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BASSETLAW DISTRICT COUNCIL

Human Resources Service

MANAGING ATTENDANCE POLICY
	INTRODUCTION


	1.1                                     Purpose


Bassetlaw District Council values the contribution of its employees in the delivery and maintenance of quality services to the community.  Whilst recognising that employees may be prevented from attending work through ill health, the Council has a duty to maintain service delivery and minimise disruption and to ensure that additional strain is not placed upon other employees through coping with additional workloads due to sickness absence.  Within the Bassetlaw Approach of Care, Quality and Fairness the Council is therefore committed to managing attendance and sickness absence and believes that it is the responsibility of the Council’s managers, trade union representatives and employees to work together to promote the management of sickness absence and ill health.

The Council will achieve this through:-

*
Promoting the health, safety and well being of all employees, including use of risk assessments to identify and manage hazards impacting on health in the workplace

*
Monitoring levels of sickness absence for individuals, teams and the Council as a whole and by publishing in the workplace, via notice boards and team briefings the Council’s sickness levels on a monthly basis

*
Implementing procedures to support and manage employee absences, whilst dealing with unjustified and/or high levels of sickness absence

*
Achieving top quartile performance for the levels of sickness and unauthorised absence by 2006/2007

*
Ensuring that appropriate training is provided to managers and employees to ensure effective implementation of the absence management procedure

	1.2                                 Key Principles


The following principles apply to the Council’s procedures for dealing with sickness absence:-

*
Good attendance is valued and all opportunities should be taken to acknowledge and recognise such attendance

*
Matters raised relating to an employee’s attendance do not imply any distrust of employees or concerns regarding their conduct

*
Sickness absence will be dealt with in a way that is non-discriminatory and in accordance with the Council’s equal opportunities policy

*
Employees will be dealt with consistently and the sickness absence procedures will be fairly applied across the Council

*
The Council will aim to promote a positive and preventative rather than a punitive approach

*
The Council will be sensitive and supportive to those suffering the effects of ill health

*
Sickness absence cases will be conducted with respect for confidentiality and in accordance with the requirements of the Data Protection and Access to Medical Reports Act

*
Open communication between managers and employees will be encouraged and promoted

*
The Council will aim to distinguish between absence due to sickness and the abuse of the sickness absence system

*
The sickness absence policy and procedure will be monitored and reviewed to ensure that it continues to meet the Council’s aims and complies with these principles. Employees and trade union representatives will be encouraged to be involved in this process

*
Line managers have responsibility for monitoring and managing absence on a day today basis and ensuring that the policy and procedure is implemented

*
The Chief Executive is the accountable officer for ensuring the management and implementation of this policy and procedure

*
The Leader of the Council is the Cabinet member responsible for overview of this policy and procedure

*
Members of Performance Improvement Scrutiny Committee to scrutinise and monitor performance against BVPI12

Employees are expected to:-

*
Attend work unless unfit to do so

*
Raise concerns with their manager or Human Resources if they believe their job is making them ill or contributing to illness

*
Report sickness absences promptly, in accordance with the Council’s sickness absence procedure

*
Ensure that the appropriate certifications are completed, in accordance with the Council’s sickness absence procedure

*
Maintain contact with their manager during periods of sickness absence

*
Communicate effectively with the manager about their sickness absence

*
Co-operate fully with the Council’s Occupational Health Service and other organisations that provide support to the Council and its employees

*
Ensure that medical advice and treatment, where appropriate, is received as quickly as possible in order to facilitate a return to work

*
Ensure that GP/Specialist/Consultant information is supplied in a timely manner to the Council’s Medical Advisor as appropriate

*
Not abuse the sickness absence procedure or sick pay scheme

In order to support this policy, the following services are available to managers and employees:-

*
Occupational Health Services – to provide advice and guidance on the impact of ill health on work and what steps the Council and/or employees may take

*
Counselling Service – to provide a confidential service to employees in order to discuss concerns related to work or personal circumstances

*
Human Resource Section – to provide support and guidance to managers and employees in dealing with sickness absence and ill health and in the use of the Council’s related policies and procedures

	MANAGING ATTENDANCE PROCEDURE


The following procedure applies to all employees of Bassetlaw District Council in accordance with the Council’s Managing Attendance Policy.
	2.1                               Introduction


The purpose of this document is to outline the policy of Bassetlaw District Council towards sickness and unauthorised absence. It outlines the correct procedures to be used by managers and employees when an issue of sickness or unauthorised absence occurs.  

Sickness is a corporate health indicator for the Council and the Government’s target is for all Councils to reach a level of 6.8 days per full time equivalent by 2006/7.  This puts the Council in the lowest performance quartile for this indicator.   This is a key indicator upon which we are judged by various external bodies including the Best Value 
Inspector, District Audit and Central Government.

The principles underlying this procedure recognise that unless there is a real commitment to maintain attendance at a high level, contracts and services may not be sustainable and jobs may be lost.

The principles underlying this procedure may have implications for individual employees in respect of selection for redundancy or termination of employment.
	2.2                  Employees Reporting Requirements


Notifying Absence

In order for service delivery to be maintained, it is essential for line managers to know 
when an employee is unable to attend work due to illness.    Failure to inform the line manager of absence may lead to the absence from work being considered as unauthorised, resulting in loss of pay and possibly disciplinary action.

The employee must telephone their line manager or nominated deputy on the first day of absence within one hour of the normal start time for their unit/service area or shift.

The employee must provide the manager with details of their illness or injury, their anticipated length of absence and any work commitment that may need rearranging. 

If the employee believes that their absence may have been caused by something that happened at work they should inform the line manager of this and arrange for an Accident Report Form to be completed.

Exceptionally, and by prior arrangement with the employee’s line manager, if the    employee is unable to telephone in person, they must arrange for someone else to telephone on their behalf, in accordance with the above.   Such arrangements to be agreed with the line manager in advance of the exceptional circumstances arising.  The employee must make direct contact with the line manager as soon as possible thereafter.

The line manager must ensure that payroll is notified.

If any employee is unable to resume work on the expected day they should telephone the line manager on that day, following the same steps as outlined above.

The employee must continue to update their line manager throughout the absence, either by telephone or by an alternative method agreed in advance.

	2.3                                 Certification


Every absence has to be certified to ensure prompt and correct payment of contractual 
and statutory sick pay and to ensure that accurate records are maintained.    Failure to comply with the certification procedures may result in loss of sick pay and disciplinary action.  Misleading or false statements may be dealt with under the Council’s disciplinary procedure.

The employee and line manager must complete an Absence Report Form from day one of any absence.

If the employee continues to be absent for more than seven consecutive days (regardless of whether or not these are working days) they must consult a doctor and obtain a medical certificate, which must be forwarded immediately to the line manager.

Where there is continuing sickness absence the employee must submit to the manager concurrent medical certificates to cover the whole period of absence.

Where the period of absence exceeds fourteen days the employee must submit to the
manager upon their return to work, a medical certificate or statement of fitness to resume 
work from their doctor as stated in the National Conditions of Service.

The line manger must ensure that appropriate and timely certificates are received from 
the employee.

The line manager must ensure that certificates are recorded on the Absence report form and placed on the employee’s personnel file.

The line manager must ensure that Payroll is notified of the absence and the information is recorded on the Sickness Absence and TMS systems.

Exceptionally, if the employee’s line manager is concerned at the frequency of an   employee’s absence, or their account of their reasons for absence, as part of the    formal absence procedure the employee may be required to submit doctor’s medical certificates, rather than self certificates, from their first day of absence.   In such cases the Council will meet the cost of any fee charged.

	2.4                Sickness Absences and Annual Leave


In normal circumstances, sickness will supersede annual leave, therefore if an employee is ill during a holiday; they should obtain a medical certificate showing dates they were ill and the nature of the illness.  On return from holiday, the days lost through sickness will be accrued.  However employees who are sick on bank holidays will not be entitled to accrued time.

	2.5                  Sickness During the Working Day


Employees who become ill during the working day and leave work (with the manager’s permission or other responsible officer if the manager is not available) will be credited with that day for flexi purposes and will not be classed as absent on that day for sick pay and recording purposes.    However, if the absence continues into the next day (and beyond) they must comply with the notification procedures outlined above.   If an employee absents himself or herself without their manager’s permission it may be regarded as unauthorised absence.

	2.6                        Maintaining Contact


When an employee is absent from work due to sickness it is important that contact is maintained between the manager and employee.   The manager needs to ensure that work is reallocated and service delivery is maintained.   The employee needs to ensure that they do not feel isolated, vulnerable or out of touch.

The line manager should ensure that regular telephone contact or contact by other agreed means is maintained with the employee during the early stages of sickness absence.   

If an employee is absent from work for more than 28 calendar days, the line manager should arrange to see the employee within 14 days of reaching the 28 calendar days absence.   A Human Resources Advisor should accompany the manager on this visit.  The employee may wish to be accompanied by a relative or a trade union representative. This meeting will normally take place at the employee’s home though this may be elsewhere at the request of the individual.    If absence becomes long-term, regular contact must be maintained.   See the section on ‘Dealing with Long Term Absence’

An employee who is absent from work and who has agreed to meet with their Line Manager at home or at the workplace will be offered the opportunity to be accompanied by a friend, a colleague or a Trade Union representative.  

	2.7                 Monitoring Sickness Absence Levels


All sickness absence must be recorded on the Council’s Sickness Absence System.

The Council has to provide corporate sickness absence level statistics as part of its Best Value Performance indicators and in order to monitor the success of the Sickness Absence policy and identify causes for concern.    Each service is also required to produce sickness absence statistics.   These statistics do not provide information on individual cases.

Each manager is required to monitor sickness absence levels within their team and take further action as necessary when trigger points are reached and/or where there are concerns about an employee’s absence levels. 

	2.8                          Return to Work Interview


Following a period of sickness or unauthorised absence of at least one day, the Line Manager will arrange to meet privately with the employee, ideally during the first day back or at least within three days of the return to work.

A return to work interview should be undertaken for every instance of sickness or unauthorised absence of at least one day.

The aim of this meeting is to:-

*
Welcome the employee back to work and to show personal concern for the employee’s health and welfare

*
Establish cause of absence

*
Provide an opportunity to discuss general attendance performance and the nature and frequency of the illness(s)

*
Indicate to the employee that their absence has been noted

*
Raise profile of the Council’s absence management policy

*
Provide an opportunity for both the Line Manager and the employee to discuss any issues/common causes that may result from the underlying cause of non- attendance

*
The likelihood of recurrence

*
Any causes attributable to the working environment

*
Establish whether medical advice is required from Occupational Health

*
Provide an opportunity to discuss the workplace arrangements that were required to cover the employee’s duties during the period of non-attendance

*
Update and agree the employee’s Absence Report Form

*
Establish the fitness of the employee to return to work

The meeting must be conducted in private and all issues discussed will be treated as confidential.

The focus of the return to work interview is to resolve potential problems promptly and without recourse to the formal procedure.

The return to work interview operates independently of the Absence Interview.

A trade union representative or workplace colleague may accompany the employee provided that this does not significantly delay the meeting from taking place.

A record of the meeting should be made on the Council’s Return to Work form and placed on the personnel file, with a copy to the employee.  

	2.9            Dealing with Frequent Short Term Absence


Short term absence is when an employee is frequently absent as a result of a number of unconnected minor ailments or as the result of a recurring health problem.

Where an individual’s absence level meets one of the following trigger points, the line manager will review the absence levels with the employee:-

*
Three periods of self-certificated absence periods in the past 12 months

*
8 days of self-certificated absence in the past 12 months

*
3 separate instances of absence in the previous 6 month period

*
Regular patterns of absence which give rise for concern

The above trigger points do not preclude managers from informally discussing sickness issues with employees whatever the level of absence.  Additionally trigger points may be reviewed and adjusted over time.  This will be delegated to the Chief Executive in consultation with the Leader of the Council through the Council’s Joint Employee Council.

	2.10               Formal Absence Procedure – Stage 1


Where an informal approach has not delivered the required improvements and persistent short-term absence levels remain in excess of requirements, the line manager will write to the employee (giving three working days notice) inviting them to attend a review meeting, the issues outlined above will be explored again.  During this interview the employee will again be advised that their attendance record is in excess of what the Council expects, expected standards particular to the individual case will be explicitly stated, an appropriate review period set and clarification given on what further action may be taken if expected standards are not met.    Such actions to include referral to Stage 2 of this procedure and, following further non-improvement, referral to a Case Review Meeting which may result in consideration of the employee’s contract of employment.   The following outcomes will also be explored:-

*
Referral to the Occupational Health Service (see later in document)

*
Other support mechanisms may be identified and implemented (see examples shown later)

*
Reasonable adjustments such as changes to the workload, work practices or work pattern or the possibility of redeployment may be identified

A trade union representative or workplace colleague may accompany the employee. In the event of the employee’s trade union representative being unavailable the meeting may be delayed for up to three working days.

The line manager will write to the employee within 3 working days of the meeting, confirming the points discussed and actions agreed.   A copy of this letter should be placed on the personnel file.

	2.11                Formal Absence Procedure – Stage 2


If there is still insufficient improvement in the employee’s sickness absence record, a final review meeting will be held by the Head of Service.  The employee will be notified in writing giving three working days notice.  This review meeting will reaffirm the issues discussed at previous reviews, identify support provided to the employee and what further support may be appropriate, set targets for improvement and warn of the consequences of no improvement.  A trade union or workplace colleague may accompany the employee.  In the event of the employee’s trade union representative being unavailable the meeting may be delayed for up to three working days.

The Head of Service will write to the employee within 3 working days of the final review meeting confirming the points discussed and actions agreed.  A copy of this letter should be placed on the personnel file.

	2.12                Formal Absence Procedure – Stage 3


If there is insufficient improvement following the final review meeting the matter will be referred to the Executive Director/Chief Executive who will determine whether to hold a Case Review hearing.            

	2.13                  Performance and Capability Issues


Where it is established that the employee’s performance is not directly related to health problems the Council’s Capability Procedure will apply.

	2.14                           Disciplinary Issues


The Council’s Disciplinary procedure will be invoked in cases where:-

*
Medical evidence indicates that there is no medical reason for absence

*
There is direct evidence that an employee is claiming to be ill when they are not, or undertaking activities, which are clearly inconsistent with their stated illness

*
Fraudulent claims for sick pay are made

*
There is a failure to notify or provide appropriate certification in line with the 

Council’s notification procedure

	2.15                     Dealing with Long Term Absence


Absences over 28 calendar days duration are considered long-term

When an employee has been absent for longer than 28 days and a date of return cannot be established, the line manager should arrange to meet with the employee usually at their home in order to keep up to date with progress, identify areas for support and determine whether any other actions should be taken.   This meeting will normally take place at the individual’s home though this may be elsewhere at the request of the employee. An HR Advisor should accompany the manager and the employee may wish to be accompanied by a relative or trade union representative.    Key areas for discussion will be:-

*
The nature of the illness and current prognosis

*
Possible return date

*
Impact of the absence on the workplace

*
Any causes attributable to the working environment

*
Other underlying causes

*
Welfare issues

*
Proximity of half pay/no pay situation

*
Referral to Occupational Health

A record of meetings should be made and kept on the personnel file.

At any time where it is evident that an a absence is to continue for more than 6 weeks advice should be sought from the Occupational Health Service in accordance with the process for referral. This is a guide only and, depending on the circumstances, referral to Occupational Health may be earlier or later than the 6 week period.   The purpose of gaining Occupational Health advice will be to provide an indication of the likely duration of the employee’s absence and whether any steps can be taken to help the employee to return to work.

Depending on the advice received from Occupational Health, one or more of the following actions may be taken:-

*
Review period may be set, with further advice obtained from Occupational Health

*
Reasonable adjustments such as changes to the workload, work practices or work pattern may be identified and implemented, either as part of phasing the employee back to work or on a more permanent basis

*
Other support mechanisms may be identified and implemented

*
Redeployment under the Council’s Redeployment Procedure may be pursued. Any such redeployment will be consistent with the Local Government Pension Scheme Regulations.

In the event of the actions listed above being either exhausted or unsuitable and a further referral to Occupational Health not giving an indication of a foreseeable date of a return to work the following actions may be taken:-

*
A decision may be made to refer the matter to a Case Review Hearing to consider the employee’s continuing employment, which could lead to the decision to dismiss the employee due their incapability to undertake their job due to ill health

*
Investigation may take place into whether the employee may be eligible for ill health retirement pension benefit

*
Mutual termination of employment

N.B.  The Trade Union side does not accept that dismissal can take place before an employee has exhausted his/her sick pay entitlement as defined in the National Conditions of Service.   The Employer’s side recognises the Trade Unions’ position but their position is that the provision of sick pay does not give a contractual right not to be dismissed but is merely a right to secure certain benefit whilst in employment.

Any actions being contemplated will be discussed with the employee and their representative, if applicable, before any final decisions are made.

Where the long-term absence is the result of a specified medical condition with a likely end date (e.g. recuperation following an operation) it may be quite appropriate for this period of absence to run its course and for the manager to simply maintain supportive and sensitive contact.   A referral to Occupational Health would need to be made if advice on reasonable adjustments or redeployment was required or the absence continued beyond the likely end date. 

	2.16                          Case Review Hearings


Where there are continuing concerns regarding short term absences and previous warnings have been given, or where a long term period of absence is continuing and options to enable the employee to remain in employment have been unsuccessful, the employee may be asked to attend a Case Review Hearing.

The purpose of the Case Review Hearing will be to consider whether there are any further actions that the Council can take to assist the employee in continuing in their employment or whether employment should be terminated due to the employee’s incapability to undertake their duties effectively because of ill health.

The Executive Director, who will be accompanied by a Human Resources Advisor, will hear the Case Review Hearing.

A trade union representative or workplace colleague may accompany the employee
The employee will be given at least 5 working day’s notice of the intention to hold a Case Review Hearing

The employee and/or their representative will be given the opportunity to state their case.

Others involved in the employee’s case such as the line manger will also be asked to provide information on what actions have been taken.

When reaching a decision about whether or not to terminate employment, the Executive Director will consider issues such as:

*
The need for the work to be undertaken

*
The impact of the employee’s absence and ill health on other employees and service delivery

*
The employee’s absence record

*
The employee’s length of service

*
The age of the employee

*
The likely return to work

*
Financial and cost implications

*
Representations made by the employee and/or their representatives

*
What actions have been taken to attempt to enable the employee to continue in employment

*
Medical advice received

This list is not exhaustive and the weight attached to each will depend upon the     circumstances of the case, whilst balancing the needs of the employee and of the Council.

The employee will be informed of the decision and this decision will be confirmed in writing within 3 working days.   Where a decision to dismiss has been made the letter will also inform the employee of notice of termination of employment.

Where decisions are made regarding termination of employment, the employee will have 
the right of appeal against the decision.

	2.17                 Right of Appeal Against Dismissal


Where decisions are made to terminate employment on the grounds if ill health the employee has the right of appeal.

In order to exercise this right, the employee must write to the Head of Human Resources within five working days of receipt of the written notice of termination of employment.  In their letter, the employee must state the grounds of their appeal.

The Council will arrange for the appeal to be held within fourteen working days of receipt of the employee’s letter of appeal.

The appeal will be heard by the Council’s Appeal Sub-Committee and will follow the appeals procedure as set out in the Council’s Disciplinary Procedure.
	2.18                Work Related Ill Health or Injury


If an employee or manager believes that ill health or injury has been caused by work, the employee should complete the Council’s Accident Report form as soon as possible.

If an employee has not completed an Accident Report form and subsequently believes that their ill health or injury is caused by work, they should report this in writing to their manager, setting out the reasons why they believe that work has contributed or caused their ill health or injury.

Where an Accident Report form has been completed, or where an employee subsequently claims that their ill health or injury is caused by work, the situation should be thoroughly investigated.  The manager should inform their Head of Service and discuss the situation with the Health and Safety section in order to determine who should undertake the investigation.  The Head of Human Resources should also be informed.

The investigation should be undertaken by two people and should be completed as quickly as possible, with the Head of Service, Health and Safety Section and Head of Human Resources being kept fully informed of progress.

The investigation should consider all relevant background information such as:-

*
The job description

*
The previous sickness record

*
Previous Occupational Health recommendations/advice, if applicable

*
Relevant previous grievances or complaints

*
Details that have emerged in return to work interviews following previous absences or during the normal management process

*
Consequent management actions and any adjustments made as a result

*
Time sheets, work logs, rotas, annual leave and flexi time records

*
Training and development records

*
Appropriate witness statements

*
External factors (for example non-related Council employment activity which may affect the ill health or injury)

*
Any other information pertinent to the situation

*
Risk Assessment

*
Safety Inspection Records

Advice should also be sought from the Council’s Occupational Health Service who may suggest that specialist advice may be helpful.  In such cases the council will pay any resulting fees.

Upon completion of the investigation, a report should be sent to the Head of Service with a copy to the employee, the Health and Safety Section and the Head of Human Resources.

The Head of Service will determine, based on the facts available and following consultation with the Health and Safety Section and the Head of Human Resources, whether or not the employee has sustained an injury or illness as a result of what they were required to do at work, or the treatment they received at work.  The Head of Service will determine whether the root cause of the employee’s ill health is due to the competent performance of the employee’s duties and responsibilities.

Written confirmation of the decision will be sent to the employee within three working days of the decision.  The line manager must ensure that payroll is informed of the decision, where it will affect payment of sick pay and any future insurance claims.

The employee will have the right to seek a review of the decision through the Council’s Grievance Procedure.

Any personal injury claims received for damages against the Council should be forwarded directly to the Head of Law.    The Council’s insurers deal with such claims.

Any person who meets the conditions for an injury allowance under the Local Government (Discretionary Payments) Regulations 1996(SI 1996/1680) or for a payment under the assault provisions of the National Conditions of Service should be issued with a claim form.

	2.19       Ill Health Which Does Not Lead to Absence from Work


There may be occasions where an employee is suffering from ill health, but this does not lead to the employee being absent from work. If the employee believes that their ill health is having an impact on their ability to undertake their job they should raise this with their line manager, the line manager should discuss this matter confidentially with the employee, review the workplace risk assessment and discuss whether any additional support can be provided to the employee to support them at work.  Depending on the circumstances it may be helpful to seek advice and guidance from the Human Resources Section and/or the Council’s Occupational Health Service. Managers and employees should be aware of their duty of care as detailed by the relevant Health and Safety legislation

	2.20                  Occupational Health Referral


The role of the Occupational Health Service is to provide advice and guidance to the Council and its employees on the impact of an employee’s ill health on their ability to undertake their duties and where appropriate what measures can be put in place to support the employee.  The following points should be noted:-

*
The manager must complete the Medical Referral Form in consultation with the employee

*
The employee must be made aware of their rights under the Access to Medical Reports Act, in relation to the Council’s request for Occupational Health to seek a report from the employee’s GP, and be provided with a copy of Part 1 of the form

*
The manager and employee must ensure that as much relevant information as possible is provided to the Occupational Health Service

*
The Manager and employee must be clear about the points on which they seek advice

*
Where the employee does not give their consent to the Occupational Health Service seeking a report from their GP and/or the employee refuses to meet with the Occupational Health Service, the implications of this should be discussed with the employee and confirmed in writing, i.e. the Council will have no option but to proceed on the basis of the limited information available to it

	2.21                  Managing Special Circumstances


The following are examples of how the Managing Attendance Procedures cater for special problems that employees may face which are likely to affect their health and attendance. Line Managers can obtain further details from Human Resources with regard to any of these listed or any other special circumstances that occur.

Disability and Sickness Absence

Line Managers must be considerate of disabled employees who may experience difficulties adhering to certain parts of these procedures. The Disability Discrimination Act provides better protection for disabled employees and places a responsibility on employers to make a “reasonable adjustment” to account for the needs of the disabled employee. Line Managers must consult with Human Resources with regard to the best means of managing the non-attendance of disabled employees.

There are particular equality implications with respect to impairment and disability, including any mental disability (which may include stress).    If the line manager and the employee, in consultation with Human Resources, agree that they are a disabled person under the terms of the Disability Discrimination Act 1995 (as amended….) there is a duty to make reasonable adjustments.  Some impairments/disabilities may result in temporary incapacity, for example asthma and epilepsy.    In addition, these and other impairments may be made worse by stress or environmental conditions, for example, allergies.    All these factors must be taken into account when making any assessment of absence as a result of disability.  The Disability Discrimination Act definition is summarised in the following checklist:-

*
Does the employee have an impairment

*
Is it expected to last for more than 12 months or reoccur beyond 12 months

*
Does it have a substantial (not minor) adverse effect on the ability to carry out normal day to day activities, e.g. getting up out of bed, picking something up from the floor, reaching, carrying, walking, lifting).   Working activities may not be ‘normal day to day activities’

If there is any doubt, or a difference of view with the employee consult the Human Resources Service and/or Occupational Health Service.   Detailed notes should be kept of any discussions and entered onto the personnel file. 

Regular Hospital Attendance During or Following a Period of Illness/ Hospitalisation

The Line Manager should still monitor the absence using these procedures but reporting requirements will not apply.

Alcohol, Drug and other Substance Abuse

Where monitoring or counselling in a sickness absence context reveals a problem relating to misuse of drugs or alcohol, the Council’s Substance Misuse policy should be referred to.

Stress Related Illness/Absence

Stress Related Absence should be dealt with in accordance with the Council’s Stress
Management Policy and managers should be careful to adopt a sensitive approach to 
this type of illness/absence

Maternity Related
If an employee is absent with sickness which is maternity related, the Line Manager should still monitor the absence using these procedures. If the level of absence as a result of ill health breaches the marker points or becomes long term, the Line Manager must consult with Human Resources with regard to the best means of managing the non-attendance.

Terminal Illness

An employee who is diagnosed as terminally ill is exempt from the normal procedures for dealing with long-term or frequent short-term sickness as detailed in these procedures. If such an employee’s level of absence as a result of terminal illness breaches the marker points or becomes long term, the Line Manager must consult with Human Resources with regard to the best means of managing the non attendance.

Domestic/Personal Circumstances

The Council is committed to improving the Worklife Balance of its employees and recognises that the introduction of policies in relation to this can contribute to a reduction in sickness absence and a committed and motivated workforce.  The Council currently has several policies/procedures supporting Work Life Balance which are:-

*
Maternity leave

*
Paternity leave

*
Parental leave

*
Special leave

*
Compassionate leave

*
Study leave

*
Flexi-time

*
Time off in lieu

*
Flexible working including Job Sharing and Part time working

Managers are encouraged to consider the above in the management of employee’s sickness absence under this procedure.    Further information can be obtained from Human Resources.


