Persistent
short-term |
absence

|_E Conduct a return

to work interview on first day
of return via ‘My View’ or
manually

Is the absence
considered
genuine?

Is this a conduct issue?
Refer to disciplinary
procedure

-

-

Form

Guidance

Absences have hit
trigger levels:
4 occasions or
10 days (in total) over rolling
12 month period

Is a referral (or update)

to OH required?

Conduct formal
attendance review
and make adjustments
as required

Has attendance
improved to an
acceptable level?

Complete OH referral
—m form

Review OH Report

s a referral (or update
to OH required?

Conduct 2™ formal
attendance review
and make adjustments
as required

Has attendance
improved to an
acceptable level?

Complete OH referral
form

Review OH Report

Manager conducts
3" formal attendance review
and considers progressing to an
attendance hearing


http://www.highland.gov.uk/peopleandperformance/downloads/file/174/disciplinary_policy_v01
http://www.highland.gov.uk/peopleandperformance/downloads/file/513/3returntoworkinterviewdoc
http://www.highland.gov.uk/peopleandperformance/downloads/file/426/hs_w_oh_refer_2015_v2docnal_health_services
http://www.highland.gov.uk/peopleandperformance/downloads/file/426/hs_w_oh_refer_2015_v2doc
http://www.highland.gov.uk/peopleandperformance/downloads/file/436/attendancemanagementguidance_v2pdf
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