
 MANAGING ABSENCE PROCESS 

 

 

 

 

 

  

 

                  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Long term absence 

of employee  

For periods of absence of 4 

weeks (or less if appropriate) 

arrange a welfare meeting 

with employee   

Consider arranging a 

FFW referral if no OH 

referral made 

Arrange further OH referral, 

obtain medical evidence etc  

If absence does not improve 

during agreed period arrange 

a formal absence review 

meeting with employee 

After further information 

obtained or after further 

agreed time period, arrange 

consideration of dismissal 

meeting if employee is 

unable to return to work 

Appeal Hearing 

 

For periods of absence 

of 4 weeks (or less if 

appropriate) consider 

arranging an OH referral  

Make further OH 

referral, obtain medical 

evidence etc  

Dismissal  

Appeal raised 

(within 10 working days of 

decision) 

Appeal upheld - employee 

informed of appeal outcome 

in writing 

(without unreasonable delay) 

Arrange further meeting with 

employee   

Other agreed outcome such 

as redeployment, ill-health 

retirement etc 

Appeal not upheld - employee 

informed of appeal outcome 

in writing 

(without unreasonable delay) 


