


                Is it short term 
                  absence? (Any 
                  period less than
                  4 continuous 
                  weeks)


Please note that this is a simplified flowchart to assist managers in following the Sickness Absence Policy and Procedure. Managers in using this flowchart must also refer to the Sickness Absence Policy and Procedure located on b-hive and seek advice from the Local People Team as required.








�No further action





Continue normal











   





See procedure for long term absence (Normally 4+ continuous








No


























Informal Review


























Yes























•   Further reasons behind self/medical certificate?


•   Help/support options


•   Attendance level expected


•   Referral to Occupational Health or obtain report from GP?


•   Agree necessary improvement required











monitoring














No











Does the absence:


•   Indicate that a pattern of absence is emerging? And /or


•   Meet one of the short-term absence triggers? (in the last 6 months, 2 absences totalling 10 days OR, regardless of the duration of absences, the 3rd occasion of absence.)


























Return to work contact























Yes




















Satisfactory explanation?








Formal Review


Meeting 1




















Sufficient improvement














Failure to improve



































Informal Review update














Meeting recorded in writing and a date agreed for an update meeting.





No further action





monitoring






































Right of appeal











Formal Review update



























































Yes











No




















First Formal


Written Caution









































No Formal Action





monitoring
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Continue normal





Continue normal





weeks)





Management of Short Term Absence Flowchart


















































Formal Review


Meeting 2




















Failure to improve


























No further action





monitoring


























Sufficient









































Right of appeal









































Formal action





dismissal














Dismissal









































Formal Review


Meeting 3











Review Meeting


If attendance has not improved to required level, another formal review meeting will be held to consider dismissal again.





If it has improved, no further action apart from normal monitoring. However, for subsequent 6 month period, any further absence without satisfactory explanation will lead straight to Formal Review Meeting 3.




















Failure to improve





























Formal Review























Right of appeal


























No further action Normal monitoring. However, for subsequent 6 month period,


Improvement                any further absence without satisfactory explanation will lead


straight to Formal Review


Meeting 2.






































Final Formal






































No



































No further action





for subsequent 6 month period, any further absence without satisfactory explanation will lead straight to Formal Review Meeting 1.











Yes














Satisfactory explanation?
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short of





update





Written Caution





However,





Normal monitoring.





Continue normal





improvement








