Ebor People Policies Supporting Staff Attendance
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Please refer to the policy document before taking action under this poicy

Maintain contact during
absence.

Staff becomeill at work
and report it to their

Anintial half day sick
absence s logged

Staff make contact to
report sick absence

Long Term Absence

Maintain and document
contact during absence as
greed with employee

Has member of staff
returned to work?

1
Complete return to work
interview on their retun -
close absence on system

Complete an informal
attendance review meeting

Is there a concerning
pattern, high absence,
previous review on file?

Document and implement
any outcomes / actions

Review and update as
required or agreed

Is absence sustained for
more than 7 calendar days

Certification (Fit Note) is
required for absence
beyond self-cert period

Does absence continue
o beyond 4 weeks

* Short Term Absence.

Maintain and document
contact during absence as
greed with employee

Member of staff returns to
work

Seek HR advice if there are
concerning absence
patterns close absence on system

Complete return to work
Optional | interview on their retun -

Seek HR advice if OH
report or Optional orreturn to

apply work arrangement:

Document and action any

Has employee reached an
absence review point at
the point they return

Is there a concerning
pattern, high absence,
previous review on record?

Complete an informal
attendance review meeting

Document and implement
any outcomes / actions

Review and update as
required or agreed

PROCESS ENDS

PROCESS ENDS
Isthere arecent Ok report |
o
held on i -

Yes

Contact HR to arrange an
Occupational Health
Referral / Report

Yes | formal meeting| No

Hold Formal Attendance
Review Meeting

Is the meeting a final

{

(3rd) |

Is the member of staff still
absent?

Consider reasonable
adjustments career break
& phased return to work

Consider whether there are
other roles the employee
can deliver

Hold ill health capabilty
review hearing panel

Is the outcome of the
hearing dismissal?

Review and update R
records & advise staff of
outcome

Implement support and
review actions

-

Consider reasonable Review and update HR
adjustments & phased records & advise staff of
return to work outcome

Consider whether there are
other roles the employee
can deliver

Implement support and
review actions

Has attendance reached
anacceptable level /
significantly improved?

Review attendance - has it
reached agreed level?

Follow HR processes for
dismissal & appeal

| |

PROCESS ENDS

Letter / form

RTW FORM
HR Self Service

(ABS 2)

ABS3

ABS4

ABS2

ABS5

ABS6
ABS7

ABS8

ABSS9 or
ABS9(d)

On the first day of illness

7 days after reporting sick

Long term sick effective:
4weeks after reporting sick

On day of return or as soon
as reasonably possible

10 days advance notice of
(in)formal attendance

28 calendar days absence
&no known return date

10 days advance notice of
formal attendance meeting
is required

Write to staff within 5 days
of the formal review

Review 8 weeks after last
attendance review meeting

10 days advance notice of
capabilty hearingis
required

Staff notice period and
appeal timeline apply

Write to staff within 5 days

of the formal review
meeting




