time. Only in 
exceptional circumstances (such as hospitalisation) should someone else report the absence.  
• advise of the nature of the illness, how long you think you will be absent and confirm contact 
arrangements. 
• contact another manager (preferably your second line manager) if your first line manager/WLO is not 
available (who will then update your first line manager/WLO as soon as they are available).  
 
Your line manager/WLO will: 
• phone you back if they have not spoken to you personally. 
• confirm details of your absence with you to ensure all details are recorded accurately and agree how 
and where you can be contacted. 
• discuss any support you may require from the organisation, this may include the consideration of 
reasons for absence; any work related issues contributing to your absence; assistance which supports 
your early return to work. 
• discuss obligations and agree when and how you will make future contact (no later than the fourth day 
of absence to provide an update on your health and discuss whether a Fit Note will be necessary; further 
contact is then required on day seven). 
• create a new absence on the Attendance Support System. Further information on how to use the 
Attendance Support System can be accessed through the Attendance Support System User Guide. 
• signpost you to the EAP, mediation or dyslexia support, where appropriate. 
 
If there are immediate concerns/risks for your health, safety or wellbeing: 
• If you are at work, you should speak with your line manager / WLO immediately. 
• Your line manager / WLO will consider if there is an immediate risk and will act accordingly.  Following 
any assessment by your GP or A&E, your line manager will submit a management referral to the OHU to 
update them on the current situation and explore any support you may require. 
• Your line manager/WLO will arrange a welfare visit to take place as soon as it is appropriate if a return 
to work is not expected by Day 14.  People Support can offer advice and guidance on conducting welfare 
visits and may on occasion accompany your line manager/WLO. The supportive measures template 
should be considered and updated as part of welfare visits. 
• Contact People Support for advice/guidance if necessary 

  
Day 4 
 
You should: 
• on the fourth calendar day of your absence, or nearest available working day to the fourth calendar day, 
contact your line manager/WLO to provide an update on your health, expected period of absence and 
discuss your return to work or the submission of a Fit note.  
 
Your line manager/WLO will:  
• refer to the ‘Day 1’ actions (listed above) and follow as appropriate.  
• if your return to work is unlikely by Day 8, advise you to see your GP and obtain a Fit note. 
• update the Management Contact on the Attendance Support System after each contact/welfare visit.  
 
Day 7 (last day of self-certification period) 
 
You should: 



• on the seventh calendar day of your absence, or nearest available working day to the seventh calendar 
day, contact your line manager/WLO to provide an update on your health, expected period of absence 
and discuss a return to work and the submission of a Fit note. 
• if not expecting to return to work on Day 8, obtain a Fit Note from your GP (if not already done so) and 
send it directly to your line manager/WLO. 
 
Your line manager/WLO will:  
• refer to the ‘Day 1’ actions (listed above) and follow as appropriate.  
• an officer/member of staff should submit a Fit Note to their line manager/WLO. The line manager/WLO 
will enter the details on the Attendance Support System using the 'create Fit Note' function. The original 
should be sent to the Payroll and Pensions Unit, Finance and Resources Department. 
• if your GP indicates you may be fit for some form of work, your manager/WLO may bring this to the 
attention of People Support for further discussion.  
• consider supportive measures to assist your return to work. 
• if appropriate, discuss the possibility of duties and seek advice from the OHU and People Support 
• if your illness or injury has made you vulnerable to the tasks you are required to do, discuss a Risk 
Assessment (e.g. to identify restricted duties). 
• if you have a disability, (as defined by the Equality Act 2010), consider all reasonable adjustments, in 
consultation with you, to support a return to work. Examples are provided in the Reasonable Adjustment 
Framework Template. Any agreed reasonable adjustments should be updated on the Supportive 
Measures Template. 
• if the absence is stress-related, refer to the Stress Management Procedure 
• update the Management Contact on the Attendance Support System after each contact/welfare visit.  
 
Day 14  
 
You should: 
• on the fourteenth calendar day of your absence, or nearest available working day to the fourteenth 
calendar day, contact your line manager/WLO to provide an update on your health condition, expected 
period of  absence and discuss a return to work or the submission of a further Fit Note if appropriate.  
• have met with your line manager/WLO at a welfare visit. 

 
Your line manager/WLO will:  
• refer to the 'Day 1' and 'Day 7' actions (listed above) and follow as appropriate. 
• have completed a welfare visit in accordance with the Guidance on Management Contact - Welfare 
Visits and updated the Attendance Support System. The supportive measures template should be 
considered and updated as part of welfare visits. 
• have issued a copy of the Sickness Absence Information Document. 
• ensure additional welfare visits take place by the end of the fifth week and eighth week of absence 
and at least once a month thereafter (or more frequently if thought necessary) until you return to work. 
• update the Management Contact on the Attendance Support System after each contact/welfare visit.  
  
Day 28 
 
You should: 
• contact your line manager / WLO to provide an update on your health condition, expected period of 
absence and discuss a return to work or the submission of a further Fit Note if appropriate.  
• have met with your line manager / WLO at a welfare visit. 
• continue to make regular contact with your line manager / WLO, including meeting at future welfare 
visits by the end of fifth week and eighth week of absence and to take place at least once a month 
thereafter (or more frequently if thought necessary) until your return to work. 
 
Your line manager/WLO will: 
• refer to the ‘Day 1’ and ‘Day 7’ and ‘Day 14’ actions (listed above) and follow as appropriate 
• if no referral has yet been made, complete an OHU referral using the Attendance Support System to 
ensure all possible advice has been sought to support you during the period of absence. Seek advice 



from People Support if necessary concerning the detail to be included in the management referral. The 
OHU referral should be made by your substantive first line manager / WLO whenever possible. 
• submit an OHU Management Report using the Attendance Support System providing any relevant 
updates prior to any subsequent review appointments. 
• your line manager / WLO may consider writing to your GP to outline the range of support and 
recuperative duties available to aid your return to work.  Your GP may discuss the contents of this letter 
with you at your next GP appointment.  Details of the GP surgery address can be found on the individual's 
Fit Note. People Support can provide advice and guidance on the contents of the letter when necessary.  
• update the Management Contact on the Attendance Support System after each contact/welfare visit.  
  
6. Recuperative Measure - Home working  
 
Home working may be considered as a short term recuperative measure. Please see the Home Working 
Guidance for further information.  
 
7. Return to Work  
 
It is important you liaise closely with your manager / WLO in relation to a return to work date. This is to 
ensure all the necessary supportive measures are put in place in preparation for your return. 
 
You should: 
• inform your line manager/WLO of the date you will be fit to return to work 
• report to your line manager/WLO on your return to work  
• contact your line manager/WLO as soon as possible if you are unable to return to work as expected.  
 
Your line manager/WLO will:  
• complete a return to work interview with you on your first day back at work utilising the Return to Work 
Interview Guidance. 
• where required, discuss recuperative duties and/or assessments (Risk Assessment Guidance). Where 
recuperative duties are required, complete a recuperative plan on the Attendance Support System. 
Ensure that copies of the recuperative plan and risk assessment are provided to you. Please note: once 
the return to work has been completed on the Attendance Support System, the recuperative plan is no 
longer accessible as the absence is now closed. Where any changes are required a Recuperative Duties 
Form must be completed and  held locally by supervision for reference. 
• complete the return to work form on the Attendance Support System on your first day back (please note 
that this is important for pay purposes) 
• where required discuss a training needs analysis with you.  If necessary, the Training Needs Analysis 
Form, can support this. 
• where required (e.g. in long term absences) consider if you require support in line with the Return to 
Core Policing Procedure (police officers only). 
• discuss any issues in relation to absences which may cause concern, i.e. repeated absences, length of 
absences, any unusual patterns - see 'Highlighting Concerns with Attendance' section below.  
• if the absence is stress-related refer to the Stress Management Procedure. 
 
Fit for Work Service 
 
Fit for Work is a Government-funded initiative that offers support for GPs, employers and employees to 
help those who are in work with health conditions or off sick. It is free for the public to use and is designed 
to work alongside, not replace, existing occupational health services and employer sickness absence 
policies. 

Fit for Work offers free, expert and impartial work-related health advice. Police officers/staff and line 
managers looking for guidance about work-related health issues can call the free telephone advice line 
0800 032 6235, email a question, take part in live chat or browse the online resources. 

 



8. Medical Advice 
 
There may be occasions where your manager/WLO, following discussions with you, has concerns 
regarding your health and well-being. Early intervention is usually appropriate in these circumstances to 
assist you to remain or return to work, therefore your line manager/WLO may ask you to obtain advice 
from your GP or a referral may be made to OHU at an early stage. Your manager/WLO should discuss 
the content of the referral with you prior to submitting this to OHU. 
 
For stress-related absence, additional support is available in the Stress Management Procedure. 
 
If you are referred to OHU, arrangements may be made for you to be assessed by an OHU clinician. 
Whether by direct consultation and examination at OHU, telephone consultation, or following receipt by 
OHU of health information or a health questionnaire, OHU clinical staff may provide an advisory report to 
your manager/WLO on work-related matters. This report will provide guidance to your manager/WLO in 
relation to any necessary adjustments that may need to be made or any supportive measures which 
could be put in place to assist you to remain at work or return to work.  
 
If an assessment by an Occupational Health clinician is required, an appointment will be arranged and 
you will be notified of this via your supervision/WLO.  You will also be sent an email and text message 
reminder of this appointment. 
 
For more complex issues or cases, it may be recommended that OHU clinical staff meet directly with your 
manager/WLO at an OHU Case Conference. 
 
Line manager referrals to OHU will be made via a portal referral form. Line managers will be directed to 
this form via the Attendance Support System. This will remove the requirement for further management 
reports and enable relevant advice, guidance and recommendations to be obtained from OHU following 
consultations. 
 
Information regarding medical confidentiality in relation to the OHU service can be found in the Medical 
Confidentiality Policy. 
 
Generally referrals to OHU should not be made for the following reasons; 
• Colds, flu and other short term illnesses. 
• Where you have a predetermined return to work date and where the appropriate support and treatment 
has been provided.  
 
Guidance and advice can be sought from People Support. 
 
Management Report to OHU 
 
If a referral is made to OHU, your manager/WLO will; 
 
• make the initial referral through the Attendance Support System whenever possible. The expectation 
will be that the initial referral will serve as the management report to OHU. Therefore, your manager/WLO 
must provide as much relevant information as available to inform the OHU assessment process. Your 
manager/WLO should discuss the content of the referral with you prior to submitting this to OHU. 
 
The OHU Management Report must be submitted by management/WLO through the Attendance Support 
System prior to any subsequent OHU review appointments you may be required to attend or where: 
 
• OHU require further information. 
• relevant, up to date, information needs to be communicated to OHU because a significant period of time 
has passed since the initial referral and the appointment. 
 



Your manager/WLO should discuss the content of any management reports which are submitted to OHU 
with you prior to submission. 
 
9. Ability to Perform Your Role 
 
Where possible, managers/WLOs, with the support of People Services Department and OHU will 
endeavour to assist you to remain at work, or return from a period of sickness absence as soon as 
possible. 
 
There may, however, come a time when your manager/WLO is unable to sustain the level of absence. 
This may be because of the frequency of such absences or the length of absence.  
 
It should be noted that managers/WLOs are not disputing the fact your absence/illness is genuine. In 
most cases, the absence will be genuine, however, it is more to do with your ability to perform your role to 
the required standard.  
 
In these circumstances, improvement plans (in line with the Improving Attendance and Performance 
Procedure - Police Staff (formerly UAP/UPP)/ Improving Attendance and Performance Procedure 
(formerly UAP/UPP) – Police Officers) will be considered and discussed with you.  The purpose of such 
plans is to ensure the necessary support is in place, encourage you to make the necessary improvement, 
and maintain acceptable levels of attendance. 
 
Line managers / WLOs understand that health difficulties may prevent you from improving your 
attendance and fulfilling the requirements of the improvement plan. Line managers / WLOs do not expect 
or require you to take any steps you are medically not able to take and/or which are against medical 
advice. However, the UAP process may be invoked to deal with the consequences of any health 
difficulties on your ability to fulfil the responsibilities of your post. If, following a reasonable period of time, 
the improvement plan has not achieved the necessary outcome, formal unsatisfactory attendance 
procedures will be progressed. 
 
It must be stressed again that instigation of such formal processes is to assess your ability to perform the 
role to an acceptable standard as continued / repeated absence cannot be sustained. 
 
Highlighting Concerns with Attendance 
 
Where a concern is raised in relation to the frequency, pattern or length of your absence(s), this will be 
discussed with you at the earliest opportunity to ensure you are given sufficient support to attain the 
required standards expected prior to any improvement plans being implemented. 
 
Improvement plans will be considered where concerns may be raised in the following circumstances: 
 
• you are absent for 28 calendar days and there is no realistic prospect of a return to work in a reasonable 
time frame  
• you are absent on 3 or more occasions in a 12 month period;    
• you are absent at regular intervals or a pattern emerges, e.g. every Monday, at the beginning or end of 
their shift cycle, a pattern of absences falling outside the twelve month period and then another absence 
occurring, sickness absence around bank holidays.  
• a pattern of regular self-certification due to cold/flu/virus etc. has been identified. 
 
Where appropriate, your manager/WLO will discuss concerns in relation to your absences, whilst you 
remain at work, upon your return to work, or in some cases during a welfare visit, by undertaking an 
attendance support review meeting. The supportive measures template should be used at this meeting.  
 
Supportive Measures 
 



Supervision may wish to consider the support that can be afforded to an officer/member of staff to assist 
them to improving their attendance in the work place.  Supportive measures will in most cases, achieve 
the desired effect of improving and maintaining an officers and member of staff’s attendance. The 
member of staff must be given the opportunity to comment on and contribute to the recommended 
supportive measures.  
 
Ability to self-certify periods of sickness absence 
 
You may 'self-certify' periods of absence for the first seven days for statutory sick pay purposes after 
which a GP Fit Note is required to confirm continued reason for absence.  
 
Management may wish to discuss with you your ability to continue to 'self-certify' periods of illness where 
there are trends of repeated short term absence. Any changes that are agreed and put in place are 
intended to support you to improve your attendance and will be reviewed at agreed intervals. 
 
TUC Dying to Work Charter 

The TUC Dying to Work Charter sets out NP commitment to support officers and staff who have sadly 
been diagnosed with a terminal illness. 

Officers, staff and their families will face huge emotional stress, fear and possibly financial concerns when 
going through this experience. 

We want to help alleviate some of those feelings and work with them to provide support wherever 
possible.  

10. Student Officers  
 
The above procedure for reporting and support during an absence will apply to Student Officers, however, 
requirements for supportive measures will be managed in accordance with the Discharge of Student 
Officers Procedure. 
 
11. Data Protection and Medical Confidentiality 
 
Northumbria Police takes seriously the safeguarding and confidentiality of all information received in line 
with the Data Protection Act 2018.  Any breaches of medical confidentiality will be thoroughly 
investigated.  
 
12. Frequently Asked Questions (FAQs) and Other Relevant Documents 
 
See the Attendance Support FAQs. 
 
See the Sick Pay, Allowances and Benefits Information under Attendance Support. 
 
The Accident, Injuries and Near Misses: Recording and Investigation Procedure procedure should be 
followed for reporting accidents, injuries and near misses.  
 
The Post Incident Support Procedure should be followed to support staff and officers involved in 
potentially traumatic incidents on duty.    
 
The Stress Management Procedure should be referred to for officers and staff experiencing stress. 
 
13. Flowchart 
 
See the Attendance Support Flowchart 

________________________________________________________________ 



 
CRITERIA: This would be applied to all officers and staff to assist them to remain at work, or when they 
are absent, to return as soon as possible. 
 
ACCESS AND DISCLOSURE RESTRICTIONS: None 
 
FORMAL TRAINING REQUIREMENTS: None 
 
IS A LOCAL PROCEDURE REQUIRED IN SUPPORT OF THIS DOCUMENT: No 

 


