
Informal discussion held with 
employee and line manager to discuss

 any patterns or concerns, offer support 
and discuss any health issues and/or 

mitigating factors*  

Confirm that no further action will 
be taken and identify any ongoing 

support

Informal Discussion
Sickness Absence Review Process

Consult with HR and 
invite to Stage 1 
Absence Review 

Meeting

Is the employees attendance 
level within the agreed target? 

Are there grounds
 to progress to the formal stage one 
meeting (taking into consideration 

mitigating factors*)?

* Mitigating factors  may include pregnancy or disability related absences or one off absences such as broken bones or surgery .

Refer to Occupational Health.
Consider recommendations 

from report,
and discuss any action with 

employee.

Yes

No

Yes

Yes

No

Set attendance target and 
monitor attendance levels 

during review period

No

Is medical advice required? No

Would it be
 appropriate to set an 

attendance target?

Yes

Consider other 
forms of support and 

implement

Is further action 
necessary? 

No Yes
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