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EAST DUNBARTONSHIRE COUNCIL

MAXIMISING ATTENDANCE

POLICY AND PROCEDURES 

1.0
Introduction


The Maximising Attendance Policy and Procedural Guideline supersedes the Policy and Procedures for Managing Absence which were issued in June 1996 and supplements the Education Procedure Manual No. 2/08.  The approach to Maximising Attendance is however distinct from Managing Absence.   


The Policy and Procedure as detailed apply to all employees within East Dunbartonshire.  Where a variation from local government employees’ Terms and Conditions exists, such as Chief Officials, Teachers and Craft groups, then this has been detailed.


For the purposes of this Policy, the term “supervisor” refers to any employee who has responsibility for other employees including Head of Service, Head Teacher, Manager, Chargehand and so on.


Human Resource Services will provide advice to any supervisor requiring assistance on any aspect of the Maximising Attendance Policy and its operation.

2.0
Policy Statement
East Dunbartonshire Council is committed to encouraging employee well-being by providing a safe and healthy working environment for our employees to enable them to deliver a better quality of service to our customers.

This will be achieved by the following actions:

· Conditions of Service which enable a family and work life balance

· Pro-actively demonstrating an ongoing concern for employee’s health, safety and well-being

· Promoting health strategies such as Healthy Lifestyle Forum

· Identifying and addressing causes of absence both for groups and individual employees

· Fair and consistent treatment of all employees

· Clear lines of reporting and responsibility

· Compulsory training for Supervisors and continuous review of the implementation and     

             application of the training

· Periodic review of the effectiveness of the implementation of the training

The objective of this Policy is to deliver quality cost effective services by maximising and motivating employee attendance.   The aim of this Policy is to achieve increased levels of productivity, minimise disruption to service delivery, and improve efficiency with lower costs.
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3.0
PROCEDURES
To achieve the above objectives,  it is essential that management information which is both accurate and up-to-date is available both to the supervisor and to the Council.  To ensure this outcome supervisors must ensure that the following procedures are implemented.

3.1
Employee Notification and Certification Requirements

Supervisors must ensure that every employee under their responsibility is familiar with the following process.  The information will be issued to every new start but should also be placed on appropriate notice boards. An employee must fulfil all of the requirements relating 


to notification and certification for all periods of sickness absence in order to be entitled to Statutory Sick Pay (SSP) or sickness allowance.  The following also applies to teaching staff, however reference should also be made to Part 13 of the Scheme of Salaries and Conditions of Service for Teachers.

3.1.1
Notification

An employee unable to come to work should notify their supervisor as soon as possible and normally within 1 hour of commencement of work.  Employees who work shifts, work part time or job share if possible should notify their supervisor of their illness immediately and not wait until the next day that they are required to work. It is appreciated that some employees may not have a telephone or they may be hospitalised or so ill that they cannot keep in touch. Should this be the case then a relative or friend should be asked to keep the supervisor informed.

As the majority of absences will be notified by telephone, an “Absence Sheet” (Appendix  1) has been designed which should be utilised by the supervisor to structure the phone call and ensure procedures are followed.

A copy of the “Notification to Pay Section of Sickness Absence/Injury - Start” form (Appendix 2) should be completed and sent to Employee Payments Section on the same day as the start of the sickness absence. A “Notification to Pay Section of Sickness Absence/Injury - Finish” form (Appendix 3) should be completed by the supervisor on the day the employee returns to work.


Further contact should be made by the employee or their representative acting on their behalf if the absence continues to a fourth day, to inform the supervisor whether the employee is likely to return before the seventh day, or, if the period of absence is likely to continue beyond a seventh day.  In all cases an employee should give details of the reasons for their absence i.e. illness, unwell and sick are not sufficient.

3.1.2
Absence Less than 7 Days
Where the absence is for seven days or less, the employee shall on return to work  complete a self certification form ABS/1 (See Appendix 4).  An ABS/1 form must be completed for all periods of absence irrespective of duration including if the absence period is covered by a doctor’s statement. 
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3.1.3
Absence More than 7 Days

On the fourth day of absence, when the employee or someone acting on the employee’s behalf notifies the supervisor that absence is likely to continue beyond the seventh day, the self certification form ABS/1 will be sent to the employee by the employing department for completion and immediate return (see also Section below- Doctors Statement).
3.1.4
Doctor’s Statement

Where the absence extends beyond seven calendar days the employee shall submit to the department a National Insurance doctor's statement to cover the period of absence beyond the seven days. The self certification form ABS/1 shall be submitted at the same time if it has not already been submitted.  Where more than one doctor’s statement is submitted for the period of absence, then concurrent statements should be submitted with no days missing.  An employee should not report for work for any period covered by a doctor’s statement.  The supervisor should ensure that an employee does not return to work prior to the date indicated on the doctor’s statement.  In cases where the Doctor’s statement covers a period exceeding 14 days or where more than one statement is necessary the employee must before returning to work submit to their supervisor a final doctor’s statement confirming their fitness to resume their duties.

3.1.5
Non Compliance

Where an employee fails to comply with the requirements of the procedures in respect of any day of sickness or incapacity for work, entitlement in respect of that day to either SSP or sickness allowance may cease.  The employee should be notified in writing of the intention to cease  payment.


In exceptional circumstances, however, the Council will not apply these provisions where there is an acceptable reason for the non compliance of the procedures particularly where the explanation is linked to the personal circumstances of the employee.


An employee will not be entitled to sickness allowance where


(a)
notification is not given in accordance with Section 3.1.1. The employee will not become entitled to sickness allowance until the procedures as detailed above are complied with.


   (b)
further notification is not given on the fourth day in accordance with Section 3.1.1. The employee will only become entitled to sickness allowance from the day on which further notification is received.


   (c)
an employee shall continue not to be entitled to sickness allowance until the day of sickness or day of incapacity for work on which the employee satisfies the requirements of the procedures.

3.1.6
Exclusion for Entitlement

There is no entitlement to sickness allowance if an employee:-

· has less than 26 weeks continuous service (not applicable to Teachers, Craft or Chief     

                      Officers)

· goes sick during a stoppage at the place of work due to a trade dispute, unless the employee     

                      has not taken part in the trade dispute and has no direct interest in it.  Normal terms and                       

                      conditions will be reinstated with effect from the end of the trade dispute.

· on the first day of sickness has already exhausted or subsequently exhausts sickness            

                      allowance entitlement (see section 3.2)

· on the first day of sickness is in legal custody or is subsequently taken into legal custody 

· fails to satisfy or continues not to satisfy the notification and certification requirements (see 
             section 3.1.1 - 3.1.5)

· is absent on maternity leave

· terminates or has their contract of employment terminated.

An employees entitlement to sickness allowance may also be suspended if they abuse the sickness scheme or are absent on account of

· sickness due to or attributable to deliberate conduct prejudicial to recovery

· the employee’s own misconduct or negligence

· active participation in sport for payment

· injury whilst working in the employee’s own time for private gain or for another employer.


Prior to any decision being made related to the above, a meeting should be set up with the employee to discuss the circumstances surrounding the alleged abuse of the Scheme or absence and enable the employee to respond. The employee has a right to be accompanied at this meeting by a trade union representative or some other individual of their choice. An employee can use the Grievance Procedures to appeal against a decision not to pay sickness allowance under these circumstances.

3.1.7
Part-Day Absences 

Where an employee reports to work but during the working day becomes too unwell to remain at work, the supervisor should ensure that the employee is able to get home or to appropriate medical attention in a safe manner.
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A part day absence does not have to be covered by a self-certificate form nor is it recorded on the Employee Attendance Record as an absence however a note should be made in the “Reasons/Comments” column that the employee was unwell along with a note of the symptoms.   This will enable the supervisor to consider any issues should a pattern of part-day absences become prevalent.   For example, a pattern of headaches occurring consistently in the afternoon may be attributed to excess VDU working.

For those employees on a flexi-scheme, the balance on the day of the part-day absence should equal the employee’s notional daily hours, eg 7 hours.
3.2
Payment and Period of Entitlement

Where an employee satisfies the qualifying conditions as set out above, entitlement to  sickness allowance will depend on length  of continuous service as follows:

	Continuous Service at Commencement of absence from duty for
	LocalGovernment

Full Allowance Pay
	Local Government Half Allowance Pay
	Teachers - Full Allowance Pay
	Teachers - Half Allowance Pay

	less than 26 weeks
	nil
	nil
	1 month
	1 month

	less than 1 year
	5 weeks
	5 weeks
	1 month
	1 month

	1year but less than 2 years
	9 weeks
	9 weeks
	2 months
	2 months

	2years but less than 3years
	18 weeks
	18 weeks
	4 months
	4 months

	3years but less than 5years
	22 weeks
	22 weeks
	5 months
	5 months

	5 years or more
	26 weeks
	26 weeks
	6 months
	6 months


Chief Officers and Craft employees receive the same allowance as Local Government employees above but receive 5 weeks full pay and 5 weeks half pay for service less than 26 weeks.


Entitlement to sickness allowance is based on continuous service at the start of the absence.  If an employee has eg 25 weeks service at the start of the period of absence they would not receive any sick pay during the period of absence irrespective of the length of that absence (excluding Teachers).

In exceptional circumstances the Council shall have the discretion to extend the period of full allowance or half allowance provided for in this paragraph.


The period during which sick pay will be paid, and the rate of sick pay, in respect of any period of absence will be calculated by deducting from the employee’s entitlement on the first day the aggregate of periods of paid absence during the twelve months immediately preceding the first day of absence.  The aggregate of such previous periods of sickness allowance shall be deducted in the first instance from the full allowance period and the balance from the half allowance period to which the employee is entitled in respect of the latest absence.

3.2.1
Calculation of Allowance

(a)
In the case of full pay periods sick pay will be an amount which when added to 


Statutory Sick Pay and Incapacity Benefit receivable will secure the equivalent of 


normal pay.
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(b)
In the case of half pay periods sick pay will be an amount equal to half normal 

earnings plus an amount equivalent to Statutory Sick Pay and Incapacity Benefit 

receivable, so long as the total sum does not exceed normal pay.

(c)
Definition of Normal Pay



Normal pay includes all earnings that would be paid during a period of normal 


working but excluding any payments not made on a regular basis.


(d)
The Social Security benefits to be taken into account for the calculation of sick pay
 

are those to which an employee is entitled on the basis that an employee has 


satisfied so far as is possible:

· the conditions of the reporting of sickness as required by the Council

� the claiming of benefits

� the obligation to declare any entitlements to benefits and any subsequent changes in 


circumstances affecting such entitlement


  (e)
Absence due to Criminal Injuries



Where an employee is absent from work because of an injury in respect of which an award may be made by the Criminal Injuries Compensation Board and the employee is otherwise qualified to receive sickness allowance, sickness allowance shall be granted without a requirement to refund any proportion of it from the sum which the Compensation Board may award.  If an award has been made by the Compensation Board, the period of absence shall not be treated as sickness absence and shall not count against the periods of entitlement set out in Section 3.2 but shall be treated as special leave.  Where there is no award of damages, the absence shall be treated as sickness allowance and count against the period of entitlement.


  (f)
Absence due to an Accident



An employee who is paid any damages as a result of an accident will be required to repay any sickness allowance advanced, either in total or the proportion there of compensation in the amount of damages received.  Any period of absence in such a 


case where a refund of the advance is made in full will not be treated as sickness absence.


  (g)
Absence due to assault at work



Where an employee is absent as a result of an assault in the course of employment, the employee’s period of absence shall not be treated as sickness absence but shall be treated as special leave.  The allowance in respect of normal sickness and that of absence due to a violent incident at work are entirely separate.   Periods of absence in respect of one shall not count against the allowances for the other.

3.2.2
Sickness or Disablement due to an Accident in the Course of Employment (Industrial Injury)
Where an employee is absent due to sickness or disablement as a result of an accident arising out of and in the course of employment, or due to industrial disease, the employee should be entitled to a separate allowance calculated on the same basis as the sickness allowance.
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The allowance in respect of normal sickness and that of absence due to an industrial accident or disease, arising out of or in the course of employment are entirely separate.  Periods of absence in respect of one will not be off set against the other for the purpose of calculating entitlements or allowances under the Scheme.

An absence due to an accident will only qualify for payment under this paragraph when an entry in the Accident Book (Form B1510) approved for the purposes of the Social Security Act 1975 is appropriate and has been completed, and in the subsequent investigation by the Council the recorded facts are found to be accurate.

Every effort must be made to ensure that all accidents are entered in the Accident Book (Form B1 510) including those where the employee, as a result of the accident is unable to make the entry personally.

In circumstances where no entry is made at the time of the accident, the Council should not unreasonably refuse the payment of industrial injury allowance.  The Council will still need to carry out the required investigation into the accident to establish the facts.  If that investigation establishes that an accident took place arising out of, or in the course of employment, the employee will nonetheless be entitled to the industrial injury allowance, despite the fact that no entry has been made in the Accident Book.

3.2.3
Leave of Absence without Pay

On exhaustion of paid sickness allowance, an employee with more than 26 weeks continuous service may apply for leave of absence without pay.  The application must be accompanied by a doctor’s statement showing the cause of the incapacity and giving, where possible, an indication of the date the employee might be able to resume duty.  This will be reviewed at six monthly intervals and the employee must apply four weeks before the expiry of the previous period.  Unpaid leave of absence should only be granted in exceptional circumstances and should not be seen as the norm.


The maximum period of unpaid leave of absence will not exceed 12 months.  If at that time the employee is still unable to return to their existing post and there is no full time, part time or job sharing posts to which he/she can be or is willing to be deployed, and is ineligible for or unwilling to accept early retirement on ill health grounds subject to the provisions of the Pension Fund, employment will be terminated with the appropriate payment in lieu of notice.  An employee can return to work at any time during a period granted as unpaid leave provided that they are medically fit to do so, as verified by a doctors statement/return to work certificate.


Teachers only:  If a teacher is still unfit for work at the expiry of the half salary period, the teacher shall furnish to the Strategic Director - Community a special medical report which shall show the cause of incapacity and its probable duration.   The Strategic Director - Community shall either place the teacher’s name on a reserve list or report to the Education Committee, which shall decide whether payment of sickness allowance shall be extended for a further period or take such other action as may be deemed appropriate.  The teacher shall be notified of any action taken.

3.2.4
Temporary Employees

Sickness allowance will not be payable to temporary employees holding contracts of 26 weeks or less.  If an employee is excluded from entitlement to SSP, the Employee Payments
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Section will issue an exclusion form (SSP1(E) DSS) to the employee, in order that they can claim National Insurance sickness benefit.

3.2.5
Temporary Teaching Staff (Subject to Revision at National Level)

Temporary teachers whose service is continuous full-time service shall, whilst off duty on account of sickness, receive Sickness Allowance in accordance with Section 3.2   Sickness  Allowance shall be calculated on the basis of the salary which the teacher would have received had she/he been on duty.  Continuity of temporary service shall not be broken merely because the teacher transfers from one authority to another.


In the case of temporary teaching staff Sickness Allowance shall not be paid until after a period of 100 consecutive days of continuous full-time service.  Breaks in service caused by sickness or the granting of leave of absence shall be deemed not to interrupt the continuity of service, provided the breaks do not exceed 2 in number or 5 days in all.


Following the qualifying period of 100 consecutive days, continuous full-time service shall be deemed to be unbroken if the teacher’s absences are due to sickness or the granting of leave of absence totalling not more than three periods of absence and 10 days in all in any period of 12 months, provided that this sub-paragraph is not to be construed as depriving a teacher of an entitlement to Sickness Allowance to which the teacher was entitled at the beginning of the period of absence due to sickness.

3.2.6
Part-Time Teaching Staff

Teachers who undertake to provide continuous part-time service shall be entitled to Sickness Allowance as for teachers providing continuous full-time service subject to the following additional conditions:-


 (a)
Days on which the teacher has undertaken to give service shall be deemed to be consecutive whether or not they are consecutive.


  (b)
Days on which the teacher has undertaken to give part-time service shall be deemed to be whole days for the purpose of calculating the period of 100 qualifying days.


  (c)
Sickness allowance shall be payable only for days on which the teacher would otherwise be employed by the authority.

3.2.7
Teaching Staff

(a)
Teachers employed on non-consecutive short-term periods of duty, whether full or part-time shall have no entitlement to Sickness Allowance.



(b)
Teachers paid on a temporary daily basis shall not be entitled to Sickness Allowance during any period when the school is not in session.

(c)
The appointment of a temporary teacher shall be deemed to have terminated on the expiry of their Sickness Allowance where the teacher has less than 1 years continuous service at the expiry of their sickness allowance.


(d)
In other respects, the conditions governing the payment of Sickness Allowance to permanent teachers shall apply as appropriate to temporary teachers employed on a continuous full-time or continuous part-time basis.
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3.3
 Annual Leave and Public Holidays
3.3.1
Annual Leave (Excluding Teachers)
(a)
Employees who return to work after an absence of less than 3 continuous months:

Annual leave will continue to accrue during sickness absence and can be taken by the employee on their return to work subject to the normal procedures for booking annual leave.  However no annual leave entitlement may be carried forward beyond 31st January each year.  An exception to the forfeit would be where the absence is attributed to an industrial injury or third party negligence.  No payment in lieu will be made for annual leave which cannot be taken.


  (b)
Employees who return to work after an absence of more than 3 continuous months:



Annual leave is abated on a pro-rata basis as per Table 1 below but due to the Working Time Directive, employees have a statutory right to a minimum of 20 days leave in every full year of employment.  The 20 day minimum threshold is inclusive of public holidays which did not occur during the employee’s sick leave period.  To ensure abatement as per Table 1 does not breach the employee’s statutory rights the following formula can be used to assist in calculating the employee’s revised annual leave entitlement.



Formula:  Abated annual leave + annual leave days taken + all public holidays out with sick leave period = leave entitlement*  (*If this figure is below 20, then the requisite number of annual leave days must be added to make  this up to 20 to comply with the Working Time Directive. If this figure is 20 or more then no adjustment is required).



Example:   An employee who is entitled to 25 days annual leave, is absent from Monday 5th February 2002 to Friday 13th September 2002 inclusive (4 completed months attendance at work).  The employee has not taken any annual leave.


Formula:  8 + 0 + 6 = 14 + 6 = 20. The employee’s entitlement for 2002 is 14 days annual leave + 6 adjustment leave days.



Key:
8 = 
abated annual leave as per Table 1 (4 completed months of service @ 


25 days full annual leave entitlement)




0 =
number of annual leave days already taken in 2002 by employee



6 =
all public holidays out with employee’s sickness absence period 




(1st/2nd January, 27/30th September, 25/26th December)




14 =
leave due to employee



6 =
adjustment required to comply with the Working Time Directive




20 =
8 (abated annual leave) + 6 (public holidays) + 6 (upward adjustment
 


to annual leave entitlement to comply with statutory minimum of 20) 
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Table 1
	Completed *Months of Continuous Service in Current Leave Year
	Full Annual Entitlement

	
	20 days
	25 days
	27 days
	28 days
	30 days

	
	
	
	
	
	

	1
	2
	2
	2
	2
	3

	2
	3
	4
	5
	5
	5

	3
	5
	6
	7
	7
	8

	4
	7
	8
	9
	9
	10

	5
	8
	10
	11
	12
	13

	6
	10
	13
	14
	14
	15

	7
	12
	15
	16
	16
	18

	8
	13
	17
	18
	19
	20

	9
	15
	19
	20
	21
	23

	10
	17
	21
	23
	23
	25

	11
	18
	23
	25
	26
	28


* A “completed” month means the period between a date in one month and the immediately preceding date in the following month (eg 15 February to 14 March inclusive).


(c)
Annual leave when an employee leaves the Council:

All accrued annual leave should be taken by the employee on or before the termination date.  If more annual leave has been taken than accrued then an adjustment will be made from the final wage or salary proportion to the amount of annual leave taken.  For example, 2 days annual leave taken over the number accrued by the termination date will result in 2 days pay being deducted from the final wage or salary.

If in exceptional circumstances, the department cannot authorise the outstanding accrued annual leave to be taken during the employee’s notice period, then the balance must be paid as payment in lieu of annual leave not taken.  For example, 1 day’s annual leave accrued but not taken, then an additional days pay to be included in final pay or salary.



Both the above deductions and additions to pay are affected by the employing department completing the Notification of Termination Form (Per 6) (Appendix 5) and submitting a copy to the Employee Payments Section

3.3.2
Annual Leave (Teachers)

(a)
Annual Leave Entitlement


The leave year shall commence on 1 September of each year.  Leave shall not normally be carried over from one leave year to another.



Either on first appointment or re-appointment to teaching service, a teacher shall for the remainder of the current leave year be entitled to and only to the remaining periods
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 of annual leave and public holidays as determined by the authority.



The annual leave entitlement of a teacher in school education shall be the balance of days beyond the teacher’s working year excluding public holidays, Saturdays and Sundays.  The Council will designate 11 days as public holidays with pay in addition to the leave provided as per Table 2.



Annual leave shall be taken at the times determined by the authority in consultation with the Local Negotiating Committee for Teachers. 


(b)
Accrual of Annual Leave



Annual leave will accrue from 1st September or from the date of the month of entry or re-entry to the service in accordance with  Table 2.



Table 2
	Completed Months of Service *  
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	Leave Entitlement in Days
	5
	9
	14
	18
	23
	28
	32
	37
	41
	46
	50
	55




* A “completed month” means the period between a date in one month the immediately preceding date in the following month (for example 15 February to 14 March inclusive). 


(c)
Prolonged Sickness During School Holidays
Where a teacher, owing to certificated sickness, has been incapacitated for:-
a continuous period, at least four weeks of which fall within the school summer vacation; or
a period which, being of at least two weeks’ duration, incorporates at least one full week of another school vacation,

the teacher will accrue credit of two days special leave entitlement in respect of each complete week of the vacation which had been lost as a result of the prolonged sickness, subject to a maximum of ten such days in credit in respect of sickness periods in any one leave year.

This allowance shall be taken up by the teacher, in agreement with the Council, during the term following the vacation concerned, subject to the overriding needs of the service. For the purposes of this paragraph a week is defined as seven consecutive days.

3.3.3
Sickness Absence During Annual Leave


Should an employee fall ill on or during pre-booked annual leave, the employee will be regarded as being on sick leave if a doctor’s statement is received.  A self certificate is not sufficient.
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As long as all other normal sickness absence reporting and certification procedures are followed, the number of annual leave days affected will be transferred back to the employee’s balance of holidays still outstanding (as long as they are taken in the current annual leave year).

3.3.4

Holidays During Sickness Absence


There may be circumstances when an employee who is on long-term absence due to ill health may be planning a holiday. The period that the holiday is taken should still be treated as sick leave however the employee should advise the supervisor as consideration must be given as to whether the holiday is conducive to the employee’s recovery.  A doctor’s report may be obtained to confirm that the holiday is not prejudicial to recovery otherwise payment of sickness allowance could be forfeited in respect of that period of absence.
3.3.5

Public Holidays (Local Government Employees Only)



If a public holiday occurs during a period of sickness, no substitute public or extra statutory holiday will be given.  There is no entitlement to pay in lieu in respect of a public holiday not taken.

3.3.6
Public Holidays (Craft Workers and Chief Officials)
If a public holiday occurs during a period of sickness, a day off in lieu shall be given at the convenience of the authority.  Where sickness allowance entitlement has been exhausted, no payment should be made in respect of a public holiday occurring during the period of absence.
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4.00

APPENDICES 






 APPENDIX   1

ABSENCE SHEET

1.
Name:_______________________________________________________________

2.
What is the reason for your absence? _________________________________________
3.
How long do you think you will be absent from work? _________________________

4.
Is this the: 

First Day; should the absence continue, you are required to phone or contact this office again on your fourth day, or on your return to work whichever is soonest.  You will be required to complete a Self - Certificate Form on your return to work.


Fourth Day; should the absence continue, you are required to
phone or contact this office again on your seventh day of absence, or on your return to work, whichever is soonest.  A Self - Certification Form will be sent to your home address for your completion and return.


Seventh Day; are your returning to work? If not, you are now required, if you haven’t already done so, to submit a Medical Certificate from your Doctor. This should be sent into this office as soon as possible.

5.
Does anyone else require to be notified of your absence?
YES/NO*


If yes, who? __________________________________________________________

6.
Are there any work commitments which require to be dealt with in your absence?
     YES/NO*


If yes please give details:


___________________________________________________________________________


___________________________________________________________________________

7.
Date of Call: _____________________________________

Administration Note:

Self Certificate Form ABS1 Sent:    


 YES              NO
Start Employee Payments Form Completed

 YES              NO
Finish Employee Payments Form Completed

 YES              NO
*Delete as appropriate
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APPENDIX 2


NOTIFICATION OF SICKNESS ABSENCE/INJURY FORM - START

EAST DUNBARTONSHIRE COUNCIL

NOTIFICATION TO PAY SECTION OF SICKNESS ABSENCE/INJURY

EMPLOYEE PAYMENTS COPY

	IMPORTANT: This form must be passed to Employee Payments  IMMEDIATELY a sickness absence commences.



  


          Employee                        National
                
Employee

Department                           Location             Payroll No
                Insurance No.

Category*

	
	
	
	
	Local 

Government
	

	
	
	
	
	
	

	
	
	
	
	Teacher
	

	
	
	
	
	Other
	


NAME
_______________________________________________



*Tick () as appropriate

HOME ADDRESS
_______________________________________



_______________________________________



_______________________________________

(1)  
(a)
Date sickness commenced.






	



 (b)
Time sickness commenced on above date.



	                               a.m./p.m.


(2)
INITIAL DIAGNOSIS/REASON FOR ABSENCE


(Please identify Maternity Leave, Cases involving Third Party Claims, Industrial Injury and Accidents outside work)


__________________________________________________________________________________________


__________________________________________________________________________________________


__________________________________________________________________________________________

(3)
The sickness absence is likely to extend to _________________________________________________________

(4)
If the absence started on a Monday, what was the position on the preceding  
Saturday and Sunday ?

	SATURDAY
	SUNDAY

	Sick    Not Sick
	Sick    Not Sick

	
	







Tick () where appropriate
(5)
If  the employee works irregular working patterns or is a shift worker, complete the reverse of this form.


DATE _____________________________
SIGNED ____________________________________


Authorised Officer for Employing Department Telephone Number. _______________________________

NOTE:-  If the sickness absence has extended beyond seven days, send all N.I. Doctor’s                       Statements to Employee Payments, IMMEDIATELY THEY ARE RECEIVED
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APPENDIX 3


NOTIFICATION OF SICKNESS ABSENCE/INJURY FORM - FINISH

EAST DUNBARTONSHIRE COUNCIL

NOTIFICATION TO PAY SECTION OF SICKNESS ABSENCE/INJURY

EMPLOYEE PAYMENTS COPY

	IMPORTANT: This form must be passed to  Employee Payments  IMMEDIATELY a sickness absence ends.



  


         Employee                               National


 Employee

Department                                 Location              Reference No.
                    Insurance No.

 Category*


	
	
	
	
	Local

Government
	

	
	
	
	
	Teacher
	

	
	
	
	
	Other
	












*Tick () as appropriate

NAME
_____________________________________________________________

                 

(1)
Date absence commenced
_____________________________________

(2)
Sickness absence ended at
________________________________ a.m./p.m.




    on
________________________________

(3)
Employee resumed duty at 
________________________________ a.m/p.m.




     on
_____________________________________

(4)
If employee returned to work on a Monday, what was the position on the preceding Saturday and Sunday ?

	SATURDAY
	SUNDAY

	Sick    Not Sick
	Sick    Not Sick

	
	










 Tick () where appropriate

(5)
If  the employee works irregular working patterns  or is a shift worker, complete the reverse of this form.


DATE _____________________________
           SIGNED ____________________________________


Authorised Officer for Employing Department Telephone Number. _______________________________


             RECEIVED
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APPENDIX 4

SELF CERTIFICATE FORM ABS/1

EAST DUNBARTONSHIRE COUNCIL

SICKNESS ABSENCE CERTIFICATE

NOTE
FOR ABSENCE OF 7 CALENDAR DAYS OR LESS, ONLY THIS FORM REQUIRES TO BE SUBMITTED, WHERE THE ABSENCE CONTINUES BEYOND 7 CALENDAR DAYS, THIS FORM REQUIRES TO BE SUBMITTED TOGETHER WITH A NATIONAL INSURANCE DOCTORS STATEMENT (MED/3).


(PLEASE USE BLOCK CAPITALS)


EMPLOYEE


SURNAME 
......................................................................................................


FIRST NAME
......................................................................................................


HOME ADDRESS
......................................................................................................


POST CODE
......................................................................................................


NATIONAL INSURANCE NO  ..................................................................................

EMPLOYMENT


DEPARTMENT 
......................................................................................................


LOCATION
......................................................................................................


EMPLOYEE NO
......................................................................................................


DESIGNATION
......................................................................................................

PERIOD OF SICKNESS


FIRST DAY OF SICKNESS (DAY AND DATE).......................................................


*LAST DAY OF SICKNESS (DAY AND DATE)......................................................

*LEAVE BLANK IF ABSENCE IS CONTINUING BEYOND 7 CALENDAR DAYS AND THIS FORM IS SUBMITTED WITH DOCTOR'S STATEMENT (MED/3).
16
GIVE DETAILS OF THE REASONS FOR YOUR ABSENCE:- "ILLNESS, UNWELL, SICK OR PREGNANT" IS NOT SUFFICIENT.

IF INJURED AT WORK, GIVE THE DATE AND DETAILS OF THE ACCIDENT, INCLUDING THE DATE OF ENTRY IN ACCIDENT BOOK OR REGISTER.

HAVE YOU VISITED YOUR DOCTOR OR A HOSPITAL DURING YOUR ABSENCE.




PLEASE DELETE
YES/NO

DECLARATION

I DECLARE THAT THE ABOVE STATEMENT IS TRUE AND ACCURATE TO THE BEST OF MY KNOWLEDGE. I UNDERSTAND THAT TO GIVE FALSE OR MISLEADING INFORMATION CAN RESULT IN DISCIPLINARY ACTION WHICH MAY AMOUNT TO DISMISSAL.

SIGNATURE.........................................................................      DATE......................................

I DECLARE THAT THE ABOVE EMPLOYEE HAS COMPLIED WITH THE ABSENCE REPORTING PROCEDURES.

SUPERVISORS SIGNATURE............................................     DATE........................................
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APPENDIX 5

NOTIFICATION OF TERMINATION (PER6)

NOTIFICATION OF TERMINATION

	1.
DETAILS
	


Department ........................................................................
Employee No ..................................................

	

	
	

	2.   TERMINATION DATE
	
                                             


Day                  Month              Year

	
	

	3.    REASON
	

	Resignation

Reasons given .............................................................................................................




.....................................................................................................................................

Other


Retirement

Dismissal


Death ............
(Please tick)

                    (a) Age 65 
..........
 (a) Conduct   
..........




(b) Optional 
.(b) Capability
..........




(c) Medical
..........
(c) Redundancy
..........




Expiry of Temporary Contract ............................

Joining another Local Authority ( Specify Authority ) .........................................................................................

	
	

	4.  OUTSTANDING LEAVE
	

	Entitlement (Pro Rata) .....................................................

Number of Days Taken ...................................................

Balance due/overpaid ......................................................

Pay in Lieu of Notice  YES/NO



 (Specify number of weeks) ....................

Authorisation Signature
...........................................................................................
Date ......................

Forwarding Address
...........................................................................................


...........................................................................................



..............................................  Post Code  .........................

	
	

	5. HUMAN RESOURCE/EMPLOYEE PAYMENTS USE ONLY
	

	Human Resource Services Use only

Date/Initials
 Employee Payments Use only
Date/Initials

Date received



....................
                    P45
...................
Checks Made:
Car Loan


....................   
S11
...................


Car Lease

                    ...................
                    S11A
...................



Mortgage Subsidy

...................
                    SSP1 (T)
...................



Maternity


...................
                    SSP1 (L)
...................



F.E. Sponsorship

...................
                    N.I. Certificate Returned
...................



Personal File Closed
                     ...................
                   Advance Recovered
...................

	
	

	Copies:

Yellow copy to be sent to Employee Payments Section


Blue Copy to be sent to Human Resource Services




Green copy to be retained by Department
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