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EAST DUNBARTONSHIRE COUNCIL
MAXIMISING ATTENDANCE  

  A GUIDE FOR ALL EMPLOYEES
1.
INTRODUCTION

This guide is intended to give you general information on the Council’s policy and procedures on maximising attendance.  East Dunbartonshire Council is committed to encouraging your well-being by providing you with a safe and healthy working environment to enable you to deliver a better quality of service to our customers.  

A full copy of the policy and procedures document together with further information and advice on specific issues can be obtained from Human Resources.

2.
WHAT IS MAXIMISING ATTENDANCE?

Maximising attendance is a group of proactive and responsive measures which should help to lower absence levels.  

Proactive measures include conditions of service, such as health workshops, awareness campaigns, fitness activities, etc. Which help to balance your family life and your work life.  These are all designed to support you in aiming for a healthier lifestyle and help you achieve good attendance at work.  

Responsive measures include identifying and addressing causes of absence and demonstrating an ongoing concern for your health, safety and well-being.

3.
WHY DO WE NEED TO MAXIMISE ATTENDANCE?

To minimise absence costs.  These costs are twofold: those associated with the direct cost to the Council; and the cost of disruption, extra work or stress experienced by the absent employee’s colleagues.  Absence costs put additional burden on the Council’s budget. 

Maximising attendance measures are designed to support every employee, improve your attendance and take relevant action if there is no improvement.  These measures are also intended to inform you of self-help measures which you can use to improve attendance.

4.
HOW WILL THE MAXIMISING ATTENDANCE POLICY BE APPLIED?

The Policy will apply to all employees throughout the Council.  All managers and supervisors will be trained to ensure that the policy is implemented and administered consistently.

Attendance levels will be monitored for all employees and regularly reviewed, with contact maintained during long-term sickness absence.

Where your attendance levels give concern the manager or supervisor will meet with you to improve your attendance.  Consideration may be given to obtaining medical reports, offering professional independent counselling, temporary or permanent changes in the method of work etc. in an ongoing programme to help improve your attendance or ease you back to work after a lengthy absence.

If there is no improvement in attendance the manager or supervisor will explore all reasonable options.  As a last resort though, disciplinary procedures may have to be used which ultimately could lead to dismissal in more extreme cases.  If you are on long term absence, disciplinary procedures are not appropriate.  However, ill-health retiral or dismissal because of a lack of capability may have to be considered.

5.
WHAT SHOULD YOU DO IF YOU GO OFF SICK?

Each department will advise its employees of who they must report their absence to and the deadlines for reporting absence.  As a guide, the Council’s standards and minimums are listed below:

� You must telephone your designated supervisor within 1 hour of your normal start time for work, or as early as possible on your first day, fourth day and the eighth day of your absence.

� When you call, at least on the first day, your supervisor will ask a range of questions so that your work can be covered during your absence and to see if there is any support which can be provided by the Council.

� You don’t have to be covered by a Doctor’s certificate for the first seven days of your absence but you will need to complete a self-certificate form when you return to work.  If you do not return to work by the fourth day, the self-certificate form will be sent to your home for completion and return.

� A Doctor’s certificate must be received by your supervisor no later than the eighth day of your absence.  Failure to do so may lead to you not receiving full pay while you continue to be on sick leave.  You must contact your designated supervisor before each doctor’s certificate expires to let them know if your absence is likely to continue or whether you have an anticipated return to work date.  You will still be required to complete a self-certificate form.

� On every occasion that you are off sick, regardless of the duration or reason for your absence, you must contact your supervisor immediately on your return to work.  The purpose of this acknowledgement of your return to work is to report to your Supervisor, complete necessary documentation and if appropriate discuss whether any additional assistance or support at work is required.  

� Attendance Review Meetings will take place with you if your attendance is of concern.   These meetings will form part of a continuous programme and will explore options for sustained attendance.  Only if no progress is made, will the matter be considered within the Council’s disciplinary procedures.  Disciplinary procedures will not be appropriate where your absence relates to one period of long term absence. 

6.
SPECIAL ABSENCES
There are some absences which still fall within the remit of this Policy but which will be treated differently.  These special absences relate to disability, mental illness, addictions, violent incidents, accidents at work, pregnancy, or where the illness is diagnosed as terminal.  

7.
WHAT CAN YOU DO?
� You can take part in the healthy lifestyle activities and forums which are regularly promoted by the Council.

� If you have identified either temporary or permanent solutions to your personal circumstances, please raise these for consideration by your supervisor or Human Resources as soon as possible.  These may include flexible working arrangements such as job-share, changes in work design, ill-health retiral, redeployment etc.

� Maintain regular contact with your supervisor and if possible your colleagues particularly if on long-term sickness absence.  This will be beneficial to you when you begin to consider returning to work.  

� Follow the requirements and deadlines for notifying and certifying your sick leave otherwise you might not receive your full entitlement to sick pay during your absence.

� If you are experiencing problems in your private and personal life (for example, addiction, personal relationships, bereavement, debt etc),  you should do at least one of the following;



(i)
Make your supervisor aware that there is a problem. It might not be necessary to go 

into all the details but at least your supervisor will know that you might need 


additional support at work.


(ii)
Contact Human Resources who can arrange for you to see a professional 



and independent counsellor.  If the problems are related specifically to debt then a 

meeting with a debt counsellor and/or a free, independent financial advisor could 


be arranged.

(iii)
Those on Teaching Conditions may contact the Welfare Officer who offers a confidential advisory and counselling service.
8.
WILL I STILL BE PAID IF I GO OFF SICK?
You’ll still receive normal pay or half pay for different periods of sick leave as long as you follow the notification and certification requirements, and depending on the conditions illustrated in the following table:  

	Continuous service at the beginning of absence from work for:
	Local Government - 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

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

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

	3 years but  less than 5 
	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 your absence.  For example,  if you are a local government employ and have only 25 weeks’ service at the start of the period of absence you would not receive any sick pay during the period of absence irrespective of the length of that absence.

9.
IS THERE ANY EFFECT ON MY HOLIDAYS IF I GO OFF SICK?
Yes, if you are off  for three continuous months or more in the leave year, your annual entitlement will be reduced on a pro-rata basis.   If you are off sick for less than three continuous months in the leave year there is no effect on your annual leave entitlement.

Where a period of sickness absence includes a public holiday, you will not be entitled to a substitute day on your return or a payment in lieu for the lost public holiday.  

Separate terms and conditions apply to Chief Officer, Teaching and Craft employee groups.

10.
QUESTIONS?
If you have any questions about Maximising Attendance please speak to your supervisor or Human Resources.
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