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1. INTRODUCTION
1.1 
The Trust is fully committed to supporting the health and wellbeing of all employees and has adopted the East Ayrshire Council’s Employee Wellbeing Framework embedded as a key element of organisational culture including all leadership and management practice and development activity.
1.2 
As an organisation which genuinely believes in continually striving for improvement, the Trust is committed to supporting individuals in order to improve attendance levels and minimise prolonged and recurring sickness absences within the workforce. The Trust does recognise that the vast majority of employees achieve and sustain high standards of attendance.
1.3 
A culture of joint co-operation needs to be maintained, whereby all parties work together to establish a highly motivated workforce committed to achieving these aims of maximising attendance.
1.4 
This approach reflects the BEST qualities and behaviours which East Ayrshire Leisure has agreed will be embedded within our employment policies, to ensure that more positive relationships are built within our workforce with a fairer and kinder approach to supporting our employees to attend work, which will lead to improved outcomes as part of our Strategic Vision. The revised processes will empower managers to address absence or health-related issues with the ability to make decisions which are most appropriate in each case for their employees with a framework of supports in place to assist them.
1.5 
Managers must recognise the sensitivity of addressing absence-related issues and should ensure that employees are treated with dignity and respect. Every absence should be treated as genuine unless there is evidence that it is not and in these cases the disciplinary policy and procedures should be invoked.
1.6 
The Policy provides a process for managing attendance which may result in action being taken up to and including dismissal on capability grounds due to ill health.
2. PURPOSE

2.1 
The Policy is designed to support the health and wellbeing of employees and assist Managers to monitor, control and improve attendance levels and to reduce the adverse impact of sickness absence on employees and service delivery.
2.2 
The Policy and related Procedures will ensure best practice and enable Managers to identify and address potential health-related issues quickly and liaise consistently and effectively with employees in order to support them. Please refer to Section 3 for further details on supportive measures.
2.3 
It is the responsibility of Managers to manage and monitor sickness absence within their area of responsibility and to ensure that the requirements of the Supporting Attendance at Work Policy are met. The term Manager, used throughout the Policy, applies to any employee who has delegated authority to undertake supervisory responsibilities in relation to sickness absence management.

2.4 
Managers will be made aware of the Policy and any associated changes through appropriate training.
2.5 
The Supporting Attendance at Work Policy and Procedures applies to all employees within the Trust. Managers must ensure that all employees are made aware of this Policy.
3. WELLBEING AND PREVENTATIVE ACTION

3.1 
The Trust is committed to supporting the health and wellbeing of all employees and continue to work in partnership with East Ayrshire Council who have achieved the Gold Award for Healthy Working Lives.

3.2 
The Trust has a commitment to support employees to be well in order to do well. Interventions have been designed to promote wellbeing. These measures will enable employees to be at work and be supported to fulfil their role.  Please see Appendix 1 for a comprehensive list of support interventions and links to other relevant employment policies for example; Special Leave, Carers’ Leave, Flexible Working etc.
3.3. 
The Human Resources Section will support and provide advice to Managers and employees on absence related matters. Human Resources will provide Managers with information to enable the correct procedures to be followed and will co-ordinate, monitor and report on absence to the Board.
3.4 Early Intervention

3.4.1. 
Early intervention is considered to be one of the most effective elements of a return-to-work plan, as is consistent monitoring to ensure that support measures including physiotherapy, counselling service etc. are put in place to enable an employee to return to work and for this to be sustained.
3.4.2 
In cases where absence is due to a musculoskeletal condition, workplace injury or stress (personal or work related), with the exception of bereavement or a broken/fractured bone, and this is stated on an employee’s first Fit Note or self-certificate, or is notified to a Manager, then an Early Intervention Referral form must be completed as soon as possible but no more than a week after the absence has commenced and then submitted to Occupational Health via myOHportal. Alternatively, if an employee is presenting signs or advising management that they are experiencing such issues whilst still at work a referral should also be submitted. On notification, Occupational Health will phone the employee concerned to discuss the position, related support measures and may arrange a medical examination where deemed necessary. In all cases, a brief report will be provided to the referring Manager with details of the discussion and any recommendations.
3.4.3 
Managers should also ensure that they discuss appropriate referrals with employees as early as possible e.g. physiotherapy referral for musculoskeletal issues or counselling referral for stress related issues. Where agreed with the employee, Managers should make any such referrals in addition to the early intervention referral to Occupational Health.
3.5 Work Related Stress
In relation to an absence arising from work related stress Managers must ensure that they have taken appropriate actions as set out in the Trust’s Stress Management Safety Standard i.e. complete an Early Intervention Referral and a stress risk assessment in addition to normal absence management procedures. A copy of the completed stress risk assessment should be sent to Human Resources. 
3.6 Occupational Health
3.6.1 
The Occupational Health Service supports employee attendance via

Occupational Health reporting; rehabilitation measures; physiotherapy and active case management including case meetings either before or after the medical examination.
3.6.2 
The Occupational Health Service supports employees’ return to work by providing medical information to assist Managers to make relevant decisions. The Occupational Health Service will advise if an employee is fit to continue in their current role.  Managers should provide as comprehensive information as possible when referring to Occupational Health. In certain circumstances, a case meeting should be convened. Please see Section 3.6.6 for further information.
3.6.3 
In addition, the Trust will assist employees, as appropriate, where it can be demonstrated by the Occupational Health Service that an employee’s return to work can be accelerated by temporary alternative employment or that alternative medical assistance may be of benefit. In this latter regard, the Occupational Health Service will liaise with the employee’s doctor. This approach can also be used to assist employees to remain at work to prevent a period of absence. Consideration should be given to other posts or Services where feasible. Please see Section 5 for further details on return to work.
3.6.4 
In appropriate cases, the Trust will consider supporting an employee to remain on sick leave but to return to work for therapeutic reasons. During this period, the employee will not be expected to perform the normal duties of their post and will remain under close supervision. In such circumstances, the employee will be required to submit documentation from their GP indicating their support of a return to work for therapeutic reasons.
3.6.5 
Where an employee has been absent for a continuous period of 28 calendar days and unless there are exceptional circumstances, then they will be referred to the Council’s Occupational Health Adviser for a medical examination.
3.6.6 
Where considered relevant to assist in the management of an employee’s sickness absence then a case meeting can be arranged between representatives of the Service concerned, Occupational Health Service and East Ayrshire Council’s People and Culture, and also where appropriate the employee concerned accompanied by their Trade Union Representative if applicable. The meeting can take place prior to an employee’s medical examination or following a medical examination.
4. SICKNESS ABSENCE PROCEDURE

4.1 Notification
4.1.1 
Employees who are absent from work due to sickness must conform to the following procedure:-

On first day of sickness absence, before the start of the working day if possible or within 1 hour of normal start time, they must speak directly to their Manager or appropriate alternative managerial contact when reporting absence or in extreme circumstances arrange for someone on their behalf to speak directly with the appropriate Manager.
Where the relevant Manager is not available then they must leave a contact number to enable the Manager to contact them later that day, whenever practicable or as soon as possible thereafter. Emails or texts messages are not accepted as an appropriate method of communication other than when they are agreed for use as a reasonable adjustment in disability cases.
4.1.2  
Employees absent from work due to sickness are required to provide the

following information:-
· The nature of their illness, or other reason for their absence;

· How long they expect to be ill/absent;

· An estimated date of return;

· Their intentions e.g. going to doctor, hospital etc;

· Where appropriate, advise of any work appointments that have been made, attendance expected at meetings, training courses, important work etc. so that alternative arrangements can be made in their absence;

· Their telephone number or personal contact point (this is required in case the Manager needs to contact the employee).
4.1.3 
If the employee does not return to work by the third calendar day, then on the fourth calendar day of absence they are required to contact their Manager and should intimate a likely return date where possible. If there is any change to the information that they provided on the first day of absence then the employee should contact their Manager as soon as possible to update them accordingly e.g. employee advised that they would return to work the following day but remained unfit for work.
4.2 Certification
4.2.1 
For an absence of seven calendar days or less, the employee must complete a self-certificate form and submit it to their Manager on the day they return to work unless a Medical Practitioner has issued a Fit Note from day one that covers the absence.

4.2.2 
For an absence continuing for more than seven calendar days, in addition to completing a self-certificate, the employee must consult a Medical Practitioner and obtain a Fit Note. This must be forwarded immediately to the Manager. If the absence is likely to continue beyond the date shown on the Fit Note the employee should consult their Medical Practitioner again and submit additional Fit Notes timeously to cover the absence. Regular contact will be maintained with them by their Manager.
4.2.3   If the employee’s health improves, they will be expected to return at the end of

 
the period and under any specific rehabilitation measures agreed where applicable.
4.3 Sickness Allowances
4.3.1 
Full details of the Sickness Allowance Scheme are contained in the Summary of Main Terms and Conditions of Employment. These are available from Human Resources or the staff intranet.
4.3.2 
Details of exclusion from sickness allowance payments are outlined in Appendix 2.
4.4 Unauthorised Absences
4.4.1 
When an employee’s absence is not supported by appropriate documentation, where the correct notification procedure has not been followed or where an employee fails to follow the Supporting Attendance at Work Policy in relation to attendance at Absence Reviews or Occupational Health appointments without good reason, this will be regarded as unauthorised absence and sickness absence payments will be withheld. If a satisfactory explanation is provided after investigation of the circumstances, payment will be re-instated.
4.4.2  
However, if, after investigation and consideration of the circumstances and any explanation given, the absence remains unauthorised, pay will not be reinstated and the matter will be dealt with under the Disciplinary Policy and Procedures. This will not prevent the absence itself being dealt with under the provisions of this procedure.
5. RETURN TO WORK
5.1 
Employees must advise their Manager that they have returned to work. The

Manager is required to conduct a Return to Work Meeting on the first day with the employee concerned or as soon as practical and ensure Payroll is notified of the end of the sickness absence.
5.2 
This meeting allows the Manager to express a proper interest in the welfare of the employee and gives the employee the opportunity to highlight any health, welfare or job related problems which they might have. The meeting is designed to maintain effective communication between employees and their Line Managers and to offer appropriate support and assistance. They must not be used to intimidate employees or to place undue pressure upon them.
5.3 
This will be a formally documented process normally face to face but may in certain circumstances be by telephone. To ensure consistency Managers must use the Return to Work pro forma. (A copy is available on the intranet)
5.4 
Depending on individual circumstances for example nature of the employee’s role and reason for and length of absence regard should be given to preparation for returning to work prior to their return date. This should include consideration of any recommendations from Occupational Health such as reasonable adjustments including temporary redeployment, returning to work on a phased basis and undertaking any risk assessments.
5.5. 
Employees may return to work before the end of their Fit Note but only where their GP has stated that they do not require to see them again to reassess their fitness for work. The Manager must also agree to an early return to work and the decision will be based on the feasibility of any required reasonable adjustments. Where a Manager has any concerns then advice should be sought from Occupational Health and/or Human Resources.
5.6 
In cases where an employee returns to an alternative post on a temporary basis to assist in their return to work they will receive their normal salary for a period of 4 weeks. Every effort will be made to redeploy employees to a post with an equivalent salary. However should this not be possible and where this arrangement extends beyond 4 weeks then the rate of pay for the temporary role will be applied in accordance with the Deployment and Careers Pathways Policy . 
5.7 
When employees are returning to work on a phased basis they will receive full salary for the time actually worked. Managers should discuss with the employee whether they will use annual leave, where applicable, for the remaining time or continue to receive sickness allowance based on their entitlement to full, half or no pay at that time. In order to receive sickness allowance during this period the employee must continue to submit Fit Notes stating that a phased return is appropriate. A phased return to work will normally last for no more than 4 weeks however this may be extended in exceptional circumstances and taking account of medical advice. The phased return pro forma must be completed on occasions where employees are continuing to receive sickness allowance rather than using annual leave. Advice can be sought from Human Resources if required.
6. PROCEDURE FOR ADDRESSING ABSENCE LEVELS
6.1 
The Trust has agreed to deal with absence which is regarded as having reached a concerning level as detailed below. Absence Review Meetings will take place between the employee and their Manager to discuss the sickness absence levels when the following triggers are reached:
· Where employees have had 3 spells of absence in a rolling 6 month period (one day or more is defined as a spell of absence) or;

· Where absence exceeds 8 working days (pro rata for part time employees) within a 12 month rolling period
6.2 
Absence Review Meetings are intended to allow a Manager and employee to discuss the absence and to identify ways in which the employee can be supported to improve their wellbeing and attendance.
6.3 
Where an employee reaches a level of absence that meets one of the triggers detailed in Section 6.1 the following staged approach must be applied. This is further outlined in Section 7.
	STAGE 1

Manager initiates Stage 1 Absence Review Meeting

The employee will be advised that their absence levels will be monitored for a 12 month period*

A Follow Up Meeting within agreed timescales taking account of the circumstances of the absence i.e. 4, 8 or 12 weeks MUST be arranged if the employee continues to be absent or has returned to work and still requires support

Where absences continue but mitigating factors exist (see section 6.4 below) the Manager will ensure that follow up reviews continue in order to support the employee’s return to work (see Section 5)

	SHORT TERM ABSENCE

	LONG TERM ABSENCE

	STAGE 2
If an employee has a further:-

2 spells of sickness absence, irrespective of the length of absence, or where absence exceeds 8 working days in the 12 month monitoring period* and there are no mitigating factors (See Section 6.4) then the Manager initiates a Stage 2 Absence Review Meeting
The employee will be advised that their absence levels will continue to be monitored for a further 12 month period*

A Follow Up Meeting within agreed timescales should be arranged if appropriate as detailed at Stage 1 i.e. 4, 8 or 12 weeks
	STAGE 2
If at the Stage 1 Follow Up Meeting an employee continues to be absent and there are no mitigating factors (See Section 6.4), a Stage 2 Absence Review Meeting will be arranged

The employee will be advised that their absence levels will continue to be monitored for a further 12 month period*

If the employee remains absent a Follow Up Meeting within agreed timescales taking account of the circumstances of the absence i.e. 4, 8 or 12 weeks must be arranged  

	STAGE 3
If an employee has a further:-

2 spells of sickness absence, irrespective of length of absence, or where absence exceeds 5 working days in the 12 month monitoring period* and there are no mitigating factors (See Section 6.4), a Stage 3 Absence Review Meeting will be arranged

Please refer to Section 7.3 for further details of the process to be followed
	STAGE 3
If at the Stage 2 Follow Up Meeting an employee continues to be absent and there are no mitigating factors (See Section 6.4), a Stage 3 Absence Review Meeting will be arranged
Please refer to Section 7.3 for further details of the process to be followed


*The 12 month monitoring period commences from the date of the absence review meeting. Please note that if an employee hits another trigger during the 12 month monitoring period then the next stage must be initiated at that time if there are no mitigating factors. Managers must not wait for the full 12 month period before taking action.
6.4 
The following mitigating factors will be taken into consideration;

· disregard pregnancy related absences;

· disregard absences specifically aligned to employee’s disability

(refer to Occupational Health if clarification is required);

· absence associated with operations;

· industrial injury which relates to the absence which has been recorded on the SHE Assure system and been investigated;

· absences relating to underlying medical conditions (refer to

Occupational Health if clarification is required)

· absence associated with a broken/fractured bone which prevents an employee from undertaking their duties and where no alternative duties are available

6.5 
Where there are circumstances which are not covered by the mitigating factors set out in Section 6.4, but which are considered to be exceptional, the Manager should consult with the Head of Corporate Services to determine whether to progress to the next stage. Where this is agreed the absence should continue to be managed within the overall terms of the Supporting Attendance at Work Policy. 

In the event of the request by the Manager not being agreed by the Head of Corporate Services then the employee can raise a grievance under the Grievance Procedure.
6.6 
Where an employee’s absence pattern changes from being short to long term in nature or vice versa, progression through the stages of the procedure will continue taking account of the relevant trigger points detailed in Section 6.3. 

For example, an employee who is at Stage 2 of the procedure as a result of long term absence will progress to Stage 3 if, following return to work the employee subsequently reaches the trigger point for short term absence within the monitoring period. 

If an employee who is at Stage 2 of the procedure as a result of short term absence and subsequently has a long term absence then an Absence Review Meeting must be carried out as soon as a Fit Note is received that exceeds 28 calendar days. Managers should review the employee’s absence record, the reason for absence and consider a referral to Occupational Health to help determine when to proceed to the next staged meeting if there are no mitigating factors. Further assistance is available from Human Resources if required.
7. ABSENCE REVIEW MEETINGS
7.1 
It is essential that the review is carried out timeously to ensure support is provided at the earliest opportunity. The review must take place as soon as possible after the employee reaches a trigger but no later than 30 calendar days after this time with the exception of where an employee is hospitalised. This is applicable for both short and long-term absences. 

Employees may be accompanied by their Trade Union representative or a work colleague and should make the appropriate arrangements if they so wish. Managers may seek advice from Human Resources prior to or following an absence review meeting and in more complex cases or where support is required then an East Ayrshire Council People and Culture representative may also be in attendance. 

As it is in both the employee’s and the Manager’s interests for this meeting to take place without delay then this should only be rescheduled where necessary and normally on no more than one occasion by either party.
7.2 Stage 1 and 2 Review Meetings
7.2.1 
At the Absence Review Meetings at Stage 1 and 2 the Manager is required to:-
a) Identify the reason for absences and frequency/likely duration, consider any     previous absences where appropriate and ensure that the employee is aware that their level of absence is giving cause for concern;
b) Give consideration to an employee’s wellbeing and consider any support interventions and reasonable adjustments outlined in Section 3.
c)  Discuss whether a referral to Occupational Health is appropriate but please note this must be made where an employee has been absent for a continuous period of 28 calendar days, unless there are exceptional circumstances.
d) Inform the employee that their health and wellbeing and attendance at work have a valued contribution to service delivery.
e) Determine whether an Absence Review Follow Up Meeting is appropriate. This must be carried out where absence is ongoing or where the employee may require further support and agree a reasonable period of time in which to undertake a Follow Up Review i.e. 4, 8 or 12 weeks, taking account of the circumstances of the absence, and advise employee of the date.
f) Advise the employee that their attendance will continue to be monitored from the date of the absence review for a 12 month period. The Manager must explain to the employee the next stage of the process should there be further or continued absence and outline the standard expected.
g) A letter will be issued to the employee outlining the points discussed, the action required including support offered and follow up where appropriate and specifying details of the next stage in the process if there is further absence and no mitigating factors.
7.2.2
Follow Up Reviews can continue to be held as required and also may be reinstated if there is further absence but mitigating factors exist in order to support the employee’s return to work. Managers must consider mitigating factors before progressing through to the next stage in the absence monitoring process.
7.2.3 
Following the completion of Stage 1 and Stage 2, should further absence occur and no mitigating factors exist the employee must be referred to a Stage 3 Absence Review Meeting.
7.3 Stage 3 Absence Review
7.3.1 
The purpose of the Stage 3 Absence Review Meeting will be to consider whether there are any further actions that the Trust can take to assist or support the employee in continuing their employment. Managers should consider the employees capability to undertake their existing or adjusted duties effectively or whether alternative employment is an option. This stage may result in dismissal on the grounds of capability due to ill health, therefore the Head of Corporate Services or nominated Senior Officer who carries out the Stage 3 Absence Review, must have the authority to dismiss in accordance with the Trust’s Scheme of Delegation.
7.3.2 
Prior to the Stage 3 Review Meeting being organised, the Head of Corporate Services or nominated Senior Officer and the HR Officer will ensure that the following information will be available;
· Up-to-date OH report

· Details of previous Absence Reviews held

· Details of other arrangements made by the Manager to support the employee

· Details of discussions on adjustments, phased return or redeployment

· Details of ill health retirement, where appropriate
· Any issues previously raised or comments expressed by the employee or their representative

No decisions will be taken before the Stage 3 Absence Review Meeting on the 
outcome for the employee as this can only be determined following the Stage 3 
Absence Review Meeting when all parties are present and the issues have been fully 
discussed.

7.3.3 
The employee will be invited to attend a Stage 3 Absence Review Meeting and may be accompanied by a Trade Union representative or a work colleague. In addition to the Chair (as referred to in 7.3.1) the HR Officer and Line Manager will be present.  All aspects of the case will be discussed and an outcome determined. 
7.3.4 
When reaching an outcome the Chair will consider any relevant information or representation made by the employee and/or their representative.
7.3.5 
Where the unsatisfactory attendance record has continued and an improvement has not been achieved or sustained the Chair has the authority to terminate employment on the grounds of incapability due to their poor attendance record. Consideration must also be given to any other options which may be more appropriate in the circumstances e.g. redeployment, extension of review period, ill health retirement. Please see Section 7.4 for further details on the options available.
7.4 
Absence Management Outcomes
Where a Manager has reasonable grounds to believe that there will be no improvement in an employee’s attendance in the foreseeable future following confirmation from the Occupational Health Service then the matter must be dealt with sensitively. This may be at the point of a Stage 3 Absence Review Meeting or in the course of managing an employee’s absence which has not progressed through the staged process due to mitigating factors. The following options must be considered by Managers in conjunction with the employee and East Ayrshire Council’s People and Culture Service:-
7.4.1 Redeployment
Redeployment on grounds of capability due to ill health may be appropriate in cases where Occupational Health have confirmed that the employee is no longer fit to undertake the duties of their existing post but may be able to carry out an alternative post. A record of any offers of redeployment made to the employee and the outcome must be kept by the manager and HR Officer. Please refer to the Deployment and Career Pathways Policy for further information.
7.4.2 
Ill Health Retirement/Capability Dismissal
Where the Occupational Health Service advises that an employee is permanently unfit to carry out the duties of their post or a comparable post, and where they are a member of the relevant Pension Scheme then ill health retirement may be pursued. This would be in cases where no suitable alternative employment can be identified under the Deployment and Career Pathways Policy, in conjunction with any training or retraining which would facilitate alternative employment. The employee’s consent is required prior to making an application for ill health retirement and if this is approved then the employee should be aware that their retirement will be progressed and they cannot opt out of the process at that stage.
a) For employees covered by the provisions of the Local Government Pension Scheme, where ill health retirement is granted by an Occupational Health Physician then their employment will be terminated on grounds of capability due to permanent ill-health with Tier 1 or Tier 2 benefits (Tier 1 – Ill health benefits are based on the pension you have already built up at your date of leaving plus the pension you would have built up had you remained in the pension fund until your normal pension age. Tier 2 – Ill health benefits are based on the pension you have already built up at your date of leaving plus 25% of the pension you would have built up had you remained in the pension fund until your normal pension age); or
b) For employees who are not a member of a Pension Scheme or who are a member but have had an unsuccessful application for ill health retirement, termination of employment on the grounds of ill health may be appropriate. However action will only be taken if the following points have been fully explored:-
i) All rehabilitation measures and support interventions have been addressed;

ii) Redeployment has been considered;

iii) The employee has previously been formally advised that continued absence may result in termination of employment.
7.4.3 
In all outcomes referred to above, where an employee provides written evidence that their GP or specialist disagrees with the Occupational Health decision, Management will review the case and, if necessary, a further independent medical opinion will be obtained which will be used to reach a final decision. Employees who are members of the Local Government Pension Scheme will have the right to appeal through the appropriate internal dispute resolutions process. Further advice should be sought from East Ayrshire Council’s People and Culture.
7.4.4 
Whilst making any decisions Managers must ensure that they have as much information as possible e.g. Occupational Health reports, relevant GP/specialist reports etc. In any cases where employees do not wish to share relevant medical information then Managers must advise them that a decision will be taken based on the information that is available. Employees must also be reminded that attendance at Occupational Health is a condition of their employment and in cases where there is refusal to attend then consideration will be given to withdrawal of sickness allowance and disciplinary action.
7.5 
Appeals
7.5.1 
An employee will have a right to appeal the decision taken at Stage 2 and 3 of the procedure. As Stage 1 review meetings are held for all employees who have hit an initial absence trigger with no formal decision taken to progress to the next stage there is no right of appeal in this part of the process.
7.5.2 
If the employee chooses to appeal the decision of Stage 2 or 3 they must fully state the grounds on which it is based on Supporting Attendance at Work - Appeal Form. The appeal must be made within 14 calendar days from receipt of the letter notifying the employee of the outcome of the Stage 2 or 3 meeting. This should be sent to the relevant Manager for Stage 2 appeals. Stage 3 appeals should be sent to the Head of Corporate Services to be heard by the Appeals Committee. The appeal hearing will normally be arranged within a further 14 calendar days and the outcome will be issued to the employee within 7 calendar days.

8. SHORT TERM ABSENCE
8.1 
Definition: Short term sickness absence is regarded as absence of at least one day up to and including 28 calendar days.
8.2 
Frequent short-term absences may be indicative of underlying health problems. Managers must ensure that such problems are addressed early to assist the employee and avoid organisational difficulties.
8.3 
Persistent short-term absences will require to be discussed between Managers and employees in Absence Review Meetings with a view to ascertaining the reasons for absence and where appropriate support measures can be put into place to assist employees to reduce future absences. Please refer to Section 7.
8.4 
Where cause for concern is identified, this will be discussed with the employee who will be informed of the required attendance improvement. The employee will also be advised of the potential implications of these improvements not being met.
8.5 
Where there is a problem of short term absence which shows no signs of improvement then a Fit Note may be requested for frequent periods of absence of less than seven calendar days if appropriate. In these circumstances, any cost incurred in obtaining the Fit Note will be reimbursed by the Trust.
8.6 
In appropriate circumstances Managers should address any patterns or frequency of absence that do not meet the Trust’s triggers e.g. leaving during the working day due to sickness. This should be addressed as part of return to work meetings.
9. LONG TERM ABSENCE
9.1 
Definition: Long term absence is defined as continuous absence from work of more than 28 calendar days.
9.2 
Where long term absence is of concern, effective management, rehabilitation and phased return to work could reduce costs and improve productivity. Managers must monitor absence effectively to minimise problems related to sickness absence.
9.3 
In accordance with the Conditions of Service, employees may be referred for a medical examination at any time. This will assist in determining what support or rehabilitation measures can be put into place to aid the employee to return to work.
10. 
UNPAID LEAVE OF ABSENCE
10.1 
On expiry of Occupational Sick Pay, employees will be required to apply for a period of unpaid leave of absence which gives them additional time if needed, beyond full and half pay to make a recovery and return to work.
10.2 
Blocks of 3 months unpaid leave will be granted only where the Occupational Health Service states that there is a prognosis of a likely return to work within a 6 month timescale. The maximum period of unpaid leave of absence which can be granted will normally be 12 months however in exceptional circumstances this may be extended following approval from the Head of Corporate Services.
10.3 
Fit notes must continue to be submitted during any period of unpaid leave of absence.
11. 
MANAGEMENT MONITORING ARRANGEMENTS
11.1 
Recording
11.1.1 Managers must ensure that all sickness absences are recorded and notified

to Payroll on the first day of absence or as soon as possible thereafter. This information is used to:
· ensure timely notification of changes to sickness allowance payments i.e.

a reduction to half pay or no pay

· produce corporate and service sickness absence reports

· produce reports of formal action taken

· monitor the effectiveness of the Trust’s sickness absence arrangements
11.1.2 Managers must ensure that absence recorders are advised when Absence

Review Meetings are carried out in order to update CHRIS21.
11.1.3 Absences of a half day or less are not required to be recorded for sickness

allowance purposes.
11.2 
Regular Contact
11.2.1 Managers will keep in regular contact with employees during any absence. 

The frequency will be dependent upon individual circumstances and will be discussed with the employee. This is seen as a positive approach to ensure that employees do not feel that their absence has been ignored by management.
11.2.2 Employees are free to contact their Manager, Human Resources, the Occupational
Health Service, Counselling Service or Trade Union Representative, if applicable at any time during their absence to seek advice and are encouraged to do so.
11.2.3 Employees on sick leave must be available for the Trust to contact regarding their 
sickness absence as appropriate.  Employees who are planning to be away from their 
homes for a period of more than 2 days must advise their manager of their 
intentions.

12. 
ANNUAL LEAVE
12.1 
If an employee requests annual leave instead of sickness absence consideration can be given by Managers as to whether or not this can be granted dependent upon the exigencies of the service, ensuring an equitable approach is taken.
12.2 
Employees who return from a period of annual leave and provide a fit note retrospectively will not be considered as having been absent due to sickness unless they have followed the reporting procedures at the appropriate time detailed in Section 4.1.
12.3 
Managers must advise employees of any impact on their annual leave entitlement arising from the absence through illness. Employees are not entitled to days in lieu for any public holidays which fall during a period of sickness absence. However please refer to Section 12.6 to ensure that employees receive their statutory entitlement. This may be discussed at either Absence Review Meetings or during regular contact with employees on long term absence, as appropriate.
12.5 
Employees who have purchased enhanced leave must use this before their normal annual leave entitlement in accordance with the Enhanced Leave Policy. Therefore, any situations of enhanced leave not being taken due to sickness absence in a leave year should be minimised. However, if there are any issues which arise then these should be discussed with Human Resources on an individual basis.
12.6 
Employees who are absent from work during a leave year and are unable to return to work by the end of that leave year i.e. 31 January will only be able to carry forward any outstanding statutory leave entitlement (maximum of 28 days per annum less any annual leave and public holidays taken for that leave year) into the next leave year. This will be pro-rated for part time employees.
13. 
PREGNANCY RELATED ABSENCES
13.1 
All pregnancy related absences will be taken into account in respect of the Trust’s triggers for Absence Review Meetings to assist in the management of sickness absence.
13.2 
Where, a pregnant employee falls sick as a result of a pregnancy related illness within four weeks of the date on which the baby is due, then maternity leave will be initiated with effect from the first day of absence.
14. 
SECONDARY EMPLOYMENT
14.1 
Employees on sick leave are obliged not to act in a way that is prejudicial to their recovery therefore any secondary employment/business may only continue during periods of sick leave with the written consent of the relevant Manager.
14.2 
Employees who hold more than one post with the Trust must discuss with their Manager(s) whether or not it is feasible to undertake any of their posts whilst on sick leave depending on the nature of their illness.
14.3 
When making any decisions on the above Managers should where necessary seek advice from Occupational Health and take account of any recommendations included in the Fit Note.
15. 
ACCIDENTS
15.1 
Employees who are absent from work as a result of an accident must indicate if they are pursuing a claim against a third party or an insurer in respect of responsibility for the accident. In these cases sickness allowance will be paid in the normal way pending the outcome of their claim.
15.2 
Employees who are paid any damages as a result of an accident will be required to repay any sickness allowance advanced either in total or the proportion thereof represented in the amount of the damages received. Any period of absence in such a case where a refund of the advance is made in full will not be treated as sickness absence.
16. 
TERMINAL ILLNESS
16.1 
Where an illness or medical condition is diagnosed as one from which the employee will not recover i.e. their illness/condition is terminal, employees will not be subject to any formal action under the Sickness Procedures. At all times, the employee will be dealt with sympathetically and treated with respect and dignity. Any medical referrals will only be to assist with the employee’s wellbeing and any requests for ill health retirement. The options available will be discussed at the appropriate time taking into account their individual circumstances.

17. 
TRAINING
17.1 
The Council provides a training course on “Supporting Attendance at Work” which is mandatory for all Managers. Managers with responsibilities for employees are encouraged to attend additional courses which will ensure that they have the necessary interpersonal skills to successfully manage the attendance of their workgroup.
17.2 
Trade Union representatives will be encouraged to attend appropriate training courses to assist them in their role in supporting attendance.
18. 
EQUALITY ACT
18.1 
The Trust will take into account the provisions of the Equality Act 2010 as well as the current medical information available on the employee prior to any formal action being taken as a result of an employee’s sickness absence record.
18.2 
This will include making reasonable adjustments to any working arrangements that place a disabled employee at a disadvantage compared with others who are not disabled.
18.3 
Transgender employees who transition from male to female or from female to male hormonally and/or surgically will receive appropriate support at all the different stages in their transition, as necessary.
19. 
DATA PROTECTION
19.1 
The Trust is committed to full compliance with the General Data Protection Regulations, the Data Protection Act 2018 and any subsequent forthcoming amendments. The Trust observes the principles of data protection legislation and maintains the confidentiality of all personal sickness absence information held manually or on the Trust’s information systems. For further information on your privacy rights please see the Trust’s main Privacy Statement at www.eastayrshireleisure.com

20. 
REVIEW

20.1 
The Policy and Procedures will be subject to an annual desktop review to assess if a more detailed review is required. This desktop review will take account of operational experience and legislative changes.

Record of Change

	Date Reviewed

	November 2021


APPENDIX 1

SUPPORT AND INTERVENTIONS
Occupational Health
The Occupational Health team works in partnership with the Trust, aiming to prevent or reduce work-related illness or injury by focusing on the physical and mental wellbeing of employees.
The services provided by Occupational Health include:
· Supporting employee attendance at work;

· Early Intervention consultations with employees who are absent or are showing signs of stress (personal or work-related), musculoskeletal conditions or have had a workplace injury;

· Providing health surveillance programs where work related health risks have been identified;

· Providing Managers with advice and guidance in making reasonable adjustments to working conditions of employees;

· Conducting medicals and pre-employment health assessments.
Physiotherapy

The physiotherapy service provides support to employees with musculoskeletal

conditions which:
· Have resulted in sickness absence or could lead to sickness absence;

· Was caused as result of an incident at work;

· Is affecting an employee’s ability to carry out their full range of normal work duties
Employees can be referred to physiotherapy by their line Manager. Where appropriate a report will be provided which may include recommendations, adjustments, timescales and fitness for work.
Cognitive Behavioural Therapy (CBT)

CBT is based on the concept that thoughts, feelings, physical sensations and actions are interconnected and that negative thoughts and feelings can result in a vicious cycle.
CBT aims to help deal with overwhelming problems in a more positive way by breaking them down into smaller parts by changing these negative patterns to improve wellbeing.

The following types of conditions respond well to CBT: Anxiety including panic disorders, depression (mild to moderate), Obsessive Compulsive Disorder (OCD), Chronic Fatigue Syndrome and Post Traumatic Stress Disorder.
Referrals to CBT should be made following a recommendation from Occupational

Health.

Optima Online

This is a useful online information resource which can be accessed via the intranet;

https://eac.optimahealth.online/
This can assist managers and employees in supporting attendance by giving further information on the services that Occupational Health can offer and also on a wide range of medical conditions that can affect their ability to attend work regularly.
The Occupational Health team consists of an Occupational Health Physician, Occupational Health Advisers, Physiotherapist and a Cognitive Behavioural Therapy Practitioner.
The team are based at: London Road Headquarters (Annexe) Kilmarnock KA3 7BU and can be contacted on 03300 084 335 or at EACOH@optimahealth.co.uk 
Counselling Service
The Council has engaged an independent provider to offer free counselling support to individual employees who are experiencing stress or anxiety in relation to personal or work related issues.
Employee counselling is generally only an initial support to help those employees that need quick, short-term help.
The service is entirely confidential and is available for employees to attend on a voluntary basis. There are two methods of referral:
Management Referral – where management make the appointment for employees during normal working hours. The report will not divulge any confidential details of the counselling sessions but will merely confirm the employee’s attendance.
Self-Referral - where the employee makes the appointment outwith normal working hours. East Ayrshire Lesiure will not be informed of the appointment.

There is also a telephone Helpline which is open 24 hours 7 days per week.

Further information is available at http://eacintranet/Services/Human-Resources/OccupationalHealth/Counselling.aspx
Vibrant Communities
· CHIP van (Community Health Improvement Partnership)

· Your Path to Better Health and Wellbeing
Further information is available at http://eacintranet/Services/Housing-and-Communities/Vibrant-Communities/Landing-Page.aspx
Organisational Development
· Personal Resilience

· Stress Awareness

· Management of Workplace Stress

· Mentally Healthy Workplace

· Mindfulness Sessions

· Supporting Wellbeing

· Menopause: Support for Managers and Employees
Further information is available at http://eacintranet/Services/Organisational-Development/Organisational-Development-Home-Page.aspx
Health and Safety
· Healthy Working Lives – further details of events and campaigns is

available at http://eacintranet/Services/Healthy-Working-Lives/Healthy-Working-Lives.aspx including Menopause Support at http://eacintranet/Services/Healthy-Working-Lives/Mental-Wellbeing/Mentallyhealthy-workplaces-files/Menopause-6-week-programme-Dumfries-House.pdf 
· Safety Standards e.g. Stress Management, Violence and Aggression the Workplace, Incident Reporting

· Work Positive Group Stress Risk Assessments (contained within Stress Management Safety Standard)
Further information is available on the Trust’s Intranet: Health & Safety
Mental Wellbeing Intranet Pages

All of the available supports in relation to mental wellbeing are set out for the benefit of employees and Managers with links to relevant employment policies, useful websites, support agencies and a resource library of bulletins.

Further information is available at http://eacintranet/Services/Healthy-Working-Lives/Mental-Wellbeing/Mental-Wellbeing.aspx
Suicide Prevention/ASIST

The Council has a suicide prevention strategy in place which is based upon raising awareness across the workforce through the provision of “Safetalk” training and the provision of a “peer support” network for those in crisis through the provision of ASIST (Applied Suicide Interventions Skills Training). The Council’s strategy complements and supports the Scottish Government’s overarching “Choose Life” suicide prevention strategy.
There is a network of trained suicide first aiders in place to provide peer support to those who have contemplated suicide or attempted to complete suicide. Managers should ensure that appropriate time off is given for both attendance at training and also to provide support when required.   Further information and a list of trained ASIST first aiders is available at

http://eacintranet/Services/HealthandSafety/Suicide-Prevention.aspx
Employment Policies

A number of policies can contribute to employee wellbeing including Special

Leave, Carers Leave, Cycle to Work, Drugs and Alcohol, Flexible Working, Smoking in the Workplace.
For further details please refer to the Human Resources Policies and Procedures section on the intranet here
Free Flu Vaccinations

These have been available to all Trust employees since Winter 2016/17.

Arrangements are circulated on an annual basis.

APPENDIX 2

EXCLUSION FROM SICKNESS ALLOWANCE PAYMENTS

Sickness allowance payments will not be paid in the following circumstances if an employee:-
· has less than 26 weeks continuous service 

· becomes ill while on strike action;

· on the first day of sickness has already exhausted or subsequently exhausts sickness allowance entitlement;

· on the first day of sickness is in legal custody or is subsequently taken into legal custody;

· fails to adhere to the required notification and certification requirement;

· is absent on maternity leave;

· is absent due to their misconduct or negligence, active participation in sport for payment, or injury while working in their own time for another employer or for private gain;

· is guilty of conduct prejudicial to recovery;

· fails without good reason to attend a medical examination with the Occupational Health Adviser or absence review meetings;

· terminates or has their contract of employment terminated.
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