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1.0
GUIDANCE FOR SUPERVISORS
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.
To achieve this objective, supervisors will play a vital role and as such must attend training on Maximising Attendance.   A review of the implementation and application of the training will also be conducted.   To complement the training, this guide has also been produced for supervisors and further advice can be sought from Human Resource Services.



The term “supervisor” is used throughout as a generic term for anyone who has responsibility for maximising attendance.
1.1
Supervisor’s Role



The supervisor has a responsibility to exercise leadership within the working group and develop team building.  The supervisor should ensure that all employees understand what is expected of them and that their contribution to the service provided by the Council is valued.  The supervisor should develop an atmosphere which encourages initiative and in which employees will wish to come to work.



Where work performance is affected by attendance issues, the situation demands sensitive, consistent, but firm handling if the supervisor is to fulfil this role effectively.  Employees must be encouraged to seek help for any problems which are resulting in non attendance at work.  



When badly handled - or worse still, simply ignored - absenteeism can breed feelings of resentment, lack of interest and discontent among employees.  It can also lead to a lack of respect for the supervisor.  Employees could reach the conclusion that it is of little consequence to the supervisor, the Council, and themselves, whether they come to work or not.  Any approach which fosters this sort of attitude has serious implications, not only for the supervisor, and the department, but also for the quality of service which the Council is expected to deliver.



It is also true that good attendance should not be ignored.  One of the ways that a supervisor might wish to acknowledge outstanding or a high standard of attendance is by writing a letter to those concerned.  The issuing of a letter is at the discretion of the supervisor but two examples of the type of letter which could be considered appear in Section 6.0.



The supervisor is required to be aware of the Council policy and procedures for dealing with absence recording, statistics, monitoring, disciplinary and grievance matters and pay reporting procedures and ensure that these are followed fully as appropriate.  The supervisor must be aware of the Employee Complaints Procedure, Policy on Addiction Related Problems and other support services available to employees.

The supervisor is responsible for maximising attendance by monitoring and controlling absenteeism among employees within their remit.  In particular:

� be fair and consistent in the treatment of employees and, where appropriate compassionate


� ensure notification and certification procedures are communicated to employees

� ensure notification and certification procedures are adhered to 

� personally sign the Sickness Report Form (ABS/1) as an acknowledgement of the return to work

� ensure that an accurate employee attendance record card (see 1.3 below) is kept for each employee (or similar computer data)

� regularly monitor each employee’s attendance record 

� ensure that accurate and timely quarterly absence statistics are produced

� keep employees informed of the level of absence in their section

� make any necessary arrangements for any rehabilitation of an employee or the allocation of duties following their return to work

� liaise with management colleagues and  Human Resource Services for help or specialist advice.

The supervisor is also responsible for maintaining contact both during and after absences as follows:-

� complete acknowledgement procedures as outlined

� obtain details of all employee absences, the reasons and the anticipated length of absence and keep all absences under regular review maintaining contact as appropriate with the employee

� undertake attendance review meetings 

This type of communication and level of meeting will depend on the category of absence as each creates its own, quite different problems, and will therefore determine distinct approaches on how to deal with them.  The following Section should assist supervisors in identifying the category of absence and subsequently the appropriate meeting/ communication.

A Monitoring Sickness Absence Checklist (Appendix 1) has been provided to give supervisors a quick reference guide to ensure all the issues in monitoring absence have been followed.

1.2
Role of Human Resource Services
Although it is the supervisor’s responsibility to manage and monitor absence as outlined in the previous sections on policy and procedures, there will be occasions where further assistance should be requested from the outset.  This section gives a brief explanation of the role of the Human Resource Service’s function and of the issues where further assistance should be obtained due to the complex areas of employment law.  The services provided include:-



(a)
Human Resource Advisers
� advising and/or training managers/supervisors on the implementation of all aspects of the absence management policy and procedures

� offering practical advice and assistance as appropriate

� up to date knowledge of employment law

� advice which is consistent with other cases within the Council and Local Government generally

� obtaining medical reports

� advising in cases which involve misconduct

In addition, assistance can be given with the following issues which may arise

� addiction to drugs, alcohol, gambling, tobacco

� disability

� health and medical issues

� bereavement

� financial and debt problems

� stress

� early retirement

� discrimination, harassment and victimisation

� redeployment, retraining and redundancy

� domestic and housing issues.


(b) 
Human Resource Advisers - Health and Safety

� advice and/or training given where an industrial disease, injury occurs

� advice with regard to infectious diseases.

In circumstances where there is a claim or potential claim in terms of Employers Liability, advice and guidance should be sought from the Human Resource Advisers - Health and Safety and Legal Services.

1.3

Employee Attendance Record Card

Accurate recording of all absences will enable a fair and consistent managerial approach to work attendance. Work is ongoing to introduce a standard computerised absence management system for the Council but currently there are a number of different recording systems such as SEEMIS.  For those services who do not yet have access to a computerised system, Employee Attendance Record Cards (Appendix 2) should be utilised.  A card should be prepared for every employee and form part of the employment record.  These records are confidential but employees will be allowed access to their own cards should they so wish.


Accurate Employee Attendance Cards will ensure that:-

� Concise data is available for each employee

� The nature of any problem can be identified

� Each employee will be dealt with fairly because there should be no dubiety about the pattern of absence

� Evidence is available should further action be considered necessary

� Compliance of the Disability Discrimination Act.


Analysis of the record cards will illustrate and allow comparison between sections and groups of employees as well as showing long term trends. The card commences at the start of each calendar year and makes provision for the recording of the following:-

� Number of days and spells of absence for self certificated (S) and medically certificated (M) illness; industrial injury (I) and unauthorised absence (U)

� Annual leave (L), public holidays (P), flexi holidays (F), maternity leave (B), training and further education (TR), and rest days and free days where applicable

� Authorised absence (A)

� The quarterly absence analysis and annual statistics of absence (See Section 1.4).

1.4
Absence Analysis Forms

To enable absence to be monitored throughout the Council, Absence Analysis forms (Appendix 3) must be submitted on a quarterly basis from all departments to Human Resources.  The figures are collated from the Employee Attendance Record by the Department and sent to Human Resources who in turn compile the Council’s absence figures.  The statistics will be submitted to the Corporate Management Team and then reported to the Policy and Resources Committee for noting.  A copy of the statistics  are sent to each department for review.


Absence figures are returned in March, June, September and December in line with the quarterly summaries on the Employee Attendance Record Cards.
1.5
Identifying Categories of Sickness Absence
1.5.1
Short Term Absence

Short term absence is defined by either

� 
a self certified absence of up to 7 days, or
� 
a medically certified absence of up to 21 days

Short term absence is defined by frequent or regular absences of the duration described above.  Generally there are 4 types of short term absence, each requiring a distinct approach:



(a)
Short term infrequent absence causing no concern but should be acknowledged (Section 1.6.2)



(b)
Short term frequent absences due to an underlying health problem is a capability issue and should be dealt with at an Attendance Review Meeting (Section 1.6.3)





(c)
Short term frequent absences where no underlying health problem exists, is dealt with as misconduct due to unacceptable levels of attendance, and fact finding should be carried out to determine whether this is a disciplinary matter (Section 4.0).





(d)
Short term absence where it is found after fact finding that the employee was not      

genuinely ill is fraudulent and as such are dealt with as misconduct within the 


disciplinary procedures (Section 4.0).

The following circumstances should act as trigger points for conducting an Attendance Review Meeting:

� 
frequent spells of absence over a short period of time

� 
any obvious pattern of absence relating, for example, to days of the week, 

times of  year, reason for absence

� 
requests for frequent authorised time off work for medical appointments 



could point to an underlying health problem.

Remember that in monitoring absence it is important to look not only at the current period, but also at previous months and indeed records for previous years.

1.5.2
Unauthorised Absence
This is defined as an instance where an employee has not followed correct procedures for notification and certification.  Any such absence should be dealt with immediately, however 

it should not be automatically assumed that the absence is unauthorised.  It is important to get the facts (See Section 1.6.3 for further advice).

1.5.3
Long Term Absence
Long term absence is defined by a medically certificated absence of 21 days or more, and is normally characterised by a continuous absence, for several weeks or months. Depending on the circumstances of the illness concerns may have been raised beforehand in which case advice should be sought from Human Resource Services on how to proceed.

1.5.4
Sickness or Disablement due to an Accident in the Course of Employment
Although the employee is entitled to a separate allowance for this category other than sickness absence, an accepted industrial injury will be treated as an absence category within these procedures and will be managed in accordance with the procedures for short term absence or long term absence, as appropriate.

As with sickness absence there would be no allowance for an employee with less than 26 weeks continuous service at the start of the period of absence (except Teachers).

In determining what if any action should be taken where an employee’s overall absence record includes period(s) of accepted industrial injury, supervisors should be cognisant of the reasons for absence when assessing the record, and considerate account taken of accepted industrial injuries when dealing with employees under the terms of this policy.

1.5.5
Combination of Absence Categories
In some circumstances an absence pattern may not fall neatly into the categories previously described i.e. where there is a pattern which includes a combination of absences due to an underlying health problem and other intermittent absences which are unrelated.  Where this situation arises it may be necessary to consider a course of action which could be conduct or capability. Consideration should be given to each individual case dependant on the circumstances at that particular time.  Advice and guidance should be sought from Human Resources.  Irrespective of which approach is considered appropriate, the basic principles of managing absence should be adhered to i.e. record the absence, meet with the employee, seek medical advice, advise the employee of the consequences etc.

1.6
Managing Absence
It is good management practice to stay in regular contact with absent employees whether they are off work for a long or short period of time.  In the case of long term absence this enables up to date decisions to be made about how to organise work in the unit or section.  In the case of short term absence this allows concern to be expressed for the employee, and provide a reminder of the priority placed on good attendance, particularly where the absence is becoming persistent.

Regardless of the type of absence meeting, prior to contacting or meeting the employee, establish a clear plan of action by considering all known facts.  Do not rush into a situation without having the updated facts and clarity of procedures.  
In sensitive cases, further advice should be obtained from Human Resource Services, the Teachers’ Welfare Officer and/or the employee’s representative as appropriate before any contact is made.

It is also important to acknowledge a return to work regardless of the length of the duration of the absence.   In the first instance the acknowledgement of a return to work should provide no more than an opportunity to:-

� 
show that an employee’s absence has not gone unnoticed

� 
complete sickness absence forms, etc.

� 
ensure that the employee is fit to return

� 
offer appropriate support.


1.6.1
Acknowledgement of Return to Work
The employee must contact the Supervisor immediately on return to work to confirm that a return to work has taken place and to finalise any remaining documentation.  Confirmation of the employee’s return to work is normally all that is required when the Supervisor is satisfied that the cause of absence was genuine and that the absence record is not a matter of concern.  

Depending on the reason for the absence, or at the employee’s request, further assistance or support could be offered.  For example if the employee has suffered a bereavement, stress, relationship problems, etc.   In such circumstances please contact Human Resource Services for further advice.    

Ideally, an acknowledgement of a return to work should be intimated privately, however depending on individual work arrangements, this may take place over the telephone with documentation followed up as soon as practicable.   The Supervisor should also check informally that the employee does feel fit to resume his/her duties and whether the employee requires any assistance or support at work to sustain the return to work.

A record that the acknowledgement of return has taken place should be made by the Supervisor on the Employee Attendance Record Card.

A Checklist to assist Supervisors in completing the necessary documentation and to provide the appropriate support is attached as a quick reference guide (Appendix 4).

If there are concerns regarding absence and/or the attendance record in general, inform the employee of this and explain the intention to set up an Attendance Review meeting to explore the matter further.   In addition, a Supervisor should conduct an Attendance Review meeting where they have established that the employee has not contacted them on their return to work but in these circumstances it is the reason for the non-contact which should be explored in the first instance.

1.6.2
Planning an Attendance Review Meeting
Remember that employees who have been, or are still genuinely unwell are entitled to be treated sympathetically.  It is important, however, to get the balance between expressing concern for the employee’s welfare and responsibility for delivering an effective service from the working group.

List all the topics to discuss with the employee.  Depending on the individual circumstances these may include:-

� specific reason for absence


details of medical problems


expected length of absence


whether the employee has any personal problems and whether the Council may help


whether there are any work related problems of a physical, environmental or interpersonal nature which are affecting their attendance at work.

Without prejudging the outcome of the meeting, if it is known or suspected that the employee has a welfare problem, speak to the line manager or Human Resources before the meeting to find out what assistance is available.

Remember that employees are entitled to be accompanied, if they so wish, by their Trade Union or other representative at each of the levels of contact or meeting that are outlined below.

Most importantly, Get the Facts - don't take the risk of making assumptions.  This will mean:-

� Examine the employee’s attendance record card and details of any previous interviews or previous medical reports

� Consider the employee’s length of service and any balance of entitlement to sickness allowance

� Consider other relevant conditions of service

� Details that are not available or require clarification should be established with the employee.

1.6.3
Attendance Review Meeting 
The Attendance Review Meeting will normally take place when the reason for the absence is unclear, unauthorised, appears to be unacceptable, or there is some other cause for concern such as a pattern or trend beginning to develop.  This meeting should take place in a private setting where there will be no interruptions.  The employee should be notified in writing of the arrangements and given the right to be accompanied by a trade union representative or some other individual of their choice.  Home visits should not take place unless at the employee’s request.

The Supervisor should prepare for the meeting as outlined in 1.6.2.  Areas for discussion might include:

� specific reasons for the absence(s)

� establishing if there is an underlying problem e.g. health, personal problems, addictions and whether the Council can assist

� whether there are any work related problems of a physical, environmental or interpersonal nature which are affecting attendance

� encouraging the employee to recognise that their absence problem is not acceptable

� identify the gap between current and acceptable levels of attendance

� reach an agreement on a plan which will enable improvement

� agree a review date.

The Attendance Review Meeting checklist (See Appendix 5) should provide pointers to help ensure all issues are covered during the meeting and a Record of Attendance Review Meeting Form completed after the meeting (Appendix 6).    

With reference to the different categories of absence, described in Section 1.5, each type requires a distinct approach as described below. 

1.6.4
Monitoring Period/Follow Up Attendance Review
Where an Attendance Review meeting has taken place and there is a requirement to monitor the employee’s attendance for a further period and a follow up meeting should be arranged.  The employee should be advised of the gap between current and acceptable levels of attendance.

An employee has the right to be accompanied by a trade union representative or some other individual of their own choice to the Follow Up Attendance Review Meeting.

The purpose of the follow-up meeting is to monitor progress, to note any improvement and to ensure that any necessary action has been implemented and progressed satisfactorily.   Where the level of attendance has reached an acceptable level, the employee should be encouraged to maintain that improvement.  The meeting should be followed up with a letter to the employee confirming the improvements  (See Section 6.00 Sample Letters).

If there is no improvement, and there are clear issues relating to misconduct, the possibility of disciplinary action must be drawn to the employee’s attention.  In all cases, the employee must be informed of the improvement in attendance which is expected and warned of the likely consequences of failing to improve.

If there is not satisfactory improvement in attendance, disciplinary action may be taken in terms of the relevant conditions of service, up to and including dismissal.   

1.6.5
Short Term Absence
  (a)
Persistent Short Term Absence - Underlying Health Problem

Employees who have an underlying health problem should be supported and treated compassionately.  Close contact should be maintained and the situation regularly discussed and reviewed with the employee. 

In most cases it will be appropriate to obtain medical advice by referring the employee to the Council’s Medical Adviser or by obtaining advice from the employee’s General Practitioner to ascertain the nature of the illness/ailment, its likely duration, whether the employee is likely to make a full recovery and/or achieve improved and sustained performance and attendance, if not what work he/she is capable of and in what period. This will be undertaken by Human Resource Services. (Section 3.0 Medical Reports).

In some circumstances the prognosis and duration of the absence will be self evident and it may not be necessary to refer the employee.

Where there is an underlying health problem which manifests itself as short term persistent absences and the underlying health problem is confirmed by medical advice, it is not appropriate to take disciplinary action. Where appropriate, consideration should also be given to altering work arrangements, e.g. workload, or working hours for an interim period by mutual agreement.

Where the prognosis is such that frequent or prolonged absences will be a continuing feature the validity of the absences in most circumstances will not be in question, but rather the overall level of attendance which is unacceptable and should therefore be dealt with as lack of capability, not misconduct (Section 1.6.7).

 (b)
Persistent Short Term Absence - No Underlying Health Problem

The approach to dealing with this type of absence problem will depend on the circumstances involved and, in particular, the employee’s previous attendance record.

Where a personal problem has been identified, support should be agreed as appropriate in liaison with Human Resource Services.

Where this is the first time a persistent absence problem has been recognised, clear targets and review dates should be set and agreed as the outcome of the Attendance Review Meeting. The employee must be advised that if the required improvement is not met and maintained, formal disciplinary action may be taken (Section 4.0).

Where this is a recurrence of an already recognised problem, it may be more appropriately dealt with as misconduct through the disciplinary procedures as an unacceptable level of attendance.  It may also be appropriate at this point to obtain a medical opinion on the employee’s general health to establish whether or not an underlying health problem exists (Sections 3.0 and 4.0).

(c)
Short Term Absence - Fraudulent

If after having interviewed the employee to explore the reason(s) for the absence, you have sufficient reason to believe that the absence was fraudulent, in particular some kind of supporting evidence, you should consider the matter under the disciplinary procedure (Section  4.0).

  (d)
Unauthorised Absence/Failure to Follow Sickness Absence Procedures 
Where an employee has not followed the correct procedures for notification and certification of sickness absence the matter must be dealt with depending on the following:-

       
   
(i)       If there has been no contact at all prior to or during the absence, the employee should be contacted at home by telephone or in writing, to ascertain the circumstances of the unauthorised absence. Depending on the circumstances:-

� arrange an absence meeting with the employee as soon as possible on their return to work

� in cases of extended absence, providing the employee is fit to attend, an absence  meeting should be arranged during the absence period

� in cases of sudden serious illness, accidents, etc, neither of the above courses of  action may be appropriate and advice should be sought from Human Resource Services.

If an interview is arranged, ensure that the employee is aware of the notification and certification procedures and the consequences of not adhering to them in future, i.e. disruption to service, possible non-payment of sickness allowance/statutory sick pay, invoking disciplinary procedures, etc. 
 Depending on the circumstances surrounding the unauthorised absence, the following actions can be considered:

� complete a self certification form (ABS1) to cover the period of absence;

� deduct pay for those days not at work i.e. deduct sickness allowance and / or SSP

 invoke the disciplinary procedures.




(ii)
Where medical or self certificates are continuously late or not submitted at all, a  letter emphasising the need for certificates to be submitted on time, and the consequences of not doing so, should be sent to the employee. If no mitigating circumstances are forthcoming, and there is no improvement in submitting the appropriate certificate, then consideration can be given to:- 

� withholding / withdrawing sick pay for those days not covered by a  medical or self certificate

� invoking the disciplinary procedures  (Section 4.2).  

1.6.6
Long Term Absence 
This type of absence never goes unnoticed and demands a different managerial approach to that used when dealing with short term absence.  In dealing with long term absence problems, it will be prudent to obtain a medical report via Human Resource Services (Section 3.0).

Again, any action taken will depend on all the circumstances of the absence but regular contact should be maintained with the employee from the outset.  

It may be appropriate to obtain a medical report to try and ascertain if and when the employee is likely to return to work.

Long term absence must always be dealt with sensitively, especially if there is a probability that the illness may be terminal or fall within the scope of the Disability Discrimination Act (Section 2.3). 

If the employee is likely to return to their existing post:-

Regular contact should continue with the employee. Dependent on circumstances, the situation could be comfortably reviewed at 4 weekly intervals. This will help to keep abreast of the situation and to give any reassurances which may be necessary.  It will allow for plans to be made, particularly with regard to a likely return date. 

After a long absence from work both the supervisor and the employee might have very real anxieties about their ability to cope with the demands of the job when they return. These anxieties can be overcome by adopting, in conjunction with the line manger, a flexible approach to helping the employee settle back to a routine.  The following options are worthy of consideration:-

� A modified workload for an agreed period so that the employee is not “thrown in at the deep end”

� A midweek return so that the employee has only to work two or three days before having a weekend break

� A phased return starting part-time or part-week and building up over an agreed period to full-time working.

Prior to the employees return, arrangements should be made to meet with them to agree a plan for returning. The employee should be provided with written confirmation of the agreed plan and also ensure colleagues are aware of any relevant points bearing in mind that personal medical information should be treated as confidential. Whatever is decided, make sure that on their return employees know that both management and colleagues are concerned for them as individuals and are pleased to see them back at work again.

If the employee is unlikely to return to their existing post:-

In such cases the medical facts will need to be confirmed.  This is usually done by arranging for a report from the employee’s General Practitioner and/or the Council’s Medical Adviser.

This should be explained, normally during a visit to the employee. This information is needed to plan ahead and decide a course of action which will be in the best interests of the employee and the Council.  Employees should be reassured that they are not just being checked up on.

If medical advice confirms that due to the long term health problem, the employee is likely to be permanently unfit for work, this should be dealt with as a capability issue.  (Section 1.6.7).

1.6.7
Lack  Of Capability
Having established on the basis of medical evidence that health problems exist which are either long term or which may require regular prolonged periods of absence from work, the employee’s capability to return to some form of work should be explored. Aim in the first instance to find a solution which enables the employee to return to work or find alternative duties.

Taking advice from Human Resource Services, the following options should be considered in consultation with the employee:-



(a)

Recovery and return to original duties/Redeployment to Alternative Duties

Where an employee becomes incapable of doing their job or where a continuation in their existing job will exacerbate their medical condition, there is a duty to consider comparable or suitable employment elsewhere.  Preferably this should be within the employee’s own department or service or if this is not possible, Council-wide. If such employment exists either on a short/long term basis.



  (b)
Part Time Employment/Job Sharing/Phased Return

In order to allow an employee to remain at work if feasible it may be appropriate to allow him/her to continue working on a part time or a job share basis for a reasonable period of time if there is medical evidence that this will assist with full recovery. This may become a permanent arrangement in some circumstances.  Similarly a phased re-introduction to work may be worth considering.  In these circumstances the employee will be paid on the basis of the hours worked at the grade for the duties undertaken.  Further guidance should be obtained from Human Resource Services.

(c)
Allocate some Duties to another Employee

This would involve re-allocating minor or subsidiary duties to another employee for a period of time which may be on a short/long term or permanent basis.  This should be done by consultation with the other employee. Where any of the above options are introduced as a temporary measure they should  be subject to ongoing review, with specific agreed timescales built in depending on the circumstances.


  (d)

Additional Training or Retraining

This may be appropriate where an employee is redeployed or is given alternative duties.  It can also be appropriate where the employee is required to alter the methods they use to carry out their job.


  (e)

Acquiring or Modifying Equipment

This includes the provision of special equipment such as an adapted keyboard for a visually impaired person, or an adapted telephone for someone with a hearing impairment, the modifying of instructions or reference manuals, provision of a reader or interpreter and provision of a support worker.

When deciding on what, if any of the adjustments being considered are reasonable, it is important to consider how effective the adjustment will be in improving the employees attendance to an acceptable level and the practicability of the adjustment which should include consideration of the financial and other costs, the extent of the disruption caused, the effect on the provision of the service/contract, and other resources available i.e. financial assistance available from a Government Programme.

Employees with a disability who have a pattern of short term intermittent absence which is unrelated to their disability or any other underlying health problem should be considered in terms of managing persistent short term absence - no underlying health problem.  




  (f)
Ill-health Retirement
Under the terms of the Pension Fund Regulations this can only be agreed when the Council’s Medical Adviser, working in conjunction with the employee’s General Practitioner, can certify that the employee is “permanently” incapable of carrying out the duties of the post or any other comparable employment up until age 65.  

These cases must be handled through a Human Resources Adviser.  This is with the exception of Teaching Staff, where the final decision rests with the Scottish Office Pension Agency’s own adviser. 

 (g)
Dismissal on Grounds of Lack of Capability:
This option should be seen as a last resort and advice should be obtained from Human Resource Services on how to proceed.

Dismissal for ill health is a potentially fair reason for dismissal, but it is important to note the distinction between dismissal for unacceptable level of absence (misconduct) and dismissal for lack of capability where a genuine underlying health problem exists.

It is important that the employee is advised verbally and in writing when termination of contract on grounds of lack of capability is being considered.  This should only be actioned after the employee has been given the opportunity to make representations, appropriate and ongoing medical advice sought and other factors considered such as alternative employment, phased return, the need for the work to be done, effect of absence on the service/contract etc.

Each case will depend on its own facts and careful consideration and judgement will have to be exercised by managers/supervisors before coming to a decision to terminate an employee’s contract  on grounds of lack of capability.

Whilst employees should be advised of their rights of representation at all stages of the managing absence process it is particularly important that this is emphasised when the point has been reached when termination of contract on grounds of lack of capability is the only option remaining.


1.7
Data Protection Act 1998
Forms, records, letters and notes arising from the Maximising Attendance procedure should always be written objectively, factually and sensitively.  With the implementation of the above Act, supervisors should also be aware that employees have a statutory right to see personal data held on them by the employer.  This right is subject to conditions and certain types of data are exempt but as a rule of thumb, supervisors should be prepared to give employees access to their own personal information held on file, including hand-written notes.    

2.0
FURTHER ADVICE AND ASSISTANCE
Supervisors can obtain advice and assistance from Human Resource Services at any time, even if it is to simply clarify or confirm procedure and practice.  In addition, those employees on Teaching Conditions can obtain further advice, support and information from the Welfare Officer.  

No absence should be ignored but the following situations in particular could have far reaching management and financial implications if they are not dealt with immediately or incorrectly managed.  Further advice on these situations should always be obtained.
2.1
Stress 
An absence in this category will be managed in a way which is similar to the procedures which deal with short term absence - underlying health problems and long term absence with the exception that a medical report should be requested immediately for any stress related illness identified on a medical certificate i.e. anxiety, depression, nervous debility.

However there will also be other factors supervisors will need to consider which may require additional measures to be taken.  At the outset, it is important to establish the cause of stress i.e. work, personal or a combination of both.

Should an employee identify that they are under stress due to matters of a personal nature, supervisors whilst expected to be supportive, do not have the expertise to deal with these sometimes complex issues.  Agreement should be obtained from the employee, to refer them to a Human Resource Adviser who can offer the employee further support and assistance in complete confidence.

Supervisors should be aware that doctors statements will not always obviously state stress as the reason for absence but a pattern of physical symptoms of stress may occur on statements such as headaches, insomnia, upset stomachs etc.  If the Supervisor recognises any such trends they should speak to the employee and ask if there are any matters of concern which the supervisor can offer help and support.

Where the stress is identified as being work related you should discuss the situation with the employee, and seek Human Resource Services support to identify stress factors.  It may be appropriate to advise the employee’s representative to assist in  locating possible stress factors within the workplace.  It will also be advisable to refer to the risk assessment in relation to the job, and if necessary seek advice from a Human Resource Adviser - Health and Safety. On identifying the stress factors, consideration must be given as to how to eliminate or reduce them e.g. reassess workload, supervision and support, overtime requirements, training etc.  Further information is detailed in the Council’s Stress at Work Policy.

2.2
Mental Illness Impairment 

Mental illness manifests itself in a variety of ways, and for this reason may be a short or long term problem both for the employee and for the supervisor.  Mental illness may be described by the employee's G.P. on medical certificates as being nervous anxiety, debility, anxiety state, depression, clinical depression etc.  The extent and severity of these conditions may vary from employee to employee depending on individual circumstances and factors impacting on the employee’s personal situation (past and present).  Supervisors should be supportive and sensitive.

2.3  
Employees With A Disability
In terms of the Disability Discrimination Act 1995 (DDA), a person is considered to have a disability if they have or have had a “physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day to day activities”.  This includes not only those conditions which are immediately apparent, but also includes disabilities such as heart trouble, diabetes, epilepsy, mental illness etc.

Absences in connection with medical problems arising out of an employee’s disability should be treated as sickness absence and the normal sickness absence procedures as detailed in previous sections should be followed.  The requirement to investigate, establish the true medical position, consult with the  employee and where appropriate consider the alternatives  detailed in the lack of capability process are the same.  However, in addition to this normal good practice, the DDA places specific requirements on employers in relation to employees 
considered to have a disability as defined by the Act. These requirements are detailed in full, in the Council’s Equal Opportunities Policy (Code of Practice on the Employment of Disabled Persons) but supervisors are advised to contact Human Resource Services when they know or believe they are dealing with a disability related absence.

Employees with a disability who have a pattern of short term intermittent absence which is unrelated to their disability or any other underlying health problem should be considered in terms of managing short term intermittent absence no-underlying health problem.

2.4  
Addiction-Related Problems
As detailed in the Council’s Policy on Addiction-Related Problems, it is recognised and accepted by the Council that such addictions are health problems which can affect employees at their work, including their attendance.

Employees who suspect or know that they have an addiction problem are encouraged to seek help and treatment voluntarily and supervisors are expected to deal with such employees with understanding and sensitivity. 

An employee who has an addiction may be reluctant to accept that they have such a problem. Even when an individual does accept having a problem, they may be reluctant to admit this to their supervisor.  Therefore when monitoring employees absence records, supervisors should look to identify any patterns of absence/certification which may (although not necessarily) indicate problems of this nature.  Common signs include frequent Friday and/or Monday absences, high levels of self-certified absences (often for unrelated ‘illnesses’ or recurrences of flu/colds, stomach upsets etc), lateness (mornings and after lunch).  It is also likely that there will be work performance/conduct issues as well.  Once identified, supervisors should bring these concerns to the attention of the employee and seek to discuss the reasons with them. 

In some circumstances when an employee’s absence is regarded as a conduct issue it will be considered in terms of the Code of Discipline.  If an employee admits to an addiction problem at this stage then the individual should be given the opportunity of a disciplinary referral in accordance with the Policy on Addiction Related Problems, as outlined in Section 4.0 Disciplinary Action.

2.5  
Pregnancy Related Absence
Where a pregnant employee or an employee who has recently been pregnant has a period of absence(s) it is important to establish whether or not the absence(s) is pregnancy related as this will determine how the absence should be dealt with.  If a supervisor is unsure what constitutes a pregnancy related absence, information is available from Human Resource Services.

If the absence is not related to pregnancy then it should be managed as normal.  However, where it is pregnancy related or could be deemed to be so, reference should be made to the Council’s Maternity Provisions.  It is important to note that it is automatically unfair to dismiss a woman if one of the principal reasons is connected with a pregnancy related illness or miscarriage and this will require supervisors to take account of this when assessing the overall absence record

2.6 
 Infectious Diseases 
An employee who is deemed to be incapable of work and is prevented from attending the place of employment because of contact with a notifiable infectious disease must notify their Department immediately.  The requirement for the Department to report a case applies only where a written statement prepared by a registered medical practitioner diagnosing the disease as one of those ‘specified’ is received.  Any such case must be reported to the Council’s Human Resources - Health and Safety immediately and the absence should be closely monitored in consultation with them and the Council’s Medical Adviser.  

An employee absent on these grounds will be entitled to full pay during the absence subject to any deduction of a benefit payable under the National Insurance Act.  A period of absence as result of infectious disease should not be reckoned against the employee’s entitlement to normal sick leave even if that employee had less than 26 weeks continuous service at the start date of the absence.

2.7  
AIDS/HIV Virus & Hepatitis
An employee who has an illness associated with AIDS/HIV VIRUS or Hepatitis which results in either short term intermittent and/or long term absence should be managed in terms of  normal sickness absence procedures.  Infection alone does not affect a person’s ability to do their job until they develop illnesses that make them unfit.  There is no reason why an employee who is infected cannot continue to work normally as long as they are fit to do so.  

However, it may also be appropriate to consider forms of assistance to support an employee with AIDS/HIV virus or Hepatitis and such cases should be referred to the Human Resource Advisers - Health and Safety.

2.8

Terminal Illness
Where an employee’s illness is approaching a terminal stage it may be appropriate in some circumstances (for compassionate and/or financial reasons) to suspend any decision to dismiss/terminate employment.  This situation needs careful consideration and must be dealt with in a sensitive manner taking account of the particular circumstances.  

2.9
Victims of Violence 

Employees who are subject to a violent incident in the process of undertaking their duties will be affected in different ways and for some individuals, depending on the nature of the incident,  this will result in a period of absence from work.  This absence may be of short or long term duration.  It is important to note that not all violent incidents involve physical attack.  Verbal abuse and threats are more common.

Absence(s) as a result of a violent incident at work, should be managed sensitively.  It is important that support and assistance is given to the employee immediately following an incident and on an ongoing basis thereafter, if appropriate. (e.g. debriefing, counselling, medical treatment, legal support etc.). 

Each case must be looked at individually as everyone will have a different approach to coping with the situation. It is therefore advisable that Human Resource Services is contacted in the first instance in order that a co-ordinated approach can be taken.

3.0  
MEDICAL REPORTS
The provision of accurate and up-to-date medical information and advice is essential in order to establish the facts about an employee’s medical condition; thus enabling the supervisor to make an informed decision on how to deal with the employee’s absence within the terms of the Policy. All requests for medical examination/reports must be made through a Human Resources Adviser.  

Whether it is in the management of short term or long term absence, it may be appropriate at various stages to obtain medical information and advice from the Council's Medical Adviser and/or the employee’s own General Practitioner.  The timing of and reasons for requesting such reports will be dependant upon the individual circumstances of each case.   A copy of the letter from the Council requesting the report from the doctor should be copied to the employee concerned. 

Before seeking a medical report you will have discussed the reasons for this with the employee and gained their explicit consent on an Application for a Medical Report - Employee Consent Form (Appendix 7). Please note that the employee has a right to withhold consent for an application to be made to a doctor.  All costs associated with the examination, including travel costs, will be met by the Council.

In some circumstances the prognosis and duration of the absence will be self evident and it may not be necessary to obtain any medical information/advice.  However, in normal circumstances medical evidence should be sought to ascertain the nature of the illness/condition, its likely duration, whether the employee is likely to make a full recovery and to achieve improved and sustained attendance. If not what work they will be capable of and in what period.  An opinion will also be required as to whether the employee will be fit to undertake alternative duties or part time duties and if so what type of work or working pattern they could cope with.

The information obtained from a Medical Report will only be as good as the information given to the general practitioner. The Human Resource Adviser should be provided with the following information.



(a)
Basic employment/personal information
Employee’s name address, date of birth, home address, date commenced employment with department, date of continuous employment within local authority, etc.



(b)
Past Absence Record
Ideally the medical practitioner should be given copies of the employee’s attendance record for the past 2 years (although in some cases and depending on the reason for the request,  the past record may be required for more or less than the 2 years).

(c)
Description of duties and responsibilities
This is perhaps the most important aspect to achieving a meaningful report.  Do not leave it to the medical practitioner or make assumptions about what the employee’s job entails.  It is essential therefore that the fullest information is provided on:

� job description/role

� working arrangements - ie hours worked, pattern of working/shift arrangements

� physical aspects - is there a lot of lifting or driving?

� does the employee sit as a desk all day or are they required to be mobile?

� mental aspects - what are the stresses and pressures on the employee

� does the job require a lot of original thought?

� environmental factors - does the job entail working outside in all weather,


working with potentially dangerous machinery or materials or looking at computer screens for long periods?

� the effect the absence is having on the running of the department/section or on other employees.



(d)
Reason for referral (and any other relevant information/concerns)
For example, health and safety concerns/issues; known personal factors that may be the cause of or contributing to the employee's absence (including any suspected addiction related problems) 

A Request for a Medical Report Proforma (Appendix 8) has been provided to assist; however in some circumstances it may be appropriate to provide other more detailed information.

(e)
What happens when a report is received?
On receipt of the medical report,  the Human Resource Adviser will arrange to discuss the contents either directly with the employee and/or with the supervisor to plan a way forward and talk to the employee about it.

Please remember that other than discussing the contents with the Human Resource Adviser, and the employee (and their chosen representative if they agreed to this), all medical reports/information received are in the strictest of confidence and should not be discussed with anyone else without the employee’s prior knowledge and explicit consent.

(f)
What if the Employee refuses to co-operate?
There is reasonable expectation that employees should comply with a request to attend the Council’s Medical Adviser particularly when they are being paid sickness allowance.

The reasons and the referral should in all cases be fully discussed and agreed with the employee and where appropriate their representative.

On the rare occasion when an employee refuses to give both their consent for a medical report and for a medical examination, it can affect their position as well as the Council's.

In such cases a decision will have to be made on future action based only on the information to hand.  Consideration should also be given as to whether the Council should continue the payment of sickness allowance.  This situation is not in the best interest of the employee and it is hoped that by maintaining regular contact with the employee and discussing your mutual concerns, it can be avoided.  However, should an employee still refuse they must be made aware in writing of the possible implications and consequences for them in doing so prior to making any final decisions.

The importance of discussing cases involving medical reports with Human Resource Advisers cannot be stressed heavily enough.  They have a range of services to help you and the employee.  
(g)
What if the employee disagrees with the medical report?
In such cases or where there is a dispute between the employee’s general practitioner and the Council's Medical Adviser, Human Resources will refer the case to a mutually agreed independent Medical Adviser whose opinion/decision shall be final.
4.0
  DISCIPLINARY ACTION AND OTHER REMEDIAL MEASURES
The aim of this section is to assist supervisors in identifying when to invoke disciplinary action and the type of action which may be appropriate.  As a supervisor, you should be aware of the Council's Code of Discipline and Procedures, and have read the Guidance Notes for Managers relating to the specific employee group and preferably attend the council’s training course on this subject.

Advice and support on individual cases should be sought from Human Resources but the following is intended as a guide for dealing with misconduct in relation to sickness absence issues.
4.1
General Advice
Where a pattern of short term intermittent absence with no underlying health problem has been identified it may be appropriate to deal with this as misconduct and consider implementing the Council’s Code of Discipline and Procedures.

Disciplinary procedures should be considered as a last resort and supervisors should have already discussed the matter fully on at least  one occasion at  an Attendance Review meeting where the employee has had an opportunity to make representations.  You should attempt to identify any underlying trends and seek to offer any assistance to the employee, ie counselling services, with a view to improving attendance.    

The decision to take disciplinary action against an employee who has unacceptable levels of sickness absence should be consistent, having taken account of all of the individual's circumstances.

If absence is having a disruptive effect, then the possibility of disciplinary action must be clearly drawn to the employee's attention.   In all cases, the employee must be told of the improvement in attendance which is expected and warned of the likely consequences of failing to improve.

Where an employee's attendance continues to give serious cause for concern and there are no mitigating circumstances then formal disciplinary action may have to be initiated.  Before invoking the disciplinary procedure, make sure that you have the authority to do so and make sure that you adhere to the procedures.  These procedures are based on employment law and it is vital that they are adhered to in every detail.  Failure to follow the procedures will almost certainly lead to your actions being regarded as questionable on appeal.

Employees should be advised of their rights of representation at all stages of the managing absence process from the interview stage. 

4.2
Range of Action
The type and level of disciplinary action taken against an employee will be decided by a number of factors and should take account of the principles contained within the Council's Code of Discipline and Procedures.  Advice should be sought from a Human Resource Adviser on each and every case.

Disciplinary action may include any of the following:


(a)
Oral and Written Warnings
Warnings will remain live for the period shown below:

Oral Warning

3 months

Written Warning
6 months

Final Warning

12 months

(b)
Withdrawal of the self certification provisions
In addition to issuing a warning you may in some circumstances wish to consider including withdrawal of self certification provisions for a specified period of time.  This action is likely to be more effective in situations where the absences are of a short term intermittent nature of short duration up to 5 working days.

(c)
Withdrawal of sickness allowance
It would be appropriate to withdraw/withhold an employee from sickness allowance when the employee has been absent from work and it has been established that the absence is not genuine. Therefore every period of sickness would have to be covered by a medical certificate. It should be noted that a G.P. may charge the Council for any medical certificate issued for a period of less than 7 days.

(d)
Withdrawal of Statutory Sick Pay (SSP)
The SSP element which makes up part of the sickness allowance can also be withdrawn as in sickness allowance above.  However, it should be appreciated that 
employees have the right to appeal to the Department of Social Security against non-payment of SSP.    


(e)
Dismissal
Dismissal for ill health is a potentially fair reason for dismissal, but it is important to note the distinction between dismissal for unacceptable level of absence with no underlying health problem identified and dismissal for lack of capability where a genuine underlying health problem exists.

Other than in a case of gross misconduct should the application of the disciplinary procedures for absence result in dismissal, this should only occur after the individual has been given a series of disciplinary warnings, an opportunity to make improvements, and the action taken applied fairly and consistently in accordance with the Code of Discipline and Procedures.


(f)
Conditional Referral to the Employee Counselling Service
In some circumstances where an employee’s absence is regarded as a conduct issue, the employee may admit to an addiction problem after disciplinary procedures have been invoked.  In accordance with the Policy on Addiction Related Problems, the employee should be given the opportunity of a disciplinary referral to Employee Counselling Service.

Management have two options open to them with regard to the disciplinary action:-



(i)
proposed disciplinary action initiated but held in abeyance pending the 


outcome of the referral;



(ii)
disciplinary action implemented before referral to a helping agency. In this instance the employee has had, because of the serious nature of the offence, disciplinary action taken against them.

The Human Resource Adviser will arrange for the employee to be seen by an appropriate helping agency and will arrange for confidential progress reports to be obtained on a regular basis if appropriate.  The reasons and the referral should in all cases be fully discussed and agreed with the employee and where appropriate their representative.
5.00
APPENDICES
APPENDIX 1 

CHECKLIST FOR MONITORING SICKNESS ABSENCE

	1.
	Employee attendance record cards are fully completed and up to date.
	�

	2.
	All  employees are briefed on notification and certification requirements.
	�

	3.
	Departments procedures are implemented to train all new employees on notification and certification requirements as soon as they commence employment.
	�

	4.
	Employee attendance record cards are checked on a regular basis and at least once a quarter.
	�

	5.
	For those employees with no absences or minimal absence, in a calendar year a letter may be generated.  
	�


�

	

	7.
	An ABS1 is completed and the employee attendance record card is monitored with each and every episode of sickness absence.
	�

	8.
	An ABS1 form is sent to the employee’s home if  the absence is anticipated to be longer than 4 working days.
	�

	9.
	A doctor’s statement is submitted for each absence of 7 days or more duration.
	�

	10.
	An ABS1 form is still submitted even if the absence is covered by a doctor’s statement.
	�


	


APPENDIX 2 

EMPLOYEE ATTENDANCE RECORD CARD

APPENDIX   3

 ABSENCE ANALYSIS FORM 
EAST DUNBARTONSHIRE COUNCIL

ABSENCE ANALYSIS

	DEPARTMENT
	SECTION
	LOCATION
	COST CENTRE
	PERIOD (1)


	
	
	
	
	


	EMPLOYEES
	APT&C
	MANUAL WORKERS
	CRAFT WORKERS
	TEACHERS
	OTHERS


NO. OF EMPLOYEES IN RETURN (2) 
	
	
	
	
	
	


WORK DAYS AVAILABLE (3)

	
	
	
	
	
	


	TYPE OF ABSENCE
	LOST WORK DAYS

(4)
	% LOSS (5)
	LOST WORK DAYS
	% LOSS
	LOST WORK DAYS
	% LOSS
	LOST WORK DAYS
	% LOSS
	LOST WORK DAYS
	% LOSS
	TOTAL % ABSENCE


	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	


(6)  COMMENTS
SIGNED BY:
________________________________________

DATE:


________________________________________

COPY TO HEAD OF HUMAN RESOURCE SERVICES, TOM JOHNSTON HOUSE

APPENDIX 4 

CHECKLIST FOR ACKNOWLEDGEMENT OF RETURN TO WORK

	1.
	For absences up to 4 working days, a self certificate form is to hand for

completion at the meeting.  For absences of more than 4 days the self certificate form should be sent to the employee’s home for completion and return by post.
	�

	2.
	For absences of more than 7 days, a doctor’s statement and a self certificate form should be submitted by the employee.
	�

	3.
	Note the acknowledgement on the Attendance Record Card or computerised Absence Management System.
	�


	

	5.
	Assuming there are no concerns, sign off the self certificate.
	�

	6.
	Contact Human Resources at any point of the process for support or advice if required.
	�

	
	
	

	
	
	

	
	
	

	
	
	


APPENDIX 5

  CHECKLIST FOR ATTENDANCE REVIEW MEETING

	1.
	Collate and check all the facts such as doctor’s statements, ABS1/forms, employee attendance record, employee’s awareness of notification and certification procedures.
	�

	2.
	Identify the reason(s) for concern and be able to demonstrate the issues.
	�

	3.
	Write out to the employee inviting them to a formal meeting.   The letter should include:

�     the purpose of the meeting

�     the right of the employee to be accompanied

�     the option to change the date, time and venue

�     confirmation of attendance
	�


	

	4.
	Arrange a private setting with no interruptions.
	�

	5.
	Check any impact the absence may have had on the employees pay and annual leave entitlement and inform employee.
	�

	6.
	Explore reasons for the absence.
	�

	7.
	Raise any issues which are causing concern regarding the absence.
	�

	8.
	Establish if there is an underlying problem e.g.  personal problems, work related problems.
	�

	9.
	Discuss ways of affecting an improvement with the employee.
	�

	10.
	Assess whether a medical report is required.  If so, complete Request for a Medical Report Form also employee to complete Application for a Medical Report - Employee Consent form.
	�

	12.
	Note the absence meeting on the Employee’s Attendance Record Card.
	�

	13.
	Complete a Record of Attendance Review Meeting Form.
	�

	14.
	Contact Human Resource Services at any point of the process for support or advice.
	�


APPENDIX 6

RECORD OF ATTENDANCE REVIEW MEETING FORM

1.
PERSONAL DETAILS

Name .............................................................

Employee Ref. No ................................................


Designation ...................................................

N.I. Number  ........................................................


Section/Location ........................................................................................................................................

2.
ATTENDED BY

Name .............................................................

Designation ..........................................................


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

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

3.
DATES OF PREVIOUS INTERVIEWS (if applicable)

....................................................................................................................................................................
4.
EMPLOYEE ADVISED OF RIGHT TO BE ACCOMPANIED

        YES/NO         
5.
REASON FOR INTERVIEW





         


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


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

6.
DETAIL OF ABSENCES OVER LAST ROLLING YEAR OR SINCE PREVIOUS 



INTERVIEW  (Attach absence record card where appropriate)
	Date From
	Date To
	Number of Days Lost
	Reason

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	









Reference Period


%

Employee’s absence rate



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

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

Current absence rate for Unit/Department

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

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

Target absence rate for Unit/Department

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

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

7.
SUPERVISOR’S COMMENTS ON THE CURRENT ABSENCE LEVEL

(i.e. improvement, level maintained, deterioration etc.)
8.
INVITE EMPLOYEE TO COMMENT ON THE LEVEL OF ABSENCE, THE 



PATTERN OF ABSENCE AND REASONS  (e.g. Underlying health problems, personal problem, 

job related issues and explanation of patterns/levels)

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


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

9.
ACTION AGREED BY SUPERVISOR AND EMPLOYEE

..........................................................................................................................................
APPENDIX  7

APPLICATION FOR A MEDICAL REPORT - CONSENT FORM

For reasons which have already been explained to you, East Dunbartonshire Council is seeking your consent to apply to a doctor giving information about your state of health.  You are not obliged to give your consent to such an application being made but any decision that East Dunbartonshire Council might have to take will then be taken on only those facts that are already available.

Before you sign in the space below you should be aware that you have certain rights under the Access to Medical Reports Act 1988.   In summary these rights are:-

1.
To withhold your consent for an application to be made to a doctor;

2.
To see a medical report before it is supplied to East Dunbartonshire Council;

3.
To ask the doctor to amend any part of the report which you consider to be inaccurate 

or misleading;  or

4.
If the doctor declines to amend the report, to attach a written statement giving your 

views on its contents;  or

5.
To withhold your consent to the report being supplied to East Dunbartonshire 


Council.

NB
The doctor may withhold from you sections of the report if he or she thinks you would 
be seriously harmed by seeing it.

The attached note sets out in detail your rights under the Act and the procedures for applying them.  Please read the whole of the attached note before signing below.

If you have any questions concerning the contents of the form, please contact Human Resource Services, East Dunbartonshire Council, Tom Johnston House, Civic Way, Kirkintilloch, Glasgow G66 4TJ.









Head of Human Resources

1.
I have been informed of my statutory rights under the Access to Medical Reports Act 1988 and hereby give my 

my consent for East Dunbartonshire Council to apply for a 


report giving medical information from a doctor who has been responsible for my 


physical or mental health care.   The name and address of that doctor is:


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


I understand that this consent form will be copied to the doctor and shall have the 


validity of the original.

2.
I do/do not* wish to see the medical report before it is sent to East Dunbartonshire 

Council.

Signed.......................................................         Date...........................................

NAME IN BLOCK CAPITALS...........................................................................

*Please delete as appropriate

APPENDIX 8
REQUEST FOR A MEDICAL REPORT

	Instructions:
	Please complete and return to the appropriate Human Resources Adviser


	SECTION 1
	Personal / Employment Details


Employee’s Name: ..............................................................D.O.B. ........................................

Home Address.........................................................................................................................

Employing Department: .......................................................Job Title:.....................................

Date appointed to present post:.............................................Date of Continuous Employment









(if different) ................................

Is employee superannuated?  

YES/NO

N.I.No:........................................

	SECTION 2
	Absence Record Details - please provide details for the past 2 years


	Date
	No of Working Days
	Illness / Complaint


	
	
	


(Continue on a separate sheet if necessary)

Date of Expiry of:   Full Pay............................................  Half Pay....................................................
Please complete Section 3 Overleaf

	SECTION 3
	Job Details / Working Arrangements



	



	



	



	



	


Signature: ..........................................................................
Date: ...........................................

Job Title:   .........................................................................
Tel.  No......................................

6.1 
Sample Letters
The following range of letters are given as general templates.  

Their content is not exhaustive and, they are designed to be indicative of the type of content needed for certain types of letters.  Much of the content is a choice of items which a Supervisor deletes, actions or inserts detail.

The sample letters must be considered as guidance only and should be modified to suit the individual circumstances.  Consideration should also be given to the timing of the letters which may also vary depending on the case in question.

6.1
Letter Acknowledging Outstanding Attendance
Private and Confidential

Dear

OUTSTANDING ATTENDANCE

I wish to congratulate you on behalf of the Department on maintaining full attendance at work over the past year.

Your commitment to the Department is recognised and your outstanding attendance is appreciated.  I am sure there would have been occasions when you did not feel fully fit but still attended work.

I hope your good health continues and I look forward to working with you in the year ahead.

Yours sincerely

Supervisor

6.2
Letter Acknowledging a High Standard of Attendance
Dear

HIGH STANDARD OF ATTENDANCE

I wish to congratulate you on behalf of the Department on maintaining a high standard of attendance over the past year.  I recognise the commitment which this shows you have for the work of this Department and I fully appreciate your good attendance.   Records show that you were absent on * occasion(s) during the year but I am also sure there were other days when you struggled in.  It gives me confidence for the future of the Department when I have colleagues with such high standards.

I hope your good health continues and I look forward to working with you in the year ahead.

Yours sincerely

Supervisor

* Insert “one” or “two” as appropriate.

6.3  
Attendance Review Meeting / Follow Up Attendance 
Review Meeting
Dear

MAXIMISING ATTENDANCE  - ATTENDANCE REVIEW MEETING / FOLLOW 

UP ATTENDANCE REVIEW MEETING  (DELETE)

I refer to the above and in terms of the Council’s Policy for Maximising Attendance your level of attendance continues/causes/is causing (delete) me some concern and I subsequently wish to discuss your attendance record.  (Provide details - frequency, %, no. of absences/type, etc).

I would be pleased therefore, if you will attend a meeting on .................... (date) in ............... (venue) at ............(time), to discuss the above with you.

Although this is an informal meeting you may if you wish, be accompanied by a colleague, Trade Union representative or any other person of your choosing.

If you are unable to attend this meeting or if you would prefer a home visit, please contact .............................(name of contact person) on (Tele No. ............) to make an alternative arrangement.

In the meantime, I hope this letter finds some improvement in your health.

Yours sincerely

Supervisor

6.4
Following an Attendance Review Meeting/Follow Up 
Attendance Review Meeting
Dear  


MAXIMISING ATTENDANCE - CONFIRMATION OF ACTIONS/AGREEMENTS

I refer to our last meeting (date) and enclose for your attention a copy of details of the meeting including details of your absence record and areas we discussed and agreed upon.

(Insert short paragraph on any assistance or action plan made to aid improvements)

I trust this is helpful in confirming the plan of action to improve your current attendance level.  Please contact me if you wish to discuss any of the details contained.  I would reiterate that it is your responsibility to follow our agreements and make positive changes relating to your attendance, failing which, further action may be necessary.

Yours sincerely

Supervisor

Encs.

6.5
Following an Attendance Review Meeting/Attendance Review Follow Up/Improvement 

Achieved (delete)
Dear

MAXIMISING ATTENDANCE - ATTENDANCE LEVEL IMPROVEMENTS

Further to our last meeting on (date), at which we discussed your attendance record, and ways in which we might work towards improvement, I am very pleased to note that you have made good progress and your percentage absence has dropped to   %.  (It may be necessary to add a sentence here if improvement has been made but is not yet showing completely satisfactory attendance levels).

I will continue to monitor the situation meantime, and hope you will show further improvements/maintain your current level (delete).  Should you require any further assistance, or information, please do not hesitate to contact me.  Well done, your efforts are very much appreciated.

Yours sincerely

Supervisor

6.6
Following an Attendance Review Meeting/Follow Up 
Attendance Review Meeting 


(delete) - No Improvement/No Disciplinary Action
Dear

MAXIMISING ATTENDANCE - NO ATTENDANCE IMPROVEMENT

I refer to our last meeting (date) and enclose for your attention a copy of details and agreements made at the interview.

Accordingly, I write to confirm that I am concerned that there has been no significant improvement in your attendance record despite the assistance, support and/or information provided.  However, on this occasion, I have decided that the Disciplinary Procedure will not be actioned and will continue to monitor your attendance record.

I trust the enclosures are helpful in confirming our plan of action to work towards improvement in your absence level.  I would remind you that it is most important to the section that you show improvements in your attendance, as your absence(s) place an unfair strain on your work colleagues and reduce the effectiveness of our service delivery.  I would also remind you that continued unacceptable attendance levels may be considered as performance and/or a capability issue, which may lead to discipline.

Please contact me if you require any assistance or further information in this regard.

Yours sincerely

Supervisor

Encs. 

6.7
Following an Attendance Interview - Disciplinary Action
Dear

MAXIMISING ATTENDANCE - ATTENDANCE INTERVIEW

I refer to our last meeting (date) and enclose for your attention a copy of details of the formal interview showing your absence record and the areas we discussed and agreed upon.

Accordingly, I write to confirm that after discussions with you, I am very concerned that there has been no significant improvement in your attendance record after our previous agreement that such improvements would be made.

Having reviewed your attendance record and taking into consideration your comments with regard to the circumstances surrounding your absence level and the opportunity to improve, I consider that your level of absence remains unacceptable and, as such, there are grounds to proceed to a Disciplinary Hearing.

You will be advised in due course of the arrangements in accordance with the Council’s Disciplinary Policy and may be accompanied to the hearing by a Trade Union or other representative should you so wish.

Yours sincerely

Supervisor 

Encs.
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