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Section B7

MODEL GOOD ATTENDANCE AND SICKNESS ABSENCE MANAGEMENT 
POLICY STATEMENT

 
1.         The (                     ) Board/Trust has a clear responsibility for the efficient and 
effective delivery of its services.  A high level of attendance at work is crucial to enable it to meet its aims and objectives and reflects shared interests in contributing to the effective performance of the organisation.  High sickness absence rates, on the other hand, involve costs for the service in terms of sick pay, covering for absent colleagues, lower standards or disruption to its work and can adversely affect morale.  The (                  ) Board/Trust is consequently eager to ensure that sickness absence is effectively managed.

2.         To meet its responsibilities the (           ) Board/Trust will:

 

        involve all levels of management in managing sickness absence with the 
objective of achieving maximum attendance levels and enhanced performance;

 

        deal with sickness absences fairly and with understanding and provide appropriate support through managers, HR and occupational health facilities;

 

        ensure that clear reporting and recording procedures are in place;

 

        maintain accurate records of absences attributable to illness or injury;

 

        regularly monitor trends, patterns and reasons for absence on a local and NPS-wide basis;

 

        provide staff with a safe and secure working environment;

 

        treat all matters relating to ill-health, disability and injury confidentially;

· Will ensure that disability equality is included in attendance management training including awareness of the DDA and the duty to consider reasonable adjustments;

· Will record disability related absence and sickness absence separately;

 

        ensure that comprehensive guidelines on absence management are produced and reviewed periodically.


3.         In return each employee is expected to:

        attend regularly for work when fit to do so;

 

        make themselves fully conversant with and comply with reporting procedures including maintaining contact, completing and submitting the relevant forms and certificates and obtaining medical advice and treatment if appropriate to facilitate an early return to work;

 

        contribute to Return to Work Interviews with their line manager;

 

        take reasonable care of the health, safety and welfare of themselves and others at work;

  

        not engage in an activity which may delay recovery and a return to work. 


4.         The (                      ) Board’s/Trust’s approach in cases of sickness absence
will always be one of support and understanding.  Wherever possible, assistance will be given to help ill employees regain full health with Occupational Health Service (OHS) support as appropriate.  Assistance will be offered as appropriate to disabled employees including the legal duty to provide reasonable adjustments as appropriate on a case-by-case basis.


5.         Managers will keep up to date on progress during absence, arrange home
visits where appropriate and support rehabilitation programmes which may be recommended by medical professionals.  Where all possible practical alternative options have been explored, termination of service on the grounds of ill health or incapacity will be considered.

 

6.         Unacceptable levels of absence can be tackled by management action and
the promotion of good staff morale.  However, where problems occur, particularly when they are caused by casual or frequent short-term absences these absences need to be reviewed and managed.

7.         Line managers can and should take action to improve the situation.
A continuous and co-ordinated effort is necessary whereby line managers should:

 

        recognise and acknowledge good attendance and improvements when they occur;

 

        take appropriate action in dealing with those who abuse the system;

 

        show fairness and understanding when considering cases and considering whether disability, compassionate or unpaid leave might be appropriate.

 

8.        Employees will want to see understanding shown to those who need to be
absent and appropriate action taken against those who abuse the system at the expense of colleagues.  The development and operation of sound, fair and consistent procedures is essential, within which the role of line managers not only in managing sickness absence but also in creating a positive working environment is key.

9.
All employees involved in the process of sickness absence management have a responsibility to maintain the confidentiality of such information.

10.
A copy of this policy statement will be made available to all employees. 
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