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Managing Frequent Short-Term Absences 
All sickness, whether self-certified or covered by a Fit Note, will be accepted as justification for absence. If exceptionally there are reasonable grounds to suspect that a reported sickness absence is not genuine, the matter will be dealt with as a disciplinary case. 

However, the fact that somebody who is frequently absent with short-term illness is genuinely unwell does not mean the University can allow the situation to continue indefinitely. Frequent, short-term absences are a particular problem for the organisation as it is difficult to plan for their impact. The impact may therefore be substantial and can frequently disrupt the normal operation of a department, having a negative effect on work colleagues, students and other service users. The following procedures should therefore be followed in the case of frequent, short-term absence. A member of staff will have the right to be accompanied by a trade union representative or work colleague at any meeting held under the formal stages of these procedures. 

Informal Stage 

Early concerns about the level of an individual's absence should be raised at an appropriate Return to Work Discussion. Members of staff are frequently unaware of how much absence they have had, and bringing that to their attention, along with a discussion about factors that may be affecting their health, can lead to an early and informal resolution of the problem. 

Where problems continue the HoD (or nominee) or an appropriate manager should discuss the matter informally with the member of staff, and inform them that their level of absence is causing concern. They should again enquire whether there are any factors affecting the health of the individual that can be addressed by the organisation. It is important to let the member of staff know that if the level of absence continues unchanged a more formal approach to the management of the issue is likely to be adopted. 

Managers should make a note of dates on which informal discussion of this sort have occurred.

Formal Stage 

Where levels of frequent, short-term absence have failed to reduce following informal management of the case the appropriate manager, together with the relevant member of the HR Department, will meet with the member of staff to consider how the problem should be addressed. The individual may be accompanied by her/his trade union representative or work colleague if he/she wishes. He/she will be given advanced, written notification that the Department has concerns about the level and pattern of absences and wishes to discuss them at a meeting. Details of the absences will be included in the letter, along with a record of dates on which the matter has been discussed informally. 

The meeting should be supportive and aim to resolve the situation. It will seek to identify the reasons for the frequent absence, and measures that can be taken by the individual and the University to help to overcome the health or other problem and improve attendance. The University may seek advice and guidance from specialists such as Occupational Health or the Disability Manager. The University may also consider variations to working arrangements to ensure the member of staff's sickness absence record improves. 

The member of staff will be sent a written summary of the meeting, an action plan detailing the steps to be taken by all parties to help improve attendance, and the timescales within which it is it happen. The matter will be kept under review for a maximum of twelve months. 

If during the twelve month period there has been a sufficient reduction in the level of frequent short-term absences to deem the member of staff as having a normal level of attendance, the matter will be closed and no further action taken. However, should the level of short-term absence continue at the same level or become more frequent, the formal stage of the process will be repeated on one or two occasions (according to the circumstances of the case) to try and identify and overcome the reasons for the persistence of the problem.

Final Stage 

If the level of absence fails to improve following the formal stage of this process, the University may conclude that the member of staff's lack of capability means that they cannot fulfil their contract of employment. At that point the member of staff, and her or his trade union representative or work colleague, will be asked in writing to attend a meeting for the purpose of reaching a final decision on the issues. The outcome of the meeting may be:
· Further action, with an agreed timescale, to try and address the problem. This option will only be pursued under the final stage of the process if there are clearly identified reasons why further action is likely to lead to an improvement where it has not done so previously. 

· An agreed change to the contract of employment so that it reflects the capabilities of the member of staff. This may involve a change to the hours of work, the pattern of working hours or the grade or content of the job. 

· Termination of the contract of employment. If this is the identified outcome the University will follow the relevant contract termination procedure for the staff concerned. 
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