
   

4.4 Attendance and absence management. 

It is important to review, communicate and formally implement the absence and sick 

leave policies in place in the organisation. In advance of any potential increase in 

absence, it is essential that all employees are fully familiar with policy requirements, 

particularly around what constitutes acceptable reasons for absence, the notification and 

certification requirements and the social welfare procedures. 

It is important that employers follow through with their policies and are consistent. The 

first absence in an unusual situation such as the potential exposure to COVID-19, may 

initially be dealt with on an ad hoc basis which may set an undesirable or unsustainable 

precedent should absence levels suddenly escalate. 

Employers need to consider the effect that significant employee absences would have on 

their workplace. Various types of absence need to be considered as it is possible that: 

• several employees may contract a virus; 

• employees may have family members who require care; 

• there may be a fear factor, where employees consider absenting themselves for 

fear of contracting a virus. 

Employees who have travelled to areas affected by COVID-19 and employees who have 

been in contact with individuals who have COVID-19 or indeed any virus of special 

concern should follow the Health Protection Surveillance Centre guidance for advice in 

the first instance and then notify the organisation before attending for work. 

Check on employees’ health by phone or email during their absence from work. 

If an employee is absent due to a fear of contracting the virus an employer must 

consider the risks and consider whether the employee is a vulnerable employee. Where 

there is no increased risk for the employee, the employer can request them to attend 

work. An employee who continues to be absent from work in these circumstances may 

be subject to disciplinary action for unauthorised absence. 

At some point, based on public health advice, certain aspects of company policy and 

procedure may require adjustment in accordance with the situation as it evolves. 

Therefore, it is important to keep the policy under review and to communicate clearly 

any changes. 

 


