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1. Introduction

1.1. East West Railway Company (EWR Co.) recognises that our people are an integral part

of the overall success of the organization. As a result, employee welfare is imperative

and EWR Co. will promote and support employee health and wellbeing. EWR Co. aims

to take a balanced approach between welfare concerns and absence control. The

wellbeing of our employees depends on taking adequate time off when they are unfit

through sickness or injury but noting that EWR Co. will operate most effectively when

fully staffed.

1.2. To achieve this vision, we are committed to:

• Provide support mechanisms for employees who are ill, injured or unwell during

the course of their employment

• Review our procedures regularly to comply with any legal, regulatory and best

practice requirements;

• Brief all employees, regardless of seniority or function, on this document to ensure

an understanding of the requirements placed upon individuals and to ensure

consistent application of the Attendance Management Policy;

• The Attendance Management Policy will be made available to all those in scope of

its use, through the accessible EWR Co. communication channels

2. Purpose

2.1. EWR Co. values the contribution made by our employees and recognise that a high

level of attendance at work by all employees is a vital factor in the efficient operation

of our services. High levels of attendance at work will support work objectives and in

turn contribute to achieving high morale among employees.

The purpose of this policy is to:

• Give you a clear understanding of Managing Attendance and your role in this.

• Explain the procedure to be followed when employees are unable to attend work.

• Explain the procedure for monitoring and reviewing attendance.

3. Scope and applicability

3.1. This policy applies to all EWR Co. employees – both those working within a permanent

or a fixed-term contract of employment.

4. Medical appointments

4.1. If you have a medical appointment, then you should try to arrange it to take place in

your own time. If this cannot be achieved, then you should provide your line manager

with as much notice as possible.
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5. Notifying EWR Co. of your absence

5.1. On your first day of absence from work due to illness or injury, you should call your line
manager by 9am, or as soon as reasonably practicable. On this call, you should state the
nature of your illness or injury and the anticipated length of your absence.

5.2. During your absence, you should keep your line manager informed of your condition on
a regular basis.

5.3. If your absence is under 7 days, then you must complete a self-certification form on
your return to work.

5.4. If your absence is over 7 calendar days, then you are required to submit a statement of
fitness for work (fit note) to your line manager, as evidence of your incapacity

5.5. All employees must log all their absence through ESS portal.  Line managers have a
responsibility to ensure a timely and correct submission is logged by their staff
members.

6. Occupational Sick Pay

6.1. Based on a rolling 12 month basis, you are entitled to payments under the EWR Co.

occupational sick pay scheme as follows:

Length of time Amount 

Week 1 to 6 100% of basic pay 

Week 7 to 12 50% of basic pay 

Week 13 onwards 0% of basic pay 

6.2. Failure to keep in regular contact with EWR Co. during periods of absence will result in 

occupational sick pay being withheld. 

7. Absence Trigger Points

7.1. Regular, punctual attendance is an implied term of your contract of employment and
you are expected to take responsibility for achieving and maintaining good attendance.
Absences will be recorded and monitored on a regular basis, although absences relating
to disability or to pregnancy will be kept separate from sickness absence records.

7.2. EWR has two formal processes regarding unacceptable levels of absence; one dealing
with short term sickness absence and one relating to long term sickness absence.
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7.3. At any time during these two processes, EWR Co. may request your written consent to 
obtain a medical report from your GP and an independent medical assessment. 

8. Short Term Sickness
8.1. Short term intermittent absence is defined as;

• 3 occasions of absence within any consecutive period of 3 months

• Absences which amount to 10 or more working days during a 52 week period

• Absences which show a pattern of sickness occurring more than twice over a
rolling 52 week period

8.2. If your line manager becomes concerned about your level of sickness absence, every 
effort will be made to resolve the matter informally. Your line manager should raise any 
concerns with you directly in an attempt to identify the reasons for the absences, ways 
in which the situation might be improved and what, if anything, EWR Co. can do to 
support you. 

8.3. You should make your line manager aware of any relevant factors, such as whether the 
absence is related to an accident, disability, pregnancy or some medical condition and 
whether it is likely to be temporary, on-going or long term. If you have a health 
problem, which you feel unable to discuss with your line manager, you should raise this 
to the Head of HR, who will keep the conversation confidential if you desire. 

8.4. If your attendance does not improve after informal discussions and your line manager 
decides that your level of attendance should be addressed formally, the process 
described below will be followed. 

8.5. Throughout the formal process, you are entitled to be accompanied by a work colleague 
to any meeting. 

First formal stage 

8.6. Your line manager will invite you to a formal meeting, in order to identify ways in which 
your attendance and well-being can be improved. The aim of the formal meeting is for 
you and your line manager to identify the problem and find a solution. 

8.7.  Prior to the meeting, you line manager will provide you with information regarding 
your recorded level of absence, showing the total number of absences, their duration 
and any pattern occurring. 

8.8. During the meeting, your line manager will explain why the level of attendance is of 
concern, offering assistance and opportunity to improve. You should discuss the 
reasons for the absences and prospects for improvement, including any assistance that 
EWR Co. can reasonably offer you to address the underlying issues that might be 
causing poor attendance levels. 
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8.9. Your line manager will consider all aspects of the situation, including your submission 
made at the meeting and decide on an appropriate course of action, which could 
include: 

• No further action is required; or

• Specify what, if any, assistance EWR Co. can provide and advise you of the
standard of attendance that is expected of you and set a formal monitoring
period of between one and three months, which clearly defines the level of
improvement required.

8.10.  Within 7 days of the meeting, your line manager will make a written record of the 
meeting and give you a copy. If you disagree with the written record you should, within 
7 days, write down the points which you do not agree and give a copy to your line 
manager. Both documents will be placed on your personnel file. 

8.11.  Once the first monitoring period has expired, your line manager will meet with you 
again. They will consider your record of absences and decide, after consultation with 
you, which of the following courses of action is appropriate: 

• If the required level of improvement has been achieved over the formal
monitoring period, no further action will be necessary. After a further three
months the record will be removed from your file and destroyed. If your absence
level deteriorates during this three month period, the procedure will progress as
if there had been no improvement.

• If there has been some improvement but the required level has not been
reached, or if there are factors relating to your absence which suggest that the
present absence levels will be temporary the first formal monitoring period will
be extended by an additional period of one to three months.

• If there has been insufficient improvement and there is no evidence that
suggests that the present absence levels will be temporary, your line manager
will arrange a second formal meeting.

Second formal stage 

8.12.  Your line manager will invite you to a second formal stage meeting. At this meeting you 
will be issued with a verbal warning, explaining the need for your attendance to 
improve. 

8.13.  During the meeting, your line manager will explain why the level of attendance is of 
concern, offering you assistance and opportunity to improve. You should discuss the 

reasons for the absences and prospects for improvement, including any assistance that 
EWR Co. can reasonably offer you to address the underlying issues that might be 
causing poor attendance levels. 

8.14.  Your line manager will consider all aspects of the situation, including your submission 
made at the meeting and decide on an appropriate course of action, which could 
include: 
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• No further action is required; or

• Specify what, if any, assistance EWR Co. can provide and advise you of the
standard of attendance that is expected of you and set a formal monitoring
period of between one and three months, which clearly defines the level of
improvement required.

8.15.  Once the second monitoring period has expired, your line manager will meet with you 
again. They will consider your record of absences and decide, after consultation with 
you, which of the following courses of action is appropriate: 

• If the required level of improvement has been achieved, no further action will be
necessary. After a further three months the record and the verbal warning will
be removed from your file and destroyed. If your absence level deteriorates
during this three month period, the procedure will progress as if there had been
no improvement.

• If there has been some improvement but the required level has not been
reached, or if there are factors relating to your absence which suggest that the
present absence levels will be temporary the second formal monitoring period
will be extended by an additional one to three months

• If, at the end of this review period, there has been insufficient improvement and
there is no evidence that suggests that the present absence levels will be
temporary, your line manager will arrange a third formal monitoring meeting.

8.16.  Within 7 days of the meeting, your line manager will make a written record of the 
meeting and give you a copy. If you disagree with the written record you should, within 
7 days, write down the points which you do not agree and give a copy to your line 
manager. Both documents will be placed on your personnel file. 

Third formal stage 

8.18.  Your line manager will invite you to a third formal stage meeting. At this meeting you 
will be issued with a written warning, explaining the need for your attendance to 
improve. 

8.19.  Your line manager will consider all aspects of the situation, including your submission 
made at the meeting and decide on an appropriate course of action, which could 
include: 

• No further action is required; or

• Specify what, if any, assistance EWR Co. can provide and advise you of the
standard of attendance that is expected of you and set a formal monitoring
period of between one and three months, which clearly defines the level of
improvement required.

8.20.  Once the third monitoring period has expired, your line manager will meet with you 
again. They will consider decide, after consultation with you, which of the following 
courses of action is appropriate: 
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• If there has been an acceptable improvement, no further action will be taken.
After a further six months the record, as well as the verbal and written warnings
will be removed from your file and destroyed. If your absence level deteriorates
during this six month period, the procedure will progress as if there had been no
improvement.

• Where there has been some improvement, but the required level has not been
reached, or if there are factors relating to your absence which suggest that the
present absence levels will be temporary your line manager will decide whether
to extend the third formal monitoring period.

• If there has been insufficient improvement and there is no evidence that
suggests that the present absence levels will be temporary, your line manager
will arrange a fourth formal meeting with you, where the termination of your
contract of employment will be considered.

8.21.  Within 7 days of the meeting, your line manager will make a written record of the 
meeting and give you a copy. If you disagree with the written record you should, within 
7 days, write down the points which you do not agree and give a copy to your line 
manager. Both documents will be placed on your personnel file. 

Fourth formal stage 

8.22.  You will be informed in writing of the purpose of the meeting and given at least 7 days’ 
notice of its date, time and place. The meeting will be chaired by a senior manager who 
has had no previous involvement in the case. 

8.23.  Your historical record of your attendance will be examined. You will have the right to 
submit any medical evidence and will be given the opportunity to explain the reasons 
for your absence and any mitigating circumstances. 

8.24.  The senior manager will consider the case carefully and will decide whether or not your 
employment contract should be terminated on the grounds of incapability due to ill 
health or poor attendance. The senior manager will inform the parties of the decision 
and confirm it in writing to all relevant parties within five working days. 

8.25.  If it is decided to terminate your contract, the senior manager must inform you at the 
meeting of your right of appeal against dismissal. You will have 5 working days from the 
date of being informed in writing of the decision in which to make an appeal. The 
appeal process will follow the same process set out in the Disciplinary Policy. 

9. Long Term Sickness

9.1. For the purpose of this policy, long term sickness absence is defined as consecutive 
sickness absence of 4 weeks or more. 

9.2. During any period of long-term sickness absence, it is important for you and your line 
manager to agree how best to maintain regular contact. This will enable you to keep in 
touch with developments in the work place and allow us to prepare for any adjustments 
that may be necessary for your return to work. 
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9.3. If you have been absent for 4 weeks or more and there is no identified return date in 
the near future, your line manager will contact you to arrange an informal meeting to 
discuss your current situation and when a return to work can reasonably be expected. 
You will have the right to be accompanied by a colleague to this meeting. In the event 
that you are too ill to attend the meeting, your line manager will seek to obtain the 
necessary information from you in an appropriate manner, e.g. by telephone or home 
visit. 

9.4. If you are absent due to long term sickness, then EWR Co. may approach your GP, who 
will be asked to comment on the nature of your illness, i.e. what is the cause and 
prognosis, the expected period of absence, the likely date of return, whether you will be 
able to resume normal duties and, if not why not, and/or when such information might 
become available The response will determine the next stage in the process, as the 
options will depend on the individual circumstances. 

9.5. You may also be asked to attend an independent medical examination at an 
Occupational Health Unit to obtain an expert assessment of your fitness for work. You 
will be provided with a copy of the letter to the Occupational Health Unit and a copy of 
the medical report. 

9.6. On the basis of the medical report and/or your GP’s report, the options are likely to be 
one of those outlined below 

Fitness to continue in your current role 

9.7. If EWR Co. is advised that you are fit to continue in your current job in the near future, 
this recommendation will be discussed with you as soon as possible. You will be invited 
to a formal meeting by your line manager, at which you may be accompanied by a 
colleague. The outcome of this meeting will be confirmed in writing by your line 
manager and placed on your personnel file. If advised in the medical report, EWR Co. 
may consider allowing you to undertake a gradual return to full contractual hours and 
duties over a period of no more than 12 weeks. 

Adjustments to the job or workplace, including permanent reduction in hours 

9.8. If you are unable to return to your full contractual duties and hours, EWR Co. will make 
every effort to offer the appropriate support to ensure that your skills, experience and 
loyalty are not lost. 

9.9. Your line manager will invite you to a formal meeting to discuss the type of adjustments 
that would be suitable. You may bring a colleague to this meeting. Options to be 
explored may include enabling you to remain in the same job with reasonable 
adjustments to the job or the working environment. An example of this could be 
allowing you to attend regular hospital or therapeutic appointments in connection with 
your illness without requiring you to take this time as sick leave or annual leave. 
Another option that may be considered is the feasibility of other patterns of working i.e. 
part time, flexible working or job share 
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Redeployment 

9.10.  Whilst EWR Co. is under no obligation to create a specific job for you if you become 
permanently unfit to undertake your contractual duties, every effort will be made to 
find alternative employment which is compatible with your medical limitations. Your 
current level of skills and competences, as well as the possibility of retraining will be 
taken into account for this purpose. 

9.11.  If no alternative job can be offered, it may be necessary to proceed to dismissal on 
grounds of capability. 

Termination of employment due to capability on health grounds 

9.12.  If the medical advice obtained states that you are incapable of carrying out your current 
job for the foreseeable future, reasonable adjustments are not feasible, and suitable 
alternative employment cannot be offered, you will be invited to a formal meeting with 
a senior manager to discuss the situation and the content of the medical report. 

9.13.  Your medical report and attendance record will be reviewed, and you will be invited to 
review the situation and to comment on the medical opinions that have been received. 
If the outcome of the meeting is dismissal on grounds of ill-health, you will be entitled 
to your paid contractual notice and will have a right to appeal. 

10. Policy evaluation

10.1.  This Attendance Policy should be reviewed every 12 months. 




