
 

Lateness and Sickness/Absence Policy  

Policy Statement 
It is our policy to ensure that all steps are taken to establish facts and to give the employee 
an opportunity to respond before any action is taken. But also for the employer to ensure 
that it has carried out all necessary steps to make the employee aware of performance 
issues when it comes to absence, sickness and lateness issues, to include last minute 
blowouts of shifts. 

The policy does not form part of the employee contract and it can be amended at any time 
to incorporate changes in law and company procedure. The primary aim is to ensure 
employees and the employer work together to ensure consistency and a harmonious 
working environment. 

Why do we need this policy? 
Lateness and sickness/absence affects our company significantly as our business is 
customer service based, therefore lateness, sickness and absence affects this, which in 
turn affects the overall performance of the business. The policy in place addresses those 
issues as well as poor performance. 

What is covered by the policy? 
This policy is designed to deal with lateness and sickness/absence, absence includes 
those shifts that are ‘blown out’ between 0-12 hours prior to shift start, genuine or otherwise. 

Identifying the issues of lateness, sickness and absence. 
Employees are expected to be at the work place, prepared to work at the scheduled time 
and in most if not all cases 15 minutes beforehand. Regardless of the reason for lateness, 
sickness and absence you may be liable to disciplinary action in some form. Absence can 
range from: 

• Not arriving for work without prior contact (between 0-12 hours) to or from the 
supervisor or manager 

• Unauthorised absence or unpaid leave. 

• Lateness is defined as being late for work, returning late from a break and in a 
majority of cases early departure from work. 

• Sickness is where the individual has followed the sickness reporting process, it may 
be signed off with a sick note or self-certification. 

For each stage of lateness, sickness and absence there is a trigger point. 
The formula is usually applied over a period covering the last 52 weeks, although other 
periods will be used to deal effectively with minor non-recurring absences – the headache, 
upset stomach, etc. 

The Bradford Factor is calculated as follows: 

 

 
where: 
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• B is the Bradford Factor score 

• S is the total number of spells (instances) of absence of an individual over a set 

period 

• D is the total number of days of absence of that individual over the same set 

Period [2] 

 

The 'set period' is typically set as a rolling 52 week period. 

For example: 

• 01 instance of absence with a duration of ten days (1 x 1 x 10) = 10 points 

• 03 instances of absence; one of one and two of two days (3 x 3 x 5) = 45 points 

• 03 instances of absence; one of one, one of three and one of six days (3 x 3 x 10) = 

90 points 

• 05 instances of absence; each of two days (5 x 5 x 10) = 250 points 

• 10 instances of absence; each of one day (10 x 10 x 10) = 1000 points 

The ‘set period’ for lateness is based on 3 occurrences of lateness equaling one day 

• 3 instances of lateness equals one day (1x1x1) 

• 6 instances of lateness equals two days (2x2x2) 

Thresholds are 

        

0-49 Consider Issuing a Verbal Warning 

        

50-124 Consider Issuing 

Warning 

a First Written 

        

125-  

399 

Consider Issuing 

Warning 

a Final Written 

        

400+ Consider Dismissal 
      

        
 
Disabilities, Pregnancy and underlying illness 

Consideration will be given to staff if the lateness, sickness or absence occurred due to or 
maybe related to disability, pregnancy or underlying illness and if so reasonable 
adjustments will be made, including changes to duties, times and additional equipment or 
training where possible. In some cases we may also need to make adjustments to this 
procedure. 



 

Any important decisions, such as disciplinary action, are not based around Bradford scores 
alone. The scores act best as a trigger to prompt line managers to investigate a case 
further – when consistency and fairness have to be applied and where each individual case 
may be different. 

Return to work/investigation meeting 

All employees should be investigated following a period of sickness/absence/lateness. 

Sickness 

The reason for this meeting is to check that the employee is fit to return to work. STM 
management teams must see if the employee is taking any medication and any side effects 
the medication may have, this could be both over the counter medication as well as 
prescription. We may need to take into account the role the employee carries out and the 
risk to their welfare. It may be that an alternative role may need to be investigated if the 
employee is not fit to carry out their existing role or to see if any reasonable adjustments be 
made. This may need to be reviewed at a later date. 

Absence 

A meeting must take place to investigate the absence, covering the reasons for the 
absence and impressing on the employee on the need to attend work and the risks to their 
employment of their absence. 

Lateness 

Lateness can be late for work, leaving early or returning from a break late. 

Further details outlining the reporting procedures are covered in the staff handbook. 
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