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 Stratford-upon-Avon Town Council
ATTENDANCE POLICY

Procedures for Dealing with Individual Cases of Excessive Absence

In cases where your absence record warrants attention, your manager or other appropriate person will interview you.  This interview will be triggered by the advent of four days absence within a rolling two-month period, taken in more than two episodes.  The purpose of this interview will be to discuss your views about your state of health in the light of your sickness absence record.  This will be on an informal basis in the first instance.

Your manager will have the record available and will demonstrate how it exceeds an acceptable level of absence.  They will also highlight any patterns or trends which require explanation.

Your manager will invite you to discuss any underlying problems such as work related or other difficulties.

You will be asked to explain the circumstances which necessitate your being absent from work.  If appropriate, you will be offered an appointment to discuss any recurring health problems with the Medical Advisor and arrangements will be made for an appointment within five working days of the meeting, in normal circumstances.  The Medical Advisor will report their findings in confidence to the manager concerned.  A follow-up meeting will be arranged within five working days of the appointment with the Medical Advisor to review the situation.

If you refuse such an appointment, the Town Council will have to make decisions without the benefit of medical advice.  Such a refusal may also prejudice your right to Sick Pay.

Any substantial continuing health problems will be dealt with according to the Town Council’s normal arrangements in such cases.  Where there appears to be no one substantial underlying cause for excessive absence, it will be made clear to you that you will be expected to meet appropriate attendance targets.

If you fail to meet the appropriate attendance targets, you will be interviewed again on an informal basis.  Medical certificates to cover all absences will be requested and further attendance targets set.

A continued failure to meet attendance targets will result in you being subject to the formal attendance procedure on the grounds that you do not reach the ’s required standard of attendance.  The Town Council may ask for further medical advice at any stage during the formal procedure and if you refuse to give permission for such advice to be sought, the Town Council will be obliged to make any subsequent decisions without the benefit of such advice.  Employees are entitled to be accompanied at any stage of the formal attendance procedure by a colleague or suitably qualified trade union representative of their choice.

A formal Stage one warning will be issued where attendance targets are not reached after informal action.  This warning will remain on file for six months and further failure to reach set attendance targets during that time will result in a second stage formal warning.  This will remain on file for twelve months and further failure to reach set attendance targets during that time may result in dismissal with notice for failing to reach the required attendance standards.











