MANAGING SHORT TERM ABSENCE PROCEDURE

NO UNDERLYING MEDICAL REASON

Employee returns to work following short
term sickness absence

|

Return to work interview completed by
manager

A 4

Is the employee subject to a live stage
‘warning’ or an attendance management
review?

Has the employee got
less than 9 months NHS
Service?

Is subject to a current
stage 1 or stage 2
i warning.

Is subject to the
Intermittent or Short
Term Absence Medical

I v

Has the employee had 3 instances of sickness absence; 10 days of
sickness absence over more than one occasion (see note on triggers for
p/t and compressed hours staff); 2 instances of sickness absence in the

last 13 weeks?

Capability Process.

A 4

See Intermittent or Short
Term Absence Medical
Capability Process

A 4

No action
required.

Since the last warning or commencement of employment
has the employee had 3 instances of sickness absences;
10 days of sickness absence over more than one occasion
(see note on triggers for p/t and compressed hours staff);
2 instances of sickness absence in the last 13 weeks?

Manager to meet
with the
employee i

y A 4

A 4

Are the employee’s

Has the employee had a
stage 2 warning?

absences caused by a
significant underlying
reason? ' NO

Stage 1
meeting

A 4

See Intermittent or Short

' on a stage 1 warning.

Term Absence Medical

Capability Process.
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Stage 2 meeting
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For new starters: are Dismissal
For employees already
the employees
absences caused by v
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See Intermittent or Short Term Absence
Medical Capability Process




APPENDIX 3
MANAGING SHORT TERM ABSENCE PROCEDURE UNDERLYING MEDICAL
REASON

Intermittent or Short Term Absence Medical Capability Process

Short term absence record identified
as potentially caused by a significant ca
underlying medical reason

Inter

mittent Absence
using concern

-

v
Consider whether referral of
the case to HWWB and
Service for review is
required

v

Are the absences largely
caused by a significant
underlying medical reason?

Refer back to the short term
absence procedure — no
underlying medical reason

can be made which wil

Line Manager and HR Advisor carry out a Management Conference. (This can
be by telephone call). Consider what advice and assistance can be given to
the employee to improve attendance and what if any reasonable adjustments

| have a significant impact. If required advice can be
sought from HWWB

Invite employee to

Review

Level 1 Attendance

a In exceptional circumstances where a
reasonable adjustment should be made
under the Equality Act to amend the
required level of attendance and this

v

7y revised level is already being met by the

Target
achieved,

Employee attends the Level 1
Attendance Review with the immediate
line manager and staff representative if
required and resolution plan is drawn up

employee refer the case to Head of HR.

I

Head of HR makes the decision

I
I
P

continue to
monitor

\ 4

Target not achieved and a more senior Line Manager,
and HR Advisor carry out a Management Conference.
(This can be by telephone call).Consider what if any
further advice and assistance can be given to the
employee to improve attendance.

v

Invite employee to a Level 2 Attendance Review

L 2

A 4

Agrees with the Management
Conference and the employee
is informed by the line
manager of the reasonable
adjustment.

Employee attends the Level 2 Attendance
Review with the more senior line manager and
HR Advisor The resolution plan is reviewed and
the line manager sets down the target to be
achieved and the timescales.

Significant but insufficient progress has been made, the
resolution plan is revised and the line manager sets
down the new target with the timescales. Employee

informed that failure to achieve this will result in a Level

3 Attendance Review and potential dismissal.

Target not achieved and a more senior Line
Manager and HR Business Partner carry out a
Management Conference (this can be by telephone
call)

v

Invite employee to a Level 3 Attendance Review

v

Employee attends the Level 3 Attendance Review
with the more senior line manager and HR.

or (NB

¥
Appeal if Employee
required |e— dismissed




