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Attendance Toolkit  

& FAQ’s 

 
 

This document is supplementary to the Attendance Policy, 

focusing on areas which will assist with the attendance 

management process.  

The Attendance policy should be read prior to starting any process. 

More information on NHS Scotland Attendance Policy can be found 

online at https://workforce.nhs.scot/ 

 

  

https://workforce.nhs.scot/


The State Hospital 

2 
14 April 2021 – Version 1 

Contents 
Formal Meeting Process - Checklist ............................................................................................. 3 

Monitoring Periods ............................................................................................................................ 5 

Reasonable Adjustments ................................................................................................................. 6 

Outcome Letter’s .................................................................................................................................... 7 

Return to Work - Checklist ............................................................................................................ 10 

Return to work discussion form .................................................................................................. 11 

Checklist Prior to Moving to Formal Stage ............................................................................... 13 

FAQ’s ................................................................................................................................................... 14 

Record of Changes .......................................................................................................................... 19 

 

  



The State Hospital 

3 
14 April 2021 – Version 1 

 

Formal Meeting Process - Checklist 

Achieving a supportive and meaningful meeting 

Pre meeting action   Done/ 
Discussed 

1. Invite letter sent to employee  

2. Absence Record printed  

3. Copy of recent Occupational Health (OH) report (if relevant)  

4. Reviewed sickness record for any patterns of absence  

Meeting Discussion 
 

Done/ 
Discussed 

1. Confirm employee received letter in relation to meeting.  

2. Introductions and confirmation of representation.  If no 
representative is present confirm with employee they are happy 
to continue without representation 

 

3. Confirm meeting will be held under Once for Scotland 
Attendance Policy 

 

4. Confirm employee has read through policy details in relation to 
the stage they have triggered. If not confirm they were provided 
with details to access the policy prior to the meeting (on letter) 

 

5. Confirm reasons for meeting (long term sickness review, hit a 
trigger or not achieved standards during monitoring).  
  
Explain that the purpose of the Absence Review is to identify 
ways in which we can increase their attendance and avoid 
further trigger points being reached. 
 

 

6. Confirm stage of meeting – i.e. Stage 1, Review Meeting, Final 
Review Meeting, Stage 2, Review Meeting, Final Review 
Meeting, Stage 3 

 

7. Confirm sickness absence episodes that hit trigger  

8. Discuss each episode of sickness absence (if a stage meeting)  

9. Discuss any patterns or levels of sickness absence if identified  

10. Discuss any underlying causes e.g. personal, work related, 
social or domestic problems.  Are there any extenuating 
circumstances? 

 

11. Confirm what the employee has done to manage each sickness 
period e.g. visit GP, Medical Treatment, Physio, counselling etc 

 

12. If there has been a recent occupational health appointment 
discuss the report and recommendations 

 

13. Discuss If there is an underlying medical condition? How will 
this affect their attendance. 

 

14. Is a OH referral required?  

15. Agree action plan, what can employee do to try and reduce 
their absence? What support can manager/ organisation assist 
with? Date of review meeting discussed if stage meeting 
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16. Sign post to relevant services, OH, Time for Talking, Wellbeing 
Centre, Promis.scot 

 

17. Adjourn meeting to consider if a monitoring period will be 
required 

 

18. Explain that it is part of their contract of employment that they 
attend work on a regular and consistent basis. Where they are 
not attending work regularly, for whatever reason, they are not 
meeting this contractual requirement. We are not questioning 
the genuineness of their sickness but their ability to fulfil their 
contractual obligation.  

 

19. Explain that the organisation considers levels of absence of 4 
or more occasions in a rolling 12-month period/ Over 8 days to 
be unacceptable and therefore their attendance levels need to 
improve.  

 

20. Confirm monitoring period and that review meetings will take 
place during this. 

 

21. Confirm next steps if expected standards of attendance is not 
achieved. 

 

22. Does the employee have anything else they would like to add/ 
discuss? 

 

Post Meeting Actions 
 

Done/ 
Discussed 

1. Letter to be issued within 7 days of meeting  

2. OH referral if required  

3. Review dates planned into diary  

4. Paperwork scanned to HR including outcome letter.  
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Monitoring Periods 
 

As per Once for Scotland Attendance Policy if a monitoring period is required 

consideration needs to be given to the length of monitoring period and what length of 

exclusions from additional hours and overtime is appropriate. The manager must 

confirm the agreed level of attendance, timescale for review and any supportive 

actions agreed to the employee in writing within 7 calendar days of the meeting.  

There may be one or more review meetings to discuss progress and agree any 

further support required. The date(s) of this / these meetings may be brought forward 

in the event that the employee’s absences have exceeded the required standard of 

attendance prior to the date of the review meeting. 

The outcome of the staged final review meeting will be one of the following:  

 The employee has met the required attendance levels set and no further 

action is required. 

 The employee has not met the attendance levels set due to extenuating 

circumstances and improved attendance is anticipated therefore the review 

period is extended. 

 The employee has not met the attendance levels set and the matter is 

progressed to the next Stage. 

Example scenarios 

Where monitoring may be applied 

Jimmy, is new to the organisation he has been absent on four occasions totalling 16 

working days in the previous six months. Jimmy has no underlying medical 

conditions and has no concerns at home. Jimmy’s absences are not related and are 

made up as a mixture of Flu like symptoms, upset stomach and a sore toe. On this 

occasion the Line Manager felt monitoring would be appropriate.  

Where monitoring may not be required 

Margo has been with the organisation for Ten years and has not had any sickness 

absence in the last eight years. Over the last six months Margo has been absent on 

four occasions totalling 21 working days with the same GI problems. Her GP has 

referred her for further investigations and Margo has advised she may be absent 

again. On this occasion the Line Manager felt no monitoring would be given as 

Margo requires support through the ongoing investigations, however felt Margo 

would benefit from a referral to Occupational Health to see what further support 

could be offered to Margo at this time.    

When looking at monitoring periods, managers should consider the overall situation 

taking into account reasons for absence, overall attendance and any other 

underlying issues. Managers should also be aware that the three-day target for 

absence formed part of the old policy and this may no longer be appropriate.   



The State Hospital 

6 
14 April 2021 – Version 1 

Reasonable Adjustments 
 

Reasonable adjustments can be made to help an employee to remain at work 

instead of taking sickness leave or return to work earlier after a period of absence. 

Reasonable adjustments are also a legal requirement under the Equality Act.  

You will need to work in conjunction with the employee and Occupational Health to 

discuss possible and practical adjustments, e.g. allowing time for medical 

appointments, temporary or permanent reduced duties, extra training or modified 

equipment. Where applicable you could also consider phased return, part time 

working and/ or extra support for the first few weeks of their return to work. It may 

also be that Occupational Health feel the employee is unable to carry out their role 

due to ill health and advise that redeployment be considered.  

By law, according to the Equality Act an employer must consider making reasonable 

adjustments when; 

 They know, or could be expected to know that an employee has a disability. 

 An employee with a disability asks for adjustments. 

 An employee with a disability is having difficulties with any part of their job. 

 An employee’s absence record or delay in returning to work is because of or 

linked to their disability.  

If a claim for disability discrimination is brought to a tribunal, the manager must be 

able to justify why some or no adjustments were made, especially when 

recommended by a health clinician such as Occupational Health. Reasonable 

adjustments should be discussed with your nominated HR Advisor should you feel 

you are unable to accommodate. A case discussion can be arranged to further 

discuss reasonable adjustments recommended by OH. 

The ‘Access to Work Programme’ may provide financial help to the employee or 

employer to meet part or all of the costs of any adjustments required to the 

employees working environment.  If an employee becomes unable to drive due to a 

medical condition, for example, the employee may be able to apply for funding for a 

taxi to travel to and from work. More information can be found at 
https://www.gov.uk/access-to-work 

Advice and support can be sought from your HR representative and Occupational 
Health.  

  

https://www.gov.uk/access-to-work
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Outcome Letter’s 
 

An outcome letter should be sent to all employees within 7 calendar days from the 
date of meeting. The letter should summarise what was discussed and any actions 
agreed.  
 
Managers should be aware that outcome letters are a legal document and can be 
used within a court of law so should contain pertinent information such as what 
support has been offered, details of reasonable adjustments, Occupational Health 
information, changes to their role or working hours, what the employee understands 
of their responsibilities and what they are doing to improve their attendance.  

If a case has to be referred to a Stage 3 hearing all parties should be able to 
familiarise themselves with the case using outcome letters alone. Detailed outcome 
letters will also assist when producing a management case.   

Stage Example Outcome Letter -  

 

 

  

  

Organisation 

Header 

 

What Trigger 

prompted the 

meeting? 

 

Ensure correct 

template letter found 

on workforce website. 

 

State exact number of 

occasions and working 

days lost 

 

Confirm what support has 

been implemented - refer 

to ‘Checklist Prior to 

Formal Stages’   

 

Outcome letter should 

be sent to employee 

within 7 days of the 

meeting 

 

Enclose print out of 

SSTS Absence 

Report. 

 

Details of reasonable 

adjustments 

implemented 
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Remind employee of the 

support available to 

them. Time for Talking, 

Salus, Wellbeing Centre 

etc 

 

Confirm monitoring 

period if applicable. 

 

Advise a review meeting will 

take place however this may 

be brought forward if further 

absence occurs   

 

What is the employee 

doing to address their 

poor attendance levels? 

 

Send a copy of your signed 

outcome letter to HR for 

this to be filed and 

recorded.  

 

HR are here to assist should 

you need support on 

writing your outcome 

letters. 

 

Discussion of the OH 

Report if applicable 
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Long Term Sick Example Outcome Letter -   
Organisation 

Header 

 

Ensure correct 

template letter found 

on workforce website. 

 

Outcome letter should 

be sent to employee 

within 7 days of the 

meeting 

 

Date absence 

began and reason 

for absence 

 

What symptoms is 

employee experiencing 

which is preventing 

them attending work. 

 

Discussion around 

estimated return time 

 

Discussion around OH 

report/ advice 

 

Will another meeting be 

required – if so when 

will this be? 

 

Send a copy of your signed 

outcome letter to HR for 

this to be filed and 

recorded.  

 

Discussion around any 

reasonable 

adjustments. 
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Return to Work - Checklist 

Achieving a meaningful and supportive meeting 
 

  

Pre meeting action   Done/ 
Discussed 

1. Print out Once for Scotland RTW Form  

2. Print out SSTS attendance Report  

3. If concerns around attendance contact HR to provide an 
attendance calendar 

 

4. Copy of recent OH report (if applicable)   

Meeting Discussion 
 

Done/ 
Discussed 

1. Discuss the reason for meeting  

2. Enquire how the employee health is doing now  

3. Confirm reason for absence  

4. Confirm Start and end date of absence   

5. Confirm what medical intervention taken place during absence 
(if applicable) 

 

6. Discuss what reasonable adjustment need to be considered to 
assist with their return to work 

 

7. Discuss OH report and recommendations (if you are not able to 
accommodate recommendations explain reason for this and 
what you can accommodate)  

 

8. If no OH referral was made during absence would the 
employee feel benefit of speaking with them? 

 

9. Discuss absence reporting/ certification issues (if applicable)   

10. Remind employee of other employee support services, Time for 
Talking, Wellness Centre, PROMIS.SCOT 

 

11. For those employees who are nearing a trigger or if you have 
concerns around their absence this should be discussed. Use 
the Checklist prior to formal stages to ensure all support is 
being offered.  

 

12. Discuss the Attendance Calendar  

13. Advise that you will be reviewing their absence over the next 
few months and further absence may trigger a formal stage 
meeting 

 

Post Meeting Actions 
 

Done/ 
Discussed 

1. OH Referral to be made (If Applicable)  

2. Scan paperwork including checklist prior to formal stages to HR  

3. Note review meeting date in diary (If Applicable)  

https://workforce.nhs.scot/media/jrud0i51/attendance-policy-return-to-work-form.doc
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Return to work discussion form 
 

For more information about the return to work discussion please see Managers 

Guide1.  

Return to Work Discussion 

 

Name  

Date of return to work 
discussion  

 

Absence Start Date  

Absence End Date  

Date back on shift/roster  

Did this absence last 7 or 
more calendar days?  

Yes  No  

If lasted more than 7 
calendar days was the 
required certification 
received 

Yes  No  

Reason for Absence  
 
 

 

Work 
related  

 Not work 
related 

 

Discussed and agreed 
supportive action  

 

If a medical certificate was 
provided are there any 
adjustments 
recommended?  

Yes  No  

Please detail 
recommendations 
discussed and/or any 
adjustments agreed.( 
Please state if no 
agreement reached and 
reasons why) 
 
 
 

 

Referral to OHS agreed, if 
appropriate  
 

Yes  No  

https://workforce.nhs.scot/supporting-documents/guides/attendance-policy-guide-for-managers/
https://workforce.nhs.scot/supporting-documents/guides/attendance-policy-guide-for-managers/
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Referral to other forms of 
support (please specify) 
 
 

 

Have absence 
reporting/certification 
procedures been followed? 

Yes  No  

If no, why were procedures 
not followed? 
 
 

 

Has the employee reached 
a trigger point? 

Yes  No  

Summary of other 
outcomes of discussion  
 
 

 

Any other relevant 
information? 
 
 
 
 

 
 

Employee Signature 
 

 

Manager Signature 
 

 

Date Completed  

 

All Return to Work discussions dates must be recorded on SSTS. 
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Checklist Prior to Moving to Formal Stage 
 

Steps that should be taken before moving to formal procedure 

This is a tool for the manager to check appropriate steps have been taken before 

moving to formal stages. This document can be used when an employee is nearing a 

trigger or you have concerns with their absence. 

 

There has been regular and supportive contact with the employee 

throughout their absence(s), unless otherwise agreed. 

 

Return to work meetings have taken place, using the standard return to 

work discussion format (electronic or paper based) and have been 

recorded on the appropriate systems e.g. Electronic Employee Support 

System (eESS).  

 

Any medical advice from the Fit Note and / or professional advice from 

OHS have been discussed. 

 

Any actions discussed and agreed at return to work meetings have been 

followed up / explored and there are records to support this.   

 

The employee has been made aware of their absence record, and has 

had an opportunity to discuss this.  

 

Expected levels of attendance have been agreed with the employee.  

The employee is aware of the policy triggers to initiate supportive 

intervention.  

 

Any confirmed absences related to pregnancy, injury at work, medical 

exclusion or medical suspensions have not counted towards absence 

triggers.  

 

Any further agreed support mechanisms or reasonable adjustments to 

help the employee to achieve the agreed levels of attendance have been 

discussed, considered and implemented where practicable. 

 

The employee has been given a reasonable timescale to achieve the 

agreed levels of attendance. 

 

The employee is aware of the policy and process and that progress to 

formal stages may result in dismissal. 
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FAQ’s 
1 If a staff member advises that they are too unwell to attend work, what 

should I do? 

As a manager part of your role will be to deal with employee sickness. The way you 
respond when an employee calls in sick can make a difference to how they feel 
about work. It could even affect the length of this, and future, absences. 

Your role is to be supportive while ensuring you have the information you need to 
keep things running. 

Always ask the employee the following questions, this will also assist with your 
referral to EASY: 

What’s the reason for the absence? 
How long do you think you’re likely to be off? 
Is there any work you’ve been doing that needs to be picked up while you’re off? 

Listening is key. Put yourself in their shoes and think about how you might feel and 
what you would want your manager to say and do. ACAS has some useful advice 
for managers dealing with this type of situation. 

Make sure you log the absence and the reason so that if a pattern develops you will 
be able to identify and evidence this, keep a copy in the employee’s personal file. 
 

 Depending on the nature of the illness you may wish to explore whether 
there are any adjustments that would enable the staff member to return to 
work. 

 Discuss absence certification requirements and requirement to contact you 
on a timely basis.  

 Enquire whether they will be seeking medical advice/ or support and agree if 
a management referral to Occupational Health would be arranged.  

 Obtain an estimated return to work date. 

 

2 I have a staff member who has called in sick after an injury at work 
where they were involved in an assault by a patient, what should I do? 
 

 Where it has been determined that an employee’s absence from work is due 
to an injury at work, disease or other health condition which are wholly or 
mainly attributable to their NHS employment the manager must ensure the 
appropriate documentation, including a DATIX is completed. 

 Where necessary the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations (RIDDOR) are complied with. The manager must 
record for payroll purposes that the absence relates to an injury at work.  

 Absences related to injury at work will not be counted towards calculation of 
paid sick leave the employee is entitled to within the 12 month period. The 
employee should also be advised of the potential entitlement to NHS Injury 
Allowance.  

 Manager must refer to Occupational Health for further advice and support.   

 Advice should be sought from HR Representative in all cases 

http://www.acas.org.uk/index.aspx?articleid=4202
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3 I have a staff member who has not turned up to work today and has not 
called to report their absence what should I do? 
 

 If the staff member has failed to make contact the manager has a duty of 
care to make contact to ensure the staff member is safe and well. When the 
manager has tried but failed to make contact and there is concern for the 
staff members welfare or the absence is prolonged, the manager should 
contact HR to consider next steps. Next steps may include contacting next of 
kin, checking if there has been any social media activity or even contacting 
the police on 101 for a welfare check. 

 Absence should be recorded as unauthorised absence on SSTS. 
 

4 When should a fit note be used? 
 

 Staff must provide a self-certificate for the first 7 days of their absence.  

 If staff become unwell when on annual leave and the staff member wishes to 
reclaim this period the staff member should notify manager as normal and a 
fit note would be required.   Annual leave will not be altered to sick leave if 
the member of staff does not make contact during their leave, at the time of 
becoming unwell and does not supply a medical certificate. 

 If staff member is absent for over 7 days a fit note should be supplied to the 
manager.  

 Staff must provide fit notes and delays to provide a fit note in a timely 
manner may result in the loss of organisational sick pay until such times as 
this is received.   

 

5 I do not understand the advice on a fit note, what should I do? 
 

 If you are unable to ascertain the advice on the GP fit note you should firstly 
discuss this with the employee for clarification. If you are still not any clearer 
a referral to Occupational Health would be required. Managers must discuss 
the contents of the referral first with the staff member before submitting to 
Occupational Health. 

 

6 Staff member has been absent for over 29 days, can I arrange an 
attendance meeting with an HR representative? 
 

 In line with the Once for Scotland policy, managers must seek to address 
any issues at an informal stage wherever possible.  

 Not all Formal Absence Review meetings to discuss long term absence 
require an HR representative to be present. For example, if an employee has 
a fracture or undergone surgery there is no requirement for an HR 
representative to be present unless the recovery period becomes longer than 
anticipated.  

 The manager should meet with the staff member at 29 days of absence for 
an Absence Review meeting to see what support can be offered, agree a 
timescale for a return to work.  

 If agreed timescale for return has not been met, this may trigger a formal 
meeting  with an HR representative.  

 All absence review meetings should be followed up with an outcome letter 
found on the workforce policy site. https://workforce.nhs.scot/supporting-

https://workforce.nhs.scot/supporting-documents/letter-template/attendance-policy-long-term-sickness-meeting-outcome-letter/
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documents/letter-template/attendance-policy-long-term-sickness-meeting-
outcome-letter/ 
 
 

7 When should I complete a return to work interview? 
 

 Return to work interviews should take place within two days of the staff 
member returning to work.  

 Return to work meetings ensures staff are fit to be back to work, 
identifies any support or reasonable adjustments which may be 
required and can help ascertain if any issues which could be impacting 
the staff members attendance. 
 

8 Can I discuss targets for improved attendance at a Return to Work? 
 

 During a RTW interview in some cases e.g. where you identify that there is 
persistent short term absence with no on-going health issues, it may be 
appropriate to re-establish your expectations regarding attendance at work.  

 Managers can use the support of the checklist prior to formal stages at the 
return to work to ensure appropriate support is being actioned. 
https://workforce.nhs.scot/supporting-
documents/?query=&policies=1126&contentType=1285&role=0&ordering=rel
evant 

 Where appropriate, you should work with the employee to agree an action 
plan in order to support a rehabilitation to work. This could involve a phased 
return or temporary adjustments, or perhaps a combination of the two. 
Return to work discussions are proven to be the best measure for reducing 
short term absences. They can let the employee know that they were 
missed, their work is appreciated and that you want to know how they are.  

 Return to work meetings should be carried out after every case of absence, 
even just one day – as this could mask a health concern which might go 
unnoticed.  

 Return to work meetings should always be carried out fairly, consistently and 
in a supportive way, whilst being informal and brief.  
 

9 What is the payment during a phased return? 
  

 Any staff member who returns to work on a phased return as recommended 
by Occupational Health may be entitled to be paid for a maximum period of 
up to 4 weeks at their normal contractual pay.  

 If the phased return needs to be extend beyond this period, the employee will 
be expected to contribute any untaken accrued annual leave. However, if an 
employee does not wish to use their annual leave they can opt to be paid 
according to the actual hours worked during the phased return period.  

 A phased return should not normally last longer than 4 weeks. 

 Managers can still exercise phased returns locally however staff would only 
be paid for hours worked, and can use annual leave should they wish to 
make up their salary to full pay.  
 

10 My staff member is refusing to attend an Occupational Health 
Appointment, what should I do? 
 

https://workforce.nhs.scot/supporting-documents/letter-template/attendance-policy-long-term-sickness-meeting-outcome-letter/
https://workforce.nhs.scot/supporting-documents/letter-template/attendance-policy-long-term-sickness-meeting-outcome-letter/
https://workforce.nhs.scot/supporting-documents/?query=&policies=1126&contentType=1285&role=0&ordering=relevant
https://workforce.nhs.scot/supporting-documents/?query=&policies=1126&contentType=1285&role=0&ordering=relevant
https://workforce.nhs.scot/supporting-documents/?query=&policies=1126&contentType=1285&role=0&ordering=relevant
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 Firstly you must ensure you have discussed the contents of the referral with 
the staff member, as a consultant will not see them without doing so. 

 Staff do have the right to refuse to attend, however if they insist on not 
attending the manager would need to explain that any decisions 
adjustments/modifications will be based on the information you have without 
the benefit of independent medical advice.  
 

11 A staff member’s ill health is affecting their duties at work, how should I 
address this? 
 

 The first step would be to have a discussion with the staff member around 
your concerns and gain a response from them.  

 Discuss that you intend to refer the staff member to OH to gain advice 
around  health concerns and what, if any adjustments can be put in place to 
support them 
 

12 A staff member has called to say their child is unwell and cannot attend 
school, they are not able to attend work due to this, should this be 
processed as sick leave? 
 

 If a staff member is unable to get childcare in order to attend work 
unexpectedly, this would be processed as special leave as the staff member 
is not unwell, it is their child. The staff member should arrange alternative 
care for their child and be allowed reasonable time to do so.  
 

13 Occupational Health have recommended adjustments, do I have to put 
these in place and for how long? 
 

 You may receive advice from Occupational Health about recommended 
adjustments that should be made to the workplace to assist the staff member 
in performing their duties and maintaining their attendance at work. 
Managers have to look at what is reasonable for their service and judge 
accordingly, however where reasonable adjustments have not been possible 
to implement the manager must be able to justify why they haven’t been able 
to accommodate.  

 Example of reasonable adjustments include; Adjustments to the workplace 
and/ or workstation, reduction in working hours and/ or redesign or 
modification of duties. 
 

14 Staff member has previously been on monitoring, do I need to go back 
to stage 1? 
 

 Yes, however if the staff members monitoring period has recently expired for 
example by a week, consideration can be made whether to progress to stage 
2 or extend the stage 1 monitoring period.  
  

15 Staff member wishes to appeal decision, what action should I take? 
 

 Staff  have the right to appeal at the final review meeting in all stages of the 
process. 
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 An appeal at the first formal stage will be paper-based and will not involve 
attendance at a hearing. The appeal will be acknowledged in writing, and will 
advise who will consider the appeal. The outcome will be provided in writing. 

 For stage 2 and 3 appeal hearings the Chair will be responsible for ensuring 
that all parties are advised in writing of the arrangements, no later than 14 
calendar days prior to the hearing. 

 The employee can provide a written statement of their case. This should be 
submitted no later than 7 calendar days before the hearing and will be 
shared with all other parties. 

 Following the hearing the Chair will write with the outcome of the appeal 
hearing to the employee and copied to all relevant parties. This should 
include the rationale behind any decisions taken in response to the 
employee’s grounds for appeal. The letter will be issued within 7 calendar 
days following the appeal hearing 
 

16 Staff member is failing to engage with the attendance policy process, 
how best can I support them? 
 

 There may be occasions where the employee feels unable to attend a 
hearing. Where this is for health reasons, you should refer the employee to 
the Occupational Health Service to obtain advice as to when the employee 
will be in a position to do so. 

 Consideration should be given if there are alterations to the process which 
can be made to support their attendance – Conference call for example.  

 If the employee intends to be supported or represented then the availability 
of all parties will be considered to agree a suitable date for all parties.  

 If the employee’s representative is unavailable, you should offer further dates 
to allow the meeting to happen.  

 Where the employee decides not to attend and there is no reasonable 
explanation for this, a second meeting should be offered. If the employee 
fails to participate, the manager will consider any reasons for this and may 
decide to hold the meeting in their absence whether to progress the meeting 
in their absence. 
 

17 Staff member has recently underwent surgery and I do not think they 
will be able to return to their post due to the complexity of the surgery. 
 

 A referral to Occupational Health should be complete to gain advice around 
their future fitness to work and what reasonable adjustments could be put in 
place to support staff member to return to work.  Occupational Health may 
request consent to write to staff members GP or Consultant. 
 

18 Staff member has been absent from work for six months, they are 
advising they are returning however keep handing in fit notes. I have 
been meeting with them monthly and offering support however I cannot 
sustain this level of absence in my service, how should I progress with 
this? 
 

 As an organisation we have to support employees to be able to return to 
work, however when absence has lasted for a significant period we would 
look to re-refer to Occupational Health for advice and arrange a case 
conference with staff member present if required.   
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 Discuss with HR Rep  

 

Record of Changes  

 

Date Change Version 

Number 

14 April 2021  1 

 

 

 


