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Attendance Management Level 2: Criteria

Local /National Resources:

Analyse sickness absence data including the information provided on self-
certification forms to establish trends in absence and ensure interventions
are put into place when appropriate.

Guidance:

e Consider how managers/ supervisors are regularly
informed of absence rates and main causes.

e Consider using absence trigger systems

Ensure documented return to work procedures are followed and return to
work interviews are conducted when appropriate.

Guidance:

e \Well-planned and well-executed return to work process will have substantial positive benefits
for an employee’s wellbeing and prevent potential relapses

e [tis important to co-produce return to work plans with employees and review regularly
following long term absence

Ensure managers/ supervisors are supported to deal with attendance/
absence management.

Guidance:

e |tis important that managers/ supervisors know how to deal with sickness absence legally,
appropriately and fairly.

e This could include providing relevant information, instruction and/or training on attendance
management or guidance from HR/Occupational Health

Ensure that your organisation follows recommendations on fit notes with
regular review points to establish effectiveness and consider whether
further intervention is needed.

Guidance:

e Fit notes are issued by health professionals to people to provide evidence of the advice they
have given about their fitness for work.

e Consider your organisation’s approach and relevant policies.

Attendance management guidance

HSE managing sick leave.and return
to work information

NICE long term sickness absence
guidance

Bradford Factor calculator

Training
ACAS free e-learning (includes

with workplace problems; equality,
diversity and inclusion; health

and wellbeing; leave and time off;
managing people and performance)

Fit notes
ACAS fit notes guidance
Gov.UK fit notes.guidance,



https://archive.acas.org.uk/index.aspx?articleid=1183
https://www.acas.org.uk/absence-from-work
http://www.worcestershire.gov.uk/worcestershireworkswell/info/2/toolkit/23/guidance_on_developing_policies
https://www.hse.gov.uk/sicknessabsence/
https://www.nice.org.uk/guidance/ng146
https://www.bradfordfactorcalculator.com/#bradford_factor_what
https://www.gov.uk/browse/employing-people/time-off
https://www.acas.org.uk/online-training
https://www.acas.org.uk/absence-from-work/fit-notes-and-proof-of-sickness
https://www.gov.uk/government/publications/fit-note-guidance-for-employers-and-line-managers

Attendance Management Level 2: Criteria

Local /National Resources:

When appropriate and to comply with the provisions of the Equality Act,

ensure that your organisation considers making reasonable adjustments

to work patterns, structures and the environment to facilitate employees
with difficulties to return to/stay in work.

Guidance:

e [tis important that employees with long term conditions are given appropriate support to
stay in work

e |tis alegal requirement for organisations to consider reasonable adjustment for employees
with a disability

e Reasonable adjustments should be mutually agreed between the organisation and employee
where possible. Examples of reasonable adjustments include but are not limited to:

» Flexible working hours.

» Changes to certain tasks.

» Adapting the recruitment process to accommodate candidates with disabilities.

» Making physical changes to the workplace, such as installing a wheelchair ramp.

» Providing equipment or assistive technology such as raised desk, specialist keyboards or
screen readers.

» Allowing employees who become disabled to make a phased return to work, including
flexible hours or part-time working.

Implement proactive attendance management protocol/ processes by
providing support to all employees.

Guidance:

e This could include the provision of and availability of internal programmes (i.e. providing
accurate and regular health information, offering workshops/training), to encourage
employees to take responsibility for their own health and wellbeing to positively influence
absence rates. For example, allowing employees time to attend external classes which have
been identified to have a positive effect on health and wellbeing

e [f appropriate, consider encouraging employees with health and wellbeing training/
knowledge to disseminate this across the organisation through, for example, introducing
lunchtime activities/lunch n learns

Reasonable adjustments
ACAS reasonable adjustments
information

NICE workplace adjustments
recommendations

Gov.UK reasonable adjustments
information

Gov.UK Access to work information
and.application;



https://www.acas.org.uk/reasonable-adjustments
https://www.nice.org.uk/guidance/ng146/chapter/Recommendations#making-workplace-adjustments
https://www.gov.uk/reasonable-adjustments-for-disabled-workers
https://www.gov.uk/access-to-work
https://www.tuc.org.uk/reasonable-adjustments-disability-passports



Accessibility Report



		Filename: 

		64531 WWW Attendance Management Level 2.pdf






		Report created by: 

		DNash


		Organization: 

		





 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 0


		Passed manually: 3


		Failed manually: 0


		Skipped: 1


		Passed: 28


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Passed manually		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Passed manually		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed manually		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Skipped		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top
