Checklist

LONG-TERM ABSENCE

This checklist applies where an employee is absent from work on grounds of ill health on

a long-term basis. Where the employee’s illness/condition could amount to a disability,

it will be important to take separate advice.

Initial
considerations
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The absence policy and disciplinary procedure must be followed in full.

Long-term absence must be handled in a sympathetic and sensitive manner and appropriate
adjustments made to communications and procedures to take account of the fact that the employee is
ill and absent from the workplace.

Consider the employee’s personal file and employment record to gain an overall picture.

Review the length and nature of the absence. Check whether the employee has been referred to
occupational health and/or whether additional medical evidence is available. Where appropriate
arrange for medical evidence to be obtained.

Check whether there is an indication of when the employee might be fit to return to work.
Quantify the impact which the employee’s continued absence is having on the business.
Ensure all notes taken and records made throughout the process are thorough and objective.

Ongoing contact should be maintained with the employee to discuss their progress, to understand the
nature and impact of their condition and, if relevant, to discuss their return to work. It is also important
to discuss if there is anything that can be done to assist the employee, for example adjusting their hours
of work or the role itself. Ideally this contact should be face to face.
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Maintaining
contact

Terminating
employment

This publication is intended as a general overview and discussion of the subjects dealt with. It is not intended to be, and should not be used as, a substitute for
taking legal advice in any specific situation. DLA Piper UK LLP and DLA Piper SCOTLAND LLP will accept no responsibility for any actions taken or not taken on the
basis of this publication. If you would like further advice, please speak to your DLA Piper contact on 08700 111 111.

DLA Piper is a global law firm operating through various separate and distinct legal entities. Further details of these entities can be found at dlapiper.com.

This publication is intended as a general overview and discussion of the subjects dealt with, and does not create a lawyer-client relationship. It is not intended to be,
and should not be used as, a substitute for taking legal advice in any specific situation. DLA Piper will accept no responsibility for any actions taken or not taken on
the basis of this publication. This may qualify as “Lawyer Advertising” requiring notice in some jurisdictions. Prior results do not guarantee a similar outcome.
Copyright © 2020 DLA Piper. All rights reserved. | JAN20 | A03819




