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Attendance Management Policy and           

Procedure 

Introduction 

The SPCB is committed to providing high-quality professional advice and support services focused 

on meeting the needs of Members and of the Parliament. The SPCB recognises that a healthy, 

highly skilled and motivated workforce can contribute to that and has in place progressive 

employment policies and practices, one of which is an effective Attendance Management Policy to 

help it achieve its goal 

The SPCB will be sympathetic to staff who experience ill-health and will treat staff in a fair, 

responsible and caring manner. 

 

Aims 

The aim of this policy is to ensure that a clear framework is in place in order that: 

 staff and managers are aware of the standards of attendance required and recognise their   

responsibilities in relation to attendance at work;  

 a proactive approach to the management of attendance is adopted so that any possible issues 

or underlying causes are identified and addressed at an early stage; 

 attendance is managed in a fair and consistent manner. 

 

Scope 

This policy and procedure applies to all members of staff employed by the SPCB. Separate  

procedures exist if you are on probation, details of which are in your letter of appointment. 

 

General Principles 

The main principles governing the attendance management procedures are that: 

 In accordance with the Health and Safety Policy, the SPCB will provide a safe working         

environment for you. Arrangements are regularly reviewed and appropriate information and 

training provided to ensure that safe methods of work are adhered to and risks minimised; 

 the SPCB will provide you with information and support to help you to adopt a healthy and   

balanced lifestyle through a range of health and wellbeing services, including access to health 

checks, professional lifestyle advice and a confidential Counselling and Information Service; 
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Procedure 

General Principles (continued) 

 the SPCB will provide managers with regular training and guidance to support the application 

of this policy and to help them motivate staff to achieve high levels of attendance; 

 in accordance with the Equality Framework, the SPCB will not discriminate in the application of 

these procedures in respect of age; disability; gender; race; nationality; ethnic or national 

origin; religion or belief; sexual orientation; trade union membership or non-trade union     

membership. Reasonable adjustments will be put in place, as appropriate, to support staff with 

a disability; 

 the SPCB encourages you to share with your managers any relevant information which may 

affect your work to enable your employer to provide you with any appropriate support to over-

come these issues; and 

 the SPCB will collect and analyse information on absence levels, including the reasons for the 

absence, to provide regular management information reports at organisational and office     

levels, and will take action to identify and resolve the root cause of any emerging trends of   

unacceptable attendance. 

Roles and Responsibilities 

We will achieve a positive attendance culture and effective attendance management through the 

combined efforts of the following: 

 The SPCB Leadership Group have overall responsibility for providing a safe working environ-

ment and directing positive action to support staff wellbeing and optimum attendance; 

 Line managers are responsible for supporting staff to achieve high levels of attendance and for 

managing absence in accordance with this policy and procedure; 

 Heads of Office/Group and managers are responsible for monitoring attendance within their 

teams and for taking early action in response to any issues identified; they will also actively 

contribute to the management of systems and practices that help to minimise absence levels; 

 the Human Resources Office is responsible for providing professional guidance and advice in 

relation to the application of this policy and procedure. It also has responsibility at a corporate 

level for collecting, analysing and reporting absence data; 

 the Occupational Health Service is responsible for providing impartial advice, support and 

guidance to management and staff on health and wellbeing issues and for conducting health 

assessments and liaising with medical professionals as appropriate; and 

 you are responsible for attending work in accordance with your terms and conditions of       

employment, unless prevented from doing so by illness or another reason. It is up to you to  

ensure that your lifestyle does not adversely affect your ability to attend work. You are required 

to comply with the terms of this policy and procedure, including notification of absence         

arrangements and absence certification requirements. 
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Absence Notification Arrangements 

If you are prevented from attending work through ill health, you must arrange to speak to your line 

manager before 10 am (or prior to shifts, rostered commitments or your agreed start time if you    

operate a flexible working pattern), indicating the reason for absence and the likely duration. It is  

important that you speak to your line manager as early as reasonably practicable so that he or she 

can reassign your workload if necessary. In exceptional circumstances, it may be necessary for you 

to make contact through a different route or for a relative or friend to speak to your manager on your 

behalf. If your line manager is not available, you should speak to the next most senior manager in 

the office. 

You must keep in regular contact with your manager during your absence and keep them informed 

about the expected length of your absence and your progress. 

 

Absence Certification Arrangements 

A self-certification form must be completed promptly on your return to work to cover any absence 

from one to seven calendar days. A link to this, along with the Return to Work Interview Record, will 

be sent to your line manager when the Human Resources Office is informed of your absence 

through the Absence Notification Form. Your line manager will then hold the return to work discus-

sion with you as soon as is practicable upon your return to work, complete the form and return it to 

the Human Resources Office to confirm that you have self-certified for any absence between one 

and seven calendar days. 

If you are absent for eight calendar days or more, you will be required to submit a medical certificate 

from your General Practitioner or hospital covering any absence from the eighth calendar day. It is 

important that you submit the medical certificates on the day your preceding certificate runs out, to 

ensure that your absence is properly authorised and that you receive the correct rate and type of 

payment. 

 

Statutory and Occupational Sick Pay 

If you are unable to attend work due to ill health, you are normally entitled to sick pay. 

Provided that there is a reasonable prospect of eventual recovery and return to duty, the SPCB may 

grant you sick absence on full pay for a maximum of six months in total during any period of 12 

months. You may also be paid sick absence at half pay subject to a maximum of 12 months’ sick 

absence in any 12 month rolling period. Depending on the level of sick absence you have incurred 

over the previous 12 months, half-pay or no-pay rate may commence at any time during a particular 

period of sick absence. You should contact the Human Resources Office (ext: 86500) if you need 

any further information in relation to your particular circumstances. 
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Statutory and Occupational Sick Pay (continued) 

Each normal workday you are sick (Monday to Friday) or other rostered workday counts as a day’s 

sick absence. Weekends, public and privilege holidays and rest days also count if your absence be-

gins before them and continues after them. For example, in the case of a weekend for Monday to 

Friday workers, if you are absent on both Friday and Monday you will be recorded as being absent 

for four days, not two. On the other hand, if you are absent on a Friday but return to work on the fol-

lowing Monday, you will be recorded as being absent on only one day. 

If you fail to comply with absence notification and certification requirements, we will stop payment of 

statutory or occupational sick pay and you may be subject to disciplinary action. We will also consid-

er disciplinary action if you are absent without authority; provide false information to a manager in 

relation to a self certificate or on a medical certification form; or take sick absence without legitimate 

reason. If you are absent from work without authority, your salary will be reduced accordingly and 

you may be subject to disciplinary action. 

 

Contact 

Your manager will arrange to maintain contact with you at agreed regular intervals in order to: 

 check on your wellbeing; 

 assess what support they can provide; 

 discuss with you a likely return to work date; 

 get information to help him or her plan to cover your absence; 

 check your understanding of the Attendance Management Procedures; and 

 keep you abreast of developments at work. 

 

You have a responsibility to respond to contact from your manager and to provide him or her with 

reasonable information to allow them to manage your absence effectively. 

If your absence extends beyond a period of four weeks, your manager will normally arrange to meet 

you, either at your home or at another mutually agreed location. A representative from the Human 

Resources Office will accompany your manager. The purpose of the meeting is to find out your cur-

rent state of wellbeing and progress, to offer support and to discuss a timeframe for your return to 

work. 
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Return to Work Discussions 

After each period of absence, regardless of length, your line manager or someone in your manage-

ment chain will arrange a return to work discussion with you at the earliest opportunity. A return to 

work discussion provides an opportunity for your manager to: 

 establish that you are well and fit to return to work; 

 acknowledge your absence and confirm that your contribution has been missed; 

 confirm that the record of your absence is accurate; 

 determine whether there is any underlying medical condition or other contributory factor to 

your absence, including work-related factors; 

 gather sufficient information to enable him or her to complete and return to the Human         

Resources Office on your behalf, a self certification form covering any absence from one to 

seven calendar days; 

 review your attendance record and highlight any concerns; 

 consider what support is appropriate, including any reasonable adjustments; 

 explore the impact your absence has on work and establish priorities of work; 

 confirm the details of an agreed return to work plan, if applicable. 

Your manager will record a summary of the discussion on the return to work discussion form and 

send it to the Human Resources Office where it will be stored in your personal file. 

If your levels of attendance give your manager cause for concern, he or she will bring this to your 

attention at the return to work discussion and arrange a further meeting with you to explore matters 

in further depth. It is at this stage that managers should ensure that medical information, any known 

disability and any other mitigating factors are taken into consideration before they decide to invoke 

the formal procedures. This further discussion will be recorded, together with a note of any changes/ 

improvements you require to make to bring your attendance to an acceptable level. You will be 

asked to confirm that it is a true record of your discussion. This meeting will constitute the informal 

stage of the Procedures for Dealing with Unacceptable Attendance. 

 

Phased Return to Work 

The Phased Return to Work Policy is available to support staff who have experienced a prolonged 

period of absence from work to return to their normal hours and duties of work in an effective and 

productive way that does not compromise their recovery or long-term health. The Phased Return to 

Work policy and procedure sets out the broad parameters within which a phased return to work  

programme will be supported and managed. 
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Absence Flags for Consideration of Formal Management Action 

To ensure that absence is managed in a fair and consistent manner, your manager will consider 

whether he or she should take further action in accordance with this policy and procedure and the 

Procedures for Dealing with Unacceptable Attendance if: 

 

 you have had more than ten days’ self-certificated absence in total within a rolling twelve-

month period; 

 you have had four periods of absence (including single days) within a rolling six-month period; 

 any unacceptable patterns of absence emerge, for example, regular absences on Mondays 

and/or Fridays or immediately before/after rest days; absences occurring in the same week; 

 each year coinciding with periods of particularly intense parliamentary activity; absences that 

fall during months when no public holidays/annual leave are taken; regular absences at the 

start of night shifts etc.; 

 you have had a continuous period of absence exceeding four weeks; or a Bradford Factor 

Score of 125 in a rolling six-month period. 

 

These flags may be adjusted for staff whose absence is related to disability. Pregnancy related ill-

ness will not be counted towards the flags. 

The primary purpose of setting flags is to allow your manager to manage any unacceptable attend-

ance including investigating the cause and frequency of the absences at an early stage to see 

whether there is any underlying medical condition; it is not to try to prove that the absences are not 

genuine. If there is an underlying medical condition, your manager will work with the Human        

Resources Office to establish whether the employer can put in place any support mechanisms to 

help you to attend work to a level that is acceptable. That will include seeking professional advice 

from our Occupational Health Adviser. 

The Occupational Health Adviser may wish to seek information from your General Practitioner or 

other medical adviser and will do so only with your informed consent in accordance with the Access 

to Medical Reports Act 1988. 

You should be aware that if you do not give consent, your manager will have no choice but to pro-

ceed based on the information available. You should also bear in mind that if you refuse to co-

operate in the application of any the SPCB’s policies or procedures, including the Attendance Man-

agement Policy and Procedure, this may be treated as misconduct and dealt with under the discipli-

nary procedures. 
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Absence Recording 

The Human Resources Office maintains an individual attendance record for each member of staff to 

enable levels of attendance to be monitored and to facilitate the identification of any particular ab-

sence patterns. Information recorded includes the reason, duration and frequency of absence. Ac-

curate records assist with an early assessment of potential issues and allow your manager to deter-

mine what action he or she should take, in partnership with you, to improve attendance. Your man-

ager may also use the data to initiate formal action under the Procedures for Dealing with Unac-

ceptable Attendance if necessary. Information relating to your health will be restricted to staff who 

require access to the data in fulfilling the responsibilities of their job roles. 

In accordance with the Data Protection Policy, you may request access to your attendance record. If 

you wish to exercise that right, you should contact the Human Resources Office on ext 86500. 

 

Absence Statistics 

The Human Resources Office will provide Leadership Group with statistical information detailing the 

overall work attendance of SPCB staff on a monthly basis. This allows LG to monitor absence levels 

and trends in the organisation as a whole and to consider whether there is any need for a wider pro-

gramme of positive action to address any areas of concern. Regular statistical analysis also facili-

tates measurement of the impact of any absence reduction initiatives and provides a useful means 

of benchmarking absence levels against national averages. 

Heads of Office/Group and managers are responsible for monitoring and reviewing attendance lev-

els within their business areas on a regular basis and the Human Resources Office will provide sta-

tistical data to assist in that process and to allow your managers to identify and take prompt action 

on any incidence of unacceptable attendance. 

 

Monitoring and Review 

The SPCB will review and monitor this policy on an ongoing basis, taking into account legislative 

requirements and identified good practice. 

 

Enquiries 

you have any enquiries in relation to this policy and procedure, please contact the Human            

Resources Office on extension 86500. 
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Sick Pay Scheme  

Entitlement to Sick Leave 

If you are employed by the SPCB, you are entitled to paid sick leave. Previous service in an earlier 

appointment will not be aggregated with your current appointment for the purpose of determining 

sick absence allowance, but can be for Statutory Sick Pay purposes. 

 

Pay during Absences on Sick Leave 

Provided that there is a reasonable prospect of eventual recovery and return to duty, sick absence 

on full pay may be granted for a maximum of 6 months in total during any period of 12 months.  

Payment of sick absence at half pay is granted subject to a maximum of 12 months’ sick absence in 

any 12 month rolling period. Depending on the level of sick absence incurred over the previous 12 

months, half-pay or no-pay rate may kick in at any time during a particular period of sick absence. 

Each normal workday you are sick (Monday to Friday) or other rostered work days) counts as a 

day’s sick absence. Weekends, public and privilege holidays and rest days also count if your       

absence begins before them and continues after them. For example in the case of a weekend for 

Monday-Friday workers, if you are absent on Friday and Monday you will be recorded as being    

absent for 4 days and not 2. On the other hand if you are absent on Friday but return to work the 

following Monday you will be recorded as being absent only on one day. 

 

Absence due to Injury, Disease, or Assault at Work 

If you are absent due to an injury sustained or a disease contracted at work, you should report the 

matter immediately to the Human Resources Office since special arrangements may apply in      

certain cases. 
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Improving Attendance Policy 

Introduction 

As an employer, the Scottish Parliamentary Corporate Body (SPCB) is committed to providing a 

working environment and fostering a culture which actively encourages positive staff health and 

wellbeing and promotes work-life balance to facilitate optimum levels of staff attendance. The SPCB 

values the effective and efficient provision of high-quality professional advisory and support services 

and recognises that it is essential that staff maintain certain standards of attendance. 

You are required to undertake your role in a professional and responsible manner and in accord-

ance with the attendance expectations established by the SPCB as your employer. Your line      

manager will inform you of the standards of attendance required of you and these will be monitored 

in accordance with the Attendance Management Policy. If you are not sure about the standards of 

attendance expected of you, you should consult your line manager. 

This Policy details the procedures which will be followed if you do not meet the standards of attend-

ance expected by the SPCB, with a view to assisting you, if appropriate, to improve your attendance 

to a level that is acceptable to us. These procedures do not form part of your contract of employ-

ment. 

The procedures associated with this Policy are set out in Annex A; a list of potential sanctions is at 

Annex B; and the list of posts with authority to dismiss staff on grounds of unacceptable attendance 

is at Annex C. Further guidance on the application of these procedures is set out in the Guidance 

for Managers and Staff. 

Purpose 

The procedures are intended as an aid to good management and are designed to ensure that if 

your standard of attendance is not acceptable, you are given the appropriate guidance and support 

to help you to improve your attendance through positive management intervention and support; or 

to manage, appropriately, your exit from the organisation if you are unable, through long-term ill-

ness, to meet the required standards. You should not, therefore, see them as being primarily puni-

tive in nature, although particular circumstances may result in sanctions being imposed, up to and 

including dismissal. The procedures set out a clear framework to enable managers to resolve issues 

relating to unacceptable attendance in a fair and consistent manner and without undue delay. 

These procedures link to the Attendance Management Policy which is designed to ensure that man-

agers take a proactive approach to attendance management and to identify and address any con-

cerns at an early stage. If your attendance falls below an acceptable standard, your manager will 

normally address that informally in the first instance through the Attendance Management Policy. If 

you fail to make the necessary improvements, your attendance will be managed through the proce-

dures attached at Annex A to this Policy. If you are unable, through long-term absence to meet the 

required standards of attendance, then your absence will be managed under the Attendance Man-

agement Policy. Ultimately, however, a Hearing may be convened to consider whether you should 

be retired on grounds of ill-health (if you have refused to accept ill-health retirement) or dismissed 

on grounds of capability. 
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Application 

The Policy for Improving Attendance reflects legislative requirements and takes  account of relevant 

Codes of Practice, case law and recognised good practice. It applies to all staff employed by the 

SPCB, with the exception of staff on probation. If you are on probation, the procedures that apply if 

your attendance is below an acceptable standard are set out in your letter of    appointment. 

 

Definition 

Your written terms and conditions of employment set out your normal working pattern and the hours 

you are required to work to meet your contractual obligations to the SPCB as your employer. The 

SPCB recognises that circumstances may arise which prevent staff from attending work due to ill-

health and will approach such matters in a sympathetic and fair manner and in accordance with 

statutory responsibilities. 

Unacceptable attendance may result from long-term or persistent short-term sickness absence. As 

an aid to consistency, the Attendance Management Policy sets out flags which, if breached, will  

normally result in formal action being taken under the Procedures for Dealing with Unacceptable  

Attendance. These flags may be adjusted to accommodate particular individual circumstances, for 

example, in relation to disability-related absences, pregnancy-related illness (which should be     

recorded but not counted towards the flags) or a history of unacceptable attendance. 

If you are absent from work without authorisation or if there is evidence to suggest that your ab-

sence is not the result of genuine ill-health, this will be treated as misconduct and will be dealt with 

through the Disciplinary Procedures. 

 

Principles 

The main principles governing the Policy for Improving Attendance are that: 

 the SPCB will ensure that a range of appropriate measures are in place to minimise the poten-

tial for unacceptable attendance. They include effective processes in relation to induction,   

probation and attendance management as well as proactive measures to support positive staff 

health and wellbeing; 

 you will be made aware of the standards of attendance expected of you through the operation 

of the Attendance Management Policy and discussions with your line manager; 

 you will be advised at the earliest opportunity, normally within the context of the attendance 

management arrangements, if you breach the flags set out in the Attendance Management 

Policy and/or your attendance is unacceptable and you will be given the opportunity to discuss 

that with your manager before any decision is made to use the formal unacceptable attend-

ance procedures; 
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Principles (Continued) 

 where appropriate, attempts will be made to resolve matters informally in the first instance and 

appropriate support will be provided to help you to improve your attendance within the context 

of the attendance management arrangements; 

 attendance which breaches the flags and/or which is below an acceptable level will be       

managed in a way that is sensitive to both your needs and the needs of the business.          

Information relating to the management of individual attendance cases will be strictly restricted 

and accessible only to those who need to know it in order to carry out the responsibilities of 

their role; 

 in accordance with the Equality Framework, the SPCB will not discriminate in the application of 

these procedures in respect of age; disability; gender; race; nationality; ethnic or national 

origin; religion or belief; sexual orientation; trade union membership or non-trade union     

membership. Reasonable adjustments will be put in place, as appropriate, to support staff with 

a disability; 

 at all formal stages of the procedures set out in Annex A of this Policy, you will have the right 

to be assisted by a trade union representative or work colleague. You may not be accompa-

nied by a legal adviser at any stage. “Assisted” means that your companion may put forward 

your case on your behalf; sum up your case on your behalf; and respond on your behalf to any 

view expressed at any formal meeting or Hearing, including the Appeal Hearing. However, the 

person hearing the case or the appeal has the right to put questions directly to you and to     

receive responses directly from you; 

 the procedures set out in Annex A will be progressed without any unnecessary delay; 

 you will have the right to appeal against any sanction imposed, in accordance with the proce-

dures set out in paragraphs 14 - 19 of Annex A; and 

 the SPCB reserves the right to invoke the procedures set out in Annex A at any stage and to 

miss out a step or steps in the procedure if it considers it appropriate in the circumstances. If 

that occurs, reasons will be given. 
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Posts with Authority to Apply Sanctions 

 

 Clerk/Chief Executive 

 Assistant Clerk/Chief Executive 

 Solicitor to the Scottish Parliament 

 Head of Office, Chief Executive's Office 

 Principal Private Secretary to the Presiding Officer 

 Head of BIT and Broadcasting 

 Head of Chamber and Reporting 

 Head of Committees and Outreach 

 Head of Communications and Research 

 Head of Facilities Management, Events, Exhibitions and Visitor Services 

 Head of Financial Resources 

 Head of Human Resources and Security 

 

In relation to the Clerk/Chief Executive and the Assistant Clerk/Chief Executives, a nominated  

member of the SPCB will have the authority to dismiss and any appeals against such a decision will 

be made to the Presiding Officer.  

 

Enquiries 

 

If you have any enquiries about this Policy or the procedures attached to it, you should contact the 

Human Resources Office on extension 86500. 
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Introduction  

The SPCB is committed to providing a safe and healthy working environment for its staff. It          

recognises that staff who have experienced a prolonged period of absence from work due to illness 

or injury may require particular support in returning to their normal hours and duties of work. It aims 

to assist staff in such circumstances to return to work in an effective and productive way which does 

not compromise their recovery or long-term health by facilitating appropriate measures to support 

rehabilitation. This may involve a phased return to work programme. 

The SPCB recognises that the circumstances of each case of long-term absence will differ and will 

deal with rehabilitation arrangements in a sensitive and flexible manner. This policy and procedure 

sets out the broad parameters in which a phased return to work programme will be supported and 

managed. This policy should be read in conjunction with the Attendance Management Policy and 

Procedure. 

In accordance with the Equality Framework, the SPCB will not discriminate in the application of 

these procedures in respect of age, disability, gender, race, nationality, ethnic or national origin,   

religion or belief, sexual orientation, trade union membership or lack thereof. Reasonable             

adjustments will be put in place, as appropriate, to support staff with a disability. 

 

What is a phased return to work programme? 

 A phased return to work is a supportive arrangement which may be put in place to assist your     

rehabilitation if you have had a period of long-term absence from work as a result of illness or injury. 

Long-term absence is defined as a period of 4 or more weeks continuous absence. The purpose of 

a phased return to work is to rehabilitate you to your full duties and to enable you to gradually     

progress to undertake your full normal working hours within an agreed timescale. 

 

In what circumstances will a phased return to work programme be 

supported? 

A phased return to work is only one of a range of measures which could be adopted to support your 

rehabilitation. The appropriateness of a phased return to work to your circumstances will depend on 

the nature of your illness/injury and the stage of your recovery. The SPCB will facilitate a phased 

return to work programme where this is supported by medical advice, for example, from the SPCB’s 

Occupational Health Adviser, your General Practitioner or specialist. 
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What are the timescales involved in a phased return to work      

programme?  

Any agreed phased return to work programme will be time-limited and will normally not exceed a 

period of six weeks. In exceptional circumstances, this timeframe may be extended, for example, 

where medical advice suggests this is appropriate.  

 

How will the particular arrangements of each phased return to 

work programme be agreed?  

 A phased return to work is a supportive arrangement which may be put in place to assist your     

rehabilitation if you have had a period of long-term absence from work as a result of illness or injury. 

Long-term absence is defined as a period of 4 or more weeks continuous absence. The purpose of 

a phased return to work is to rehabilitate you to your full duties and to enable you to gradually     

progress to undertake your full normal working hours within an agreed timescale. 

 

To ensure a successful outcome, all elements of an agreed phased return to work programme     

require prior assessment and appropriate planning. This includes timescales, attendance patterns 

and duties. You and your manager will work together to establish a plan which supports your full  

recovery and return to your normal duties and hours on a sustainable basis. The following process 

will normally apply: 

 

a) Medical Advice 

Your long-term absence will be managed in accordance with Paragraphs 20-24 of the Attendance 

Management Policy and Procedure. Prior to your anticipated return to work, a report from the 

SPCB’s Occupational Health Adviser will be requested via the Human Resources Office. The report 

will outline recommendations as to potential measures the SPCB could adopt to support your       

rehabilitation into the workplace. This might include, for example, temporary reallocation of duties 

within your business area, adjustments to your working environment and/or a phased return to work. 

Specific advice will be provided as to the most effective application of such support measures in   

relation to your individual circumstances. You will be issued with a copy of the Occupational Health 

Adviser’s report along with a copy of this policy and the associated guidance for staff. 

 

b) Meeting 

Your line manager and a representative from the Human Resources Office will arrange to meet with 

you to discuss the report and agree arrangements for your return. Your return to work programme 

will be planned with reference to this policy and the specific advice or recommendations from the 

Occupational Health Adviser. 
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How will the particular arrangements of each phased return to 

work programme be agreed? (Continued) 

c) Return to Work Plan 

The agreed arrangements for your phased return to work programme will be detailed in a Return to 

Work Plan. This will include: 

 the start and end date of your phased return to work programme; 

 your attendance pattern (your hours of work should increase incrementally over the period of 

your phased return to work programme); 

 the arrangements for managing non-attendance associated with your return to work pro-

gramme; 

 the duties you will undertake during your return to work programme; 

 any additional support which the SPCB can provide you to assist your rehabilitation, for exam-

ple, the allocation of a ‘buddy’ within your office to help you re-familiarise yourself with your 

working environment and practices; 

 the date for a formal review of your return to work arrangements. 

Your Return to Work Plan is provisional at this stage, pending confirmation from your General    

Practitioner that you are fit to return to work. 

 

d) Medical Certification 

You will have been issued with a Statement of Fitness for Work (“Fit Note”) by your General       

Practitioner, confirming that you are not fit for work. Once this expires, you will be deemed fit to    

return to work unless another Fit Note is issued which states otherwise. At this stage, the detail of 

your Return to Work Plan will normally be confirmed. 

Alternatively, your General Practitioner may issue you with a Fit Note which indicates that you “may 

be fit for work”, subject to his or her recommendations. Consideration will be given to the suitability 

of implementing any such recommendations which, for example, may relate to temporary             

adjustments to your working conditions. Where appropriate, your Return to Work Plan will be       

adjusted to reflect any recommendations which are accepted. 

If you visit your General Practitioner in advance of your Fit Note’s expiry, it would be helpful if you 

would show him or her a copy of your provisional Return To Work Plan to inform his or her          

recommendation that you may be fit for work (subject to adjustments to your working conditions). 

Further medical certificates will not be required relative to your phased return to work programme as 

you will no longer be classified as being on sick leave and sick pay will not apply. 

//parliament/users/homefolders$/S805186/Downloads/Return_to_Work_Plan.doc
//parliament/users/homefolders$/S805186/Downloads/Return_to_Work_Plan.doc
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How will the particular arrangements of each phased return to 

work programme be agreed? (Continued) 

e) Return to Work Discussion 

Your line manager will have a Return to Work discussion with you on the first day of your return. 

This is an opportunity for your line manager to understand your state of wellbeing, bring you up-to-

date with developments in the Parliament and your office and to determine if there is any training or 

other support you might need as a result of any changes which may have been implemented in your 

absence. At this meeting, your line manager will also confirm the details of your Return to Work 

Plan with you. You should both sign the Return to Work Plan at this stage to confirm your          

commitment to the agreed arrangements. You should both retain a copy for future reference. A copy 

will be forwarded to the Human Resources Office for retention in your personal file. 

You may seek support and guidance at any stage through, the Confidential Counselling and        

Information Service, the Occupational Health Service, the Human Resources Office or your trade 

union representative. 

 

What impact will a phased return to work have on my pay? 

You will be paid at the rate of your normal contractual salary for an element of non-attendance     

associated with an agreed phased return to work programme based on the recommendation of the 

Occupational Health Adviser. Payment will not normally exceed a total of six days non-attendance. 

If your Return to Work Plan involves more than six days non-attendance, agreement will be reached 

with you as to how these additional days will be managed. Potential options include use of annual 

leave, flexi-time, homeworking and unpaid leave. A mixture of these options might be appropriate to 

your individual circumstances. Any arrangements agreed will take account of both your personal 

health needs and the needs of the Scottish Parliamentary Service. 

 

How will non-attendance associated with a phased return to work 

programme be recorded? 

Days of non-attendance for which you are eligible to receive full contractual salary in relation to your 

phased return to work will be recorded as ‘Rehabilitation Leave’ in the credit column of your monthly 

flexible working hours sheet. 

If you are absent due to illness during your phased return to work, you will be classified as being on 

sick leave. 
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What happens if I am experiencing any difficulties in following my 

Return to Work Plan? 

During the period of a phased return to work, your line manager will regularly discuss your progress 

with you on an informal basis to ensure your wellbeing and to identify any possible problems. If you 

are experiencing any difficulty in undertaking your phased return to work, you should bring this to 

the attention of your line manager at the earliest opportunity in order that adjustments to your      

programme can be agreed. In circumstances where major adjustments are being considered, your 

line manager will consult with the Human Resources Office which may seek further advice from the 

Occupational Health Service. 

Your line manager will hold a formal review meeting with you at the mid-point of your agreed period 

of rehabilitation and a note of this meeting will be taken and shared with the Human Resources     

Office. If at this stage you are experiencing difficulties relating to your recovery which impact on the 

Return to Work plan, the Occupational Health Adviser will be asked to meet with you to review the 

situation and provide further advice. This may result in a further time-limited extension of your 

phased return. If it is unlikely that you will be able to return to full normal working hours and duties at 

the end of your agreed return to work programme, consideration will be given to a temporary      

contractual reduction in your working hours. 

 

What will happen if I am not fit to return to full working hours and/

or duties after the agreed period of my phased return to work pro-

gramme?  

In these circumstances, the Human Resources Office will seek further advice from the Occupational 

Health Adviser. A meeting will be arranged with you, your Head of Office/Group and a                  

representative from Human Resources to discuss potential options. You may be accompanied by 

your Trade Union representative if you wish. Options to be considered may include a further time-

limited extension of the phased return programme based on medical advice or a temporary         

contractual reduction in your working hours. 

Ultimately, if your health difficulties mean that you are unable to resume your normal working hours 

and duties within a reasonable timescale despite the support measures put in place, the SPCB will 

need to consider options which may include a permanent variation to your contractual hours or    

redeployment. Where none of these measures are appropriate due to the severity of your illness, 

consideration may have to be given to an application for early retirement on the grounds of ill-health 

provided this is supported by the Occupational Health Adviser. 
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What if I do not want to reduce my contractual working hours?  

 If you are not fit to return to your full working hours despite measures to support your rehabilitation 

and you do not wish to reduce your contractual working hours, you will be considered unfit for work 

and your sick leave will resume. Your absence will be managed in accordance with the Attendance 

Management Policy and Procedure and Poor Attendance procedures will be invoked should your 

levels of absence reach the relevant thresholds.  

 

Policy Monitoring and Review  

The SPCB will monitor this policy on a regular basis and review it as necessary in light of             

experience and in order to reflect legislative change and best practice.  

 

Advice and Guidance 

Should you require any advice or guidance in relation to this policy, please contact the Human     

Resources Office (ext:86500). Guidance on Managing Rehabilitation is also available for line     

managers and staff on the Intranet. 



For further information contact: 

 

HumanResources@parliament.scot 

 

0131 348 6500 

Attendance Management (English only)  


