
SICK LEAVE - PART TIME RETURN TO WORK 
ADVICE & GUIDANCE NOTES 

 

Section E of the Civil Service Regulations contains provision for civil servants who are absent from work 
because of sickness.  This guidance note is a supplement to those Regulations. 
  

Where a civil servant who has been off sick for some time is making a good recovery, their own GP 
may suggest that they could return to work on a part time basis initially.  Wherever a GP suggests this 
course of action, it should be facilitated wherever possible as good practice. 
  

This period of part time working should be:  
        no longer than 6 weeks  
       used as a period of rehabilitation 
      supported in writing by the civil servant GP who should also confirm that the civil servant will 

be fit enough to return on a full time basis at the end of this period. 
  
(Where a period of part time working in excess of 6 weeks is suggested, a formal reduction in hours to 
part time, which could be on a temporary basis, may be appropriate). 
  

Where a period of part time working is agreed, absences within conditioned hours will be treated as 
sick leave and will count as such for all purposes including the limits on sick leave.  For example, a part 
time return on a mornings only basis, would be treated as attendance in the morning (subject to flexi-
time provisions if operable), and as sick absence  in the afternoon for the duration of the arrangement.   
  
If the civil servant is already on half sick pay, he would continue to receive half pay for the hours not 
worked when these are certified as sick leave by a GP’s note, and be paid for actual hours worked 
subject to this not exceeding normal full pay. Provided sick pay has not been exhausted it will be paid 
at the appropriate rate for hours not worked. If sick pay has been exhausted under the Sick Pay 
Scheme there is no eligibility to payment for any hours not worked that are certified by a GP’s note. 
 

Alternatively, as an exception to Regulation F27, a civil servant can have the option of utilising accrued 
annual leave entitlement to cover absence during a rehabilitation period of part time working, instead 
of this absence being treated as sick leave i.e. the hours not worked will be paid as annual leave. 
  

The return to work on a part (or full) time basis is normally on the basis that the civil servant is 
capable of undertaking the full range of duties (accepting that it may take a little while to become fully 
effective after a lengthy absence).  If there are tasks that the civil servant is unable to do, these should 
be clearly identified by the GP and subject to management agreement that the job can temporarily be 
changed to facilitate this.  For example, a civil servant may not be able to undertake filing duties if has 
mobility problems following an injury.  As a general guide, the civil servant should be able to undertake 
90% of the work relating to his post. 
  

This guidance sets out the overall principles which are considered to be positive and reasonable in 
facilitating a full time return to work after a lengthy sick absence.  There could however, be reason to 
vary this depending on the nature of the sick absence and, as such, some variation may be 
appropriate.  The HR Advisers in the Office of Human Resources can provide further guidance if 
needed. 

 


