1st day of absence
Employee phones manager / work base at the
latest within 1 hour of the time they were due to
commence work )
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4th consecutive calendar day
Employee contacts manager / work base to
provide an update on their condition
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8! consecutive calendar day

S \ Has the employee returned to work? )
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'_E Employee phones manager to
T provide an update and submits Self certification form
&) medical certificate/s to cover completed by employee
their aisence. \L
{ Ifagi;bngskgxoﬂe:ﬁggo } [ Return to work meeting }
: conducted by manager
K/\A \l,
<5> [ Trigger Point ]
reached?
e Complete Employee /\
- Occupational returns to
Health referral work
2 . @ <No>
Q[ Arrange meeting/s A e ~
(@) with employee to Seek Departmental HR advice
E_ discuss issues, agree Instigate the formal
— actions & create a absence management
@ (_ returntoworkplan ) procedure (unless there
E Y are objective reasons for
- Hold meeting/s at delaying this) and / or
o agreed date/s to consider referral
"'E monitor achievements kto Occupational Healthj
— againit plan
Return to work @ v
achieved within Monitor future
agreed YES absence in line
timeframe? with policy
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Arrange 1st Absence Review Meeting
Provide adequate written notice to employee
and advise of their right to be accompanied

\2

Hold meeting and decide next steps

2

Is the absence long term or intermittent due to

an underlying medical condition?

4 Identify practical )
help / support to Set standards of
minimise absence / improvement
support a return to required to avoid }
work and formalise a FNC
within a Return to
\_Work Plan (RTWP) / Hold regular
, Y . meetings to
Implement agreed monitor
arrangements |mprovements
72
" Hold meeting/s to )
monitor Standards met
achievements within agreed J
against RTWP / period?
success of

\___arrangements

/

N
Issue a First Notice

of Concern (FNC)
N:B Employee may
appeal against FNC

17

Hold regular
meetings to monitor
achievement of
standards setin FNC

v

|

Standards met within
agreed period?

< B

/

Attendance improved / Arrange
return to work formal
successful within meeting to
agreed timeframe? issue FNC

Absence trigger
points reached
within 6 months of
FNC review period

ending?

Formal procedure - 1st Absence Review
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Monrtor future
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Hold formal meeting

to consider moving to

the 2" formal stage )

absence in line with
normal procedure

v

Arrange 2"d Absence
Review meeting
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Arrange 2nd Absence Review Meeting
Provide adequate written notice to employee
and advise of their right to be accompanied

v

[ Hold meeting and decide next steps ]
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Is the absence long term or intermittent due to }

an underlying medical condition?

=

” Set standards of ) / Issue a Second \
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D
(1 e Consider further : -
improvement Notice of Concern
(ab) adjustments / P : .
PSS J ) required to avoid a (SNC) identifying
- Stpport reqw:;ad S SNC ) potential for dismissal
D and seta 2 v if standards are not
o \_ formalRTWP )™ Hoigregular ) met. N:B Employee
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adjustments
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c\.l (" Hold meeting/s at ) W'th'n.a%fed achievement of
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== | monitor success of YES @ N2
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Q . 2 . Arrange agreed period?
8 Attendance formal
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S_ . work successful? | issue SNC ) @
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procedure period ending?

/If employee is a pension\

Hold a formal A 4
_ scheme membe_r, meeting to Arrange
instruct OH to obtain an : i
: consider meeting to
independent [IRMP] o id
. ) issuing a cloluzleley
opinion on their eligibility further SNC dismissal
\_ for ill health retirement Y, T
[
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CAUTION

Before embarking on this stage of the procedure managers MUST ensure that
all previous stages have been followed and accurate records maintained

Arrange Meeting to consider dismissal
Providing adequate written notice to employee and advise of their right

8 L to be acci)mpanied )
(72
'E ( Chief Officer / Chief Superintendent / Deputy Head holds the meeting to )
o consider dismissal, at which they consider the facts & make a final
E L deCflon )
S

(a}] Is the absence long term or intermittent due to an underlying medical
.-E L condition? )
72

c

Q NO
(&)

(@) Is the employee capably of working in an
it alternative role (based on advice from OH)? If so,

? is a suitable position available for redeployment?
-—

3 & >

-
=

. L2 /Give notice of dismissal\ See Redeployment
@ (" Give notice of ) based on incapacity Policy

- dismissal on due to ill health
N @ the grounds of (N.B: in exceptional

D capability due circumstances a further

8 to poor fixed review period may

s \__ attendance / be agreed before |
Q. @ismissal is considered)j # Ifthe IRMP judges
© v - the employee to be
& Decision confirmed to - elgfils o I st
b the employee / notice ~ |> retirement, confirm
(@) servgd ?/n writin - this in writing to the
LL. g employee and notify

the Pensions

Employee has the right to appeal | .-
against their dismissal
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