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Managing Attendance 
Toolkit for Principals and Line Managers
[School and non-school settings]

Introduction
The Education Authority recognises that looking after staff health and wellbeing and managing their attendance requires commitment to forming excellent practices and habits and creating a supportive culture where staff know that their attendance and wellbeing matter.  With this in mind we have created a Toolkit, bringing together a selection of template letters, support documents, guidance material and procedures to assist with all the elements a line manager will require when managing the attendance, health and wellbeing  of all teaching and support staff in schools as well as all staff in EA non-school settings.  
Contents 
1. Managing Attendance Flowchart: a guide on the appropriate steps to take from day one of any staff absence.
2. TNC 2008/2 Teachers Attendance Policy
3. JNC Managing Attendance Policy (for all support staff)  
4. Suite of letters: support at various stages of the attendance management process  
5. Inspire leaflet
6. Self-certification forms
a.  Non-teaching (SC1)
b. Teachers (CCU67)
7. Managing Work Related Stress: top tips
8. Helpful Hints: self-certification and GP certification
9. Return to Work form
10. Formal Attendance Meeting (FAM) Guidance
11. Record of FAM form
12. Referral Form and Guidance
13. Options to support OH assessment results
14. Employee Short Guides: Attendance Policy and OH Guidance






 1.  Staff Absence Flowchart


															





 


Supporting forms, template letters and appendices: 
Click on ICON to view 

Letter 1 Failure to make contact following management request/ remedy required










Courtesy phone call to ensure they are ok and remind employee of their notification responsibilities

If failure to make contact persists even after verbal reminders, see letter 1

Manager to agree the communication arrangements with employee going forward










Letter 2 Work Related Stress arrange meeting
Where the Principal/Line Manager is perceived/stated to be a contributory factor in the cause of the stress then it may be appropriate that an alternative manager (includes Vice Principal or Board of Governor) arranges the meeting


Appendix 1
Helpful hints for WRS issues 





Work Related Stress – Immediate action required
Invite to meeting (letter 2)
 
Features of the meeting (see appendix 1) 

Carry on with normal Managing Attendance procedures










Self-Certification form (SC1)


Return to Work form 


Appendix 2 - Parameters of SC1 and How to Read Fit Note


Appendix 3 - RTW Meeting Guidance











SC1 form 


Teaching self cert - CCU67
Appendix 2 - Parameters of SC1 and How to Read Fit Note


[bookmark: _Hlk116043818]Inspire Workplaces
· [bookmark: _Hlk115855247]Tel: 0808 800 0002 
· Website: click here 
Appendix 4 - FAM Guidance


Appendix 5 - Referral form and Guidance for completion









Agree return to work date at the end of the Statement of Fitness for Work certificate (Fit Note) if applicable and schedule time for RTW meeting
Schedule regular times for the employee to provide you with a verbal update on their health and to keep in touch
At each juncture:
· Ask what support might be required
· Consider sensitivities
· Consider need to signpost to Inspire Workplaces
· Consider need to signpost other bodies/policies/EA
· Avoid unnecessary work discussion/updates
· If/When relevant, discuss need for formal attendance meeting
· If/When relevant, discuss need for Occupational Health/ specialist assessment

Provide details of self-certification for first 7 consecutive days. Advise of the requirement for Medical Statement of Fitness for Work certificate (‘fit note’) from day 8 and arrange a time for further contact to receive an update on the employee’s progress and to discuss any support required. 
Having an agreed contact time and date can help communication channels remain open and help manage expectations and perceptions.
Agree a Return to Work date and schedule a time for RTW meeting and completion of SC1 form.  Note and action any agreements in RTW form. 
If unsure of return date agree and schedule the next call to receive an update.
   Having an agreed contact time and date can help communication channels remain open and help manage expectations and perceptions.



[bookmark: _Hlk115709433]

Trigger Points:
· Casual absence (6 days for teaching/8 days for non teaching)
· 3 periods of 3 days or more (non teaching)
· 4 weeks or more
Appendix 4 - FAM Guidance


Letter 4 FAM invite


[Where necessary, see additional examples below]
letter 5 FAM failure to attend


letter 6 FAM final offer 


Record of Attendance Meeting form













Letter 3 - continued no contact
 Can be used if the employee consistently fails to apply with contact arrangements and/or provide Fit Notes











Formal Attendance Meeting should be considered in line with appendix 4 which outlines purpose and content
Example letters 4,5,6

Meet with employee and agree any next steps to support them to return to work.  Provide a short summary of agreed action for both parties in the relevant form




Continue to stay in regular contact and explore how a return to work can be supported and facilitated

Continue to record absence in line with procedure
See example letter 3 to inform employee of remedial steps required

Carry on with Managing Attendance procedure



Consider need to signpost e.g. Inspire
Agree and complete any support actions if applicable and continue to monitor attendance levels

Contact HR Services (HR) 028 9041 8006 to discuss 

See Appendix 5





Appendix 5 - Referral form and Guidance for completion



 Inspire Workplaces
· Tel: 0808 800 0002 
· Website: click here 
Employee Guide











Take the appropriate action/s as per options guidance outlined in Appendix 6

Contact the HR Services team in Human Resources after 5 working days from date of appointment to escalate this matter


Appendix 6 
Options and guidance for action following receipt of medical report













Example Letters 
7 (a) general content


7 (b) reasonable adjustments


7 (c) potential consequences


7 (d) medical issues


7 (e) inability to attend as per OH
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Consider requirement for further OH intervention
Arrange a further Formal Attendance Meeting
Letter 8 
Follow meeting with decision on next steps
Letter 9 

Monitor Attendance as per normal for all staff
Improved level reached and attendance continues to be monitored as is normal course
Top Tip. Seek advice from the HR Services Team at EA if you are unsure of the merits of another OH referral 
Letter 8 further FAM


Record of Attendance Meeting form


Letter 9 Conclusion/Completion


Discuss with Employee Relations and/or HR Services if considering disciplinary measures or Ill Health Termination procedures







See example letters for common scenarios.  Remember to time bound every letter.
7 (a) example letter of the content you can consider
7 (b) example letter to include reasonable adjustments
7 (c) example letter outlining potential consequence of lack of improvement
7 (d) example letter where there are medical issues
7 (e) example letter where OH advises unable to attend meeting
If further support required contact the HR Services Team at EA



Option to consolidate your action plan by reflecting on the example letters 7 (a) to (e)  
Remember to time bound the agreed actions







Letter 9 conclusion/completion


IHT Procedures
For information on TNC 2013/1, non-teaching IHT or non-teaching in schools IHT Contact HR Services
OH-PeopleServices@eani.org.uk

Disciplinary Procedures
(appropriate TNC or JNC policy, school or non-school policy)
Contact Employee Relations
ER-Casework@eani.org.uk










Where appropriate initiate the appropriate steps under Ill Health Termination (IHT) procedures after consulting with the HR Services team
OR
Where appropriate, initiate relevant procedures following discussion with the Employee Relations section of HR. This includes the option to move to investigation and be considered under the Disciplinary Procedure. 





Continue with relevant Managing Attendance steps

Seek further guidance from HR Services















	Other Top Tips 
· When possible, and all parties are in agreement, it can be useful and good practice to schedule Return to Work meetings together with Formal Attendance Meetings
· It may be necessary in certain circumstances to proceed with meetings without employee attendance.  Further guidance can be sought from HR Services.  Letter 6 may be adapted in certain situations and letter 7 (e) can be used when the Occupational Health specialist indicates a person’s medical inability to attend a meeting.
· Where appropriate seek further advise from HR Services where the Alcohol Policy guidelines might be relevant





2.  TNC 2008/2 Teachers Attendance Policy

This policy and accompanying procedures establishes a clear framework for managing absence at local level, supported by sound professional human resources advice.  Principals and .staff should familiarise themselves with the policy and procedures.
To access click here 
3.  JNC Managing Attendance Policy (for all support staff)

The purpose of this policy and accompanying procedures is to establish a clear framework for managing absence at local level, supported by sound professional human resources advice. 
Managers and staff should familiarise themselves with the policy and procedures.

To access click icon 

 

4.  Suite of letters: support at various stages of the attendance management process

	Letter ref number
	Letter title
	Template 

	1
	No contact from employee
	


	2
	Work Related Stress
	


	3
	Continued no contact or certificate
	


	4
	Formal Attendance Meeting invite (FAM)
	


	5
	FAM failure to attend
	


	6
	FAM final offer
	


	7a
	Example FAM general
	


	7b
	Example FAM reasonable adjustments
	


	7c
	Example FAM potential consequences
	


	7d
	Example FAM medical issues
	


	7e
	Example FAM inability to attend
	


	8
	FAM final stages
	


	9
	Conclusion of Managing Attendance procedure/s
	






5.  Inspire leaflet
Employee Support Programme: Inspire Workplaces
EA has selected Inspire Workplaces as an independent source of support. This service is free to you. Take the first step, lift the phone, and contact Inspire Workplaces to talk to someone who can help you to access specialist support and information. You can call anytime (24/7, 365 days a year)
· Tel: 0808 800 0002 
· Website: click here 

6.  Self-certification forms 
a. Non-teaching (SC1)


b. Teachers (CCU67)
CCU67 – Click here 





7.  Managing Work Related Stress: top tips
This guidance document prepares you to take appropriate steps when you become aware that work is a contributing factor in their absence.  

[bookmark: _MON_1726662140]	
8.  Helpful Hints: self-certification and GP certification
When you have an absent employee they are required to complete a self cert form and in cases where the absence extends beyond 7 consecutive days, a fit note from their GP.  This guidance provides detail on how to understand and administer these correctly.



9.  Return to Work form
To use with every employee after every absence.  


10.  Formal Attendance Meeting (FAM) Guidance
This guidance provides a template of when and how to conduct a formal attendance meeting with any staff member.  


11.  Record of FAM form
It is important to keep a record of all these type of meetings.  This is a template for your ease of use.  


12.  Referral Form and Guidance
It is important to read carefully the guidance notes at the start of this form to ensure you get maximum benefit and value for money on those occasions when it might be necessary to seek independent occupational health advise from the specialists.  






13.  Options to support OH assessment results
Following the employee’s assessment with the occupational health advisor you will have a number of potential actions to take.  This guidance provides a summary of what that might entail.


14.  Employee Short Guides: Attendance Policy and OH   
 Guidance
These guides are useful leaflet to provide to your employees.  There is a short guide to detail the requirements of the employee in terms of the Managing Attendance policy.  The second short guide is a useful guide for employees on what to expect through the occupational health process.





Have you received a copy of the Occupational Health medical report following medical assessment?


No


Yes



Did the staff member call to notify management of their absence on day 1?


No


Yes



Do you need assistance in agreeing an attendance improvement action plan 
that is time bound?


No


Yes



No


Yes


Has another absence trigger occurred 
within the outlined review period?



Have the Managing Attendance policy and procedures been exhausted?


No


Yes



Is the absence connected to 
Work Related Stress (WRS)?


No


Yes



Is the absence likely to be 7 consecutive 
days or less?


No


Yes



Is the absence likely to be long term?
i.e. 4 weeks or more


No


Yes



Has the employee provided required documentation and/or communication?


No


Yes



Has the employee’s absence(s) reached the target levels of concern?


No


Yes



Does the manager need to access guidance from the Occupational Health Specialist?
(either as a first referral or review)


No


Yes/Unsure


Letter 1 - No Contact From Employee.docx
					Letter 1 – No Contact From Absent Employee



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear _____Insert Name_____________

Re: Attendance Procedures: Request to make contact with management

I refer to your current period of sickness absence from work and my growing concern for your health and wellbeing owing to the lack of communication during this time.

In accordance with the Education Authority’s Managing Attendance Policy, I note you have not made contact with me.  You will be aware that it is the employee’s responsibility to inform their Line Manager/Principal/relevant person in a timely manner of any illness, short term or ongoing that prevents attendance at work.

I have tried to contact you on 3 occasions on ____________________ (date/time) [insert relevant detail] in this regard, but without any response from you.

I must now instruct you to contact me on date/time/phone number.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  



Yours sincerely	



Principal/Line Manager



ENC: Inspire Leaflet
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EA Attendance Policy Employee Short Guide.pdf
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  Medical Examinations


An officer shall, if required, submit to a medical 
examination by a registered medical practitioner 
or a medical consultant or specialist appointed by 
the  Education Authority or recommended by the EA’s 
nominated Occupational Health Physician.  This 
medical examination will be at no cost to the officer 
unless he/she fails to attend without reasonable notice 
and/or good reason.  Information may also be sought, 
with your consent, from your own GP.


  Inspire Workplaces


Inspire Workplaces provides, on a CONFIDENTIAL 
basis, support to staff when problems become or are 
in danger of becoming persistent, unmanageable 
or affect health and well-being.  It provides support 
for those suffering stress, anxiety or having difficulty 
coping with experiences such as bereavement, 
relationships, family, or financial difficulties, addiction 
and work related problems.


The decision to request or accept assistance from 
Inspire Workplaces is your personal choice and your 
identity will remain confidential to the Service and will 
not be disclosed to the Education Authority.


  Monitoring Attendance


The 24 hour Inspire Workplaces number is 
0808 800 0002


The Education Authority also has in place a number of 
other policies to assist and support with the welfare 
and well-being of staff - the Alcohol Policy, special 
and compassionate leave including parental and carer 
leave, the Career Break Scheme and the Job Share 
Scheme.  Further advice on these policies is available 
from Human Resources People Services or from your 
line manager/principal.
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It is the responsibility of each manager to monitor the 
attendance of his or her staff.


Monitoring ensures that issues of public accountability 
for expenditure on salaries and sick pay are satisfied; it 
enables managers to make decisions about temporary 
arrangements such as deputising;  it also ensures that 
managers are fully aware of the absenteeism rates of 
staff and can address any problems promptly.


Human Resources People Services can provide 
managers with reports detailing the number of certified 
absences.


Action by the manager should normally be initiated by 
any of the following:
•	 Absences related to stress.
•	 More than 8 casual days absence in a 12 month 


rolling period.
•	 More than 3 periods of absence in a 12 month 


rolling period, each in excess of 3 days duration.
•	 Continuous absence of 4 weeks or more.
•	 An individual officer with an absence rate of 5% or 


more.


  Return to Work


It is important that you let your manager know as soon 
as you can, the date on which you expect to return to 
work.  On your return he/she will carry out a return to 
work interview, which will give you the opportunity to 
discuss any issues affecting your attendance.


A copy of the complete attendance policy
 is available from Human Resources 


People Services - contact details below.


Telephone 028 9041 8006 
and select your local HR region or email:


Armagh  peopleservices-armagh@eani.org.uk


Belfast  peopleservices@eani.org.uk


Dundonald  peopleservices-dundonald@eani.org.uk 


Ballymena  peopleservices-ballymena@eani.org.uk


Omagh  peopleservices-omagh@eani.org



mailto:peopleservices-armagh%40eani.org.uk?subject=

mailto:peopleservices%40eani.org.uk?subject=

mailto:peopleservices-dundonald%40eani.org.uk?subject=

mailto:peopleservices-ballymena%40eani.org.uk?subject=

mailto:peopleservices-omagh%40eani.org?subject=
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 Policy Statement


The Education Authority is committed to the delivery 
of high quality best value services.  It recognises that 
such service can only be delivered by officers who 
are committed and professional in their approach 
to work and whose well-being is fostered by the  
Education Authority in a safe and healthy working 
environment.


This policy covers absence which is reported as 
sickness absence.  It does not apply to authorised 
absences e.g. holidays, training courses, jury 
service, etc. nor to ante natal care or absence on 
maternity leave.


 Aims of  the Policy


•	 To ensure that all staff are treated fairly, 
consistently and with sensitivity during times of 
illness.


•	 To inform staff and managers of the Education 
Authority’s policy and procedures for managing 
attendance, to maintain confidentiality of 
information and to facilitate a consistent approach 
to staff attendance across Departments.


•	 To promote and encourage an attendance culture 
which recognises that good attendance is critical 
in the pursuit of excellence in terms of service 
delivery.


•	 To address the negative effect on staff morale 
where frequent or prolonged absences of 
colleagues create additional workload, pressure 
and stress.


•	 To raise awareness of Inspire Workplaces and its 
supportive role.


  Role of  the Employee


•	 To report all sickness absence in accordance 
with procedures and provide appropriate 
documentation promptly.


•	 To maintain appropriate regular contact with the 	


It should be noted that failure to comply with the 
above may result in the absence being regarded 
as unauthorised, in pay being withheld and/or 
disciplinary action being taken.


Where the original doctor’s statement covers a 
period exceeding 14 days, or where more than one 
statement is required, you must, before returning 
to work, obtain a final statement certifying fitness to 
resume duties.


manager during any period of absence.
•	 To follow any professional advice, including 


medical, aimed at ensuring a timely return to 
work.


•	 To advise the manager of matters relevant to the 
absence particularly where there may be other 
problems either at home or at work contributing to 
the absence.


•	 To participate in a return to work interview with 
your manager.


 Reporting Absence


On those occasions where illness prevents you 
from attending work, you must personally, or make 
arrangements to:


•	 Notify your manager by telephone, at the earliest 
opportunity and no later than 9.30 am (or within 
one hour of start time).  If your manager is 
unavailable, the designated officer should be 
informed.  In exceptional circumstances, if you 
are incapable of notifying the manager, a relative 
or friend may do so. 


•	 Give an explanation for the absence and, if 
possible, an estimate of its likely duration.


•	 Ensure that your manager is kept informed of 
the illness regularly in order that alternative 
arrangements can be put in place.


•	 Provide documentation promptly to the  
Education Authority in support of any absence 
from work due to sickness as follows:
-	 Up to 7 Calendar days self certification form 


must be submitted on or before the 7th day of 
absence.


-	 For more than 7 days a Doctor’s statement 
must be submitted before expiry of the 2nd 
week of absence.


•	 Notify your manager in advance of the date of 
return to work.  If the absence has been of 4 
weeks or more duration the manager should 
be given, where possible, one week’s notice of 
intention to return to work.


  Conduct During Absence


In all cases of sickness or injury which necessitate 
taking time off work, it is expected that staff will do 
their utmost to facilitate a speedy return to fitness 
and to work.  The following are examples of activities 
which would be considered inconsistent with genuine 
sickness or injury and may result in disciplinary 
action being taken, including consideration of 
dismissal.


•	 Participating in any sport, hobby, social or other 
activity which is inconsistent with the illness or 
injury or which could aggravate the illness or 
injury or which could delay recovery.


•	 Undertaking any other employment, whether paid 
or unpaid.


•	 Altering or causing to have altered any details on 
a medical statement, e.g. dates or signature.


•	 Failing to respond to requests to attend absence 
meetings or medical examination without good 
reason.


•	 Taking holidays during sickness absence will be 
a cause of concern  unless there is acceptable 
evidence to support the contention that the 
holiday is deemed to be required as part of 
treatment or necessary recuperation.  Staff 
contemplating taking holidays should discuss this 
with their manager in advance.


All staff should note that the misuse of sickness 
absence is regarded as misconduct and will be dealt 
with under the Disciplinary Procedure.
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INTRODUCTION 



This Occupational Health (OH) Referral Form and supporting Guidance is designed for Principals/ line managers to support occasions when OH intervention may be appropriate to support the health, wellbeing and attendance of their staff.   



As a Principal/ line manager, it may become necessary for you to engage in the OH referral process in certain circumstances where you require specific specialist advice to assist your role in managing staff attendance. This OH referral process is an additional support tool for you within the Managing Attendance Procedures for all staff in all EA locations and schools.  



Opting to engage OH through a medical referral request should be considered carefully with a clear view to ascertain medical advice when appropriate. When considering a “referral” you should engage in discussions regarding this potential course of action with your staff member to highlight the supportive intention. Your school/service is charged for all requested appointments. Therefore, it is imperative that you have discussed the process and obligation of their attendance. 



Please note

Where work related stress is known to be the cause of absence it is not appropriate to refer to the Occupational Health service as a first step. Instead a formal meeting should be arranged with the employee to discuss and seek a resolve to matters. 



To aid this process a supporting template letter is provided. 







In addition, Human Resource Services can provide further guidance in this regard. The Occupational Health clinician will provide you and the employee with professional and impartial advice on a range of topics concerning the relationship between health and work. A properly completed referral form by you will maximise the quality of the subsequent report provided by the OH clinician. 



Where relevant you should confirm on the referral form that you have provided your employee with details of the employee support service Inspire.  

· Tel: 0808 800 0002 

· Website: click here 



As the referring manager you will be expected to complete all sections within the OH referral form. It is imperative that you read the following guidance provided before completing all sections to ensure you provide the necessary and correct information so that both employer and employee get maximum benefit from the process.
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GUIDANCE NOTES



Discussing the OH referral

1







· The first part of the OH referral form asks that the referring manager confirms that they have discussed OH with their employee and explained the reasons for the referral. This is important so that when your staff member is contacted by HR Services to set up the OH appointment they will not be surprised or alarmed. Failure to discuss the referral process with your employee could

result in ill feeling and waste valuable time as the OH clinician will have to undertake the necessary explanation.



· 

An advice leaflet for employees is available which provides your employee with what they need to know about their OH referral and assessment - this leaflet can be found below and a copy should be given to your employee.









Details of Employee being referred

2





· Up-to-date and accurate employee information is vital as this information will not only be used by HR Services to locate the individual on the HR system but the Occupational Health provider will also use information such as name and date of birth to cross reference when setting up a personal record or matching to an existing record.



· The job title and job location are both important as an employee may be employed in more than one post and in more than one location. Therefore, it is important that you indicate which post and location you are referring to.



· Contact Telephone Number(s) – The occupational health appointment is carried out via video link.  However, if there is a technical fault, the consultant will contact the employee via telephone.  It is imperative that the correct contact number is recorded on the referral form and the employee can accept unknown numbers on their phone.



· Email Address – In most cases employees wish to use their personal email addresses although they can use their work email address if they prefer. However, this should be clarified with the employee. HR Services will confirm the details of the OH appointment in writing via email. This will provide the date, time and location of the OH appointment. It is important that the line manager emphasises the employee’s contractual obligation to attend as failure to attend may result in the service/school being levied with the cost.







Reasons for Referral

3





· As a manager you will need to tick the relevant box(s). This choice will be dictated by discussions you have had with your employee, for example an employee may be on long term sick but has improved sufficiently to consider a supported return to work. You may wish to seek guidance from OH about what appropriate support or reasonable adjustment might be applicable. Examples of what you have considered and discussed as well as what cannot be reasonably applied should be noted to the clinician. This will set the agenda for the OH assessment and give the OH clinician

a clear direction when discussing medical history and how work may impact on their health and therefore their fitness for work.



· In other cases the employee may have reached a level of health whereby they wish to consider ill health termination and will have written requesting this. Where the relevant Ill Health Termination procedures have been applied, you would indicate this by ticking the box Request for ill health termination.



· If your employee is on sick leave, state the date the current absence began along with the reason: This simply requires you to enter the date on which your employee went on sick leave and the reason stated on the GP statements of fitness for work known as a fit note. This information is also important to inform the OH clinician advice.





Provide relevant background information

4





· This is a key part of the OH referral form. As stated earlier the referral form informs the OH assessment, therefore it is vital that you provide sufficient background information. This includes support arrangements already in place as well as attendance data. This will help the OH clinician to obtain all perspectives and be best placed to medically advise.



· A quality referral form should contain adequate, relevant and factual information about the individual and their job role to fully inform the OH clinician.



It is important that you include:

· The post title and a short summary of the job and type of work they carry out. State what the member of staff actually does on a day-to-day basis. Sometimes, it is more helpful to specify that they spend 50% of their time at a desk, 20% at meetings, 30% marking and preparing paper based assignments or in the case of a Grounds Maintenance employee 50% using a ride on lawnmower, 30% using vibrating tools, and 20% manual handling.

· Also Include details of meetings and correspondences you have had with your employee during their period of sickness absence.

· Give a history of sickness absence stating dates and reasons.

· Mention in the OH form any specific relevant details and outcomes of previous OH referrals.

· It is also important that you outline actions already taken by management to address issues.

· This is also your opportunity to ask any questions in addition to the generic questions already included in the OH referral form. Additional questions can be specific to your staff member’s job role and how their health impacts directly on their ability to do their job.

· In cases where the Ill Health Termination procedures have been invoked as a result of request by the employee, it is helpful to include a copy of the employee’s written request.



GDPR

5



As a manager you need to be aware that a completed OH referral form contains sensitive, personal data regarding your employee and as such should be processed in accordance with data protection legislation and medical confidentiality guidance. Your staff member has the right of access to the referral document. You should ensure that all information contained within the referral form is factual and not your personal opinion. You may wish to express your personal concerns if applicable.



The option to seek advice to support your referral is available from HR Services.



All information contained in the referral form will be discussed with the employee during the consultation. Any details omitted will be less likely to be addressed during the consultation.



Line Manager contact details

6





· It is important that the Line Manager’s details are given, this will ensure that upon receipt of the medical report HR Services can share a copy with the line manager as soon as possible.





Finally

7



· Before submitting the Occupational Health form to HR Services check it over one last time and ensure you have given the OH Clinician adequate background information and that any additional questions are clear and concise. The OH clinician will provide advice to support management in their decision making process when dealing with health issues in the workplace.



Occupational Health Referral Form CONFIDENTIAL





PLEASE CHECK WITH THE EMPLOYEE THEIR CONTACT NUMBER IS THE CORRECT NUMBER AS THE CONSULTANT WILL BE RINGING THEM ON THIS NUMBER. ALSO WE NEED A PERSONAL EMAIL ADDRESS

AS THE INVITIATION TO THE APPOINTMENT WILL BE SENT VIA EMAIL*



I confirm that I have read the Guidance Notes above and have included all information accordingly.

I confirm that I have explained to my employee, the reasons for referral to the Occupational Health Service. I have advised my employee that attendance at OH is in accordance with the JNC/TNC Managing Attendance Procedures and that information disclosed to OH may be shared with management where such information will assist in determining fitness for employment.



Line Manager/ Principal (printed):  	 Line Manager/ Principal (Signature): 	 Date employee informed of referral:  	









Details of Employee being referred



		Name (in full)

		



		Date of Birth

		



		Employee Number

		



		Employee Home Address

		



		Job Title

		



		Job Location

		



		Employees contact telephone or mobile number*

		



		Email address*

		







Reason for Referral (please tick relevant box)



Employee is on long term sick leave, advice on progress required; Advice on employee’s attendance at work / performance required;





Employee has recently started sick leave with stress related illness (Inc. anxiety/depression etc.); Advice on rehabilitation/reasonable adjustments required;





Employee request for Ill Health Termination (include employee’s written request); Wellbeing support requested;







Other (please state below).



If employee is on sick leave, state the date current absence began along with the reason(s) as noted in statement of fitness for work note:









Please provide relevant background information regarding this employee’s absence (see Guidance Notes at the top of this form):



Please see list of standard questions attached, ALL of these questions will be answered during each appointment, including any additional questions you may have.



Please use an additional sheet if required.



Contact details of Line Manager making the referral for post referral report:



		

		Principal/Line Manager

		HR - People Services Contact



		Name (in full)

		

		



		Job Title

		

		



		Work Address

		

		



		Telephone number

		

		



		E-mail address

		

		



		Date

		

		











To: Occupational Health Consultant,

Please conduct an Occupational Health assessment of the above named employee and provide a comprehensive report to HR Health & Wellbeing Services which addresses each of the following questions:-



1. Has the employee a recognisable medical condition? Is the employee likely to be regarded as disabled under the relevant legislation (Disability Discrimination Order)?



2. Has the amount of time absent from their place of work been commensurate with this condition? e.g. where recovery might normally be 6 weeks, are there complications that may cause extended absence?



3. Is the employee currently fit or unfit for work? If unfit, when is likely they will be fit to return to work?



4. What steps is the employee currently taking/potentially able to take in order to facilitate a speedy recovery and subsequently return to work? Are there alternative helpful interventions to consider?



5. What adjustments does the employee require to support a return to work? e.g. phased return. Please indicate whether the reasonable adjustment is likely to be short term or permanent?



6. Is the employee likely to give regular and effective service in the future? Is there likely to be a recurrence of this condition?



7. Is the employee fit to attend meetings or participate in dialogue with the employer?



8. Have work factors contributed to the absence? If so please comment on where the stressors are in relation to the HSE Management Standards i.e. work demands, control of work, support at work, interpersonal relationships, their role or changes at work.



9. If a return to work is not expected e.g. for the foreseeable future, would it be appropriate to consider ill health termination?



10. Additional questions (please only include a maximum of 3 where necessary)
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ARMAGH



		Name (in full)

		Katherine Clarke Emma Rafferty



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority

3 Charlemont Gardens Armagh

BT61 9AX



		Telephone Number

		028 3751 2311

028 3751 2323



		Email Address

		Katherine.clarke@eani.org.uk

emma.rafferty@eani.org.uk



		Date

		







BALLYMENA



		Name (in full)

		Fiona Carey Cathy Boyd



		Job Title

		HR Advisor



		Work Address

		HR Services Ballee Road West Ballymena

BT42 2HS



		Telephone Number

		028 2566 1198

028 2566 2776



		Email Address

		fiona.carey@eani.org.uk

cathy.boyd@eani.org.uk



		Date

		







BELFAST



		Name (in full)

		Fiona Murray Mary Cassidy



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 40 Academy Street Belfast

BT1 2NQ



		Telephone Number

		028 9056 4285

028 9056 4361



		Email Address

		fiona.murray@eani.org.uk

mary.cassidy@eani.org.uk



		Date

		







DUNDONALD



		Name (in full)

		Leanne Gregg 



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority Grahamsbridge Road DUNDONALD

Belfast

BT16 2HS



		Telephone Number

		028 9056 6935

028 9598 5801



		Email Address

		leanne.gregg@eani.org.uk



		Date

		





OMAGH



		Name (in full)

		Demi Crowne Shannon Nicolson



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 1 Hospital Road Omagh

BT79 0AW



		Telephone Number

		028 8241 1341

028 3741 5356



		Email Address

		demi.crowne@eani.org.uk

shannon.nicolson@eani.org.uk



		Date
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Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager





ENC: Inspire Leaflet
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During the course of 
your working career it 
may be necessary for you 
to be asked to attend for 
an independent medical 
assessment. This is called 
an Occupational Health 
Referral. This leaflet is 
designed to provide you with 
some information about the 
referral process and what 
this may mean for you and 
your employment. We have 
tried to address the most 
common questions that are 
asked by staff; however, it 
is not possible to be very 
specific as every case is 
unique. Therefore, Health 
& Welfare Services staff 
remain available to speak 
to you in confidence to 
address any concerns that 
you may have.



HEALTH  REFERRALS



3.	 What is the prognosis for this condition and what 
is the likely duration of the absence before the 
employee may be able to affect a return to their 
place of work?



4.	 Will the employee require any formal support to 
facilitate an early return to their place of work 
e.g. phased return?



5.	 Is there likely to be a recurrence of this 
condition which may have an impact on the 
employee’s ability to meet an acceptable 
level of attendance as indicated in the EA 
Attendance Policy?



6.	 Does the nature of the medical condition meet 
the definition of a disability under the Disability 
Discrimination Order?



7.	 Are there any reasonable adjustments that may 
be considered by the employer? 



Please indicate whether the reasonable 
adjustment is likely to be short term, long term 
or permanent



8.	 Is there evidence of any work related factors 
that may be contributing to the absence?



9.	 Has the absence been precipitated by 
interpersonal conflict/pressures in their place of 
work?



10.	Has the absence been precipitated by work 
demands?



11.	Has the employee made any attempts to have 
these addressed by management?



12.	 Is the employee likely to remain unfit for the 
foreseeable future?



The occupational health clinician will make 
recommendations in the written report for the 
employer to consider.



What happens after the appointment?
The occupational health clinician will send you a 
written report of the referral. You should receive 
this within 5 working days of the referral. You will 
be given the opportunity to ask for any factual 
corrections to be made and/or to include any 
other information that you feel the occupational 
health clinician may have overlooked. 



During the course of your working career 
it may be necessary for you to be asked 
to attend for an independent medical 
assessment. This is called an Occupational 
Health Referral. This leaflet is designed to 
provide you with some information about 
the referral process and what this may mean 
for you and your employment. We have tried 
to address the most common questions that 
are asked by staff; however, it is not possible 
to be very specific as every case is unique. 
Therefore, Health & Wellbeing Services 
staff remain available to speak to you in 
confidence to address any concerns that 
you may have.



Who gets to see the occupational health clinician’s 
report?
You will have first sight of the report. After you have 
approved its contents a copy will be forwarded to 
Health & Wellbeing Services who will then write to 
the referring manager enclosing an extract of the 
report. This will normally be the ‘answers to questions’ 
as outlined above and the recommendations 
made by the occupational health clinician. As 
a confidential medical document, the referral 
report meets the conditions of ‘sensitive personal 
information’ as outlined within the Data Protection 
Act and therefore is subject to the Education 
Authority’s policy on compliance with the Freedom 
of Information Act, the Data Protection Act and the 
Environmental Information Regulations.



What if I disagree with the occupational health 
clinician’s recommendations?
You have the right to appeal against the 
occupational health clinician’s recommendations. 
The procedure to be followed in making an appeal 
is outlined in the relevant Attendance Policies. 
Health & Wellbeing Services staff will provide you 
with information and guidance on how to lodge an 
appeal.



And finally; it is hoped that this leaflet will answer 
most of your questions. However, should you have 
any other matters relating to occupational health 
referrals which you would like advice and guidance 
on, please do not hesitate to contact Health & 
Wellbeing Services.  Staff there will be only too 
pleased to provide whatever assistance they can.



The functions of the Board have now transferred to the 
Education Authority and the policy will be reviewed in due course
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Education Authority
Health & Wellbeing Services



Occupational



Armagh - 028 3751 2582



Ballymena - 028 2566 1221



Belfast - 028 9056 4018



Dundonald - 028 9056 6268



Omagh - 028 8241 1278



Contact numbers are:











Is my employer entitled to ask me to attend an 
occupational health referral?
Under Health & Safety at Work and Disability 
Discrimination legislation, the employer is required 
to exercise a ‘duty of care’ to ensure that you have 
a ‘safe system and place of work’ and to undertake 
any ‘risk assessments’ as appropriate. It is also 
an employer’s duty to consider any ‘reasonable 
adjustments’ in cases where a disability has been 
indicated in order to enable an employee with a 
disability to work to their full potential.



You also have a contractual responsibility to 
fulfil the terms and conditions of your contact of 
employment by providing good attendance and 
alerting your employer if there are any difficulties 
which may be preventing you from performing your 
duties.



Who carries out the occupational health referral?
The referrals are conducted by Occupational Health 
Clinicians who are not employed by the Education 
Authority but who have been contracted to provide 
this service. The occupational health clinicians 
are medical specialists, usually at consultant level, 
who are qualified in the discipline of Occupational 
Health. Health & Wellbeing Services staff can 
provide you with details of the occupational health 
clinicians who are currently contracted by the 
Education Authority.



Where does the occupational health referral take 
place?
The referrals are normally conducted at your local 
Education Authority or in an office close to your 
local Education Authority.  If you have any special 
requirements, you should notify Health & Wellbeing 
Services staff in order that these may be taken into 
account.



In some circumstances, it may be necessary for the 
referral to take place in the occupational health 
providers’ own offices. Your appointment letter 
will give the address and details of the relevant 
premises. 



How long does the appointment last and will I be 
physically examined?
An appointment will usually last around 40 minutes.  
You will not normally be physically examined 
although a non-intrusive physical examination may 
take place if the occupational health clinician 
considers that the circumstances require this. You 
will be asked to provide your consent before any 
physical examination is carried out.



Can I bring someone along with me to the referral?
You should treat this appointment in the same way 
that you would a normal medical appointment with 
your own medical advisors. Therefore, it is permissible 
to bring along a family member or friend to support 
you during the referral. It is also possible to bring your 
own medical advisor such as your GP or a specialist 
consultant to the referral; however any costs 
associated with this will be your own responsibility.
  
What information will be provided to the 
Occupational Health Clinician and what will I be 
asked at the referral?
The occupational health clinician will be provided 
with a copy of the referral request document which 
your Line Manager/Principal/Board of Governors 
completed. This document and any additional 
associated information should already have been 
discussed with you by your referring manager prior 
to the request being made to Health & Wellbeing 
Services. A copy of your sickness absence history 
and job description will also be provided.  



At the outset of the appointment, the occupational 
health clinician will ask you to complete a written 
consent form giving your permission for the referral 
to proceed and a written report to be made.



At the referral, the occupational health clinician 
is required to address a standard list of questions. 
These are:



1.	 Has the employee a recognisable medical 
condition?



2.	 Has the amount of time absent from their place 
of work been commensurate with this condition?



Frequently Asked Questions
Who has requested that I am referred to 
Occupational Health?
Most referrals are made by your Line Manager/
School Principal/Board of Governors. If you 
are awaiting appointment to a post, Human 
Resources may ask that you are referred for a 
‘pre-employment health assessment’. Some 
referrals are made by the individual member of 
staff and these are known as ‘self-referrals’.



Why have I been referred to Occupational 
Health?
The most fundamental reason for a referral is to 
establish your medical fitness for the job that you 
are employed or are about to be employed to 
do. The referral may have been prompted by a 
period of absence(s) from work due to ill-health 
and a ‘trigger point’ as defined by any of the 
agreed Attendance Management Policies and 
Procedures. These are:



Teaching Staff
•	 Absences related to stress.
•	 Absences of more than 6 casual days in a 12 



month rolling period.
•	 Continuous absences of 4 weeks or more.
	 (Teacher Attendance procedure TNC 



2008/2)



Administrative and Support Staff
•	 Absences related to stress.
•	 More than 8 casual days absence in a 12 



month rolling period.
•	 More than 3 periods of absence in a 12 



month rolling period, each in excess of 3 days 
duration.



•	 Continuous absence of 4 weeks or more.
•	 An individual officer with an absence rate of 



5% or more.



(Attendance Policy & Procedure for Education 
Authority Employees (other than School Based 
Staff);  Managing Attendance at Work - Staff in 
Controlled Schools with Fully Delegated Budgets)
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																				Letter 1 - Work Related Stress








Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager





ENC: Inspire Leaflet







Issued by the 
Human Resources 


Branch


EMPLOYEE
Guide


AttendanceAttendance
PolicyPolicy


November 2000
amended February 2021


  Medical Examinations


An officer shall, if required, submit to a medical 
examination by a registered medical practitioner 
or a medical consultant or specialist appointed by 
the  Education Authority or recommended by the EA’s 
nominated Occupational Health Physician.  This 
medical examination will be at no cost to the officer 
unless he/she fails to attend without reasonable notice 
and/or good reason.  Information may also be sought, 
with your consent, from your own GP.


  Inspire Workplaces


Inspire Workplaces provides, on a CONFIDENTIAL 
basis, support to staff when problems become or are 
in danger of becoming persistent, unmanageable 
or affect health and well-being.  It provides support 
for those suffering stress, anxiety or having difficulty 
coping with experiences such as bereavement, 
relationships, family, or financial difficulties, addiction 
and work related problems.


The decision to request or accept assistance from 
Inspire Workplaces is your personal choice and your 
identity will remain confidential to the Service and will 
not be disclosed to the Education Authority.


  Monitoring Attendance


The 24 hour Inspire Workplaces number is 
0808 800 0002


The Education Authority also has in place a number of 
other policies to assist and support with the welfare 
and well-being of staff - the Alcohol Policy, special 
and compassionate leave including parental and carer 
leave, the Career Break Scheme and the Job Share 
Scheme.  Further advice on these policies is available 
from Human Resources People Services or from your 
line manager/principal.
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It is the responsibility of each manager to monitor the 
attendance of his or her staff.


Monitoring ensures that issues of public accountability 
for expenditure on salaries and sick pay are satisfied; it 
enables managers to make decisions about temporary 
arrangements such as deputising;  it also ensures that 
managers are fully aware of the absenteeism rates of 
staff and can address any problems promptly.


Human Resources People Services can provide 
managers with reports detailing the number of certified 
absences.


Action by the manager should normally be initiated by 
any of the following:
•	 Absences related to stress.
•	 More than 8 casual days absence in a 12 month 


rolling period.
•	 More than 3 periods of absence in a 12 month 


rolling period, each in excess of 3 days duration.
•	 Continuous absence of 4 weeks or more.
•	 An individual officer with an absence rate of 5% or 


more.


  Return to Work


It is important that you let your manager know as soon 
as you can, the date on which you expect to return to 
work.  On your return he/she will carry out a return to 
work interview, which will give you the opportunity to 
discuss any issues affecting your attendance.


A copy of the complete attendance policy
 is available from Human Resources 


People Services - contact details below.


Telephone 028 9041 8006 
and select your local HR region or email:


Armagh  peopleservices-armagh@eani.org.uk


Belfast  peopleservices@eani.org.uk


Dundonald  peopleservices-dundonald@eani.org.uk 


Ballymena  peopleservices-ballymena@eani.org.uk


Omagh  peopleservices-omagh@eani.org



mailto:peopleservices-armagh%40eani.org.uk?subject=

mailto:peopleservices%40eani.org.uk?subject=

mailto:peopleservices-dundonald%40eani.org.uk?subject=

mailto:peopleservices-ballymena%40eani.org.uk?subject=

mailto:peopleservices-omagh%40eani.org?subject=
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 Policy Statement


The Education Authority is committed to the delivery 
of high quality best value services.  It recognises that 
such service can only be delivered by officers who 
are committed and professional in their approach 
to work and whose well-being is fostered by the  
Education Authority in a safe and healthy working 
environment.


This policy covers absence which is reported as 
sickness absence.  It does not apply to authorised 
absences e.g. holidays, training courses, jury 
service, etc. nor to ante natal care or absence on 
maternity leave.


 Aims of  the Policy


•	 To ensure that all staff are treated fairly, 
consistently and with sensitivity during times of 
illness.


•	 To inform staff and managers of the Education 
Authority’s policy and procedures for managing 
attendance, to maintain confidentiality of 
information and to facilitate a consistent approach 
to staff attendance across Departments.


•	 To promote and encourage an attendance culture 
which recognises that good attendance is critical 
in the pursuit of excellence in terms of service 
delivery.


•	 To address the negative effect on staff morale 
where frequent or prolonged absences of 
colleagues create additional workload, pressure 
and stress.


•	 To raise awareness of Inspire Workplaces and its 
supportive role.


  Role of  the Employee


•	 To report all sickness absence in accordance 
with procedures and provide appropriate 
documentation promptly.


•	 To maintain appropriate regular contact with the 	


It should be noted that failure to comply with the 
above may result in the absence being regarded 
as unauthorised, in pay being withheld and/or 
disciplinary action being taken.


Where the original doctor’s statement covers a 
period exceeding 14 days, or where more than one 
statement is required, you must, before returning 
to work, obtain a final statement certifying fitness to 
resume duties.


manager during any period of absence.
•	 To follow any professional advice, including 


medical, aimed at ensuring a timely return to 
work.


•	 To advise the manager of matters relevant to the 
absence particularly where there may be other 
problems either at home or at work contributing to 
the absence.


•	 To participate in a return to work interview with 
your manager.


 Reporting Absence


On those occasions where illness prevents you 
from attending work, you must personally, or make 
arrangements to:


•	 Notify your manager by telephone, at the earliest 
opportunity and no later than 9.30 am (or within 
one hour of start time).  If your manager is 
unavailable, the designated officer should be 
informed.  In exceptional circumstances, if you 
are incapable of notifying the manager, a relative 
or friend may do so. 


•	 Give an explanation for the absence and, if 
possible, an estimate of its likely duration.


•	 Ensure that your manager is kept informed of 
the illness regularly in order that alternative 
arrangements can be put in place.


•	 Provide documentation promptly to the  
Education Authority in support of any absence 
from work due to sickness as follows:
-	 Up to 7 Calendar days self certification form 


must be submitted on or before the 7th day of 
absence.


-	 For more than 7 days a Doctor’s statement 
must be submitted before expiry of the 2nd 
week of absence.


•	 Notify your manager in advance of the date of 
return to work.  If the absence has been of 4 
weeks or more duration the manager should 
be given, where possible, one week’s notice of 
intention to return to work.


  Conduct During Absence


In all cases of sickness or injury which necessitate 
taking time off work, it is expected that staff will do 
their utmost to facilitate a speedy return to fitness 
and to work.  The following are examples of activities 
which would be considered inconsistent with genuine 
sickness or injury and may result in disciplinary 
action being taken, including consideration of 
dismissal.


•	 Participating in any sport, hobby, social or other 
activity which is inconsistent with the illness or 
injury or which could aggravate the illness or 
injury or which could delay recovery.


•	 Undertaking any other employment, whether paid 
or unpaid.


•	 Altering or causing to have altered any details on 
a medical statement, e.g. dates or signature.


•	 Failing to respond to requests to attend absence 
meetings or medical examination without good 
reason.


•	 Taking holidays during sickness absence will be 
a cause of concern  unless there is acceptable 
evidence to support the contention that the 
holiday is deemed to be required as part of 
treatment or necessary recuperation.  Staff 
contemplating taking holidays should discuss this 
with their manager in advance.


All staff should note that the misuse of sickness 
absence is regarded as misconduct and will be dealt 
with under the Disciplinary Procedure.
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What to do when you receive a copy of the OH medical report: 

Guidance on options  



When a report is provided following an employee assessment with the Occupational Health advisor, it is important that the line manager/Principal makes immediate arrangements to take action to discuss the report with their employee and to establish a plan to move forward.  In cases where there may be a disability element to be considered you will be directed to contact the Disability Employment Support Services (DESS) team at the EA.

Options:

· Where an employee may be absent from work and not yet fit to return then the line manager should arrange to discuss the details of the report and the doctor’s advice with the employee by phone



· Where an employee is back at work or planning a return then it is appropriate to arrange a meeting to discuss the content, seek resolve and where appropriate arrange a return to work



· Where required a line manager should consider the implementation of reasonable adjustment(s) and if appropriate facilitate a suitable return to work having discussed and agreed a plan and time frame for this



· When necessary, explore the reasonable adjustment further with EA DESS team



· In some circumstances it is appropriate to arrange a date for a return to work with an agreement to meet on the employee’s first day of return



· In cases where the employee is to remain availing of the sickness absence scheme then continued contact with the employee should remain to get an update of his/her progress



· In some cases, in order to avail of further guidance to consider an appropriate way forward, there may be requirement for further review with OH in the future



· In some circumstances, it may be appropriate to pursue other options e.g. appeal, ill health, further information sought.  Further guidance and advise can be sought from the HR People Services team



In all situations keep notes confidentially and always schedule time for a follow up meeting or chat.  This way the employee will feel their wellbeing is valued and the line manager can be proactive to any potential issues that may arise.
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What to do when you receive a copy of the OH medical report: 

Guidance on options  



When a report is provided following an employee assessment with the Occupational Health advisor, it is important that the line manager/Principal makes immediate arrangements to take action to discuss the report with their employee and to establish a plan to move forward.  In cases where there may be a disability element to be considered you will be directed to contact the Disability Employment Support Services (DESS) team at the EA.

Options:

· Where an employee may be absent from work and not yet fit to return then the line manager should arrange to discuss the details of the report and the doctor’s advice with the employee by phone



· Where an employee is back at work or planning a return then it is appropriate to arrange a meeting to discuss the content, seek resolve and where appropriate arrange a return to work



· Where required a line manager should consider the implementation of reasonable adjustment(s) and if appropriate facilitate a suitable return to work having discussed and agreed a plan and time frame for this



· When necessary, explore the reasonable adjustment further with EA DESS team



· In some circumstances it is appropriate to arrange a date for a return to work with an agreement to meet on the employee’s first day of return



· In cases where the employee is to remain availing of the sickness absence scheme then continued contact with the employee should remain to get an update of his/her progress



· In some cases, in order to avail of further guidance to consider an appropriate way forward, there may be requirement for further review with OH in the future



· In some circumstances, it may be appropriate to pursue other options e.g. appeal, ill health, further information sought.  Further guidance and advise can be sought from the HR People Services team



In all situations keep notes confidentially and always schedule time for a follow up meeting or chat.  This way the employee will feel their wellbeing is valued and the line manager can be proactive to any potential issues that may arise.
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					Letter 1 – No Contact From Absent Employee



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear _____Insert Name_____________

Re: Attendance Procedures: Request to make contact with management

I refer to your current period of sickness absence from work and my growing concern for your health and wellbeing owing to the lack of communication during this time.

In accordance with the Education Authority’s Managing Attendance Policy, I note you have not made contact with me.  You will be aware that it is the employee’s responsibility to inform their Line Manager/Principal/relevant person in a timely manner of any illness, short term or ongoing that prevents attendance at work.

I have tried to contact you on 3 occasions on ____________________ (date/time) [insert relevant detail] in this regard, but without any response from you.

I must now instruct you to contact me on date/time/phone number.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  



Yours sincerely	



Principal/Line Manager



ENC: Inspire Leaflet
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting with your union representative on _________________ which had been arranged in line with the Education Authority’s Managing Attendance Policy.

The purpose of the meeting was to discuss your ongoing absence due to ____________/recent absences form work namely _________________, as well as the recommendations of the independent Occupational Health Advisor.

I am writing to confirm the outcome of this meeting for your reference.

Note appropriately - with any points of action/review date/support required/agreements reached/outline future expectations/any discussed consequences etc 

Conclude accordingly.

 

Yours sincerely



Principal/Line Manager
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting with your union representative on _________________ to discuss your recent absences from work with Mrs Smyth from our Board of Governors and myself.  I am writing to confirm the outcome of this meeting for your reference.

You will recall that Mrs Smyth outlined that the purpose of the meeting was to ensure the Governors fulfil their duty of care to pupils and also to you as a valued member of staff.  She gave an overview of the Governors’ concerns in relation to your attendance record over the last ________________.  She referred to the record of absence given to you by the school prior to the meeting and you acknowledged that it was an accurate record.

Mrs Smyth also stated that the aim of the meeting was to achieve agreement on how school could support your efforts to improve your attendance in future.  You explained your absences from work, stating that these issues are now resolved and that you are looking forward to a period of good health and improved attendance.

Mrs Smyth acknowledged that you have recently requested a temporary variation of contract from 5 to 3 days per week for a period of 12 months, which was approved by the Governors.  She said that she hoped this would enable you to improve your attendance at work and you confirmed your belief that this would be the case.  Mrs Smyth asked if there was anything else the school could do to support you at this time and you confirmed that there was nothing else required of the school.

Mrs Smyth concluded by proposing that, now you are on the revised contractual arrangements, your attendance would continue to be monitored according to the Managing Attendance Policy.  You and your union representative expressed no objection to this proposal.

At the end of the meeting, both you and your union representative were asked if there was anything else that needed to be discussed and you both confirmed that you had nothing further to add to the meeting.

Once again may I thank you for attending the meeting and take this opportunity to assure you that the Governors look forward to acknowledging your improved attendance over the coming months.

Yours sincerely



Mrs Jones (Principal and secretary to the Board of Governors)
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting [with your union representative] on _____________________.  I found the meeting very useful for establishing your situation and hope you found the meeting helpful in understanding your obligations to attend work regularly.  

It was apparent from our discussions at the meeting and from your attendance record that you have no persistent medical condition requiring ongoing support.  Given this, I am confirming that you have been reminded that you have a duty to provide regular attendance at work.  I have also advised that your absence is causing difficulties in terms of [continuity for pupils/organisation of work/colleagues ability to fill in/other – include appropriately].

I would assure you that employees who experience health difficulties are treated sympathetically and are given appropriate support including access to the Education Authority’s sickness scheme.  However I would advise that under Managing Attendance procedures, if you are unable to sustain regularly attendance and if there is no apparent medical condition causing your inability to attend work then continuing poor attendance will be viewed as serious misconduct.

I will continue to monitor your attendance.  I hope that having received this advice you will make every effort to sustain regular attendance in the future.

Yours sincerely



Principal/Line Manager






image23.emf
Letter 7(d) -  Attendance Meeting summary Example - apparent medical difficulties.docx


Letter 7(d) - Attendance Meeting summary Example - apparent medical difficulties.docx
[bookmark: letter_7d]Letter 7 (d) - Attendance Meeting Summary Example – where there are medical difficulties apparent



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting [with your union representative] on _____________________.  I found the meeting very useful for establishing your situation and hope you also found the meeting helpful.    

It was apparent from our discussions at the meeting and from your attendance record that you have particular medical difficulties which have affected your ability to attend work and which could continue to do so.  Given the difficulties that your absence is causing and the uncertainty of your situation at this point in time I have referred your case to the Occupational Health specialist for medical referral.  You will be contacted in due course with the details of the appointment.  [I also note personal/work difficulties which you suggested are contributing to your illness as being _________________________ insert if relevant along with any agreed action].  

Once in receipt of the results of your medical assessment I will arrange to discuss your situation further.  In the meantime I wish you well and if you require any further support please do not hesitate to contact me.  

Yours sincerely



Principal/Line Manager
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Failure to attend meeting

I refer to our meeting scheduled for (date and time) and note that you advised that you were unable to attend.  

We are in receipt of an opinion from an Occupational Health specialist which states that you are unable to attend a meeting with management in relation to your sickness absence. I would therefore request that you detail in writing anything you would like us to consider and this will be contemplated by management prior to making a decision in relation to your case.

You may wish to speak to a trade union representative or colleague who could help you draft your submission.

I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  

If you have any queries please do not hesitate to contact me or ______________ (VP/another manager).

Yours sincerely



Principal/Line Manager

Enc: 

Previous Letter of Invite dated _____

Managing Attendance Policy

Inspire leaflet
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting with your union representative on _________________ which had been arranged in line with the Education Authority’s Managing Attendance Policy.

The purpose of the meeting was to discuss your ongoing absence due to ____________/recent absences form work namely _________________, as well as the recommendations of the independent Occupational Health Advisor.

I am writing to confirm the outcome of this meeting for your reference.

Note appropriately - with any points of action/review date/support required/agreements reached/outline future expectations/any discussed consequences etc 

Conclude accordingly.

 

Yours sincerely



Principal/Line Manager
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting with your union representative on _________________ to discuss your recent absences from work with Mrs Smyth from our Board of Governors and myself.  I am writing to confirm the outcome of this meeting for your reference.

You will recall that Mrs Smyth outlined that the purpose of the meeting was to ensure the Governors fulfil their duty of care to pupils and also to you as a valued member of staff.  She gave an overview of the Governors’ concerns in relation to your attendance record over the last ________________.  She referred to the record of absence given to you by the school prior to the meeting and you acknowledged that it was an accurate record.

Mrs Smyth also stated that the aim of the meeting was to achieve agreement on how school could support your efforts to improve your attendance in future.  You explained your absences from work, stating that these issues are now resolved and that you are looking forward to a period of good health and improved attendance.

Mrs Smyth acknowledged that you have recently requested a temporary variation of contract from 5 to 3 days per week for a period of 12 months, which was approved by the Governors.  She said that she hoped this would enable you to improve your attendance at work and you confirmed your belief that this would be the case.  Mrs Smyth asked if there was anything else the school could do to support you at this time and you confirmed that there was nothing else required of the school.

Mrs Smyth concluded by proposing that, now you are on the revised contractual arrangements, your attendance would continue to be monitored according to the Managing Attendance Policy.  You and your union representative expressed no objection to this proposal.

At the end of the meeting, both you and your union representative were asked if there was anything else that needed to be discussed and you both confirmed that you had nothing further to add to the meeting.

Once again may I thank you for attending the meeting and take this opportunity to assure you that the Governors look forward to acknowledging your improved attendance over the coming months.

Yours sincerely



Mrs Jones (Principal and secretary to the Board of Governors)
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting [with your union representative] on _____________________.  I found the meeting very useful for establishing your situation and hope you found the meeting helpful in understanding your obligations to attend work regularly.  

It was apparent from our discussions at the meeting and from your attendance record that you have no persistent medical condition requiring ongoing support.  Given this, I am confirming that you have been reminded that you have a duty to provide regular attendance at work.  I have also advised that your absence is causing difficulties in terms of [continuity for pupils/organisation of work/colleagues ability to fill in/other – include appropriately].

I would assure you that employees who experience health difficulties are treated sympathetically and are given appropriate support including access to the Education Authority’s sickness scheme.  However I would advise that under Managing Attendance procedures, if you are unable to sustain regularly attendance and if there is no apparent medical condition causing your inability to attend work then continuing poor attendance will be viewed as serious misconduct.

I will continue to monitor your attendance.  I hope that having received this advice you will make every effort to sustain regular attendance in the future.

Yours sincerely



Principal/Line Manager
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting [with your union representative] on _____________________.  I found the meeting very useful for establishing your situation and hope you also found the meeting helpful.    

It was apparent from our discussions at the meeting and from your attendance record that you have particular medical difficulties which have affected your ability to attend work and which could continue to do so.  Given the difficulties that your absence is causing and the uncertainty of your situation at this point in time I have referred your case to the Occupational Health specialist for medical referral.  You will be contacted in due course with the details of the appointment.  [I also note personal/work difficulties which you suggested are contributing to your illness as being _________________________ insert if relevant along with any agreed action].  

Once in receipt of the results of your medical assessment I will arrange to discuss your situation further.  In the meantime I wish you well and if you require any further support please do not hesitate to contact me.  

Yours sincerely



Principal/Line Manager
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Failure to attend meeting

I refer to our meeting scheduled for (date and time) and note that you advised that you were unable to attend.  

We are in receipt of an opinion from an Occupational Health specialist which states that you are unable to attend a meeting with management in relation to your sickness absence. I would therefore request that you detail in writing anything you would like us to consider and this will be contemplated by management prior to making a decision in relation to your case.

You may wish to speak to a trade union representative or colleague who could help you draft your submission.

I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  

If you have any queries please do not hesitate to contact me or ______________ (VP/another manager).

Yours sincerely



Principal/Line Manager

Enc: 

Previous Letter of Invite dated _____

Managing Attendance Policy

Inspire leaflet
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Absence Review Meeting

I write to you further to the letter[s] of ______________ [and __________], copy [ies] enclosed.

[where appropriate I hope you are experiencing improved health since our last correspondence.]

In accordance with the Managing Attendance procedure and to consider your attendance levels, a further Attendance Interview is now required.  This meeting will establish an appropriate course of action and will take into account previous efforts by all parties to support your attendance.  

I have arranged a further meeting as follows:

Date/Time/Venue

If you wish you may be accompanied at the meeting by a colleague or trade union representative.

[optional: Please contact me by ____insert date________ to confirm your attendance/intention to bring representation.]

I would also like to draw your attention to the employee support service Inspire Workplaces (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

 [Add when appropriate references in letter 5 and 6 where there has been failed attendance.]  

In the meantime please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely



Principal/Line Manager



Enc: Previous letters

         Inspire leaflet
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Education Authority or School headed paper

Record of Attendance Meeting

Employee’s Name/Post/Location 

_________________________________________________________________________________

Date/Time of Meeting

 _________________________________________________________________________________

In Attendance _________________________________________________________________________________

__________________________________________________________________________________

Relevant Absence Details 

__________________________________________________________________________________

Summary of Relevant Medical Details 

__________________________________________________________________________________

__________________________________________________________________________________ 

Summary of Meeting

__________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reasonable Adjustments Applied

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Action Points/Review Period

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Signatories/Date __________________________________________________________________________________
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Letter 9 Final Stage – Outcome – Discipline/Monitor/IHT



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear _____insert name_____________

Re: Absence Review decision

I write to you further to our meeting of _________________insert date___________.  

If referring to Disciplinary Procedure

I have reviewed your absence levels and other information including mitigating circumstances you have provided.  On this occasion I have concluded that the levels of sickness absence have become unsustainable and should now be referred to the EA Disciplinary Procedures for further consideration in accordance with the Managing Attendance procedure.  I have provided a copy of both procedures for your ease of reference.  A member of the Employee Relations team/Disciplinary Panel will be in contact with you shortly to progress this matter.

OR

If mitigating circumstances suggest no action at this time

Having considered the circumstances of your recent absence levels, I have determined that on this occasion the matter should not be escalated to the Disciplinary Procedure.

I must reiterate the need to provide sustained and regular attendance at work and that failure to do so going forward will likely result in further action. Your attendance will continue to be monitored in line with the Managing Attendance procedure.  It is important that you provide sustainable regular attendance going forward.

OR

When referring to Ill Heath Termination process

Having reviewed your attendance levels and other information provided (including your request to leave work on the grounds of ill health: insert appropriate relevant facts.) the procedure in relation to Ill Health Termination will now be invoked.  I have provided a copy of the Procedure for your ease of reference.

I remind you of our employee support service, Inspire Workplaces (0800 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

Please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely

Principal/Line Manager

Enc: Inspire leaflet

         Relevant Procedures referred to above
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Absence Review Meeting

I write to you further to the letter[s] of ______________ [and __________], copy [ies] enclosed.

[where appropriate I hope you are experiencing improved health since our last correspondence.]

In accordance with the Managing Attendance procedure and to consider your attendance levels, a further Attendance Interview is now required.  This meeting will establish an appropriate course of action and will take into account previous efforts by all parties to support your attendance.  

I have arranged a further meeting as follows:

Date/Time/Venue

If you wish you may be accompanied at the meeting by a colleague or trade union representative.

[optional: Please contact me by ____insert date________ to confirm your attendance/intention to bring representation.]

I would also like to draw your attention to the employee support service Inspire Workplaces (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

 [Add when appropriate references in letter 5 and 6 where there has been failed attendance.]  

In the meantime please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely



Principal/Line Manager



Enc: Previous letters

         Inspire leaflet
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Education Authority or School headed paper

Record of Attendance Meeting

Employee’s Name/Post/Location 

_________________________________________________________________________________

Date/Time of Meeting

 _________________________________________________________________________________

In Attendance _________________________________________________________________________________

__________________________________________________________________________________

Relevant Absence Details 

__________________________________________________________________________________

Summary of Relevant Medical Details 

__________________________________________________________________________________

__________________________________________________________________________________ 

Summary of Meeting

__________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reasonable Adjustments Applied

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Action Points/Review Period

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Signatories/Date __________________________________________________________________________________
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Letter 9 Final Stage – Outcome – Discipline/Monitor/IHT



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear _____insert name_____________

Re: Absence Review decision

I write to you further to our meeting of _________________insert date___________.  

If referring to Disciplinary Procedure

I have reviewed your absence levels and other information including mitigating circumstances you have provided.  On this occasion I have concluded that the levels of sickness absence have become unsustainable and should now be referred to the EA Disciplinary Procedures for further consideration in accordance with the Managing Attendance procedure.  I have provided a copy of both procedures for your ease of reference.  A member of the Employee Relations team/Disciplinary Panel will be in contact with you shortly to progress this matter.

OR

If mitigating circumstances suggest no action at this time

Having considered the circumstances of your recent absence levels, I have determined that on this occasion the matter should not be escalated to the Disciplinary Procedure.

I must reiterate the need to provide sustained and regular attendance at work and that failure to do so going forward will likely result in further action. Your attendance will continue to be monitored in line with the Managing Attendance procedure.  It is important that you provide sustainable regular attendance going forward.

OR

When referring to Ill Heath Termination process

Having reviewed your attendance levels and other information provided (including your request to leave work on the grounds of ill health: insert appropriate relevant facts.) the procedure in relation to Ill Health Termination will now be invoked.  I have provided a copy of the Procedure for your ease of reference.

I remind you of our employee support service, Inspire Workplaces (0800 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

Please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely

Principal/Line Manager

Enc: Inspire leaflet

         Relevant Procedures referred to above
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Letter 9 Final Stage – Outcome – Discipline/Monitor/IHT



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear _____insert name_____________

Re: Absence Review decision

I write to you further to our meeting of _________________insert date___________.  

If referring to Disciplinary Procedure

I have reviewed your absence levels and other information including mitigating circumstances you have provided.  On this occasion I have concluded that the levels of sickness absence have become unsustainable and should now be referred to the EA Disciplinary Procedures for further consideration in accordance with the Managing Attendance procedure.  I have provided a copy of both procedures for your ease of reference.  A member of the Employee Relations team/Disciplinary Panel will be in contact with you shortly to progress this matter.

OR

If mitigating circumstances suggest no action at this time

Having considered the circumstances of your recent absence levels, I have determined that on this occasion the matter should not be escalated to the Disciplinary Procedure.

I must reiterate the need to provide sustained and regular attendance at work and that failure to do so going forward will likely result in further action. Your attendance will continue to be monitored in line with the Managing Attendance procedure.  It is important that you provide sustainable regular attendance going forward.

OR

When referring to Ill Heath Termination process

Having reviewed your attendance levels and other information provided (including your request to leave work on the grounds of ill health: insert appropriate relevant facts.) the procedure in relation to Ill Health Termination will now be invoked.  I have provided a copy of the Procedure for your ease of reference.

I remind you of our employee support service, Inspire Workplaces (0800 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

Please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely

Principal/Line Manager

Enc: Inspire leaflet

         Relevant Procedures referred to above
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Letter 9 Final Stage – Outcome – Discipline/Monitor/IHT



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear _____insert name_____________

Re: Absence Review decision

I write to you further to our meeting of _________________insert date___________.  

If referring to Disciplinary Procedure

I have reviewed your absence levels and other information including mitigating circumstances you have provided.  On this occasion I have concluded that the levels of sickness absence have become unsustainable and should now be referred to the EA Disciplinary Procedures for further consideration in accordance with the Managing Attendance procedure.  I have provided a copy of both procedures for your ease of reference.  A member of the Employee Relations team/Disciplinary Panel will be in contact with you shortly to progress this matter.

OR

If mitigating circumstances suggest no action at this time

Having considered the circumstances of your recent absence levels, I have determined that on this occasion the matter should not be escalated to the Disciplinary Procedure.

I must reiterate the need to provide sustained and regular attendance at work and that failure to do so going forward will likely result in further action. Your attendance will continue to be monitored in line with the Managing Attendance procedure.  It is important that you provide sustainable regular attendance going forward.

OR

When referring to Ill Heath Termination process

Having reviewed your attendance levels and other information provided (including your request to leave work on the grounds of ill health: insert appropriate relevant facts.) the procedure in relation to Ill Health Termination will now be invoked.  I have provided a copy of the Procedure for your ease of reference.

I remind you of our employee support service, Inspire Workplaces (0800 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

Please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely

Principal/Line Manager

Enc: Inspire leaflet

         Relevant Procedures referred to above
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Policy Statement 
 
The Education Authority is committed to the delivery of high quality best value services.  It 
recognises that such service can only be delivered by officers who are committed and 
professional in their approach to work and whose well-being is fostered by the Employing 
Authority in a safe and healthy working environment. 


 
The purpose of this policy and accompanying procedures is to establish a clear framework 
for managing absence at local level, supported by sound professional human resources 
advice.  
 
Managers and staff should familiarise themselves with the policy and procedures. 


 
 


General 
 
This policy applies to staff employed at all Education Authority locations.   
(Please refer to TNC 2008/2 for Teachers Attendance Procedure) 


 
The policy covers absence which is reported as sickness absence. It does not apply to 
authorised absence e.g holidays, training courses, jury service, etc nor to antenatal care or 
absence on maternity leave. 


 
It should be recognised that information relating to an employee’s health is of a personal 
and sensitive nature and must be treated as confidential. It should also be recognised that 
taking advice should not be viewed as breaching confidentiality. 


 
The Education Authority recognises its responsibilities under the Disability Discrimination Act 
and the Health and Safety at Work Order and is committed to promoting equality of 
opportunity and a healthy working environment for all its employees. 
 
 


Aims of the Policy 
 
1. To ensure that all staff are treated fairly, consistently and with sensitivity during 


times of illness. 
 
2. To inform staff and managers of the Education Authority’s policy and procedures for 


managing attendance, to maintain confidentiality of information and to facilitate a 
consistent approach to staff attendance across all service units, departments and 
schools. 


 
3. To promote and encourage an attendance culture which recognises that good 


attendance is critical in the pursuit of excellence in terms of service delivery and in 
terms of supporting the Education Authority mission to support children to be the 
best they can be. 
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4. To address the negative effect on staff morale where frequent or prolonged 


absences of colleagues create additional workload, pressure and stress. 
 
5. To raise awareness of the Inspire Workplace Service and its supportive role. 


 
 


Employee Support Service 
 
The Authority recognises that from time to time staff may require support in resolving 
personal or other issues which may impact on their working life and affect their attendance 
at work. 


 
‘Inspire Workplace’ provides, on a confidential basis, support to staff when problems 
become persistent, unmanageable or affect health and well-being. It provides support for 
those suffering stress, anxiety or having difficulty coping with experiences such as 
bereavement, relationships issues, family or financial difficulties, addiction and work related 
problems. 


 
The decision to request or accept assistance from Inspire Workplace is the personal choice 
or decision of the individual, whose identity will remain confidential to the service and will 
not be disclosed to the Education Authority. 


 
The Education Authority also has in place a number of other policies to assist and support 
staff - the Alcohol and Drugs Policy, Special and Compassionate Leave, the Career Break 
Scheme and the Job Share Scheme. Further advice on these policies is available from the 
Human Resources offices. 
 
Inspire Workplace – 0808 800 0002 
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Managing Attendance at Work – Procedures 
 


1. Introduction 
 
1.1 The following procedures have been developed to support the Policy on Managing 


Attendance at Work, to facilitate a consistent approach to staff attendance across 
Departments and to clarify the roles of line managers, staff and the Human 
Resources Department.  Care should be taken by all concerned to ensure that 
personal, medical or all other relevant information on individual members of staff 
is maintained confidentially. 


 
1.2 It is recognised that circumstances differ and that each case must be treated 


sensitively.  In certain cases, such as terminal illness, referral to an independent 
Occupational Health physician may not always be appropriate. 


 
1.3 Managers/Principals and staff are advised to familiarise themselves with the 


procedures. 
 
1.4 Advice on the operation of the Policy and Procedures is available from the Health 


and Wellbeing Team. 
 
 


2. Role of the Line Manager 
 


Within the context of the Education Authority’s concern for the well-being of staff: 
 


 to ensure that all new staff are informed of sickness absence procedures and 
policy as part of the induction process; 
 


 to monitor the absence of staff in a fair, consistent and confidential manner 
and to ensure that appropriate documentation is submitted to the relevant 
section of the Authority on a timely basis; 
 


 to maintain appropriate contact with staff, particularly those on long-term 
absence; 
 


 to liaise with staff regarding arrangements for referral to the Occupational 
Health Physician or other agency; 
 


 to carry out absence interviews and keep appropriate records; 
 


 to ensure staff are aware of the Inspire Workplace service; 
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 to support, as far as it is practical, any rehabilitation program which may be 
recommended by the Occupational Health Physician. 


 
 


3. Role of Human Resources/Health and Wellbeing Section 
 


 to provide available information to managers to facilitate monitoring. 
 


 to advise, assist and support managers in the management of attendance. 
 


 to arrange medical referrals and act as liaison between managers 
and the Occupational Health Physician. 


 
 


 to provide advice and support to managers and staff on welfare issues 
and the appropriate use of staff care policies and services. 


 


 to assist managers, where relevant, in the investigation of redeployment 
opportunities within the service where a member of staff is found 
incapable of continuing in their current role. 


 


 to monitor the application of the policy and ensure that there is a fair and 
consistent approach to all members of staff who are ill. 


 
 


4. Role of Finance 
 


 to provide available information on the cost of absence. 
 


 to monitor financial expenditure on absence. 
 
 


5. Role of the Employee 
 


 to report all sickness absence in accordance with procedures and provide 
appropriate documentation promptly - refer to paragraph 11 ‘Reporting 
Absence’. 
 


 to maintain appropriate regular contact with the manager during any 
period of absence. 
 


 to follow any professional advice, including medical, aimed at ensuring a 
timely return to work. 
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 to advise the manager of matters relevant to the absence particularly where 
there may be other problems either at home or work contributing to the 
absence. 
 
 


6. Monitoring Attendance 
 
It is the responsibility of the manager to monitor the attendance of staff. 
 
Monitoring ensures that issues of public accountability for expenditure on salaries 
and sick pay are satisfied; it enables managers to make decisions about temporary 
arrangements such as deputising; it also ensures that managers are fully aware of 
the absenteeism rates of staff and can address any problems promptly. 
 
The Human Resources department will provide managers with regular reports, 
detailing the number of self/medically certified absences. 
 
Action by the managers should normally be initiated by any of the following: 
 
(a) More than 8 casual absences in a 12 month rolling period. 
 
(b) More than 3 periods of absence in a 12 month rolling period, each in 


excess of 3 days duration. 
 
(c) Continuous absence of 4 weeks or more. 
 
(d) An individual member of staff with an absence rate in excess of 5%. 
 
Circumstances will vary from case to case and managers may have additional 
information, which would make action under this procedure inappropriate.  In 
such cases advice should be sought from the Human Resources/Health and 
Wellbeing team. 


 
 


7. Contact During Absence 
 


There is a responsibility on the management of the Department/Service Unit and 
the employee to maintain contact with each other whilst the staff member is on 
sickness absence.  The manager’s contact should always be of a friendly, supportive 
nature and mindful of the welfare needs of the staff member.  The maintenance of 
contact from the employee/employer should enable effective communication 
between the parties and facilitate the employee’s return to work. 
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Where an employee is absent on a long term basis, a manager may also invite the 
employee to come to an ‘Attendance Meeting’ whilst absent to enable the manager 
and employee to discuss further support that may be required. 


 
 


8. Management of the Different Types of Absence 
 


8.1 Short Term Absence 
 


This is defined as frequent, minor and usually unconnected illnesses which 
cause regular absence from work. 
 
The manager has a valuable role to play in the management of short term 
absence and is well placed to ascertain the full facts of the situation.  It is 
his/her responsibility to monitor absence and observe patterns and this will 
be assisted by information provided by Human Resources.  Where a 
manager is concerned about the absence of a member of staff he/she should 
contact Human Resources for advice.  The action necessary will depend 
upon the circumstances of each case.  Where a member of staff’s absence 
falls within this category a medical referral may not be considered 
appropriate. 
 
In situations where the frequency of absence gives cause for concern, the 
manager must ensure that the member of staff is aware of the difficulties 
caused by the absence, the improvement that is required and the possible 
consequences of failure to improve (see paragraph 9 ‘Absence 
Interviews’). 


 
Persistent short-term absences that give cause for concern may lead to 
disciplinary action. Managers must consult Human Resources before 
invoking the Disciplinary Procedure. 


 
8.2 Persistent Intermittent Absence 


 
This is defined as regular short and/or long-term absences which may or may 
not result from an underlying medical condition.  In this type of absence, the 
medical prognosis may be such that the member of staff could not be deemed 
to be permanently unfit for work.  However, the absences may be of such a 
significant level that the member of staff can be deemed to be incapable of 
providing regular, reliable and sustained attendance at work. 
 
Dependent upon the particular circumstances of the case, a referral to the 
Occupational Health Physician may be considered appropriate.  Where a 
referral is considered appropriate, the line managers should, where 
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possible, contact the member of staff and advise them of the referral. 
 
Persistent intermittent absence is the most difficult type of absence pattern 
to assess and control as it requires sensitive judgement supported by all 
available information. This judgement could lead to one of two approaches: 
 
(a) Where it has been established through medical referral/assessment 


that the member of staff is not suffering from any significant 
debilitating illness and where support has failed to achieve improved 
attendance, the Disciplinary Procedure should be implemented.  Any 
resultant disciplinary action will be by reason of ‘failure to attend work 
regularly’. 


 
(b) Where, through medical referral/assessment, the prognosis establishes 


the member of staff’s medical incapability to work, the relevant 
procedure for termination of employment on grounds of ill health 
should be implemented. 


 
It should be noted that a member of staff’s absence pattern could straddle all 
categories of absences.  In this situation the key assessment in deciding 
appropriate action will depend upon the employee’s likely ability to attend 
work regularly based on any continued absence which has occurred following 
management intervention and/or warning. 


 
8.3 Long Term Absence 


 
This is defined as illness or injury that is likely to result in an absence from 
work of at least 4 weeks or longer or which could result in staff being unable 
to return to work. 
 
When a member of staff has been absent for 4 weeks continuously and there 
is no indication of an imminent return to duty, the manager should assess the 
situation and consult with the Human Resources/Health and Wellbeing team. 
Each case will be dealt with sympathetically, on its own merits and with full 
consideration of the circumstances. 


 
Dependent upon the particular circumstances of the case, a referral to the 
Occupational Health physician may be considered.  Where a referral is 
considered appropriate, the manager should, where possible, contact the 
member of staff and advise them of the referral. 
 
Following the medical examination, the Human Resources Department, in 
consultation with the manager will consider what subsequent action is 
necessary based on the report of the Occupational Health Physician. 
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In cases where the prognosis indicates that return to work is not possible the 
procedure for the termination of employment on the grounds of ill health will 
be implemented. 


 
 


9. Absence Interviews 
 


In order to effectively assess and manage attendance it may be necessary to 
meet with staff, either during the course of their absence or on their return to 
work.  The purpose of such meetings will be for some or all of the following 
reasons: 
 


 to welcome the member of staff back and to reassure him/her that the 
manager is concerned about his/her welfare and attendance; 
 


 to establish the current status of the absence and to attempt to establish 
whether there is an underlying cause for the frequent absences such as 
difficulty at work, a more serious health condition or a personal or domestic 
problem. Managers must be sensitive to the fact that staff may not wish to 
discuss personal problems with them.  In such cases it may be appropriate for 
a member of the Health and Wellbeing Service to be involved with the case; 
 


 to update the member of staff on section/department/school developments; 
 


 to explain the importance of regular and reliable attendance and to draw 
his/her attention to the effect of absences on the workload of 
colleagues/education of children; 
 


 to advise of the availability of the Inspire Workplace service; 
 


 to encourage improved attendance, establish the level of improvement 
required, the monitoring period for review and to explain the consequences of 
maintaining an unsatisfactory level of attendance; 
 


 to establish if a medical referral is required if this is not already been 
established; 
 


 to provide feedback on a medical referral and any proposed action. 
 


Managers need to exercise discretion with regard the nature and content of 
an absence interview. 
 
Following such a meeting a brief note should be compiled noting the substance of 
the meeting and any action proposed, including continued monitoring, medical 
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referral or potential movement to formal disciplinary action if attendance does 
not improve.  A copy of this note should be made available to the member of staff 
and a copy forwarded for the personnel file together with any request for medical 
referral to Human Resources. 
 
If attendance is subsequently referred for disciplinary action, such action will 
commence at least at written warning level. 
 
Managers have a responsibility to ensure that all information relating to staff 
absence is treated with sensitivity and confidentiality.  An absence interview must 
be conducted in private and in a sympathetic and helpful manner. A member of 
staff who wishes to be interviewed by a person of the same gender should be 
accommodated where possible. 
 
In particularly sensitive or difficult cases, a member of the Health and Wellbeing 
team may be in attendance by way of assistance to local management. 


 
 


10. Sickness Absence 
 


The Education Authority provides a supportive occupational sick pay scheme that 
is designed to alleviate hardship and anxiety on those occasions when staff are 
unable to carry out their duties due to illness or injury. 


 
Paid sickness absence is designed to facilitate a full and proper recovery. Sickness 
absence is not an extension of leave, an alternative to special or unpaid leave or 
an entitlement to a certain number of days per year. 
 
All staff should note that misuse of sickness absence is regarded by the Education 
Authority as misconduct and will be dealt with under the Disciplinary Procedure. 


 
 


11. Reporting Absence 
 


On those occasions where illness prevents a member of staff from attending 
work, he/she must personally, or make arrangements to: 


 
(a) notify the manager by telephone at the earliest opportunity and no later 


than 9:30 a.m. (or within one hour start time). If the manager is unavailable, 
the designated member of staff should be informed. In exceptional 
circumstances, if a member of staff is incapable of informing the manager, a 
relative or friend may do so; 
 


(b) at the time of the initial notification give an explanation of the absence and 
if possible, an estimate of it’s likely duration; 
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(c) ensure that the manager is kept informed of the illness regularly in order that 


alternative arrangements can be put in place; 
 


(d) provide documentation promptly to the line manager in support of any 
absence from work due to illness as follows: 
 
Up to seven calendar days - self certification (form SC1) must be submitted on 


or before the 7th day of absence. 
 


More than seven days – a medical fit note must be submitted before 
the expiry of the second week of absence. 


 
(e) notify the manager in advance of the date of return to work. If the absence 


has been of 4 weeks or more duration, the manager should be given one 
week’s notice of intention to return to work. 
 


It should be noted that failure to comply with the above may result in the 
absence being regarded as unauthorised and pay being withheld and/or 
disciplinary action being taken. 


 
 


12. Conduct During Absence 
 


In all cases of sickness or injury, which necessitate taking time off work, it is 
expected that staff will do their utmost to facilitate a speedy return to fitness 
and to work.  The following are examples of activities that would be considered 
inconsistent with genuine sickness or injury and may result in disciplinary action 
being taken: 


 


 participating in any sport, hobby, social or other activity which is 
inconsistent with the illness or injury or which could aggravate the illness 
or injury or which could delay recovery; 


 


 undertaking any other employment whether paid or unpaid; 
 


 altering or causing to have altered any details on a medical statement e.g. 
dates or signature; 


 


 failing to respond to requests to attend absence meetings or medical 
examinations without good reason; 


 


 taking holidays during sickness absence will be a cause for concern unless 
there is acceptable evidence to support the contention that the holiday is 
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deemed to be required as part of treatment or necessary recuperation.  
Staff contemplating taking holidays should discuss this with the line 
manager in advance.  Documentary GP support will be required for 
example a letter or notification provided on a medical statement of fitness 
for work certificate. 


 
The above list is illustrative only.  The type of behaviour expected of staff will 
depend upon the individual nature of the case and the type/severity of the illness.  
Managers are expected to be alert to such issues and report any substantiated 
incidents, which come to their attention, to the Human Resources branch.  Such 
cases will be fully investigated before any action is taken. 


 
 


13. Medical Examinations 
 


A member of staff shall, if required, submit to a medical examination by a 
registered medical consultant appointed by the Education Authority.  Following 
assessment, the employee has the right to receive the subsequent medical report.  
This medical examination will be at no cost to the member of staff unless he/she 
fails to attend without reasonable notice and/or good reason. 
 
Information may also be sought from the member of staff’s general 
practitioner (GP) or specialist with their permission.  The seeking of such 
information is governed by the provisions of the Access to Personal Files and 
Medical Reports (NI) Order 1991. 
 
The process of medical examination will be governed by separate procedures.   
 
Staff may be referred for assessment or examination to the Education Authority’s 
assigned Occupational Health Physician in any of the following circumstances: 


 


 when absences in a rolling 12 month period give cause for concern and 
the Education Authority wishes to establish whether or not there is an 
underlying medical condition which may be causing the absence; 


 


 when a member of staff has been on prolonged continuous absence (in 
excess of 4 weeks) and there is no prospect of return to work; 


 


 when a member of staff has been on prolong sickness absence and wishes to 
return on a temporary part-time or alternative working pattern for medical 
reasons; 


 


 when the duration of the absence seems excessive for the nature of the illness; 
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 when, at any time, a member of staff’s behaviour gives cause for concern; 
 


 when a probationer’s sickness absence record is such that it raises doubt with 
regard to the advisability of continuing his/her employment; 


 


 when a request is received from a member of staff for premature retirement 
on the grounds of ill health; 


 


 when the Education Authority/Board of Governors is of the opinion that 
dismissal on the grounds of ill health may be considered in the light of 
previous and/or current sickness absences; 


 


 when the rate of sickness absence in a particular work area is significantly 
higher than average and there is no obvious explanation. 


 
 


14. Consideration of Alternative Work/Phased Return to Own Duties 
 


On occasions where a member of staff is deemed by the independent Occupational 
Health Physician who advises the Education Authority, to be incapable of 
maintaining regular and reliable attendance at work, it may be necessary to 
consider the possibility of alternative work to resolve the situation.  This type of 
redeployment must be discussed in detail with the Human Resources/Health and 
Wellbeing team.  Examples of alternatives, which may be considered, dependent 
upon the circumstances of each case, are part time working or duties of a different 
grade. 
 
Where an employee is deemed to be fit to return to existing duties, the Education 
Authority in conjunction with the line manager may consider a phased return to 
facilitate resumption to normal working.  In normal circumstances this will not 
exceed a period of 4 weeks.  Salary will be calculated and paid for actual hours 
worked subject to the category of sick pay entitlement current.  However where 
there has been an accrual of annual leave, leave can be used to facilitate a phased 
return to work which will, in addition, support the employee’s return to normal 
salary. 


 
 


15. Termination of Employment on the Grounds of ill Health 
 
The Education Authority in conjunction with the Manager may, having considered all 
available information including medical information, conclude that an individual’s 
employment should be terminated on the grounds of ill health.  Such a 
determination does not automatically qualify the member of staff for release of 







 
 


Page 14 of 15  


pension entitlements if the individual is a member of an occupational pension 
scheme (NILGOSC). 
 
In circumstances where dismissal on the grounds of ill health is proposed the 
appropriate procedures will apply. 
 
 


16. Medical Recommendation to Return to Work 
 


Where, following a medical referral, the independent Occupational Health Physician 
indicates that a member of staff is fit to return to work, the member of staff will be 
advised of this outcome and the date will be set for return.  If the member of staff 
disagrees with the determination of the Occupational Health physician, he/she will 
be offered the facility to appeal against the instruction to return.  Such an appeal 
must be lodged within 5 working days of notification to return and must be 
accompanied by a medical statement.  The appeal will be referred to an independent 
Medical Examiner agreeable to both parties who has not previously been involved in 
the case and whose medical opinion will be final and binding.  Sick pay may be 
suspended from the expected date of return pending the outcome of the 
independent medical examination. 
 
If the appeal is upheld, sick pay will be restored and a decision will be taken on 
continued employment or continued monitoring.  If the appeal is not upheld the 
member of staff will be given one final opportunity to return to work.  If the 
member of staff fails to return to work he/she will be deemed to be in breach of 
contract. 


 
 


17. Ill Health and Disability 
 


In keeping with the Code of Practice on Equality of Opportunity for People with 
Disabilities, the Education Authority will, where practical, attempt to redeploy an 
individual who is found to be unfit for their current post, provided he/she is 
deemed to be fit for alternative work.  No guarantee can be given as to the 
availability of such work as this is entirely dependent upon a suitable alternative 
post being available.  Consideration may be given to retraining, dependent upon 
the circumstances of the case, the resources available and the aptitude of the 
individual. 
 
 


18. Sickness Absence and Discipline 
 


Where a member of staff who is subject to disciplinary investigations or 
proceedings absents him/herself on health grounds, the Education Authority 
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reserves the right, at any stage, to require the member of staff to submit to a 
medical examination by a registered medical practitioner or consultant appointed 
by the Authority and to progress the disciplinary case as appropriate. 


 
Updated 17 October 2018/HR 






Letter 1 - No Contact From Employee.docx
					Letter 1 – No Contact From Absent Employee



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear _____Insert Name_____________

Re: Attendance Procedures: Request to make contact with management

I refer to your current period of sickness absence from work and my growing concern for your health and wellbeing owing to the lack of communication during this time.

In accordance with the Education Authority’s Managing Attendance Policy, I note you have not made contact with me.  You will be aware that it is the employee’s responsibility to inform their Line Manager/Principal/relevant person in a timely manner of any illness, short term or ongoing that prevents attendance at work.

I have tried to contact you on 3 occasions on ____________________ (date/time) [insert relevant detail] in this regard, but without any response from you.

I must now instruct you to contact me on date/time/phone number.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  



Yours sincerely	



Principal/Line Manager



ENC: Inspire Leaflet














Letter 2 - Work Related Stress.docx
Letter 2 - Work Related Stress

Education Authority or School headed paper

NAME

ADDRESS

DATE

Dear __________________

Post: ___________________________________________

I hope you are experiencing improved health since our last correspondence.

I write in relation to your current absence from work.  I note that your recent ‘statement of fitness for work’ confirms the reason for your absence as [or includes] work related stress as noted by your GP.  

I wish to assure you that we treat all sickness absences with concern. In circumstances where an employee is absent from work and has indicated that their workplace is a contributing factor or the cause for their absence, it is important to meet as soon as possible.  I would therefore invite you now to a support meeting. The purpose of this support meeting is to provide an opportunity for discussion linked to possible work stressors, others matters and support options.  This represents good practice and is not designed to cause any undue pressure or stress.



Accordingly, I would ask you to meet with me on __insert date____ at __ insert time _ in ___ insert location and room_____.  



The meeting has been arranged in accordance with the Education Authority’s Managing Attendance Policy. You are advised that you may be accompanied at this meeting by a representative of a Trade Union or by a work colleague.  



[Optional: Please contact me by ____ insert date_______ to confirm your intention to bring representation].



If this arrangement is unsuitable, please contact me on ____ insert number____ giving at least 48 hours’ notice and the reason for rescheduling.



On occasion the source of work stress may be linked directly to the line manager/ School leader. If this is the case please let me know in writing prior to the above meeting deadline and a replacement manager/ Board of Governor or the Vice Principal can be made available to you.    



I have enclosed for your information details of the employee support service, Inspire Workplaces (0808 800 0002). This is a free, confidential and impartial counselling service which you may find helpful at this difficult time.



In the meantime, if you have any queries or concerns please do not hesitate to contact me.

Yours sincerely



Principal/Line Manager

ENC: Inspire Leaflet


Letter 3 - No Contact or Certification.docx
[bookmark: letter_3]Letter 3 – No contact or Certification from Employee



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Managing Attendance Procedures: staff responsibilities during sickness absence

I refer to your current period of sickness absence from work and my growing concern for your health and wellbeing owing to the lack of communication during this time.  

To date I have had no communication from you nor have you provided any recent statements of fitness for work certification from your General Practitioner.  In line with the Managing Attendance Policy, please note that without certification, your absence is considered unauthorised and may affect your entitlement to statutory and/or occupational sick pay.  This may also be considered a conduct matter under the Education Authority’s Disciplinary Procedures.  It would be preferable not to have to invoke these measures.

It is therefore imperative that you contact me as a matter of urgency on 028 XX XXXXXX to discuss your current sickness absence with a view to discussing remedial steps which need to be taken in line with correct procedure.

I have enclosed for your information details of the employee support service, Inspire Workplaces (0808 800 0002).  This is a free, confidential and impartial counselling service which you may find helpful at this time.    

In the meantime, if you have any queries or concerns please do not hesitate to contact me.



Yours sincerely



Principal/Line Manager



ENC: Inspire Leaflet
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[bookmark: letter_4]Letter 4 – Attendance Meeting Invite



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

I write to you concerning your attendance record.  I enclose your absence record for your peruse.  According to my records, your absence has reached a trigger point.  You are therefore required to attend a Formal Attendance Meeting to discuss your attendance record on [date and time].  The meeting will be held in [venue].

The purpose of the meeting will be to discuss your recent absence(s) and the reasons for your absence [and any available medical recommendations if applicable].  At the meeting we will consider ways in which you could be supported in improving your attendance.

Please note that you have a right to be accompanied to this meeting by a work colleague or Trade Union representative.  If applicable, please confirm any representation 48 hours before the scheduled meeting.  Notes of the meeting will be taken and I will provide you with a summary of our discussion following the meeting.

Please also advise as soon as possible, if you have any special requirements or feel that any reasonable adjustments could be made regarding the arrangements for the meeting, in order that any such request can be duly considered.

I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  

Should you be unable to attend the meeting please bring this to my attention 48hours before the scheduled meeting including the reason for not being available.

In the meantime please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely



Principal/Line Manager

ENC: Inspire Leaflet

          Sickness Absence Record

          [where applicable OH report (date)]


Letter 5 - Attendance Meeting-No Show.docx
[bookmark: letter_5]Letter 5 – Attendance Meeting –Failure to attend



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Failure to attend meeting

I refer to our meeting scheduled for (date and time) and note that you failed to attend/advised that you were unable to attend.  In line with the Managing Attendance Policy, copy enclosed, I have arranged a further meeting for (date, time and location).

Please be reminded that you are obligated under your contract of employment to attend these types of meetings and I would remind you of your right to be accompanied by a colleague or Trade Union representative.

Notes of the meeting will be made and I will provide you with a summary of our discussion following the meeting.

Please note that should you fail to attend this meeting, a decision may be taken in your absence on the basis of the information available.

 I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  

If you have any queries, please do not hesitate to contact me or ______________ (VP/another manager).

Yours sincerely



Principal/Line Manager

Enc: 

Previous Letter of Invite dated _____

Managing Attendance Policy

Inspire leaflet








Letter 6 - Attendance Meeting-Final Offer.docx
[bookmark: letter_6]Letter 6 - Attendance Meeting - 3rd and Final Invite to Attendance Meeting



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Failure to attend Formal Attendance Meeting 

I write to you further to the letters of ______________ and __________, copies enclosed.

As you have been unable to attend any of the above scheduled meetings I have now arranged a further Attendance Meeting in respective of the Managing Attendance procedures as follows:

Date/Time/Venue

If you fail to attend on this occasion, the meeting will go ahead in your absence.  Therefore it would be preferable that you do attend.  

I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

If you have any queries please do not hesitate to contact me or _____________ (VP/another manager).

Yours sincerely



Principal/Line Manager



Enc: 2 previous letters

         Inspire leaflet








Letter 7(a) - Attendance Meeting summary Example.docx
[bookmark: letter_7a]Letter 7 (a) – Attendance Meeting Summary Example



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting with your union representative on _________________ which had been arranged in line with the Education Authority’s Managing Attendance Policy.

The purpose of the meeting was to discuss your ongoing absence due to ____________/recent absences form work namely _________________, as well as the recommendations of the independent Occupational Health Advisor.

I am writing to confirm the outcome of this meeting for your reference.

Note appropriately - with any points of action/review date/support required/agreements reached/outline future expectations/any discussed consequences etc 

Conclude accordingly.

 

Yours sincerely



Principal/Line Manager








Letter 7(b) - Attendance Meeting summary Example.docx
[bookmark: letter_7b]Letter 7 (b) – Attendance Meeting Summary Example



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting with your union representative on _________________ to discuss your recent absences from work with Mrs Smyth from our Board of Governors and myself.  I am writing to confirm the outcome of this meeting for your reference.

You will recall that Mrs Smyth outlined that the purpose of the meeting was to ensure the Governors fulfil their duty of care to pupils and also to you as a valued member of staff.  She gave an overview of the Governors’ concerns in relation to your attendance record over the last ________________.  She referred to the record of absence given to you by the school prior to the meeting and you acknowledged that it was an accurate record.

Mrs Smyth also stated that the aim of the meeting was to achieve agreement on how school could support your efforts to improve your attendance in future.  You explained your absences from work, stating that these issues are now resolved and that you are looking forward to a period of good health and improved attendance.

Mrs Smyth acknowledged that you have recently requested a temporary variation of contract from 5 to 3 days per week for a period of 12 months, which was approved by the Governors.  She said that she hoped this would enable you to improve your attendance at work and you confirmed your belief that this would be the case.  Mrs Smyth asked if there was anything else the school could do to support you at this time and you confirmed that there was nothing else required of the school.

Mrs Smyth concluded by proposing that, now you are on the revised contractual arrangements, your attendance would continue to be monitored according to the Managing Attendance Policy.  You and your union representative expressed no objection to this proposal.

At the end of the meeting, both you and your union representative were asked if there was anything else that needed to be discussed and you both confirmed that you had nothing further to add to the meeting.

Once again may I thank you for attending the meeting and take this opportunity to assure you that the Governors look forward to acknowledging your improved attendance over the coming months.

Yours sincerely



Mrs Jones (Principal and secretary to the Board of Governors)




Letter 7(c) - Attendance Meeting summary Example - no apparent medical difficulties.docx
[bookmark: letter_7c]Letter 7 (c) – Attendance Meeting Summary Example – where there are no apparent difficulties



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting [with your union representative] on _____________________.  I found the meeting very useful for establishing your situation and hope you found the meeting helpful in understanding your obligations to attend work regularly.  

It was apparent from our discussions at the meeting and from your attendance record that you have no persistent medical condition requiring ongoing support.  Given this, I am confirming that you have been reminded that you have a duty to provide regular attendance at work.  I have also advised that your absence is causing difficulties in terms of [continuity for pupils/organisation of work/colleagues ability to fill in/other – include appropriately].

I would assure you that employees who experience health difficulties are treated sympathetically and are given appropriate support including access to the Education Authority’s sickness scheme.  However I would advise that under Managing Attendance procedures, if you are unable to sustain regularly attendance and if there is no apparent medical condition causing your inability to attend work then continuing poor attendance will be viewed as serious misconduct.

I will continue to monitor your attendance.  I hope that having received this advice you will make every effort to sustain regular attendance in the future.

Yours sincerely



Principal/Line Manager
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

Thank you for attending the meeting [with your union representative] on _____________________.  I found the meeting very useful for establishing your situation and hope you also found the meeting helpful.    

It was apparent from our discussions at the meeting and from your attendance record that you have particular medical difficulties which have affected your ability to attend work and which could continue to do so.  Given the difficulties that your absence is causing and the uncertainty of your situation at this point in time I have referred your case to the Occupational Health specialist for medical referral.  You will be contacted in due course with the details of the appointment.  [I also note personal/work difficulties which you suggested are contributing to your illness as being _________________________ insert if relevant along with any agreed action].  

Once in receipt of the results of your medical assessment I will arrange to discuss your situation further.  In the meantime I wish you well and if you require any further support please do not hesitate to contact me.  

Yours sincerely



Principal/Line Manager
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Failure to attend meeting

I refer to our meeting scheduled for (date and time) and note that you advised that you were unable to attend.  

We are in receipt of an opinion from an Occupational Health specialist which states that you are unable to attend a meeting with management in relation to your sickness absence. I would therefore request that you detail in writing anything you would like us to consider and this will be contemplated by management prior to making a decision in relation to your case.

You may wish to speak to a trade union representative or colleague who could help you draft your submission.

I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  

If you have any queries please do not hesitate to contact me or ______________ (VP/another manager).

Yours sincerely



Principal/Line Manager

Enc: 

Previous Letter of Invite dated _____

Managing Attendance Policy

Inspire leaflet
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Absence Review Meeting

I write to you further to the letter[s] of ______________ [and __________], copy [ies] enclosed.

[where appropriate I hope you are experiencing improved health since our last correspondence.]

In accordance with the Managing Attendance procedure and to consider your attendance levels, a further Attendance Interview is now required.  This meeting will establish an appropriate course of action and will take into account previous efforts by all parties to support your attendance.  

I have arranged a further meeting as follows:

Date/Time/Venue

If you wish you may be accompanied at the meeting by a colleague or trade union representative.

[optional: Please contact me by ____insert date________ to confirm your attendance/intention to bring representation.]

I would also like to draw your attention to the employee support service Inspire Workplaces (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

 [Add when appropriate references in letter 5 and 6 where there has been failed attendance.]  

In the meantime please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely



Principal/Line Manager



Enc: Previous letters

         Inspire leaflet
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Letter 9 Final Stage – Outcome – Discipline/Monitor/IHT



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear _____insert name_____________

Re: Absence Review decision

I write to you further to our meeting of _________________insert date___________.  

If referring to Disciplinary Procedure

I have reviewed your absence levels and other information including mitigating circumstances you have provided.  On this occasion I have concluded that the levels of sickness absence have become unsustainable and should now be referred to the EA Disciplinary Procedures for further consideration in accordance with the Managing Attendance procedure.  I have provided a copy of both procedures for your ease of reference.  A member of the Employee Relations team/Disciplinary Panel will be in contact with you shortly to progress this matter.

OR

If mitigating circumstances suggest no action at this time

Having considered the circumstances of your recent absence levels, I have determined that on this occasion the matter should not be escalated to the Disciplinary Procedure.

I must reiterate the need to provide sustained and regular attendance at work and that failure to do so going forward will likely result in further action. Your attendance will continue to be monitored in line with the Managing Attendance procedure.  It is important that you provide sustainable regular attendance going forward.

OR

When referring to Ill Heath Termination process

Having reviewed your attendance levels and other information provided (including your request to leave work on the grounds of ill health: insert appropriate relevant facts.) the procedure in relation to Ill Health Termination will now be invoked.  I have provided a copy of the Procedure for your ease of reference.

I remind you of our employee support service, Inspire Workplaces (0800 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

Please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely

Principal/Line Manager

Enc: Inspire leaflet

         Relevant Procedures referred to above
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Self-Certification Form (SC1) 


Please refer to the Guidance Notes (on reverse page) prior to completion 


Please complete this form for all sickness absence up to 7 calendar days duration 


Section A: Personal Details 


Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 


Forenames: ________________________________________________________________________________________ 


Home Address: ________________________________________________________________    Postcode: ___________ 


Place of Work: _________________________________________ Post(s) Held: _________________________________ 


 Date of Birth Staff No:   Nat Ins No:  


Section B: Absence Details 


First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 


Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 


(complete if appropriate) 


Reason for Absence: _________________________________________________________________________________ 


(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 


Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 


Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 


Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 


Section C: Declaration 


[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 


including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 


used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 


undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 


of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 


received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 


thereof as may be decided by the EA, having regard to the amount of damages received. 


Signed: ____________________________________________________________  Date: ________________________ 


Section D: Line Manager to Complete 


A return to work meeting took place upon the employee’s return __________________________________________    (date) 


 


Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 


Any further action required: Yes/No __________________________________________________________________ (action) 


 


Signature:__________________________________________Print:_________________________ Date: _____________ 


                      


 







 


Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 


information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 


please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 


Employee’s Contractual Obligations 


An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 


earliest opportunity but within 1 hour of normal start time on the first day of absence.   


The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 


member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 


relative may make contact on the employee’s behalf. 


When notifying the manager, the employee must state the reason for absence and its likely duration. 


Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 


Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 


The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 


manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 


Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 


contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 


Documentation 


Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 


of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 


absence. 


1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 


Line Manager to be signed and sent to the Payroll section immediately. 


8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 


day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 


to Payroll appropriately.   


Manager’s Role 


It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 


regard to notification of absences and their obligations to same. 


The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 


action recorded on the SC1 is followed up. 


All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 


submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 


correct time could result in the employee not receiving correct payments due.   


Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 


accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 


days marked as ‘o’. 


The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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Helpful Hints for managing Work Related Stress matters



Upon notification of WRS 

As soon as you are notified or receive notification in a ‘certificate of statement of fitness for work’ note from your employee that the reason for their absence from work is ‘work related stress’ it is important that immediate steps are taken to address the matter.  

Action – WRS Support meeting 

As a first measure the employee should be invited to attend a support meeting to discuss the perceived stressors.  At this meeting a discussion of issues along with possible solution options should be explored.

· With WRS typically there is limited benefit in arranging an Occupational Health appointment before a support meeting takes place. This is because the matter is one that management can and should consider and attempt to address in the first instance rather than treating it exclusively as a medical issue.  

What if the Principal/ manager is a perceived to be contributory factor? 

· In certain cases where the Principal/ manager is known to be or cited as a contributory factor in the cause of the stress, then it may be reasonable that an alternative manager would facilitate the meeting e.g. Chair of Governors.   If required further advice or guidance can be provided by HR People Services team at the Education Authority.  

Who else can attend? 

· The meeting will be arranged in accordance with the relevant Managing Attendance Policy. Staff should be advised that they may be accompanied at this meeting by a representative of a Trade Union or by a work colleague.  The Principal/ manager may wish to have a note taker or in specific circumstances, where it is reasonable to do so, another relevant manager e.g. Vice Principal, Pastoral Care Teacher, Governor who overseas Health and Wellbeing. Those in attendance should be agreed in advance to ensure the meeting runs smoothly. 



How to approach the meeting? 

· The meeting should be conducted as sympathetically as possible with a view to resolving matters rather than concentrating on any argument or difference of opinion.  It is an opportunity for all parties to participate in seeking potential solutions or interventions to address the matters perceived to be causing the stress.  

· This meeting can often be difficult for the employee as this might be the first opportunity they have had to discuss how they have been feeling.  The employee may be emotional and use this platform to share concerns.  

· Both the Principal/ manager’s and the employee’s participation in the meeting to explore options for resolution and support is crucial.  

Implementing adjustments

· It is reasonable to agree adjustments for an initial period of time with a planned review. These can include but are not limited to 

· redirecting line management

· reallocation of work

· reducing work load

· mediation can be considered (e.g. for employee relation issues)  

· It may be that an additional meeting(s) is required in order to reach a solution and to support the employee back to work.  Following the return to work it is important to include a review meeting, as part of the next steps, to ensure the employee is satisfied that there is no further support they require at that time. 

· All meetings should be followed up with a note and agreed action points as well as a date for review. 

So when is a good time to avail of Occupational Health?

· In certain circumstances an Occupational Health assessment may be required to establish the employee’s current health position and subsequent medical ability to attend a management meeting as well as to seek specific advice in relation to adjustments.    

What initial signposting should I do to support the employee? 

· The employee support service ‘Inspire Workplaces’ (0808 800 0002) contact details should be signposted throughout the process. Inspire Workplaces is a leading provider of workplace wellbeing solutions, delivering mental health and wellbeing support to some of the UK and Ireland’s leading private, public and third sector organisations. EA has selected Inspire Workplaces as an independent source of support. This specialist support and information service is free to all staff 24/7, 365 days a year.

Summary of Key advice 

· Invite to meet

· Discuss stressors / explore solutions 

· Signpost support 

· Agree suitable interventions and timeframe for review

· If appropriate discuss reasonable adjustments that may be required

· Consider Occupational Health engagement

· Consider need for a review meeting 
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Absence of any member of staff from 1 day up to 7 consecutive calendar days should be covered with the self-certification form 

· SC1 for support staff 

· and CCU 67 for teaching staff

If an employee will be unfit to return to work at any stage from day 8 onwards, they are required to produce a medical statement of Fitness for Work certificate (commonly referred to as a “Fit Note”).  

Fit Note Definition 

This is a certificate that a GP will provide when a person’s health may affect their ability to work. The fit note allows the GP to advise on how an employee may be able to return to work as work can be an important part of a person’s recovery.

Documentation

Without correct documentation the employee’s absence may be considered unauthorised and this could have an effect on their entitlement to occupational sick pay.  The employee should provide Fit Notes promptly to their line manager who should copy and process returns via the appropriate Payroll.  



Top Tip



“Encourage staff at an early stage to seek medical opinion from their GP

in advance of the Fit Note expiring so appropriate notice can be provided for a return”







The fit note – the basics 

Things to do if you are given a fit note

1. Check whether your employee’s doctor has assessed that they are not fit for work or may be fit for work.

2. Check how long your employee’s fit note applies for, and whether they are expected to be fit for work when their fit note expires.

3. If your employee may be fit for work, discuss their fit note with them and consider if you can agree any adjustments for a short period of time to help them return to work. 

4. Take a copy of the fit note for your records and forward the original to the relevant Payroll section.  



Gov.uk 





How to read the ‘fit note’

The employee’s fit note will state how long they will be unfit for work, and whether they can expect to return to work fully once it expires. See explaining the sections of the fit note for more information.

The Fit Note may suggest adjustments which could be made to facilitate a return to work within a given timescale e.g. phased return, amended duties etc. A discussion between the school leader/line manager and employee will be required about what adjustments are feasible to support a return to work and how long this will initially occur before review.

The Tick Boxes

If the GP ticks the box that they do not need to see the person again then the Fit Note will end on the date provided with the expectation that the employee can return to work if fully recovered. If the GP indicates they do wish to see the patient again then it would normally be the case that the employee’s health condition may still affect their fitness for work beyond the end of the fit note and a further Fit Note will be provided.
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Occupational Health



In rare cases when the Occupational Health Clinician deems an employee fit to return to work and they currently hold a GP fit note indicating otherwise, the Occupational Health expert opinion will normally supersede the advice of the GP. The employee’s revised return to work date can be captured on the ‘returns’ going to the Payroll department.  

Where there has been no Occupational Health assessment and a GP has indicated that a person remains unfit for work with the defined length of time given on the fit note, the employee will not usually return to work prior to the prescribed date. For advice on exceptions contact the employing authority. 
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Statement of Fitness for Work
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Self-Certification Form (SC1) 



Please refer to the Guidance Notes (on reverse page) prior to completion 



Please complete this form for all sickness absence up to 7 calendar days duration 



Section A: Personal Details 



Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 



Forenames: ________________________________________________________________________________________ 



Home Address: ________________________________________________________________    Postcode: ___________ 



Place of Work: _________________________________________ Post(s) Held: _________________________________ 



 Date of Birth Staff No:   Nat Ins No:  



Section B: Absence Details 



First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 



Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 



(complete if appropriate) 



Reason for Absence: _________________________________________________________________________________ 



(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 



Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 



Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 



Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 



Section C: Declaration 



[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 



including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 



used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 



undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 



of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 



received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 



thereof as may be decided by the EA, having regard to the amount of damages received. 



Signed: ____________________________________________________________  Date: ________________________ 



Section D: Line Manager to Complete 



A return to work meeting took place upon the employee’s return __________________________________________    (date) 



 



Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 



Any further action required: Yes/No __________________________________________________________________ (action) 



 



Signature:__________________________________________Print:_________________________ Date: _____________ 



                      



 











 



Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 



information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 



please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 



Employee’s Contractual Obligations 



An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 



earliest opportunity but within 1 hour of normal start time on the first day of absence.   



The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 



member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 



relative may make contact on the employee’s behalf. 



When notifying the manager, the employee must state the reason for absence and its likely duration. 



Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 



Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 



The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 



manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 



Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 



contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 



Documentation 



Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 



of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 



absence. 



1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 



Line Manager to be signed and sent to the Payroll section immediately. 



8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 



day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 



to Payroll appropriately.   



Manager’s Role 



It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 



regard to notification of absences and their obligations to same. 



The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 



action recorded on the SC1 is followed up. 



All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 



submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 



correct time could result in the employee not receiving correct payments due.   



Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 



accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 



days marked as ‘o’. 



The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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RETURN TO WORK INTERVIEW

Part One


To be completed by the Line Manager in preparation for the interview

PERSONAL DETAILS


Name:
_____________________________________________


Post Held:
_____________________________________________


Location:
_____________________________________________


DETAILS OF PREVIOUS ABSENCES WITHIN LAST 12 MONTHS (IF ANY)

		    From



		      To

		Number Of Days

		                      Reason                 



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





DETAILS OF MOST RECENT SICKNESS ABSENCE

		    From



		      To

		Number Of Days

		                      Reason                 



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Part Two

To be completed by the Line Manager in the presence of the employee


NOTIFICATION OF ABSENCE


Did you notify me as your line manager on the


first day of absence?

                     ___________________________  

If no, please state the person you did notify and   ___________________________ 


the reason.




___________________________


___________________________

Did you submit a Self-Certification Form?
Yes ___________  No _________


(1-7 days)




Did you submit a Doctor’s Certificate?
Yes ___________  No _________


DISCUSSION WITH LINE MANAGER


Action To Be Taken By Employee (if any):



Action To Be Taken By Line Manager (if any):




Action to be taken by Line Manager (if any):

We agree that the information contained in this document is accurate and agree to take any action identified as our responsibility.


Employee’s Signature:  ____________________  Date:  ______________________

Line Manager’s Signature:  _________________  Date:  ______________________

The Line Manager should retain this in a confidential file.

�
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Formal attendance meetings

If an employee’s absence level or pattern presents a concern, the line manager/Principal shall arrange a formal attendance meeting. Circumstances presenting a concern should normally include absences due to stress, intermittent uncertified absences of more than 8 days (6 for Teachers) in a rolling 12 month period, continuous absences of more than 4 weeks, or absences of greater than 5% in a rolling year period. 



The employee should be asked, in writing, to attend the meeting and advised that he/she may be accompanied by a recognised trade union representative or colleague.  A template letter is provided. 









The purpose of an attendance meeting is to determine and discuss the reasons for the absence level or pattern. It is not a disciplinary meeting.  It is a meeting that is supportive in nature and one were the line manager and employee discuss what assistance and support may be helpful to alleviate any difficulties or barriers to maintaining full attendance at work.  The meeting provides the opportunity to discuss relevant issues including: 

· To establish the current health status of the employee and whether there is an underlying cause 

· For absences due to a difficulty at work, a more serious health condition, or a personal or domestic problem 

· To consider the need for a reasonable adjustment in the case of disability 

· To consider if a medical referral is required if this has not been established

· To consult and agree on actions arising from the report of a medical specialist

· To advise of the availability of the Inspire support service 

· To confirm the accuracy of the employee’s attendance and provide the employee with a copy 

· To encourage improved attendance, e.g. to establish the improvement level required, the monitoring review period, and the consequences of a continuing unsatisfactory level of attendance 

· To provide the employee with alternative options that he/she may require information on

· To advise on other relevant procedures





Following this meeting, a note of the discussion should be drafted and forwarded to the employee for their agreement. For ease, a template form is provided.   





This should be a brief and factual report of the meeting, noting any action proposed. This might include the introduction of reasonable adjustments, risk assessments, continuing monitoring, a medical referral, consideration of ill health retirement or potential movement to disciplinary action if attendance does not improve. The People Services team in Human Resources may be contacted for advice on any proposed course of action. A follow-up meeting shall be arranged at this attendance meeting. This date may be brought forward should circumstances require it, e.g. receipt of medical information.

The Line Manager/Principal/Governor shall treat all information relating to staff absence with sensitivity and confidentiality. 
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Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Re: Attendance Meeting


I write to you concerning your attendance record.  I enclose your absence record for your peruse.  According to my records, your absence has reached a trigger point.  You are therefore required to attend a Formal Attendance Meeting to discuss your attendance record on [date and time].  The meeting will be held in [venue].


The purpose of the meeting will be to discuss your recent absence(s) and the reasons for your absence [and any available medical recommendations if applicable].  At the meeting we will consider ways in which you could be supported in improving your attendance.


Please note that you have a right to be accompanied to this meeting by a work colleague or Trade Union representative.  If applicable, please confirm any representation 48 hours before the scheduled meeting.  Notes of the meeting will be taken and I will provide you with a summary of our discussion following the meeting.


Please also advise as soon as possible, if you have any special requirements or feel that any reasonable adjustments could be made regarding the arrangements for the meeting, in order that any such request can be duly considered.


I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and welfare of our staff and the main purpose of the meeting will be to support and improve your attendance levels.


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


Should you be unable to attend the meeting please bring this to my attention 48hours before the scheduled meeting including the reason for not being available.


In the meantime please do not hesitate to contact me if you have any questions or concerns.


Yours sincerely





Principal/Line Manager


ENC: Inspire Leaflet


          Sickness Absence Record


          [where applicable OH report (date)]
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Education Authority or School headed paper


Record of Attendance Meeting


Employee’s Name/Post/Location 


_________________________________________________________________________________


Date/Time of Meeting


 _________________________________________________________________________________


In Attendance _________________________________________________________________________________


__________________________________________________________________________________


Relevant Absence Details 


__________________________________________________________________________________


Summary of Relevant Medical Details 


__________________________________________________________________________________


__________________________________________________________________________________ 


Summary of Meeting


__________________________________________________________________________________


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Reasonable Adjustments Applied


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Action Points/Review Period


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Signatories/Date __________________________________________________________________________________
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Education Authority or School headed paper

Record of Attendance Meeting

Employee’s Name/Post/Location 

_________________________________________________________________________________

Date/Time of Meeting

 _________________________________________________________________________________

In Attendance _________________________________________________________________________________

__________________________________________________________________________________

Relevant Absence Details 

__________________________________________________________________________________

Summary of Relevant Medical Details 

__________________________________________________________________________________

__________________________________________________________________________________ 

Summary of Meeting

__________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reasonable Adjustments Applied

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Action Points/Review Period

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Signatories/Date __________________________________________________________________________________
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INTRODUCTION 



This Occupational Health (OH) Referral Form and supporting Guidance is designed for Principals/ line managers to support occasions when OH intervention may be appropriate to support the health, wellbeing and attendance of their staff.   



As a Principal/ line manager, it may become necessary for you to engage in the OH referral process in certain circumstances where you require specific specialist advice to assist your role in managing staff attendance. This OH referral process is an additional support tool for you within the Managing Attendance Procedures for all staff in all EA locations and schools.  



Opting to engage OH through a medical referral request should be considered carefully with a clear view to ascertain medical advice when appropriate. When considering a “referral” you should engage in discussions regarding this potential course of action with your staff member to highlight the supportive intention. Your school/service is charged for all requested appointments. Therefore, it is imperative that you have discussed the process and obligation of their attendance. 



Please note

Where work related stress is known to be the cause of absence it is not appropriate to refer to the Occupational Health service as a first step. Instead a formal meeting should be arranged with the employee to discuss and seek a resolve to matters. 



To aid this process a supporting template letter is provided. 







In addition, Human Resource Services can provide further guidance in this regard. The Occupational Health clinician will provide you and the employee with professional and impartial advice on a range of topics concerning the relationship between health and work. A properly completed referral form by you will maximise the quality of the subsequent report provided by the OH clinician. 



Where relevant you should confirm on the referral form that you have provided your employee with details of the employee support service Inspire.  

· Tel: 0808 800 0002 

· Website: click here 



As the referring manager you will be expected to complete all sections within the OH referral form. It is imperative that you read the following guidance provided before completing all sections to ensure you provide the necessary and correct information so that both employer and employee get maximum benefit from the process.
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GUIDANCE NOTES



Discussing the OH referral

1







· The first part of the OH referral form asks that the referring manager confirms that they have discussed OH with their employee and explained the reasons for the referral. This is important so that when your staff member is contacted by HR Services to set up the OH appointment they will not be surprised or alarmed. Failure to discuss the referral process with your employee could

result in ill feeling and waste valuable time as the OH clinician will have to undertake the necessary explanation.



· 

An advice leaflet for employees is available which provides your employee with what they need to know about their OH referral and assessment - this leaflet can be found below and a copy should be given to your employee.









Details of Employee being referred

2





· Up-to-date and accurate employee information is vital as this information will not only be used by HR Services to locate the individual on the HR system but the Occupational Health provider will also use information such as name and date of birth to cross reference when setting up a personal record or matching to an existing record.



· The job title and job location are both important as an employee may be employed in more than one post and in more than one location. Therefore, it is important that you indicate which post and location you are referring to.



· Contact Telephone Number(s) – The occupational health appointment is carried out via video link.  However, if there is a technical fault, the consultant will contact the employee via telephone.  It is imperative that the correct contact number is recorded on the referral form and the employee can accept unknown numbers on their phone.



· Email Address – In most cases employees wish to use their personal email addresses although they can use their work email address if they prefer. However, this should be clarified with the employee. HR Services will confirm the details of the OH appointment in writing via email. This will provide the date, time and location of the OH appointment. It is important that the line manager emphasises the employee’s contractual obligation to attend as failure to attend may result in the service/school being levied with the cost.







Reasons for Referral
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· As a manager you will need to tick the relevant box(s). This choice will be dictated by discussions you have had with your employee, for example an employee may be on long term sick but has improved sufficiently to consider a supported return to work. You may wish to seek guidance from OH about what appropriate support or reasonable adjustment might be applicable. Examples of what you have considered and discussed as well as what cannot be reasonably applied should be noted to the clinician. This will set the agenda for the OH assessment and give the OH clinician

a clear direction when discussing medical history and how work may impact on their health and therefore their fitness for work.



· In other cases the employee may have reached a level of health whereby they wish to consider ill health termination and will have written requesting this. Where the relevant Ill Health Termination procedures have been applied, you would indicate this by ticking the box Request for ill health termination.



· If your employee is on sick leave, state the date the current absence began along with the reason: This simply requires you to enter the date on which your employee went on sick leave and the reason stated on the GP statements of fitness for work known as a fit note. This information is also important to inform the OH clinician advice.





Provide relevant background information
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· This is a key part of the OH referral form. As stated earlier the referral form informs the OH assessment, therefore it is vital that you provide sufficient background information. This includes support arrangements already in place as well as attendance data. This will help the OH clinician to obtain all perspectives and be best placed to medically advise.



· A quality referral form should contain adequate, relevant and factual information about the individual and their job role to fully inform the OH clinician.



It is important that you include:

· The post title and a short summary of the job and type of work they carry out. State what the member of staff actually does on a day-to-day basis. Sometimes, it is more helpful to specify that they spend 50% of their time at a desk, 20% at meetings, 30% marking and preparing paper based assignments or in the case of a Grounds Maintenance employee 50% using a ride on lawnmower, 30% using vibrating tools, and 20% manual handling.

· Also Include details of meetings and correspondences you have had with your employee during their period of sickness absence.

· Give a history of sickness absence stating dates and reasons.

· Mention in the OH form any specific relevant details and outcomes of previous OH referrals.

· It is also important that you outline actions already taken by management to address issues.

· This is also your opportunity to ask any questions in addition to the generic questions already included in the OH referral form. Additional questions can be specific to your staff member’s job role and how their health impacts directly on their ability to do their job.

· In cases where the Ill Health Termination procedures have been invoked as a result of request by the employee, it is helpful to include a copy of the employee’s written request.



GDPR
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As a manager you need to be aware that a completed OH referral form contains sensitive, personal data regarding your employee and as such should be processed in accordance with data protection legislation and medical confidentiality guidance. Your staff member has the right of access to the referral document. You should ensure that all information contained within the referral form is factual and not your personal opinion. You may wish to express your personal concerns if applicable.



The option to seek advice to support your referral is available from HR Services.



All information contained in the referral form will be discussed with the employee during the consultation. Any details omitted will be less likely to be addressed during the consultation.



Line Manager contact details
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· It is important that the Line Manager’s details are given, this will ensure that upon receipt of the medical report HR Services can share a copy with the line manager as soon as possible.





Finally
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· Before submitting the Occupational Health form to HR Services check it over one last time and ensure you have given the OH Clinician adequate background information and that any additional questions are clear and concise. The OH clinician will provide advice to support management in their decision making process when dealing with health issues in the workplace.



Occupational Health Referral Form CONFIDENTIAL





PLEASE CHECK WITH THE EMPLOYEE THEIR CONTACT NUMBER IS THE CORRECT NUMBER AS THE CONSULTANT WILL BE RINGING THEM ON THIS NUMBER. ALSO WE NEED A PERSONAL EMAIL ADDRESS

AS THE INVITIATION TO THE APPOINTMENT WILL BE SENT VIA EMAIL*



I confirm that I have read the Guidance Notes above and have included all information accordingly.

I confirm that I have explained to my employee, the reasons for referral to the Occupational Health Service. I have advised my employee that attendance at OH is in accordance with the JNC/TNC Managing Attendance Procedures and that information disclosed to OH may be shared with management where such information will assist in determining fitness for employment.



Line Manager/ Principal (printed):  	 Line Manager/ Principal (Signature): 	 Date employee informed of referral:  	









Details of Employee being referred



		Name (in full)

		



		Date of Birth

		



		Employee Number

		



		Employee Home Address

		



		Job Title

		



		Job Location

		



		Employees contact telephone or mobile number*

		



		Email address*

		







Reason for Referral (please tick relevant box)



Employee is on long term sick leave, advice on progress required; Advice on employee’s attendance at work / performance required;





Employee has recently started sick leave with stress related illness (Inc. anxiety/depression etc.); Advice on rehabilitation/reasonable adjustments required;





Employee request for Ill Health Termination (include employee’s written request); Wellbeing support requested;







Other (please state below).



If employee is on sick leave, state the date current absence began along with the reason(s) as noted in statement of fitness for work note:









Please provide relevant background information regarding this employee’s absence (see Guidance Notes at the top of this form):



Please see list of standard questions attached, ALL of these questions will be answered during each appointment, including any additional questions you may have.



Please use an additional sheet if required.



Contact details of Line Manager making the referral for post referral report:



		

		Principal/Line Manager

		HR - People Services Contact



		Name (in full)

		

		



		Job Title

		

		



		Work Address

		

		



		Telephone number

		

		



		E-mail address

		

		



		Date

		

		











To: Occupational Health Consultant,

Please conduct an Occupational Health assessment of the above named employee and provide a comprehensive report to HR Health & Wellbeing Services which addresses each of the following questions:-



1. Has the employee a recognisable medical condition? Is the employee likely to be regarded as disabled under the relevant legislation (Disability Discrimination Order)?



2. Has the amount of time absent from their place of work been commensurate with this condition? e.g. where recovery might normally be 6 weeks, are there complications that may cause extended absence?



3. Is the employee currently fit or unfit for work? If unfit, when is likely they will be fit to return to work?



4. What steps is the employee currently taking/potentially able to take in order to facilitate a speedy recovery and subsequently return to work? Are there alternative helpful interventions to consider?



5. What adjustments does the employee require to support a return to work? e.g. phased return. Please indicate whether the reasonable adjustment is likely to be short term or permanent?



6. Is the employee likely to give regular and effective service in the future? Is there likely to be a recurrence of this condition?



7. Is the employee fit to attend meetings or participate in dialogue with the employer?



8. Have work factors contributed to the absence? If so please comment on where the stressors are in relation to the HSE Management Standards i.e. work demands, control of work, support at work, interpersonal relationships, their role or changes at work.



9. If a return to work is not expected e.g. for the foreseeable future, would it be appropriate to consider ill health termination?



10. Additional questions (please only include a maximum of 3 where necessary)
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ARMAGH



		Name (in full)

		Katherine Clarke Emma Rafferty



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority

3 Charlemont Gardens Armagh

BT61 9AX



		Telephone Number

		028 3751 2311

028 3751 2323



		Email Address

		OH-PeopleServices@eani.org.uk

Katherine.clarke@eani.org.uk

emma.rafferty@eani.org.uk



		Date

		







BALLYMENA



		Name (in full)

		Fiona Carey Cathy Boyd



		Job Title

		HR Advisor



		Work Address

		HR Services Ballee Road West Ballymena

BT42 2HS



		Telephone Number

		028 2566 1198

028 2566 2776



		Email Address

		OH-PeopleServices@eani.org.uk

fiona.carey@eani.org.uk

cathy.boyd@eani.org.uk



		Date

		







BELFAST



		Name (in full)

		Mary Cassidy



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 40 Academy Street Belfast

BT1 2NQ



		Telephone Number

		028 9056 4285

028 9056 4361



		Email Address

		OH-PeopleServices@eani.org.uk

mary.cassidy@eani.org.uk



		Date

		







DUNDONALD



		Name (in full)

		Leanne Gregg 



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority Grahamsbridge Road DUNDONALD

Belfast

BT16 2HS



		Telephone Number

		028 9056 6935

028 9598 5801



		Email Address

		OH-PeopleServices@eani.org.uk

leanne.gregg@eani.org.uk



		Date

		





OMAGH



		Name (in full)

		Demi Crowne Shannon Nicolson



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 1 Hospital Road Omagh

BT79 0AW



		Telephone Number

		028 8241 1341

028 3741 5356



		Email Address

		OH-PeopleServices@eani.org.uk

demi.crowne@eani.org.uk

shannon.nicolson@eani.org.uk



		Date
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																				Letter 1 - Work Related Stress








Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager





ENC: Inspire Leaflet
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During the course of 
your working career it 
may be necessary for you 
to be asked to attend for 
an independent medical 
assessment. This is called 
an Occupational Health 
Referral. This leaflet is 
designed to provide you with 
some information about the 
referral process and what 
this may mean for you and 
your employment. We have 
tried to address the most 
common questions that are 
asked by staff; however, it 
is not possible to be very 
specific as every case is 
unique. Therefore, Health 
& Welfare Services staff 
remain available to speak 
to you in confidence to 
address any concerns that 
you may have.



HEALTH  REFERRALS



3.	 What is the prognosis for this condition and what 
is the likely duration of the absence before the 
employee may be able to affect a return to their 
place of work?



4.	 Will the employee require any formal support to 
facilitate an early return to their place of work 
e.g. phased return?



5.	 Is there likely to be a recurrence of this 
condition which may have an impact on the 
employee’s ability to meet an acceptable 
level of attendance as indicated in the EA 
Attendance Policy?



6.	 Does the nature of the medical condition meet 
the definition of a disability under the Disability 
Discrimination Order?



7.	 Are there any reasonable adjustments that may 
be considered by the employer? 



Please indicate whether the reasonable 
adjustment is likely to be short term, long term 
or permanent



8.	 Is there evidence of any work related factors 
that may be contributing to the absence?



9.	 Has the absence been precipitated by 
interpersonal conflict/pressures in their place of 
work?



10.	Has the absence been precipitated by work 
demands?



11.	Has the employee made any attempts to have 
these addressed by management?



12.	 Is the employee likely to remain unfit for the 
foreseeable future?



The occupational health clinician will make 
recommendations in the written report for the 
employer to consider.



What happens after the appointment?
The occupational health clinician will send you a 
written report of the referral. You should receive 
this within 5 working days of the referral. You will 
be given the opportunity to ask for any factual 
corrections to be made and/or to include any 
other information that you feel the occupational 
health clinician may have overlooked. 



During the course of your working career 
it may be necessary for you to be asked 
to attend for an independent medical 
assessment. This is called an Occupational 
Health Referral. This leaflet is designed to 
provide you with some information about 
the referral process and what this may mean 
for you and your employment. We have tried 
to address the most common questions that 
are asked by staff; however, it is not possible 
to be very specific as every case is unique. 
Therefore, Health & Wellbeing Services 
staff remain available to speak to you in 
confidence to address any concerns that 
you may have.



Who gets to see the occupational health clinician’s 
report?
You will have first sight of the report. After you have 
approved its contents a copy will be forwarded to 
Health & Wellbeing Services who will then write to 
the referring manager enclosing an extract of the 
report. This will normally be the ‘answers to questions’ 
as outlined above and the recommendations 
made by the occupational health clinician. As 
a confidential medical document, the referral 
report meets the conditions of ‘sensitive personal 
information’ as outlined within the Data Protection 
Act and therefore is subject to the Education 
Authority’s policy on compliance with the Freedom 
of Information Act, the Data Protection Act and the 
Environmental Information Regulations.



What if I disagree with the occupational health 
clinician’s recommendations?
You have the right to appeal against the 
occupational health clinician’s recommendations. 
The procedure to be followed in making an appeal 
is outlined in the relevant Attendance Policies. 
Health & Wellbeing Services staff will provide you 
with information and guidance on how to lodge an 
appeal.



And finally; it is hoped that this leaflet will answer 
most of your questions. However, should you have 
any other matters relating to occupational health 
referrals which you would like advice and guidance 
on, please do not hesitate to contact Health & 
Wellbeing Services.  Staff there will be only too 
pleased to provide whatever assistance they can.



The functions of the Board have now transferred to the 
Education Authority and the policy will be reviewed in due course
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Education Authority
Health & Wellbeing Services



Occupational



Armagh - 028 3751 2582



Ballymena - 028 2566 1221



Belfast - 028 9056 4018



Dundonald - 028 9056 6268



Omagh - 028 8241 1278



Contact numbers are:











Is my employer entitled to ask me to attend an 
occupational health referral?
Under Health & Safety at Work and Disability 
Discrimination legislation, the employer is required 
to exercise a ‘duty of care’ to ensure that you have 
a ‘safe system and place of work’ and to undertake 
any ‘risk assessments’ as appropriate. It is also 
an employer’s duty to consider any ‘reasonable 
adjustments’ in cases where a disability has been 
indicated in order to enable an employee with a 
disability to work to their full potential.



You also have a contractual responsibility to 
fulfil the terms and conditions of your contact of 
employment by providing good attendance and 
alerting your employer if there are any difficulties 
which may be preventing you from performing your 
duties.



Who carries out the occupational health referral?
The referrals are conducted by Occupational Health 
Clinicians who are not employed by the Education 
Authority but who have been contracted to provide 
this service. The occupational health clinicians 
are medical specialists, usually at consultant level, 
who are qualified in the discipline of Occupational 
Health. Health & Wellbeing Services staff can 
provide you with details of the occupational health 
clinicians who are currently contracted by the 
Education Authority.



Where does the occupational health referral take 
place?
The referrals are normally conducted at your local 
Education Authority or in an office close to your 
local Education Authority.  If you have any special 
requirements, you should notify Health & Wellbeing 
Services staff in order that these may be taken into 
account.



In some circumstances, it may be necessary for the 
referral to take place in the occupational health 
providers’ own offices. Your appointment letter 
will give the address and details of the relevant 
premises. 



How long does the appointment last and will I be 
physically examined?
An appointment will usually last around 40 minutes.  
You will not normally be physically examined 
although a non-intrusive physical examination may 
take place if the occupational health clinician 
considers that the circumstances require this. You 
will be asked to provide your consent before any 
physical examination is carried out.



Can I bring someone along with me to the referral?
You should treat this appointment in the same way 
that you would a normal medical appointment with 
your own medical advisors. Therefore, it is permissible 
to bring along a family member or friend to support 
you during the referral. It is also possible to bring your 
own medical advisor such as your GP or a specialist 
consultant to the referral; however any costs 
associated with this will be your own responsibility.
  
What information will be provided to the 
Occupational Health Clinician and what will I be 
asked at the referral?
The occupational health clinician will be provided 
with a copy of the referral request document which 
your Line Manager/Principal/Board of Governors 
completed. This document and any additional 
associated information should already have been 
discussed with you by your referring manager prior 
to the request being made to Health & Wellbeing 
Services. A copy of your sickness absence history 
and job description will also be provided.  



At the outset of the appointment, the occupational 
health clinician will ask you to complete a written 
consent form giving your permission for the referral 
to proceed and a written report to be made.



At the referral, the occupational health clinician 
is required to address a standard list of questions. 
These are:



1.	 Has the employee a recognisable medical 
condition?



2.	 Has the amount of time absent from their place 
of work been commensurate with this condition?



Frequently Asked Questions
Who has requested that I am referred to 
Occupational Health?
Most referrals are made by your Line Manager/
School Principal/Board of Governors. If you 
are awaiting appointment to a post, Human 
Resources may ask that you are referred for a 
‘pre-employment health assessment’. Some 
referrals are made by the individual member of 
staff and these are known as ‘self-referrals’.



Why have I been referred to Occupational 
Health?
The most fundamental reason for a referral is to 
establish your medical fitness for the job that you 
are employed or are about to be employed to 
do. The referral may have been prompted by a 
period of absence(s) from work due to ill-health 
and a ‘trigger point’ as defined by any of the 
agreed Attendance Management Policies and 
Procedures. These are:



Teaching Staff
•	 Absences related to stress.
•	 Absences of more than 6 casual days in a 12 



month rolling period.
•	 Continuous absences of 4 weeks or more.
	 (Teacher Attendance procedure TNC 



2008/2)



Administrative and Support Staff
•	 Absences related to stress.
•	 More than 8 casual days absence in a 12 



month rolling period.
•	 More than 3 periods of absence in a 12 



month rolling period, each in excess of 3 days 
duration.



•	 Continuous absence of 4 weeks or more.
•	 An individual officer with an absence rate of 



5% or more.



(Attendance Policy & Procedure for Education 
Authority Employees (other than School Based 
Staff);  Managing Attendance at Work - Staff in 
Controlled Schools with Fully Delegated Budgets)
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																				Letter 1 - Work Related Stress








Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager





ENC: Inspire Leaflet
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What to do when you receive a copy of the OH medical report: 

Guidance on options  



When a report is provided following an employee assessment with the Occupational Health advisor, it is important that the line manager/Principal makes immediate arrangements to take action to discuss the report with their employee and to establish a plan to move forward.  In cases where there may be a disability element to be considered you will be directed to contact the Disability Employment Support Services (DESS) team at the EA.

Options:

· Where an employee may be absent from work and not yet fit to return then the line manager should arrange to discuss the details of the report and the doctor’s advice with the employee by phone



· Where an employee is back at work or planning a return then it is appropriate to arrange a meeting to discuss the content, seek resolve and where appropriate arrange a return to work



· Where required a line manager should consider the implementation of reasonable adjustment(s) and if appropriate facilitate a suitable return to work having discussed and agreed a plan and time frame for this



· When necessary, explore the reasonable adjustment further with EA DESS team



· In some circumstances it is appropriate to arrange a date for a return to work with an agreement to meet on the employee’s first day of return



· In cases where the employee is to remain availing of the sickness absence scheme then continued contact with the employee should remain to get an update of his/her progress



· In some cases, in order to avail of further guidance to consider an appropriate way forward, there may be requirement for further review with OH in the future



· In some circumstances, it may be appropriate to pursue other options e.g. appeal, ill health, further information sought.  Further guidance and advise can be sought from the HR People Services team



In all situations keep notes confidentially and always schedule time for a follow up meeting or chat.  This way the employee will feel their wellbeing is valued and the line manager can be proactive to any potential issues that may arise.
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During the course of 
your working career it 
may be necessary for you 
to be asked to attend for 
an independent medical 
assessment. This is called 
an Occupational Health 
Referral. This leaflet is 
designed to provide you with 
some information about the 
referral process and what 
this may mean for you and 
your employment. We have 
tried to address the most 
common questions that are 
asked by staff; however, it 
is not possible to be very 
specific as every case is 
unique. Therefore, Health 
& Welfare Services staff 
remain available to speak 
to you in confidence to 
address any concerns that 
you may have.


HEALTH  REFERRALS


3.	 What is the prognosis for this condition and what 
is the likely duration of the absence before the 
employee may be able to affect a return to their 
place of work?


4.	 Will the employee require any formal support to 
facilitate an early return to their place of work 
e.g. phased return?


5.	 Is there likely to be a recurrence of this 
condition which may have an impact on the 
employee’s ability to meet an acceptable 
level of attendance as indicated in the EA 
Attendance Policy?


6.	 Does the nature of the medical condition meet 
the definition of a disability under the Disability 
Discrimination Order?


7.	 Are there any reasonable adjustments that may 
be considered by the employer? 


Please indicate whether the reasonable 
adjustment is likely to be short term, long term 
or permanent


8.	 Is there evidence of any work related factors 
that may be contributing to the absence?


9.	 Has the absence been precipitated by 
interpersonal conflict/pressures in their place of 
work?


10.	Has the absence been precipitated by work 
demands?


11.	Has the employee made any attempts to have 
these addressed by management?


12.	 Is the employee likely to remain unfit for the 
foreseeable future?


The occupational health clinician will make 
recommendations in the written report for the 
employer to consider.


What happens after the appointment?
The occupational health clinician will send you a 
written report of the referral. You should receive 
this within 5 working days of the referral. You will 
be given the opportunity to ask for any factual 
corrections to be made and/or to include any 
other information that you feel the occupational 
health clinician may have overlooked. 


During the course of your working career 
it may be necessary for you to be asked 
to attend for an independent medical 
assessment. This is called an Occupational 
Health Referral. This leaflet is designed to 
provide you with some information about 
the referral process and what this may mean 
for you and your employment. We have tried 
to address the most common questions that 
are asked by staff; however, it is not possible 
to be very specific as every case is unique. 
Therefore, Health & Wellbeing Services 
staff remain available to speak to you in 
confidence to address any concerns that 
you may have.


Who gets to see the occupational health clinician’s 
report?
You will have first sight of the report. After you have 
approved its contents a copy will be forwarded to 
Health & Wellbeing Services who will then write to 
the referring manager enclosing an extract of the 
report. This will normally be the ‘answers to questions’ 
as outlined above and the recommendations 
made by the occupational health clinician. As 
a confidential medical document, the referral 
report meets the conditions of ‘sensitive personal 
information’ as outlined within the Data Protection 
Act and therefore is subject to the Education 
Authority’s policy on compliance with the Freedom 
of Information Act, the Data Protection Act and the 
Environmental Information Regulations.


What if I disagree with the occupational health 
clinician’s recommendations?
You have the right to appeal against the 
occupational health clinician’s recommendations. 
The procedure to be followed in making an appeal 
is outlined in the relevant Attendance Policies. 
Health & Wellbeing Services staff will provide you 
with information and guidance on how to lodge an 
appeal.


And finally; it is hoped that this leaflet will answer 
most of your questions. However, should you have 
any other matters relating to occupational health 
referrals which you would like advice and guidance 
on, please do not hesitate to contact Health & 
Wellbeing Services.  Staff there will be only too 
pleased to provide whatever assistance they can.


The functions of the Board have now transferred to the 
Education Authority and the policy will be reviewed in due course
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Education Authority
Health & Wellbeing Services


Occupational


Armagh - 028 3751 2582


Ballymena - 028 2566 1221


Belfast - 028 9056 4018


Dundonald - 028 9056 6268


Omagh - 028 8241 1278


Contact numbers are:







Is my employer entitled to ask me to attend an 
occupational health referral?
Under Health & Safety at Work and Disability 
Discrimination legislation, the employer is required 
to exercise a ‘duty of care’ to ensure that you have 
a ‘safe system and place of work’ and to undertake 
any ‘risk assessments’ as appropriate. It is also 
an employer’s duty to consider any ‘reasonable 
adjustments’ in cases where a disability has been 
indicated in order to enable an employee with a 
disability to work to their full potential.


You also have a contractual responsibility to 
fulfil the terms and conditions of your contact of 
employment by providing good attendance and 
alerting your employer if there are any difficulties 
which may be preventing you from performing your 
duties.


Who carries out the occupational health referral?
The referrals are conducted by Occupational Health 
Clinicians who are not employed by the Education 
Authority but who have been contracted to provide 
this service. The occupational health clinicians 
are medical specialists, usually at consultant level, 
who are qualified in the discipline of Occupational 
Health. Health & Wellbeing Services staff can 
provide you with details of the occupational health 
clinicians who are currently contracted by the 
Education Authority.


Where does the occupational health referral take 
place?
The referrals are normally conducted at your local 
Education Authority or in an office close to your 
local Education Authority.  If you have any special 
requirements, you should notify Health & Wellbeing 
Services staff in order that these may be taken into 
account.


In some circumstances, it may be necessary for the 
referral to take place in the occupational health 
providers’ own offices. Your appointment letter 
will give the address and details of the relevant 
premises. 


How long does the appointment last and will I be 
physically examined?
An appointment will usually last around 40 minutes.  
You will not normally be physically examined 
although a non-intrusive physical examination may 
take place if the occupational health clinician 
considers that the circumstances require this. You 
will be asked to provide your consent before any 
physical examination is carried out.


Can I bring someone along with me to the referral?
You should treat this appointment in the same way 
that you would a normal medical appointment with 
your own medical advisors. Therefore, it is permissible 
to bring along a family member or friend to support 
you during the referral. It is also possible to bring your 
own medical advisor such as your GP or a specialist 
consultant to the referral; however any costs 
associated with this will be your own responsibility.
  
What information will be provided to the 
Occupational Health Clinician and what will I be 
asked at the referral?
The occupational health clinician will be provided 
with a copy of the referral request document which 
your Line Manager/Principal/Board of Governors 
completed. This document and any additional 
associated information should already have been 
discussed with you by your referring manager prior 
to the request being made to Health & Wellbeing 
Services. A copy of your sickness absence history 
and job description will also be provided.  


At the outset of the appointment, the occupational 
health clinician will ask you to complete a written 
consent form giving your permission for the referral 
to proceed and a written report to be made.


At the referral, the occupational health clinician 
is required to address a standard list of questions. 
These are:


1.	 Has the employee a recognisable medical 
condition?


2.	 Has the amount of time absent from their place 
of work been commensurate with this condition?


Frequently Asked Questions
Who has requested that I am referred to 
Occupational Health?
Most referrals are made by your Line Manager/
School Principal/Board of Governors. If you 
are awaiting appointment to a post, Human 
Resources may ask that you are referred for a 
‘pre-employment health assessment’. Some 
referrals are made by the individual member of 
staff and these are known as ‘self-referrals’.


Why have I been referred to Occupational 
Health?
The most fundamental reason for a referral is to 
establish your medical fitness for the job that you 
are employed or are about to be employed to 
do. The referral may have been prompted by a 
period of absence(s) from work due to ill-health 
and a ‘trigger point’ as defined by any of the 
agreed Attendance Management Policies and 
Procedures. These are:


Teaching Staff
•	 Absences related to stress.
•	 Absences of more than 6 casual days in a 12 


month rolling period.
•	 Continuous absences of 4 weeks or more.
	 (Teacher Attendance procedure TNC 


2008/2)


Administrative and Support Staff
•	 Absences related to stress.
•	 More than 8 casual days absence in a 12 


month rolling period.
•	 More than 3 periods of absence in a 12 


month rolling period, each in excess of 3 days 
duration.


•	 Continuous absence of 4 weeks or more.
•	 An individual officer with an absence rate of 


5% or more.


(Attendance Policy & Procedure for Education 
Authority Employees (other than School Based 
Staff);  Managing Attendance at Work - Staff in 
Controlled Schools with Fully Delegated Budgets)
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  Medical Examinations


An officer shall, if required, submit to a medical 
examination by a registered medical practitioner 
or a medical consultant or specialist appointed by 
the  Education Authority or recommended by the EA’s 
nominated Occupational Health Physician.  This 
medical examination will be at no cost to the officer 
unless he/she fails to attend without reasonable notice 
and/or good reason.  Information may also be sought, 
with your consent, from your own GP.


  Inspire Workplaces


Inspire Workplaces provides, on a CONFIDENTIAL 
basis, support to staff when problems become or are 
in danger of becoming persistent, unmanageable 
or affect health and well-being.  It provides support 
for those suffering stress, anxiety or having difficulty 
coping with experiences such as bereavement, 
relationships, family, or financial difficulties, addiction 
and work related problems.


The decision to request or accept assistance from 
Inspire Workplaces is your personal choice and your 
identity will remain confidential to the Service and will 
not be disclosed to the Education Authority.


  Monitoring Attendance


The 24 hour Inspire Workplaces number is 
0808 800 0002


The Education Authority also has in place a number of 
other policies to assist and support with the welfare 
and well-being of staff - the Alcohol Policy, special 
and compassionate leave including parental and carer 
leave, the Career Break Scheme and the Job Share 
Scheme.  Further advice on these policies is available 
from Human Resources People Services or from your 
line manager/principal.
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It is the responsibility of each manager to monitor the 
attendance of his or her staff.


Monitoring ensures that issues of public accountability 
for expenditure on salaries and sick pay are satisfied; it 
enables managers to make decisions about temporary 
arrangements such as deputising;  it also ensures that 
managers are fully aware of the absenteeism rates of 
staff and can address any problems promptly.


Human Resources People Services can provide 
managers with reports detailing the number of certified 
absences.


Action by the manager should normally be initiated by 
any of the following:
•	 Absences related to stress.
•	 More than 8 casual days absence in a 12 month 


rolling period.
•	 More than 3 periods of absence in a 12 month 


rolling period, each in excess of 3 days duration.
•	 Continuous absence of 4 weeks or more.
•	 An individual officer with an absence rate of 5% or 


more.


  Return to Work


It is important that you let your manager know as soon 
as you can, the date on which you expect to return to 
work.  On your return he/she will carry out a return to 
work interview, which will give you the opportunity to 
discuss any issues affecting your attendance.


A copy of the complete attendance policy
 is available from Human Resources 


People Services - contact details below.


Telephone 028 9041 8006 
and select your local HR region or email:


Armagh  peopleservices-armagh@eani.org.uk


Belfast  peopleservices@eani.org.uk


Dundonald  peopleservices-dundonald@eani.org.uk 


Ballymena  peopleservices-ballymena@eani.org.uk


Omagh  peopleservices-omagh@eani.org



mailto:peopleservices-armagh%40eani.org.uk?subject=

mailto:peopleservices%40eani.org.uk?subject=

mailto:peopleservices-dundonald%40eani.org.uk?subject=

mailto:peopleservices-ballymena%40eani.org.uk?subject=

mailto:peopleservices-omagh%40eani.org?subject=
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 Policy Statement


The Education Authority is committed to the delivery 
of high quality best value services.  It recognises that 
such service can only be delivered by officers who 
are committed and professional in their approach 
to work and whose well-being is fostered by the  
Education Authority in a safe and healthy working 
environment.


This policy covers absence which is reported as 
sickness absence.  It does not apply to authorised 
absences e.g. holidays, training courses, jury 
service, etc. nor to ante natal care or absence on 
maternity leave.


 Aims of  the Policy


•	 To ensure that all staff are treated fairly, 
consistently and with sensitivity during times of 
illness.


•	 To inform staff and managers of the Education 
Authority’s policy and procedures for managing 
attendance, to maintain confidentiality of 
information and to facilitate a consistent approach 
to staff attendance across Departments.


•	 To promote and encourage an attendance culture 
which recognises that good attendance is critical 
in the pursuit of excellence in terms of service 
delivery.


•	 To address the negative effect on staff morale 
where frequent or prolonged absences of 
colleagues create additional workload, pressure 
and stress.


•	 To raise awareness of Inspire Workplaces and its 
supportive role.


  Role of  the Employee


•	 To report all sickness absence in accordance 
with procedures and provide appropriate 
documentation promptly.


•	 To maintain appropriate regular contact with the 	


It should be noted that failure to comply with the 
above may result in the absence being regarded 
as unauthorised, in pay being withheld and/or 
disciplinary action being taken.


Where the original doctor’s statement covers a 
period exceeding 14 days, or where more than one 
statement is required, you must, before returning 
to work, obtain a final statement certifying fitness to 
resume duties.


manager during any period of absence.
•	 To follow any professional advice, including 


medical, aimed at ensuring a timely return to 
work.


•	 To advise the manager of matters relevant to the 
absence particularly where there may be other 
problems either at home or at work contributing to 
the absence.


•	 To participate in a return to work interview with 
your manager.


 Reporting Absence


On those occasions where illness prevents you 
from attending work, you must personally, or make 
arrangements to:


•	 Notify your manager by telephone, at the earliest 
opportunity and no later than 9.30 am (or within 
one hour of start time).  If your manager is 
unavailable, the designated officer should be 
informed.  In exceptional circumstances, if you 
are incapable of notifying the manager, a relative 
or friend may do so. 


•	 Give an explanation for the absence and, if 
possible, an estimate of its likely duration.


•	 Ensure that your manager is kept informed of 
the illness regularly in order that alternative 
arrangements can be put in place.


•	 Provide documentation promptly to the  
Education Authority in support of any absence 
from work due to sickness as follows:
-	 Up to 7 Calendar days self certification form 


must be submitted on or before the 7th day of 
absence.


-	 For more than 7 days a Doctor’s statement 
must be submitted before expiry of the 2nd 
week of absence.


•	 Notify your manager in advance of the date of 
return to work.  If the absence has been of 4 
weeks or more duration the manager should 
be given, where possible, one week’s notice of 
intention to return to work.


  Conduct During Absence


In all cases of sickness or injury which necessitate 
taking time off work, it is expected that staff will do 
their utmost to facilitate a speedy return to fitness 
and to work.  The following are examples of activities 
which would be considered inconsistent with genuine 
sickness or injury and may result in disciplinary 
action being taken, including consideration of 
dismissal.


•	 Participating in any sport, hobby, social or other 
activity which is inconsistent with the illness or 
injury or which could aggravate the illness or 
injury or which could delay recovery.


•	 Undertaking any other employment, whether paid 
or unpaid.


•	 Altering or causing to have altered any details on 
a medical statement, e.g. dates or signature.


•	 Failing to respond to requests to attend absence 
meetings or medical examination without good 
reason.


•	 Taking holidays during sickness absence will be 
a cause of concern  unless there is acceptable 
evidence to support the contention that the 
holiday is deemed to be required as part of 
treatment or necessary recuperation.  Staff 
contemplating taking holidays should discuss this 
with their manager in advance.


All staff should note that the misuse of sickness 
absence is regarded as misconduct and will be dealt 
with under the Disciplinary Procedure.
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Letter 2 - Work Related Stress

Education Authority or School headed paper

NAME

ADDRESS

DATE

Dear __________________

Post: ___________________________________________

I hope you are experiencing improved health since our last correspondence.

I write in relation to your current absence from work.  I note that your recent ‘statement of fitness for work’ confirms the reason for your absence as [or includes] work related stress as noted by your GP.  

I wish to assure you that we treat all sickness absences with concern. In circumstances where an employee is absent from work and has indicated that their workplace is a contributing factor or the cause for their absence, it is important to meet as soon as possible.  I would therefore invite you now to a support meeting. The purpose of this support meeting is to provide an opportunity for discussion linked to possible work stressors, others matters and support options.  This represents good practice and is not designed to cause any undue pressure or stress.



Accordingly, I would ask you to meet with me on __insert date____ at __ insert time _ in ___ insert location and room_____.  



The meeting has been arranged in accordance with the Education Authority’s Managing Attendance Policy. You are advised that you may be accompanied at this meeting by a representative of a Trade Union or by a work colleague.  



[Optional: Please contact me by ____ insert date_______ to confirm your intention to bring representation].



If this arrangement is unsuitable, please contact me on ____ insert number____ giving at least 48 hours’ notice and the reason for rescheduling.



On occasion the source of work stress may be linked directly to the line manager/ School leader. If this is the case please let me know in writing prior to the above meeting deadline and a replacement manager/ Board of Governor or the Vice Principal can be made available to you.    



I have enclosed for your information details of the employee support service, Inspire Workplaces (0808 800 0002). This is a free, confidential and impartial counselling service which you may find helpful at this difficult time.



In the meantime, if you have any queries or concerns please do not hesitate to contact me.

Yours sincerely



Principal/Line Manager

ENC: Inspire Leaflet


image5.emf
Appendix 1 WRS  support.docx


Appendix 1 WRS support.docx
Appendix 1

Helpful Hints for managing Work Related Stress matters



Upon notification of WRS 

As soon as you are notified or receive notification in a ‘certificate of statement of fitness for work’ note from your employee that the reason for their absence from work is ‘work related stress’ it is important that immediate steps are taken to address the matter.  

Action – WRS Support meeting 

As a first measure the employee should be invited to attend a support meeting to discuss the perceived stressors.  At this meeting a discussion of issues along with possible solution options should be explored.

· With WRS typically there is limited benefit in arranging an Occupational Health appointment before a support meeting takes place. This is because the matter is one that management can and should consider and attempt to address in the first instance rather than treating it exclusively as a medical issue.  

What if the Principal/ manager is a perceived to be contributory factor? 

· In certain cases where the Principal/ manager is known to be or cited as a contributory factor in the cause of the stress, then it may be reasonable that an alternative manager would facilitate the meeting e.g. Chair of Governors.   If required further advice or guidance can be provided by HR People Services team at the Education Authority.  

Who else can attend? 

· The meeting will be arranged in accordance with the relevant Managing Attendance Policy. Staff should be advised that they may be accompanied at this meeting by a representative of a Trade Union or by a work colleague.  The Principal/ manager may wish to have a note taker or in specific circumstances, where it is reasonable to do so, another relevant manager e.g. Vice Principal, Pastoral Care Teacher, Governor who overseas Health and Wellbeing. Those in attendance should be agreed in advance to ensure the meeting runs smoothly. 



How to approach the meeting? 

· The meeting should be conducted as sympathetically as possible with a view to resolving matters rather than concentrating on any argument or difference of opinion.  It is an opportunity for all parties to participate in seeking potential solutions or interventions to address the matters perceived to be causing the stress.  

· This meeting can often be difficult for the employee as this might be the first opportunity they have had to discuss how they have been feeling.  The employee may be emotional and use this platform to share concerns.  

· Both the Principal/ manager’s and the employee’s participation in the meeting to explore options for resolution and support is crucial.  

Implementing adjustments

· It is reasonable to agree adjustments for an initial period of time with a planned review. These can include but are not limited to 

· redirecting line management

· reallocation of work

· reducing work load

· mediation can be considered (e.g. for employee relation issues)  

· It may be that an additional meeting(s) is required in order to reach a solution and to support the employee back to work.  Following the return to work it is important to include a review meeting, as part of the next steps, to ensure the employee is satisfied that there is no further support they require at that time. 

· All meetings should be followed up with a note and agreed action points as well as a date for review. 

So when is a good time to avail of Occupational Health?

· In certain circumstances an Occupational Health assessment may be required to establish the employee’s current health position and subsequent medical ability to attend a management meeting as well as to seek specific advice in relation to adjustments.    

What initial signposting should I do to support the employee? 

· The employee support service ‘Inspire Workplaces’ (0808 800 0002) contact details should be signposted throughout the process. Inspire Workplaces is a leading provider of workplace wellbeing solutions, delivering mental health and wellbeing support to some of the UK and Ireland’s leading private, public and third sector organisations. EA has selected Inspire Workplaces as an independent source of support. This specialist support and information service is free to all staff 24/7, 365 days a year.

Summary of Key advice 

· Invite to meet

· Discuss stressors / explore solutions 

· Signpost support 

· Agree suitable interventions and timeframe for review

· If appropriate discuss reasonable adjustments that may be required

· Consider Occupational Health engagement

· Consider need for a review meeting 
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Letter 2 - Work Related Stress

Education Authority or School headed paper

NAME

ADDRESS

DATE

Dear __________________

Post: ___________________________________________

I hope you are experiencing improved health since our last correspondence.

I write in relation to your current absence from work.  I note that your recent ‘statement of fitness for work’ confirms the reason for your absence as [or includes] work related stress as noted by your GP.  

I wish to assure you that we treat all sickness absences with concern. In circumstances where an employee is absent from work and has indicated that their workplace is a contributing factor or the cause for their absence, it is important to meet as soon as possible.  I would therefore invite you now to a support meeting. The purpose of this support meeting is to provide an opportunity for discussion linked to possible work stressors, others matters and support options.  This represents good practice and is not designed to cause any undue pressure or stress.



Accordingly, I would ask you to meet with me on __insert date____ at __ insert time _ in ___ insert location and room_____.  



The meeting has been arranged in accordance with the Education Authority’s Managing Attendance Policy. You are advised that you may be accompanied at this meeting by a representative of a Trade Union or by a work colleague.  



[Optional: Please contact me by ____ insert date_______ to confirm your intention to bring representation].



If this arrangement is unsuitable, please contact me on ____ insert number____ giving at least 48 hours’ notice and the reason for rescheduling.



On occasion the source of work stress may be linked directly to the line manager/ School leader. If this is the case please let me know in writing prior to the above meeting deadline and a replacement manager/ Board of Governor or the Vice Principal can be made available to you.    



I have enclosed for your information details of the employee support service, Inspire Workplaces (0808 800 0002). This is a free, confidential and impartial counselling service which you may find helpful at this difficult time.



In the meantime, if you have any queries or concerns please do not hesitate to contact me.

Yours sincerely



Principal/Line Manager

ENC: Inspire Leaflet
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Appendix 1

Helpful Hints for managing Work Related Stress matters



Upon notification of WRS 

As soon as you are notified or receive notification in a ‘certificate of statement of fitness for work’ note from your employee that the reason for their absence from work is ‘work related stress’ it is important that immediate steps are taken to address the matter.  

Action – WRS Support meeting 

As a first measure the employee should be invited to attend a support meeting to discuss the perceived stressors.  At this meeting a discussion of issues along with possible solution options should be explored.

· With WRS typically there is limited benefit in arranging an Occupational Health appointment before a support meeting takes place. This is because the matter is one that management can and should consider and attempt to address in the first instance rather than treating it exclusively as a medical issue.  

What if the Principal/ manager is a perceived to be contributory factor? 

· In certain cases where the Principal/ manager is known to be or cited as a contributory factor in the cause of the stress, then it may be reasonable that an alternative manager would facilitate the meeting e.g. Chair of Governors.   If required further advice or guidance can be provided by HR People Services team at the Education Authority.  

Who else can attend? 

· The meeting will be arranged in accordance with the relevant Managing Attendance Policy. Staff should be advised that they may be accompanied at this meeting by a representative of a Trade Union or by a work colleague.  The Principal/ manager may wish to have a note taker or in specific circumstances, where it is reasonable to do so, another relevant manager e.g. Vice Principal, Pastoral Care Teacher, Governor who overseas Health and Wellbeing. Those in attendance should be agreed in advance to ensure the meeting runs smoothly. 



How to approach the meeting? 

· The meeting should be conducted as sympathetically as possible with a view to resolving matters rather than concentrating on any argument or difference of opinion.  It is an opportunity for all parties to participate in seeking potential solutions or interventions to address the matters perceived to be causing the stress.  

· This meeting can often be difficult for the employee as this might be the first opportunity they have had to discuss how they have been feeling.  The employee may be emotional and use this platform to share concerns.  

· Both the Principal/ manager’s and the employee’s participation in the meeting to explore options for resolution and support is crucial.  

Implementing adjustments

· It is reasonable to agree adjustments for an initial period of time with a planned review. These can include but are not limited to 

· redirecting line management

· reallocation of work

· reducing work load

· mediation can be considered (e.g. for employee relation issues)  

· It may be that an additional meeting(s) is required in order to reach a solution and to support the employee back to work.  Following the return to work it is important to include a review meeting, as part of the next steps, to ensure the employee is satisfied that there is no further support they require at that time. 

· All meetings should be followed up with a note and agreed action points as well as a date for review. 

So when is a good time to avail of Occupational Health?

· In certain circumstances an Occupational Health assessment may be required to establish the employee’s current health position and subsequent medical ability to attend a management meeting as well as to seek specific advice in relation to adjustments.    

What initial signposting should I do to support the employee? 

· The employee support service ‘Inspire Workplaces’ (0808 800 0002) contact details should be signposted throughout the process. Inspire Workplaces is a leading provider of workplace wellbeing solutions, delivering mental health and wellbeing support to some of the UK and Ireland’s leading private, public and third sector organisations. EA has selected Inspire Workplaces as an independent source of support. This specialist support and information service is free to all staff 24/7, 365 days a year.

Summary of Key advice 

· Invite to meet

· Discuss stressors / explore solutions 

· Signpost support 

· Agree suitable interventions and timeframe for review

· If appropriate discuss reasonable adjustments that may be required

· Consider Occupational Health engagement

· Consider need for a review meeting 
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Self-Certification Form (SC1) 


Please refer to the Guidance Notes (on reverse page) prior to completion 


Please complete this form for all sickness absence up to 7 calendar days duration 


Section A: Personal Details 


Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 


Forenames: ________________________________________________________________________________________ 


Home Address: ________________________________________________________________    Postcode: ___________ 


Place of Work: _________________________________________ Post(s) Held: _________________________________ 


 Date of Birth Staff No:   Nat Ins No:  


Section B: Absence Details 


First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 


Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 


(complete if appropriate) 


Reason for Absence: _________________________________________________________________________________ 


(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 


Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 


Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 


Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 


Section C: Declaration 


[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 


including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 


used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 


undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 


of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 


received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 


thereof as may be decided by the EA, having regard to the amount of damages received. 


Signed: ____________________________________________________________  Date: ________________________ 


Section D: Line Manager to Complete 


A return to work meeting took place upon the employee’s return __________________________________________    (date) 


 


Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 


Any further action required: Yes/No __________________________________________________________________ (action) 


 


Signature:__________________________________________Print:_________________________ Date: _____________ 


                      


 







 


Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 


information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 


please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 


Employee’s Contractual Obligations 


An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 


earliest opportunity but within 1 hour of normal start time on the first day of absence.   


The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 


member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 


relative may make contact on the employee’s behalf. 


When notifying the manager, the employee must state the reason for absence and its likely duration. 


Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 


Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 


The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 


manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 


Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 


contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 


Documentation 


Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 


of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 


absence. 


1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 


Line Manager to be signed and sent to the Payroll section immediately. 


8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 


day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 


to Payroll appropriately.   


Manager’s Role 


It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 


regard to notification of absences and their obligations to same. 


The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 


action recorded on the SC1 is followed up. 


All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 


submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 


correct time could result in the employee not receiving correct payments due.   


Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 


accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 


days marked as ‘o’. 


The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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RETURN TO WORK INTERVIEW

Part One


To be completed by the Line Manager in preparation for the interview

PERSONAL DETAILS


Name:
_____________________________________________


Post Held:
_____________________________________________


Location:
_____________________________________________


DETAILS OF PREVIOUS ABSENCES WITHIN LAST 12 MONTHS (IF ANY)

		    From



		      To

		Number Of Days

		                      Reason                 



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





DETAILS OF MOST RECENT SICKNESS ABSENCE

		    From



		      To

		Number Of Days

		                      Reason                 



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Part Two

To be completed by the Line Manager in the presence of the employee


NOTIFICATION OF ABSENCE


Did you notify me as your line manager on the


first day of absence?

                     ___________________________  

If no, please state the person you did notify and   ___________________________ 


the reason.




___________________________


___________________________

Did you submit a Self-Certification Form?
Yes ___________  No _________


(1-7 days)




Did you submit a Doctor’s Certificate?
Yes ___________  No _________


DISCUSSION WITH LINE MANAGER


Action To Be Taken By Employee (if any):



Action To Be Taken By Line Manager (if any):




Action to be taken by Line Manager (if any):

We agree that the information contained in this document is accurate and agree to take any action identified as our responsibility.


Employee’s Signature:  ____________________  Date:  ______________________

Line Manager’s Signature:  _________________  Date:  ______________________

The Line Manager should retain this in a confidential file.

�
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Absence of any member of staff from 1 day up to 7 consecutive calendar days should be covered with the self-certification form 

· SC1 for support staff 

· and CCU 67 for teaching staff

If an employee will be unfit to return to work at any stage from day 8 onwards, they are required to produce a medical statement of Fitness for Work certificate (commonly referred to as a “Fit Note”).  

Fit Note Definition 

This is a certificate that a GP will provide when a person’s health may affect their ability to work. The fit note allows the GP to advise on how an employee may be able to return to work as work can be an important part of a person’s recovery.

Documentation

Without correct documentation the employee’s absence may be considered unauthorised and this could have an effect on their entitlement to occupational sick pay.  The employee should provide Fit Notes promptly to their line manager who should copy and process returns via the appropriate Payroll.  



Top Tip



“Encourage staff at an early stage to seek medical opinion from their GP

in advance of the Fit Note expiring so appropriate notice can be provided for a return”







The fit note – the basics 

Things to do if you are given a fit note

1. Check whether your employee’s doctor has assessed that they are not fit for work or may be fit for work.

2. Check how long your employee’s fit note applies for, and whether they are expected to be fit for work when their fit note expires.

3. If your employee may be fit for work, discuss their fit note with them and consider if you can agree any adjustments for a short period of time to help them return to work. 

4. Take a copy of the fit note for your records and forward the original to the relevant Payroll section.  



Gov.uk 





How to read the ‘fit note’

The employee’s fit note will state how long they will be unfit for work, and whether they can expect to return to work fully once it expires. See explaining the sections of the fit note for more information.

The Fit Note may suggest adjustments which could be made to facilitate a return to work within a given timescale e.g. phased return, amended duties etc. A discussion between the school leader/line manager and employee will be required about what adjustments are feasible to support a return to work and how long this will initially occur before review.

The Tick Boxes

If the GP ticks the box that they do not need to see the person again then the Fit Note will end on the date provided with the expectation that the employee can return to work if fully recovered. If the GP indicates they do wish to see the patient again then it would normally be the case that the employee’s health condition may still affect their fitness for work beyond the end of the fit note and a further Fit Note will be provided.
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Occupational Health



In rare cases when the Occupational Health Clinician deems an employee fit to return to work and they currently hold a GP fit note indicating otherwise, the Occupational Health expert opinion will normally supersede the advice of the GP. The employee’s revised return to work date can be captured on the ‘returns’ going to the Payroll department.  

Where there has been no Occupational Health assessment and a GP has indicated that a person remains unfit for work with the defined length of time given on the fit note, the employee will not usually return to work prior to the prescribed date. For advice on exceptions contact the employing authority. 
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Self-Certification Form (SC1) 



Please refer to the Guidance Notes (on reverse page) prior to completion 



Please complete this form for all sickness absence up to 7 calendar days duration 



Section A: Personal Details 



Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 



Forenames: ________________________________________________________________________________________ 



Home Address: ________________________________________________________________    Postcode: ___________ 



Place of Work: _________________________________________ Post(s) Held: _________________________________ 



 Date of Birth Staff No:   Nat Ins No:  



Section B: Absence Details 



First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 



Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 



(complete if appropriate) 



Reason for Absence: _________________________________________________________________________________ 



(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 



Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 



Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 



Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 



Section C: Declaration 



[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 



including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 



used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 



undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 



of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 



received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 



thereof as may be decided by the EA, having regard to the amount of damages received. 



Signed: ____________________________________________________________  Date: ________________________ 



Section D: Line Manager to Complete 



A return to work meeting took place upon the employee’s return __________________________________________    (date) 



 



Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 



Any further action required: Yes/No __________________________________________________________________ (action) 



 



Signature:__________________________________________Print:_________________________ Date: _____________ 



                      



 











 



Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 



information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 



please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 



Employee’s Contractual Obligations 



An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 



earliest opportunity but within 1 hour of normal start time on the first day of absence.   



The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 



member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 



relative may make contact on the employee’s behalf. 



When notifying the manager, the employee must state the reason for absence and its likely duration. 



Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 



Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 



The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 



manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 



Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 



contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 



Documentation 



Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 



of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 



absence. 



1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 



Line Manager to be signed and sent to the Payroll section immediately. 



8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 



day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 



to Payroll appropriately.   



Manager’s Role 



It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 



regard to notification of absences and their obligations to same. 



The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 



action recorded on the SC1 is followed up. 



All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 



submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 



correct time could result in the employee not receiving correct payments due.   



Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 



accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 



days marked as ‘o’. 



The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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Return to Work Meeting (RTW) Guidance



The ‘Return to Work’ RTW meeting can be a highly effective tool in the management of staff attendance.  It is important to use the return to work interview to help staff feel supported and your role is to warmly welcome them back to work and update them on any developments.  The discussion may also bring to light any underlying issues or medical conditions affecting the attendance of the employee. The RTW meeting can also emphasise the fact that periods of sickness absence, no matter how brief, do not go unnoticed.   



Setting the scene for the meeting  

· RTW meetings should be held in private and would normally be conducted by the employee’s Principal/ line manager on the day of return or as soon as possible.  



· Preparation: If applicable, line managers/Principals should collect all relevant information or documentation e.g. policies and procedures, sickness absence records, in advance.  A copy of the relevant Attendance policy/procedure, and a copy of the Inspire Workplace counselling service leaflet may also be useful for reference purposes.  Individual absence records can be obtained from EA HR People Services.  



· The meeting will normally be brief, informal and non-confrontational and is not intended to be part of any disciplinary or formal procedures.  



· The meeting should be conducted with all staff on return from sick leave: everyone, every time! This could comprise of a five minute ‘chat’, ensuring there are no health concerns or that no further action is required at this time.  For circumstances that may require extra consideration see below.  In circumstances where an absence trigger has been met, the employee should be informed that a formal meeting will follow.  



· In all cases however, the Principal/line manager should keep a record of all return to work meetings and agreed actions. Record notes of the entire conversation carefully and make sure both you and your employee sign them, to avoid any disputes over any information further down the line.  Store these notes securely in line with data protection regulations.  







The meeting should be WARM. The acronym WARM is a good reminder of the approach to take, and it also helps you to follow a structured approach. 

W – Welcome

A  – Absence reflection

R  – Responsibly reinforced

M – Moving forward









· Welcome the employee back to work. At the commencement of the discussion it would be important 

	to welcome the employee back to work, communicate the purpose of the meeting and stress that the 

	      meeting will be an informal discussion.  Keep your tone and pitch friendly but clear.  















· Absence reflection. A discussion of the issues relating to the employee’s recent absence should follow and it is good practice to clarify with the employee that they are fully fit/recovered and now able to undertake the full range of their duties.  

If the member of staff advises that they are not fit for the full range of duties and a request is made for adjustments to their post, this should be accompanied by a fitness statement which indicates that such adjustments are required.  If no medical evidence is forthcoming, referral to occupational health may be advisable in order to clarify the situation before the employee re-commences employment.  Alternatively the employee may be asked to return to their GP for further clarification. 















· Responsibility. If applicable remind the employee it is their responsibility to attend work regularly. If the relevant notification procedures have not been followed, discuss this with the employee, provide a copy of the relevant policy/procedure and seek agreement that this will be followed in all future instances. The employee should be informed that failure to comply could result in their absence being considered unauthorised and may result in disciplinary action and/or withdrawal of sick pay.    

Where appropriate, outlining the importance of sustained attendance to support service delivery may be a useful reminder.  

Obtain a statement of fitness for work if applicable, or ask them to complete a self-certification. These are important documents and the manager should keep a copy.      

It is important to check that the absence was not due to any other issue, unrelated to the health of employee e.g. caring responsibility.  If so, other schemes or policies could be explored which would be more appropriate in order to improve work-life balance. Advice and information on these schemes is available from the EA People Services team.



It may be necessary to advise the employee of the availability of the Inspire Workplace Service (0808 800 0002) if problems are identified and professional counselling may be beneficial.  However, it is the personal choice of the employee to avail of this free and confidential service. An Information leaflet is included in this toolkit.     



































Moving forward. In order to move forward, Move the conversation on to providing an update on work matters. The employee should be updated on the situation regarding their work and whether or not there is anything outstanding to be dealt with.  It is important to examine how any resulting backlog of work could be effectively prioritised.  



For longer term absences, the employee should also be updated on any changes or developments in the school/workplace since they have been away.

This stage should be viewed as an opportunity to explore support.  The meeting should end in a positive and affirmative manner.

Remember to keep a record of all return to work meetings.































Extra consideration 

Following a period of long term absence or frequent absences the Principal/manager may need to give more consideration to the RTW meeting.  This may include:

· Providing sufficient time/space for the meeting and ensure the meeting is carried out in a supportive manner.   

· Welcoming the staff member back to work and bringing them up-to-date with changes that may have occurred in their absence.  

· Listening and asking open questions in order to establish the current health status of the staff member in an attempt to explore whether there is an underlying cause for the frequent absences.  



The outcome of this meeting may determine the way forward and what, if any, further action needs to be taken.

In some cases it may be helpful to discuss any casual absence pattern emerging e.g. frequent days and enquire if there is an underlying medical condition that may be causing this. An Occupational Health (OH) referral may be indicated (contact the EA HR People Services team - OH-PeopleServices@eani.org.uk  for further advice or to initiate). 



What not to include 

If there are performance or managerial issues to be discussed the return to work meeting is not the correct forum for this and arrangements should be made for a separate meeting to address these.  





Next steps 

Further action may be needed to ensure the staff member can provide regular and effective attendance going forward. The following are some examples of supportive steps which may warrant consideration depending on the circumstances.  

· Signposting which may include Inspire Workplaces, G.P. and EA HealthWell Hub 

· It maybe that an independent Occupational Health medical referral is necessary to ascertain if the staff member is fit for work and what, if any reasonable adjustments could assist a return to work and/or regular and sustained attendance going forward.

· A review of workload and/or duties

· Options to avail of alternative working e.g. flexible working schemes/career break etc   



Action/Timescales

At conclusion of the discussion it is recommended that the employee is asked to agree the discussion including clarification of any action required or timescale set, if needed.  If during the discussion it appears that the views of Occupational Health will be required, the employee should be advised that an OH referral appointment will be requested and they will be notified by HR People Services of a date and time, in due course.



Disability Consideration 

The Disability Discrimination Act defines a disability as a physical or mental impairment that has a substantial and long term adverse effect on a person’s ability to carry out normal day-to-day activities.  If the employee has a condition covered under the DDA legislation, there is an obligation on the employer to consider making reasonable adjustments in order to enable that person to remain in employment. 



This can relate to 

· The working arrangements,

· Hours/ Pattern of work or

· Adaptions to the environment etc.,



Advice on reasonable adjustments can be provided by the Disability Employment Support Services (DESS) team.  



Phased return note 

A common reasonable adjustment for staff returning to work after a period of ill-health is a phased return.

Normally phased returns occur for a maximum period of four weeks and are intended to assist the employee to gradually return to their full hours or duties following a period of long-term illness. 

Phased returns should be considered following the medical advice of the individuals G.P or via Occupational Health.   




 


Self-Certification Form (SC1) 


Please refer to the Guidance Notes (on reverse page) prior to completion 


Please complete this form for all sickness absence up to 7 calendar days duration 


Section A: Personal Details 


Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 


Forenames: ________________________________________________________________________________________ 


Home Address: ________________________________________________________________    Postcode: ___________ 


Place of Work: _________________________________________ Post(s) Held: _________________________________ 


 Date of Birth Staff No:   Nat Ins No:  


Section B: Absence Details 


First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 


Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 


(complete if appropriate) 


Reason for Absence: _________________________________________________________________________________ 


(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 


Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 


Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 


Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 


Section C: Declaration 


[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 


including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 


used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 


undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 


of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 


received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 


thereof as may be decided by the EA, having regard to the amount of damages received. 


Signed: ____________________________________________________________  Date: ________________________ 


Section D: Line Manager to Complete 


A return to work meeting took place upon the employee’s return __________________________________________    (date) 


 


Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 


Any further action required: Yes/No __________________________________________________________________ (action) 


 


Signature:__________________________________________Print:_________________________ Date: _____________ 


                      


 







 


Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 


information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 


please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 


Employee’s Contractual Obligations 


An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 


earliest opportunity but within 1 hour of normal start time on the first day of absence.   


The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 


member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 


relative may make contact on the employee’s behalf. 


When notifying the manager, the employee must state the reason for absence and its likely duration. 


Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 


Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 


The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 


manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 


Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 


contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 


Documentation 


Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 


of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 


absence. 


1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 


Line Manager to be signed and sent to the Payroll section immediately. 


8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 


day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 


to Payroll appropriately.   


Manager’s Role 


It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 


regard to notification of absences and their obligations to same. 


The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 


action recorded on the SC1 is followed up. 


All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 


submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 


correct time could result in the employee not receiving correct payments due.   


Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 


accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 


days marked as ‘o’. 


The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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RETURN TO WORK INTERVIEW

Part One


To be completed by the Line Manager in preparation for the interview

PERSONAL DETAILS


Name:
_____________________________________________


Post Held:
_____________________________________________


Location:
_____________________________________________


DETAILS OF PREVIOUS ABSENCES WITHIN LAST 12 MONTHS (IF ANY)

		    From



		      To

		Number Of Days

		                      Reason                 



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





DETAILS OF MOST RECENT SICKNESS ABSENCE

		    From



		      To

		Number Of Days

		                      Reason                 



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Part Two

To be completed by the Line Manager in the presence of the employee


NOTIFICATION OF ABSENCE


Did you notify me as your line manager on the


first day of absence?

                     ___________________________  

If no, please state the person you did notify and   ___________________________ 


the reason.




___________________________


___________________________

Did you submit a Self-Certification Form?
Yes ___________  No _________


(1-7 days)




Did you submit a Doctor’s Certificate?
Yes ___________  No _________


DISCUSSION WITH LINE MANAGER


Action To Be Taken By Employee (if any):



Action To Be Taken By Line Manager (if any):




Action to be taken by Line Manager (if any):

We agree that the information contained in this document is accurate and agree to take any action identified as our responsibility.


Employee’s Signature:  ____________________  Date:  ______________________

Line Manager’s Signature:  _________________  Date:  ______________________

The Line Manager should retain this in a confidential file.

�
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Absence of any member of staff from 1 day up to 7 consecutive calendar days should be covered with the self-certification form 

· SC1 for support staff 

· and CCU 67 for teaching staff

If an employee will be unfit to return to work at any stage from day 8 onwards, they are required to produce a medical statement of Fitness for Work certificate (commonly referred to as a “Fit Note”).  

Fit Note Definition 

This is a certificate that a GP will provide when a person’s health may affect their ability to work. The fit note allows the GP to advise on how an employee may be able to return to work as work can be an important part of a person’s recovery.

Documentation

Without correct documentation the employee’s absence may be considered unauthorised and this could have an effect on their entitlement to occupational sick pay.  The employee should provide Fit Notes promptly to their line manager who should copy and process returns via the appropriate Payroll.  



Top Tip



“Encourage staff at an early stage to seek medical opinion from their GP

in advance of the Fit Note expiring so appropriate notice can be provided for a return”







The fit note – the basics 

Things to do if you are given a fit note

1. Check whether your employee’s doctor has assessed that they are not fit for work or may be fit for work.

2. Check how long your employee’s fit note applies for, and whether they are expected to be fit for work when their fit note expires.

3. If your employee may be fit for work, discuss their fit note with them and consider if you can agree any adjustments for a short period of time to help them return to work. 

4. Take a copy of the fit note for your records and forward the original to the relevant Payroll section.  
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How to read the ‘fit note’

The employee’s fit note will state how long they will be unfit for work, and whether they can expect to return to work fully once it expires. See explaining the sections of the fit note for more information.

The Fit Note may suggest adjustments which could be made to facilitate a return to work within a given timescale e.g. phased return, amended duties etc. A discussion between the school leader/line manager and employee will be required about what adjustments are feasible to support a return to work and how long this will initially occur before review.

The Tick Boxes

If the GP ticks the box that they do not need to see the person again then the Fit Note will end on the date provided with the expectation that the employee can return to work if fully recovered. If the GP indicates they do wish to see the patient again then it would normally be the case that the employee’s health condition may still affect their fitness for work beyond the end of the fit note and a further Fit Note will be provided.
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Occupational Health



In rare cases when the Occupational Health Clinician deems an employee fit to return to work and they currently hold a GP fit note indicating otherwise, the Occupational Health expert opinion will normally supersede the advice of the GP. The employee’s revised return to work date can be captured on the ‘returns’ going to the Payroll department.  

Where there has been no Occupational Health assessment and a GP has indicated that a person remains unfit for work with the defined length of time given on the fit note, the employee will not usually return to work prior to the prescribed date. For advice on exceptions contact the employing authority. 
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Self-Certification Form (SC1) 



Please refer to the Guidance Notes (on reverse page) prior to completion 



Please complete this form for all sickness absence up to 7 calendar days duration 



Section A: Personal Details 



Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 



Forenames: ________________________________________________________________________________________ 



Home Address: ________________________________________________________________    Postcode: ___________ 



Place of Work: _________________________________________ Post(s) Held: _________________________________ 



 Date of Birth Staff No:   Nat Ins No:  



Section B: Absence Details 



First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 



Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 



(complete if appropriate) 



Reason for Absence: _________________________________________________________________________________ 



(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 



Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 



Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 



Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 



Section C: Declaration 



[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 



including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 



used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 



undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 



of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 



received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 



thereof as may be decided by the EA, having regard to the amount of damages received. 



Signed: ____________________________________________________________  Date: ________________________ 



Section D: Line Manager to Complete 



A return to work meeting took place upon the employee’s return __________________________________________    (date) 



 



Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 



Any further action required: Yes/No __________________________________________________________________ (action) 



 



Signature:__________________________________________Print:_________________________ Date: _____________ 



                      



 











 



Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 



information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 



please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 



Employee’s Contractual Obligations 



An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 



earliest opportunity but within 1 hour of normal start time on the first day of absence.   



The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 



member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 



relative may make contact on the employee’s behalf. 



When notifying the manager, the employee must state the reason for absence and its likely duration. 



Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 



Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 



The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 



manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 



Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 



contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 



Documentation 



Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 



of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 



absence. 



1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 



Line Manager to be signed and sent to the Payroll section immediately. 



8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 



day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 



to Payroll appropriately.   



Manager’s Role 



It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 



regard to notification of absences and their obligations to same. 



The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 



action recorded on the SC1 is followed up. 



All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 



submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 



correct time could result in the employee not receiving correct payments due.   



Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 



accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 



days marked as ‘o’. 



The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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Return to Work Meeting (RTW) Guidance



The ‘Return to Work’ RTW meeting can be a highly effective tool in the management of staff attendance.  It is important to use the return to work interview to help staff feel supported and your role is to warmly welcome them back to work and update them on any developments.  The discussion may also bring to light any underlying issues or medical conditions affecting the attendance of the employee. The RTW meeting can also emphasise the fact that periods of sickness absence, no matter how brief, do not go unnoticed.   



Setting the scene for the meeting  

· RTW meetings should be held in private and would normally be conducted by the employee’s Principal/ line manager on the day of return or as soon as possible.  



· Preparation: If applicable, line managers/Principals should collect all relevant information or documentation e.g. policies and procedures, sickness absence records, in advance.  A copy of the relevant Attendance policy/procedure, and a copy of the Inspire Workplace counselling service leaflet may also be useful for reference purposes.  Individual absence records can be obtained from EA HR People Services.  



· The meeting will normally be brief, informal and non-confrontational and is not intended to be part of any disciplinary or formal procedures.  



· The meeting should be conducted with all staff on return from sick leave: everyone, every time! This could comprise of a five minute ‘chat’, ensuring there are no health concerns or that no further action is required at this time.  For circumstances that may require extra consideration see below.  In circumstances where an absence trigger has been met, the employee should be informed that a formal meeting will follow.  



· In all cases however, the Principal/line manager should keep a record of all return to work meetings and agreed actions. Record notes of the entire conversation carefully and make sure both you and your employee sign them, to avoid any disputes over any information further down the line.  Store these notes securely in line with data protection regulations.  







The meeting should be WARM. The acronym WARM is a good reminder of the approach to take, and it also helps you to follow a structured approach. 

W – Welcome

A  – Absence reflection

R  – Responsibly reinforced

M – Moving forward









· Welcome the employee back to work. At the commencement of the discussion it would be important 

	to welcome the employee back to work, communicate the purpose of the meeting and stress that the 

	      meeting will be an informal discussion.  Keep your tone and pitch friendly but clear.  















· Absence reflection. A discussion of the issues relating to the employee’s recent absence should follow and it is good practice to clarify with the employee that they are fully fit/recovered and now able to undertake the full range of their duties.  

If the member of staff advises that they are not fit for the full range of duties and a request is made for adjustments to their post, this should be accompanied by a fitness statement which indicates that such adjustments are required.  If no medical evidence is forthcoming, referral to occupational health may be advisable in order to clarify the situation before the employee re-commences employment.  Alternatively the employee may be asked to return to their GP for further clarification. 















· Responsibility. If applicable remind the employee it is their responsibility to attend work regularly. If the relevant notification procedures have not been followed, discuss this with the employee, provide a copy of the relevant policy/procedure and seek agreement that this will be followed in all future instances. The employee should be informed that failure to comply could result in their absence being considered unauthorised and may result in disciplinary action and/or withdrawal of sick pay.    

Where appropriate, outlining the importance of sustained attendance to support service delivery may be a useful reminder.  

Obtain a statement of fitness for work if applicable, or ask them to complete a self-certification. These are important documents and the manager should keep a copy.      

It is important to check that the absence was not due to any other issue, unrelated to the health of employee e.g. caring responsibility.  If so, other schemes or policies could be explored which would be more appropriate in order to improve work-life balance. Advice and information on these schemes is available from the EA People Services team.



It may be necessary to advise the employee of the availability of the Inspire Workplace Service (0808 800 0002) if problems are identified and professional counselling may be beneficial.  However, it is the personal choice of the employee to avail of this free and confidential service. An Information leaflet is included in this toolkit.     



































Moving forward. In order to move forward, Move the conversation on to providing an update on work matters. The employee should be updated on the situation regarding their work and whether or not there is anything outstanding to be dealt with.  It is important to examine how any resulting backlog of work could be effectively prioritised.  



For longer term absences, the employee should also be updated on any changes or developments in the school/workplace since they have been away.

This stage should be viewed as an opportunity to explore support.  The meeting should end in a positive and affirmative manner.

Remember to keep a record of all return to work meetings.































Extra consideration 

Following a period of long term absence or frequent absences the Principal/manager may need to give more consideration to the RTW meeting.  This may include:

· Providing sufficient time/space for the meeting and ensure the meeting is carried out in a supportive manner.   

· Welcoming the staff member back to work and bringing them up-to-date with changes that may have occurred in their absence.  

· Listening and asking open questions in order to establish the current health status of the staff member in an attempt to explore whether there is an underlying cause for the frequent absences.  



The outcome of this meeting may determine the way forward and what, if any, further action needs to be taken.

In some cases it may be helpful to discuss any casual absence pattern emerging e.g. frequent days and enquire if there is an underlying medical condition that may be causing this. An Occupational Health (OH) referral may be indicated (contact the EA HR People Services team - OH-PeopleServices@eani.org.uk  for further advice or to initiate). 



What not to include 

If there are performance or managerial issues to be discussed the return to work meeting is not the correct forum for this and arrangements should be made for a separate meeting to address these.  





Next steps 

Further action may be needed to ensure the staff member can provide regular and effective attendance going forward. The following are some examples of supportive steps which may warrant consideration depending on the circumstances.  

· Signposting which may include Inspire Workplaces, G.P. and EA HealthWell Hub 

· It maybe that an independent Occupational Health medical referral is necessary to ascertain if the staff member is fit for work and what, if any reasonable adjustments could assist a return to work and/or regular and sustained attendance going forward.

· A review of workload and/or duties

· Options to avail of alternative working e.g. flexible working schemes/career break etc   



Action/Timescales

At conclusion of the discussion it is recommended that the employee is asked to agree the discussion including clarification of any action required or timescale set, if needed.  If during the discussion it appears that the views of Occupational Health will be required, the employee should be advised that an OH referral appointment will be requested and they will be notified by HR People Services of a date and time, in due course.



Disability Consideration 

The Disability Discrimination Act defines a disability as a physical or mental impairment that has a substantial and long term adverse effect on a person’s ability to carry out normal day-to-day activities.  If the employee has a condition covered under the DDA legislation, there is an obligation on the employer to consider making reasonable adjustments in order to enable that person to remain in employment. 



This can relate to 

· The working arrangements,

· Hours/ Pattern of work or

· Adaptions to the environment etc.,



Advice on reasonable adjustments can be provided by the Disability Employment Support Services (DESS) team.  



Phased return note 

A common reasonable adjustment for staff returning to work after a period of ill-health is a phased return.

Normally phased returns occur for a maximum period of four weeks and are intended to assist the employee to gradually return to their full hours or duties following a period of long-term illness. 

Phased returns should be considered following the medical advice of the individuals G.P or via Occupational Health.   
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Self-Certification Form (SC1) 


Please refer to the Guidance Notes (on reverse page) prior to completion 


Please complete this form for all sickness absence up to 7 calendar days duration 


Section A: Personal Details 


Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 


Forenames: ________________________________________________________________________________________ 


Home Address: ________________________________________________________________    Postcode: ___________ 


Place of Work: _________________________________________ Post(s) Held: _________________________________ 


 Date of Birth Staff No:   Nat Ins No:  


Section B: Absence Details 


First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 


Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 


(complete if appropriate) 


Reason for Absence: _________________________________________________________________________________ 


(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 


Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 


Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 


Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 


Section C: Declaration 


[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 


including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 


used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 


undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 


of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 


received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 


thereof as may be decided by the EA, having regard to the amount of damages received. 


Signed: ____________________________________________________________  Date: ________________________ 


Section D: Line Manager to Complete 


A return to work meeting took place upon the employee’s return __________________________________________    (date) 


 


Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 


Any further action required: Yes/No __________________________________________________________________ (action) 


 


Signature:__________________________________________Print:_________________________ Date: _____________ 


                      


 







 


Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 


information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 


please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 


Employee’s Contractual Obligations 


An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 


earliest opportunity but within 1 hour of normal start time on the first day of absence.   


The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 


member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 


relative may make contact on the employee’s behalf. 


When notifying the manager, the employee must state the reason for absence and its likely duration. 


Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 


Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 


The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 


manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 


Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 


contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 


Documentation 


Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 


of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 


absence. 


1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 


Line Manager to be signed and sent to the Payroll section immediately. 


8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 


day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 


to Payroll appropriately.   


Manager’s Role 


It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 


regard to notification of absences and their obligations to same. 


The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 


action recorded on the SC1 is followed up. 


All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 


submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 


correct time could result in the employee not receiving correct payments due.   


Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 


accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 


days marked as ‘o’. 


The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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Absence of any member of staff from 1 day up to 7 consecutive calendar days should be covered with the self-certification form 

· SC1 for support staff 

· and CCU 67 for teaching staff]

If an employee will be unfit to return to work at any stage from day 8 onwards, they are required to produce a medical statement of Fitness for Work certificate (commonly referred to as a “Fit Note”).  

Fit Note Definition 

This is a certificate that a GP will provide when a person’s health may affect their ability to work. The fit note allows the GP to advise on how an employee may be able to return to work as work can be an important part of a person’s recovery.

Documentation

Without correct documentation the employee’s absence may be considered unauthorised and this could have an effect on their entitlement to occupational sick pay.  The employee should provide Fit Notes promptly to their line manager who should copy and process returns via the appropriate Payroll.  



Top Tip



“Encourage staff at an early stage to seek medical opinion from their GP

in advance of the Fit Note expiring so appropriate notice can be provided for a return”







The fit note – the basics 

Things to do if you are given a fit note

1. Check whether your employee’s doctor has assessed that they are not fit for work, or may be fit for work.

2. Check how long your employee’s fit note applies for, and whether they are expected to be fit for work when their fit note expires.

3. If your employee may be fit for work, discuss their fit note with them and consider if you can agree any adjustments for a short period of time to help them return to work. 

4. Take a copy of the fit note for your records and forward the original to the relevant Payroll section.  



Gov.uk 





How to read the ‘fit note’

The employee’s fit note will state how long they will be unfit for work, and whether they can expect to return to work fully once it expires. See explaining the sections of the fit note for more information.

The Fit Note may suggest adjustments which c could be made to facilitate a return to work within a given timescale e.g. phased return, amended duties etc. A discussion between the school leader/line manager and employee will be required about what adjustments are feasible to support a return to work and how long this will initially occur before review.

The Tick Boxes

If the GP ticks the box that they do not need to see the person again then the Fit Note will end on the date provided with the expectation that the employee can return to work if fully recovered. If the GP indicates they do wish to see the patient again then it would normally be the case that the employee’s health condition may still affect their fitness for work beyond the end of the fit note and a further Fit Note will be provided.



[image: cid:image004.png@01D5753B.0D551E20]



Occupational Health



In rare cases when the Occupational Health Clinician deems an employee fit to return to work and they currently hold a GP fit note indicating otherwise, the Occupational Health expert opinion will normally supersede the advice of the GP. The employee’s revised return to work date can be captured on the ‘returns’ going to the Payroll department.  

Where there has been no Occupational Health assessment and a GP has indicated that a person remains unfit for work with the defined length of time given on the fit note, the employee won’t usually return to work prior to the prescribed date. For advice on exceptions contact the employing authority. 
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Self-Certification Form (SC1) 



Please refer to the Guidance Notes (on reverse page) prior to completion 



Please complete this form for all sickness absence up to 7 calendar days duration 



Section A: Personal Details 



Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 



Forenames: ________________________________________________________________________________________ 



Home Address: ________________________________________________________________    Postcode: ___________ 



Place of Work: _________________________________________ Post(s) Held: _________________________________ 



 Date of Birth Staff No:   Nat Ins No:  



Section B: Absence Details 



First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 



Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 



(complete if appropriate) 



Reason for Absence: _________________________________________________________________________________ 



(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 



Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 



Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 



Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 



Section C: Declaration 



[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 



including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 



used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 



undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 



of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 



received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 



thereof as may be decided by the EA, having regard to the amount of damages received. 



Signed: ____________________________________________________________  Date: ________________________ 



Section D: Line Manager to Complete 



A return to work meeting took place upon the employee’s return __________________________________________    (date) 



 



Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 



Any further action required: Yes/No __________________________________________________________________ (action) 



 



Signature:__________________________________________Print:_________________________ Date: _____________ 



                      



 











 



Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 



information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 



please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 



Employee’s Contractual Obligations 



An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 



earliest opportunity but within 1 hour of normal start time on the first day of absence.   



The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 



member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 



relative may make contact on the employee’s behalf. 



When notifying the manager, the employee must state the reason for absence and its likely duration. 



Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 



Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 



The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 



manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 



Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 



contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 



Documentation 



Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 



of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 



absence. 



1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 



Line Manager to be signed and sent to the Payroll section immediately. 



8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 



day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 



to Payroll appropriately.   



Manager’s Role 



It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 



regard to notification of absences and their obligations to same. 



The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 



action recorded on the SC1 is followed up. 



All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 



submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 



correct time could result in the employee not receiving correct payments due.   



Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 



accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 



days marked as ‘o’. 



The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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Formal attendance meetings

If an employee’s absence level or pattern presents a concern, the line manager/Principal shall arrange a formal attendance meeting. Circumstances presenting a concern should normally include absences due to stress, intermittent uncertified absences of more than 8 days (6 for Teachers) in a rolling 12 month period, continuous absences of more than 4 weeks, or absences of greater than 5% in a rolling year period. 



The employee should be asked, in writing, to attend the meeting and advised that he/she may be accompanied by a recognised trade union representative or colleague.  A template letter is provided. 









The purpose of an attendance meeting is to determine and discuss the reasons for the absence level or pattern. It is not a disciplinary meeting.  It is a meeting that is supportive in nature and one were the line manager and employee discuss what assistance and support may be helpful to alleviate any difficulties or barriers to maintaining full attendance at work.  The meeting provides the opportunity to discuss relevant issues including: 

· To establish the current health status of the employee and whether there is an underlying cause 

· For absences due to a difficulty at work, a more serious health condition, or a personal or domestic problem 

· To consider the need for a reasonable adjustment in the case of disability 

· To consider if a medical referral is required if this has not been established

· To consult and agree on actions arising from the report of a medical specialist

· To advise of the availability of the Inspire support service 

· To confirm the accuracy of the employee’s attendance and provide the employee with a copy 

· To encourage improved attendance, e.g. to establish the improvement level required, the monitoring review period, and the consequences of a continuing unsatisfactory level of attendance 

· To provide the employee with alternative options that he/she may require information on

· To advise on other relevant procedures





Following this meeting, a note of the discussion should be drafted and forwarded to the employee for their agreement. For ease, a template form is provided.   





This should be a brief and factual report of the meeting, noting any action proposed. This might include the introduction of reasonable adjustments, risk assessments, continuing monitoring, a medical referral, consideration of ill health retirement or potential movement to disciplinary action if attendance does not improve. The People Services team in Human Resources may be contacted for advice on any proposed course of action. A follow-up meeting shall be arranged at this attendance meeting. This date may be brought forward should circumstances require it, e.g. receipt of medical information.

The Line Manager/Principal/Governor shall treat all information relating to staff absence with sensitivity and confidentiality. 
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Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Re: Attendance Meeting


I write to you concerning your attendance record.  I enclose your absence record for your peruse.  According to my records, your absence has reached a trigger point.  You are therefore required to attend a Formal Attendance Meeting to discuss your attendance record on [date and time].  The meeting will be held in [venue].


The purpose of the meeting will be to discuss your recent absence(s) and the reasons for your absence [and any available medical recommendations if applicable].  At the meeting we will consider ways in which you could be supported in improving your attendance.


Please note that you have a right to be accompanied to this meeting by a work colleague or Trade Union representative.  If applicable, please confirm any representation 48 hours before the scheduled meeting.  Notes of the meeting will be taken and I will provide you with a summary of our discussion following the meeting.


Please also advise as soon as possible, if you have any special requirements or feel that any reasonable adjustments could be made regarding the arrangements for the meeting, in order that any such request can be duly considered.


I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and welfare of our staff and the main purpose of the meeting will be to support and improve your attendance levels.


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


Should you be unable to attend the meeting please bring this to my attention 48hours before the scheduled meeting including the reason for not being available.


In the meantime please do not hesitate to contact me if you have any questions or concerns.


Yours sincerely





Principal/Line Manager


ENC: Inspire Leaflet


          Sickness Absence Record


          [where applicable OH report (date)]
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Education Authority or School headed paper


Record of Attendance Meeting


Employee’s Name/Post/Location 


_________________________________________________________________________________


Date/Time of Meeting


 _________________________________________________________________________________


In Attendance _________________________________________________________________________________


__________________________________________________________________________________


Relevant Absence Details 


__________________________________________________________________________________


Summary of Relevant Medical Details 


__________________________________________________________________________________


__________________________________________________________________________________ 


Summary of Meeting


__________________________________________________________________________________


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Reasonable Adjustments Applied


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Action Points/Review Period


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Signatories/Date __________________________________________________________________________________
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INTRODUCTION 



This Occupational Health (OH) Referral Form and supporting Guidance is designed for Principals/ line managers to support occasions when OH intervention may be appropriate to support the health, wellbeing and attendance of their staff.   



As a Principal/ line manager, it may become necessary for you to engage in the OH referral process in certain circumstances where you require specific specialist advice to assist your role in managing staff attendance. This OH referral process is an additional support tool for you within the Managing Attendance Procedures for all staff in all EA locations and schools.  



Opting to engage OH through a medical referral request should be considered carefully with a clear view to ascertain medical advice when appropriate. When considering a “referral” you should engage in discussions regarding this potential course of action with your staff member to highlight the supportive intention. Your school/service is charged for all requested appointments. Therefore, it is imperative that you have discussed the process and obligation of their attendance. 



Please note

Where work related stress is known to be the cause of absence it is not appropriate to refer to the Occupational Health service as a first step. Instead a formal meeting should be arranged with the employee to discuss and seek a resolve to matters. 



To aid this process a supporting template letter is provided. 







In addition, Human Resource Services can provide further guidance in this regard. The Occupational Health clinician will provide you and the employee with professional and impartial advice on a range of topics concerning the relationship between health and work. A properly completed referral form by you will maximise the quality of the subsequent report provided by the OH clinician. 



Where relevant you should confirm on the referral form that you have provided your employee with details of the employee support service Inspire.  

· Tel: 0808 800 0002 

· Website: click here 



As the referring manager you will be expected to complete all sections within the OH referral form. It is imperative that you read the following guidance provided before completing all sections to ensure you provide the necessary and correct information so that both employer and employee get maximum benefit from the process.
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GUIDANCE NOTES



Discussing the OH referral

1







· The first part of the OH referral form asks that the referring manager confirms that they have discussed OH with their employee and explained the reasons for the referral. This is important so that when your staff member is contacted by HR Services to set up the OH appointment they will not be surprised or alarmed. Failure to discuss the referral process with your employee could

result in ill feeling and waste valuable time as the OH clinician will have to undertake the necessary explanation.



· 

An advice leaflet for employees is available which provides your employee with what they need to know about their OH referral and assessment - this leaflet can be found below and a copy should be given to your employee.









Details of Employee being referred
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· Up-to-date and accurate employee information is vital as this information will not only be used by HR Services to locate the individual on the HR system but the Occupational Health provider will also use information such as name and date of birth to cross reference when setting up a personal record or matching to an existing record.



· The job title and job location are both important as an employee may be employed in more than one post and in more than one location. Therefore, it is important that you indicate which post and location you are referring to.



· Contact Telephone Number(s) – The occupational health appointment is carried out via video link.  However, if there is a technical fault, the consultant will contact the employee via telephone.  It is imperative that the correct contact number is recorded on the referral form and the employee can accept unknown numbers on their phone.



· Email Address – In most cases employees wish to use their personal email addresses although they can use their work email address if they prefer. However, this should be clarified with the employee. HR Services will confirm the details of the OH appointment in writing via email. This will provide the date, time and location of the OH appointment. It is important that the line manager emphasises the employee’s contractual obligation to attend as failure to attend may result in the service/school being levied with the cost.







Reasons for Referral
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· As a manager you will need to tick the relevant box(s). This choice will be dictated by discussions you have had with your employee, for example an employee may be on long term sick but has improved sufficiently to consider a supported return to work. You may wish to seek guidance from OH about what appropriate support or reasonable adjustment might be applicable. Examples of what you have considered and discussed as well as what cannot be reasonably applied should be noted to the clinician. This will set the agenda for the OH assessment and give the OH clinician

a clear direction when discussing medical history and how work may impact on their health and therefore their fitness for work.



· In other cases the employee may have reached a level of health whereby they wish to consider ill health termination and will have written requesting this. Where the relevant Ill Health Termination procedures have been applied, you would indicate this by ticking the box Request for ill health termination.



· If your employee is on sick leave, state the date the current absence began along with the reason: This simply requires you to enter the date on which your employee went on sick leave and the reason stated on the GP statements of fitness for work known as a fit note. This information is also important to inform the OH clinician advice.





Provide relevant background information

4





· This is a key part of the OH referral form. As stated earlier the referral form informs the OH assessment, therefore it is vital that you provide sufficient background information. This includes support arrangements already in place as well as attendance data. This will help the OH clinician to obtain all perspectives and be best placed to medically advise.



· A quality referral form should contain adequate, relevant and factual information about the individual and their job role to fully inform the OH clinician.



It is important that you include:

· The post title and a short summary of the job and type of work they carry out. State what the member of staff actually does on a day-to-day basis. Sometimes, it is more helpful to specify that they spend 50% of their time at a desk, 20% at meetings, 30% marking and preparing paper based assignments or in the case of a Grounds Maintenance employee 50% using a ride on lawnmower, 30% using vibrating tools, and 20% manual handling.

· Also Include details of meetings and correspondences you have had with your employee during their period of sickness absence.

· Give a history of sickness absence stating dates and reasons.

· Mention in the OH form any specific relevant details and outcomes of previous OH referrals.

· It is also important that you outline actions already taken by management to address issues.

· This is also your opportunity to ask any questions in addition to the generic questions already included in the OH referral form. Additional questions can be specific to your staff member’s job role and how their health impacts directly on their ability to do their job.

· In cases where the Ill Health Termination procedures have been invoked as a result of request by the employee, it is helpful to include a copy of the employee’s written request.



GDPR
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As a manager you need to be aware that a completed OH referral form contains sensitive, personal data regarding your employee and as such should be processed in accordance with data protection legislation and medical confidentiality guidance. Your staff member has the right of access to the referral document. You should ensure that all information contained within the referral form is factual and not your personal opinion. You may wish to express your personal concerns if applicable.



The option to seek advice to support your referral is available from HR Services.



All information contained in the referral form will be discussed with the employee during the consultation. Any details omitted will be less likely to be addressed during the consultation.



Line Manager contact details
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· It is important that the Line Manager’s details are given, this will ensure that upon receipt of the medical report HR Services can share a copy with the line manager as soon as possible.





Finally
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· Before submitting the Occupational Health form to HR Services check it over one last time and ensure you have given the OH Clinician adequate background information and that any additional questions are clear and concise. The OH clinician will provide advice to support management in their decision making process when dealing with health issues in the workplace.



Occupational Health Referral Form CONFIDENTIAL





PLEASE CHECK WITH THE EMPLOYEE THEIR CONTACT NUMBER IS THE CORRECT NUMBER AS THE CONSULTANT WILL BE RINGING THEM ON THIS NUMBER. ALSO WE NEED A PERSONAL EMAIL ADDRESS

AS THE INVITIATION TO THE APPOINTMENT WILL BE SENT VIA EMAIL*



I confirm that I have read the Guidance Notes above and have included all information accordingly.

I confirm that I have explained to my employee, the reasons for referral to the Occupational Health Service. I have advised my employee that attendance at OH is in accordance with the JNC/TNC Managing Attendance Procedures and that information disclosed to OH may be shared with management where such information will assist in determining fitness for employment.



Line Manager/ Principal (printed):  	 Line Manager/ Principal (Signature): 	 Date employee informed of referral:  	









Details of Employee being referred



		Name (in full)

		



		Date of Birth

		



		Employee Number

		



		Employee Home Address

		



		Job Title

		



		Job Location

		



		Employees contact telephone or mobile number*

		



		Email address*

		







Reason for Referral (please tick relevant box)



Employee is on long term sick leave, advice on progress required; Advice on employee’s attendance at work / performance required;





Employee has recently started sick leave with stress related illness (Inc. anxiety/depression etc.); Advice on rehabilitation/reasonable adjustments required;





Employee request for Ill Health Termination (include employee’s written request); Wellbeing support requested;







Other (please state below).



If employee is on sick leave, state the date current absence began along with the reason(s) as noted in statement of fitness for work note:









Please provide relevant background information regarding this employee’s absence (see Guidance Notes at the top of this form):



Please see list of standard questions attached, ALL of these questions will be answered during each appointment, including any additional questions you may have.



Please use an additional sheet if required.



Contact details of Line Manager making the referral for post referral report:



		

		Principal/Line Manager

		HR - People Services Contact



		Name (in full)

		

		



		Job Title

		

		



		Work Address

		

		



		Telephone number

		

		



		E-mail address

		

		



		Date

		

		











To: Occupational Health Consultant,

Please conduct an Occupational Health assessment of the above named employee and provide a comprehensive report to HR Health & Wellbeing Services which addresses each of the following questions:-



1. Has the employee a recognisable medical condition? Is the employee likely to be regarded as disabled under the relevant legislation (Disability Discrimination Order)?



2. Has the amount of time absent from their place of work been commensurate with this condition? e.g. where recovery might normally be 6 weeks, are there complications that may cause extended absence?



3. Is the employee currently fit or unfit for work? If unfit, when is likely they will be fit to return to work?



4. What steps is the employee currently taking/potentially able to take in order to facilitate a speedy recovery and subsequently return to work? Are there alternative helpful interventions to consider?



5. What adjustments does the employee require to support a return to work? e.g. phased return. Please indicate whether the reasonable adjustment is likely to be short term or permanent?



6. Is the employee likely to give regular and effective service in the future? Is there likely to be a recurrence of this condition?



7. Is the employee fit to attend meetings or participate in dialogue with the employer?



8. Have work factors contributed to the absence? If so please comment on where the stressors are in relation to the HSE Management Standards ie work demands, control of work, support at work, interpersonal relationships, their role or changes at work.



9. If a return to work is not expected eg for the foreseeable future, would it be appropriate to consider ill health termination?



10. Additional questions (please only include a maximum of 3 where necessary)
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ARMAGH



		Name (in full)

		Katherine Clarke Emma Rafferty



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority

3 Charlemont Gardens Armagh

BT61 9AX



		Telephone Number

		028 3751 2311

028 3751 2323



		Email Address

		OH-PeopleServices@eani.org.uk

Katherine.clarke@eani.org.uk

emma.rafferty@eani.org.uk



		Date

		







BALLYMENA



		Name (in full)

		Fiona Carey Cathy Boyd



		Job Title

		HR Advisor



		Work Address

		HR Services Ballee Road West Ballymena

BT42 2HS



		Telephone Number

		028 2566 1198

028 2566 2776



		Email Address

		OH-PeopleServices@eani.org.uk

fiona.carey@eani.org.uk

cathy.boyd@eani.org.uk



		Date

		







BELFAST



		Name (in full)

		Mary Cassidy



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 40 Academy Street Belfast

BT1 2NQ



		Telephone Number

		028 9056 4285

028 9056 4361



		Email Address

		OH-PeopleServices@eani.org.uk

mary.cassidy@eani.org.uk



		Date

		







DUNDONALD



		Name (in full)

		Leanne Gregg 



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority Grahamsbridge Road DUNDONALD

Belfast

BT16 2HS



		Telephone Number

		028 9056 6935

028 9598 5801



		Email Address

		OH-PeopleServices@eani.org.uk

leanne.gregg@eani.org.uk



		Date

		





OMAGH



		Name (in full)

		Demi Crowne Shannon Nicolson



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 1 Hospital Road Omagh

BT79 0AW



		Telephone Number

		028 8241 1341

028 3741 5356



		Email Address

		OH-PeopleServices@eani.org.uk

demi.crowne@eani.org.uk

shannon.nicolson@eani.org.uk



		Date
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Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager





ENC: Inspire Leaflet
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During the course of 
your working career it 
may be necessary for you 
to be asked to attend for 
an independent medical 
assessment. This is called 
an Occupational Health 
Referral. This leaflet is 
designed to provide you with 
some information about the 
referral process and what 
this may mean for you and 
your employment. We have 
tried to address the most 
common questions that are 
asked by staff; however, it 
is not possible to be very 
specific as every case is 
unique. Therefore, Health 
& Welfare Services staff 
remain available to speak 
to you in confidence to 
address any concerns that 
you may have.



HEALTH  REFERRALS



3.	 What is the prognosis for this condition and what 
is the likely duration of the absence before the 
employee may be able to affect a return to their 
place of work?



4.	 Will the employee require any formal support to 
facilitate an early return to their place of work 
e.g. phased return?



5.	 Is there likely to be a recurrence of this 
condition which may have an impact on the 
employee’s ability to meet an acceptable 
level of attendance as indicated in the EA 
Attendance Policy?



6.	 Does the nature of the medical condition meet 
the definition of a disability under the Disability 
Discrimination Order?



7.	 Are there any reasonable adjustments that may 
be considered by the employer? 



Please indicate whether the reasonable 
adjustment is likely to be short term, long term 
or permanent



8.	 Is there evidence of any work related factors 
that may be contributing to the absence?



9.	 Has the absence been precipitated by 
interpersonal conflict/pressures in their place of 
work?



10.	Has the absence been precipitated by work 
demands?



11.	Has the employee made any attempts to have 
these addressed by management?



12.	 Is the employee likely to remain unfit for the 
foreseeable future?



The occupational health clinician will make 
recommendations in the written report for the 
employer to consider.



What happens after the appointment?
The occupational health clinician will send you a 
written report of the referral. You should receive 
this within 5 working days of the referral. You will 
be given the opportunity to ask for any factual 
corrections to be made and/or to include any 
other information that you feel the occupational 
health clinician may have overlooked. 



During the course of your working career 
it may be necessary for you to be asked 
to attend for an independent medical 
assessment. This is called an Occupational 
Health Referral. This leaflet is designed to 
provide you with some information about 
the referral process and what this may mean 
for you and your employment. We have tried 
to address the most common questions that 
are asked by staff; however, it is not possible 
to be very specific as every case is unique. 
Therefore, Health & Wellbeing Services 
staff remain available to speak to you in 
confidence to address any concerns that 
you may have.



Who gets to see the occupational health clinician’s 
report?
You will have first sight of the report. After you have 
approved its contents a copy will be forwarded to 
Health & Wellbeing Services who will then write to 
the referring manager enclosing an extract of the 
report. This will normally be the ‘answers to questions’ 
as outlined above and the recommendations 
made by the occupational health clinician. As 
a confidential medical document, the referral 
report meets the conditions of ‘sensitive personal 
information’ as outlined within the Data Protection 
Act and therefore is subject to the Education 
Authority’s policy on compliance with the Freedom 
of Information Act, the Data Protection Act and the 
Environmental Information Regulations.



What if I disagree with the occupational health 
clinician’s recommendations?
You have the right to appeal against the 
occupational health clinician’s recommendations. 
The procedure to be followed in making an appeal 
is outlined in the relevant Attendance Policies. 
Health & Wellbeing Services staff will provide you 
with information and guidance on how to lodge an 
appeal.



And finally; it is hoped that this leaflet will answer 
most of your questions. However, should you have 
any other matters relating to occupational health 
referrals which you would like advice and guidance 
on, please do not hesitate to contact Health & 
Wellbeing Services.  Staff there will be only too 
pleased to provide whatever assistance they can.



The functions of the Board have now transferred to the 
Education Authority and the policy will be reviewed in due course
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Education Authority
Health & Wellbeing Services



Occupational



Armagh - 028 3751 2582



Ballymena - 028 2566 1221



Belfast - 028 9056 4018



Dundonald - 028 9056 6268



Omagh - 028 8241 1278



Contact numbers are:











Is my employer entitled to ask me to attend an 
occupational health referral?
Under Health & Safety at Work and Disability 
Discrimination legislation, the employer is required 
to exercise a ‘duty of care’ to ensure that you have 
a ‘safe system and place of work’ and to undertake 
any ‘risk assessments’ as appropriate. It is also 
an employer’s duty to consider any ‘reasonable 
adjustments’ in cases where a disability has been 
indicated in order to enable an employee with a 
disability to work to their full potential.



You also have a contractual responsibility to 
fulfil the terms and conditions of your contact of 
employment by providing good attendance and 
alerting your employer if there are any difficulties 
which may be preventing you from performing your 
duties.



Who carries out the occupational health referral?
The referrals are conducted by Occupational Health 
Clinicians who are not employed by the Education 
Authority but who have been contracted to provide 
this service. The occupational health clinicians 
are medical specialists, usually at consultant level, 
who are qualified in the discipline of Occupational 
Health. Health & Wellbeing Services staff can 
provide you with details of the occupational health 
clinicians who are currently contracted by the 
Education Authority.



Where does the occupational health referral take 
place?
The referrals are normally conducted at your local 
Education Authority or in an office close to your 
local Education Authority.  If you have any special 
requirements, you should notify Health & Wellbeing 
Services staff in order that these may be taken into 
account.



In some circumstances, it may be necessary for the 
referral to take place in the occupational health 
providers’ own offices. Your appointment letter 
will give the address and details of the relevant 
premises. 



How long does the appointment last and will I be 
physically examined?
An appointment will usually last around 40 minutes.  
You will not normally be physically examined 
although a non-intrusive physical examination may 
take place if the occupational health clinician 
considers that the circumstances require this. You 
will be asked to provide your consent before any 
physical examination is carried out.



Can I bring someone along with me to the referral?
You should treat this appointment in the same way 
that you would a normal medical appointment with 
your own medical advisors. Therefore, it is permissible 
to bring along a family member or friend to support 
you during the referral. It is also possible to bring your 
own medical advisor such as your GP or a specialist 
consultant to the referral; however any costs 
associated with this will be your own responsibility.
  
What information will be provided to the 
Occupational Health Clinician and what will I be 
asked at the referral?
The occupational health clinician will be provided 
with a copy of the referral request document which 
your Line Manager/Principal/Board of Governors 
completed. This document and any additional 
associated information should already have been 
discussed with you by your referring manager prior 
to the request being made to Health & Wellbeing 
Services. A copy of your sickness absence history 
and job description will also be provided.  



At the outset of the appointment, the occupational 
health clinician will ask you to complete a written 
consent form giving your permission for the referral 
to proceed and a written report to be made.



At the referral, the occupational health clinician 
is required to address a standard list of questions. 
These are:



1.	 Has the employee a recognisable medical 
condition?



2.	 Has the amount of time absent from their place 
of work been commensurate with this condition?



Frequently Asked Questions
Who has requested that I am referred to 
Occupational Health?
Most referrals are made by your Line Manager/
School Principal/Board of Governors. If you 
are awaiting appointment to a post, Human 
Resources may ask that you are referred for a 
‘pre-employment health assessment’. Some 
referrals are made by the individual member of 
staff and these are known as ‘self-referrals’.



Why have I been referred to Occupational 
Health?
The most fundamental reason for a referral is to 
establish your medical fitness for the job that you 
are employed or are about to be employed to 
do. The referral may have been prompted by a 
period of absence(s) from work due to ill-health 
and a ‘trigger point’ as defined by any of the 
agreed Attendance Management Policies and 
Procedures. These are:



Teaching Staff
•	 Absences related to stress.
•	 Absences of more than 6 casual days in a 12 



month rolling period.
•	 Continuous absences of 4 weeks or more.
	 (Teacher Attendance procedure TNC 



2008/2)



Administrative and Support Staff
•	 Absences related to stress.
•	 More than 8 casual days absence in a 12 



month rolling period.
•	 More than 3 periods of absence in a 12 



month rolling period, each in excess of 3 days 
duration.



•	 Continuous absence of 4 weeks or more.
•	 An individual officer with an absence rate of 



5% or more.



(Attendance Policy & Procedure for Education 
Authority Employees (other than School Based 
Staff);  Managing Attendance at Work - Staff in 
Controlled Schools with Fully Delegated Budgets)
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																				Letter 1 - Work Related Stress








Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager





ENC: Inspire Leaflet







 


Self-Certification Form (SC1) 


Please refer to the Guidance Notes (on reverse page) prior to completion 


Please complete this form for all sickness absence up to 7 calendar days duration 


Section A: Personal Details 


Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 


Forenames: ________________________________________________________________________________________ 


Home Address: ________________________________________________________________    Postcode: ___________ 


Place of Work: _________________________________________ Post(s) Held: _________________________________ 


 Date of Birth Staff No:   Nat Ins No:  


Section B: Absence Details 


First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 


Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 


(complete if appropriate) 


Reason for Absence: _________________________________________________________________________________ 


(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 


Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 


Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 


Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 


Section C: Declaration 


[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 


including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 


used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 


undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 


of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 


received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 


thereof as may be decided by the EA, having regard to the amount of damages received. 


Signed: ____________________________________________________________  Date: ________________________ 


Section D: Line Manager to Complete 


A return to work meeting took place upon the employee’s return __________________________________________    (date) 


 


Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 


Any further action required: Yes/No __________________________________________________________________ (action) 


 


Signature:__________________________________________Print:_________________________ Date: _____________ 


                      


 







 


Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 


information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 


please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 


Employee’s Contractual Obligations 


An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 


earliest opportunity but within 1 hour of normal start time on the first day of absence.   


The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 


member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 


relative may make contact on the employee’s behalf. 


When notifying the manager, the employee must state the reason for absence and its likely duration. 


Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 


Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 


The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 


manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 


Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 


contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 


Documentation 


Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 


of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 


absence. 


1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 


Line Manager to be signed and sent to the Payroll section immediately. 


8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 


day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 


to Payroll appropriately.   


Manager’s Role 


It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 


regard to notification of absences and their obligations to same. 


The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 


action recorded on the SC1 is followed up. 


All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 


submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 


correct time could result in the employee not receiving correct payments due.   


Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 


accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 


days marked as ‘o’. 


The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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Absence of any member of staff from 1 day up to 7 consecutive calendar days should be covered with the self-certification form 

· SC1 for support staff 

· and CCU 67 for teaching staff]

If an employee will be unfit to return to work at any stage from day 8 onwards, they are required to produce a medical statement of Fitness for Work certificate (commonly referred to as a “Fit Note”).  

Fit Note Definition 

This is a certificate that a GP will provide when a person’s health may affect their ability to work. The fit note allows the GP to advise on how an employee may be able to return to work as work can be an important part of a person’s recovery.

Documentation

Without correct documentation the employee’s absence may be considered unauthorised and this could have an effect on their entitlement to occupational sick pay.  The employee should provide Fit Notes promptly to their line manager who should copy and process returns via the appropriate Payroll.  



Top Tip



“Encourage staff at an early stage to seek medical opinion from their GP

in advance of the Fit Note expiring so appropriate notice can be provided for a return”







The fit note – the basics 

Things to do if you are given a fit note

1. Check whether your employee’s doctor has assessed that they are not fit for work, or may be fit for work.

2. Check how long your employee’s fit note applies for, and whether they are expected to be fit for work when their fit note expires.

3. If your employee may be fit for work, discuss their fit note with them and consider if you can agree any adjustments for a short period of time to help them return to work. 

4. Take a copy of the fit note for your records and forward the original to the relevant Payroll section.  



Gov.uk 





How to read the ‘fit note’

The employee’s fit note will state how long they will be unfit for work, and whether they can expect to return to work fully once it expires. See explaining the sections of the fit note for more information.

The Fit Note may suggest adjustments which c could be made to facilitate a return to work within a given timescale e.g. phased return, amended duties etc. A discussion between the school leader/line manager and employee will be required about what adjustments are feasible to support a return to work and how long this will initially occur before review.

The Tick Boxes

If the GP ticks the box that they do not need to see the person again then the Fit Note will end on the date provided with the expectation that the employee can return to work if fully recovered. If the GP indicates they do wish to see the patient again then it would normally be the case that the employee’s health condition may still affect their fitness for work beyond the end of the fit note and a further Fit Note will be provided.
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Occupational Health



In rare cases when the Occupational Health Clinician deems an employee fit to return to work and they currently hold a GP fit note indicating otherwise, the Occupational Health expert opinion will normally supersede the advice of the GP. The employee’s revised return to work date can be captured on the ‘returns’ going to the Payroll department.  

Where there has been no Occupational Health assessment and a GP has indicated that a person remains unfit for work with the defined length of time given on the fit note, the employee won’t usually return to work prior to the prescribed date. For advice on exceptions contact the employing authority. 
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Statement of Fitness for Work
For social security or Statutory Sick Pay
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and, because of the @y
following condition(s):

I advise you that: QD you are not fit for work.
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of the following advice:

1f available, and with your employer's agreement, you may benefit from:
[] 2 phased return to work ["Jamended duties

[ attered hours °

[ workplace adaptations
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Self-Certification Form (SC1) 



Please refer to the Guidance Notes (on reverse page) prior to completion 



Please complete this form for all sickness absence up to 7 calendar days duration 



Section A: Personal Details 



Surname: _____________________________________________________________ Title: ________ (Mr/Mrs/Miss/Ms) 



Forenames: ________________________________________________________________________________________ 



Home Address: ________________________________________________________________    Postcode: ___________ 



Place of Work: _________________________________________ Post(s) Held: _________________________________ 



 Date of Birth Staff No:   Nat Ins No:  



Section B: Absence Details 



First Day of Absence:       (Day) ________________________________________ (Date) ________________________ 



Date of Return to Work:  (Day) ________________________________________ (Date) _________________________ 



(complete if appropriate) 



Reason for Absence: _________________________________________________________________________________ 



(State medical definition of nature of illness – ‘sick’ or ‘unfit for work’ is not permissible.) 



Is absence due to accident at work?                          YES/NO     If ‘YES’ was an accident report completed?                            YES/NO 



Is absence due to accident outside of work?           YES/NO     If ‘YES’, are you claiming damages from a third party?         YES/NO 



Were you abroad, outside the EU or in legal custody at any time during your absence?                                                           YES/NO 



Section C: Declaration 



[NOTE: An employee who knowingly gives false information on this statement will be liable to disciplinary proceedings 



including possible dismissal.]   I certify that the details I have given above are correct and I understand this information will be 



used to decide any payment due to me under my terms and conditions of employment or Statutory Sick Pay regulations.  I 



undertake to inform the Payroll Section and my Line Manager of any change in my circumstances.  If my absence is as a result 



of an accident and I am successful in a claim for damages from a third party, I undertake to refund the EA from my damages 



received the total amount of sick pay that may have been paid by the EA during the period of my incapacity, or such part 



thereof as may be decided by the EA, having regard to the amount of damages received. 



Signed: ____________________________________________________________  Date: ________________________ 



Section D: Line Manager to Complete 



A return to work meeting took place upon the employee’s return __________________________________________    (date) 



 



Where the absence exceeds 7 calendar days, medical certificates were provided appropriately: Yes/No ___________   (action) 



Any further action required: Yes/No __________________________________________________________________ (action) 



 



Signature:__________________________________________Print:_________________________ Date: _____________ 



                      



 











 



Guidance Notes – SC1 
The following notes outline the obligations and responsibilities of both employees and Line Managers.  For further 



information please refer to the Managing Attendance Policy.  If you require further assistance with regard procedures 



please contact the Health and Wellbeing Team.  The Payroll section will answer enquires relating to payments. 



Employee’s Contractual Obligations 



An employee who is unable to attend work due to illness must personally inform his/her Line Manager by telephone at the 



earliest opportunity but within 1 hour of normal start time on the first day of absence.   



The employee is required to make direct contact with the Line Manager.  If the manager is unavailable another designated 



member of staff may be informed and a contact telephone number provided.  In exceptional circumstances, a friend or 



relative may make contact on the employee’s behalf. 



When notifying the manager, the employee must state the reason for absence and its likely duration. 



Failure to notify an absence is contrary to procedure and must be explained by the employee to the satisfaction of his/her 



Line Manager.  Such failure may also effect payment of Statutory and/or Occupational Sick Pay. 



The employee must inform his/her Line Manager of continuing absence and must maintain regular contact with the 



manager during an absence in order to advise him/her of progress, any expected return to work date and to provide the 



Line Manager with any relevant information to assist any necessary alternative arrangements that are required. Such 



contact may coincide with the submission of further Fit Notes provided by the GP which must be submitted as required. 



Documentation 



Form SC1 must be completed by the employee (section A, B and C) and signed by the manager (section D) for every period 



of absence, regardless of duration and regardless of what GP Statements of Fitness to Work have been submitted for the 



absence. 



1 to 7 consecutive days absence: Form SC1 must be completed by the employee on the day of return and passed to the 



Line Manager to be signed and sent to the Payroll section immediately. 



8 or more consecutive days: The employee must submit a Statement of Fitness to Work from a GP for every consecutive 



day of absence from day 8 onwards.  The Statement of Fitness to Work must be sent to the Line Manager who will forward 



to Payroll appropriately.   



Manager’s Role 



It is the Managers’ responsibility to manage staff attendance and to ensure all employees are aware of the procedures in 



regard to notification of absences and their obligations to same. 



The Manager must also ensure that Form SC1 has been completed by the employee on his/her return to work and any 



action recorded on the SC1 is followed up. 



All completed SC1 forms and Statements for Fitness for Work must be sent to Payroll without delay.  Completion and 



submission of this form is an essential part in the procedure for payments and failure to carry out this function at the 



correct time could result in the employee not receiving correct payments due.   



Where appropriate, record all illness absence on timesheets as ‘s’.  If an employee fails to notify his/her absence in 



accordance with procedures, this should be recorded as ‘o’ until notification is received.  Payment may not be made for 



days marked as ‘o’. 



The Line Manager should record employee absence in order to satisfactorily manage attendance. 
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Formal attendance meetings

If an employee’s absence level or pattern presents a concern, the line manager/Principal shall arrange a formal attendance meeting. Circumstances presenting a concern should normally include absences due to stress, intermittent uncertified absences of more than 8 days (6 for Teachers) in a rolling 12 month period, continuous absences of more than 4 weeks, or absences of greater than 5% in a rolling year period. 



The employee should be asked, in writing, to attend the meeting and advised that he/she may be accompanied by a recognised trade union representative or colleague.  A template letter is provided. 









The purpose of an attendance meeting is to determine and discuss the reasons for the absence level or pattern. It is not a disciplinary meeting.  It is a meeting that is supportive in nature and one were the line manager and employee discuss what assistance and support may be helpful to alleviate any difficulties or barriers to maintaining full attendance at work.  The meeting provides the opportunity to discuss relevant issues including: 

· To establish the current health status of the employee and whether there is an underlying cause 

· For absences due to a difficulty at work, a more serious health condition, or a personal or domestic problem 

· To consider the need for a reasonable adjustment in the case of disability 

· To consider if a medical referral is required if this has not been established

· To consult and agree on actions arising from the report of a medical specialist

· To advise of the availability of the Inspire support service 

· To confirm the accuracy of the employee’s attendance and provide the employee with a copy 

· To encourage improved attendance, e.g. to establish the improvement level required, the monitoring review period, and the consequences of a continuing unsatisfactory level of attendance 

· To provide the employee with alternative options that he/she may require information on

· To advise on other relevant procedures





Following this meeting, a note of the discussion should be drafted and forwarded to the employee for their agreement. For ease, a template form is provided.   





This should be a brief and factual report of the meeting, noting any action proposed. This might include the introduction of reasonable adjustments, risk assessments, continuing monitoring, a medical referral, consideration of ill health retirement or potential movement to disciplinary action if attendance does not improve. The People Services team in Human Resources may be contacted for advice on any proposed course of action. A follow-up meeting shall be arranged at this attendance meeting. This date may be brought forward should circumstances require it, e.g. receipt of medical information.

The Line Manager/Principal/Governor shall treat all information relating to staff absence with sensitivity and confidentiality. 
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Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Re: Attendance Meeting


I write to you concerning your attendance record.  I enclose your absence record for your peruse.  According to my records, your absence has reached a trigger point.  You are therefore required to attend a Formal Attendance Meeting to discuss your attendance record on [date and time].  The meeting will be held in [venue].


The purpose of the meeting will be to discuss your recent absence(s) and the reasons for your absence [and any available medical recommendations if applicable].  At the meeting we will consider ways in which you could be supported in improving your attendance.


Please note that you have a right to be accompanied to this meeting by a work colleague or Trade Union representative.  If applicable, please confirm any representation 48 hours before the scheduled meeting.  Notes of the meeting will be taken and I will provide you with a summary of our discussion following the meeting.


Please also advise as soon as possible, if you have any special requirements or feel that any reasonable adjustments could be made regarding the arrangements for the meeting, in order that any such request can be duly considered.


I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and welfare of our staff and the main purpose of the meeting will be to support and improve your attendance levels.


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


Should you be unable to attend the meeting please bring this to my attention 48hours before the scheduled meeting including the reason for not being available.


In the meantime please do not hesitate to contact me if you have any questions or concerns.


Yours sincerely





Principal/Line Manager


ENC: Inspire Leaflet


          Sickness Absence Record


          [where applicable OH report (date)]
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Education Authority or School headed paper


Record of Attendance Meeting


Employee’s Name/Post/Location 


_________________________________________________________________________________


Date/Time of Meeting


 _________________________________________________________________________________


In Attendance _________________________________________________________________________________


__________________________________________________________________________________


Relevant Absence Details 


__________________________________________________________________________________


Summary of Relevant Medical Details 


__________________________________________________________________________________


__________________________________________________________________________________ 


Summary of Meeting


__________________________________________________________________________________


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Reasonable Adjustments Applied


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Action Points/Review Period


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Signatories/Date __________________________________________________________________________________
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INTRODUCTION 



This Occupational Health (OH) Referral Form and supporting Guidance is designed for Principals/ line managers to support occasions when OH intervention may be appropriate to support the health, wellbeing and attendance of their staff.   



As a Principal/ line manager, it may become necessary for you to engage in the OH referral process in certain circumstances where you require specific specialist advice to assist your role in managing staff attendance. This OH referral process is an additional support tool for you within the Managing Attendance Procedures for all staff in all EA locations and schools.  



Opting to engage OH through a medical referral request should be considered carefully with a clear view to ascertain medical advice when appropriate. When considering a “referral” you should engage in discussions regarding this potential course of action with your staff member to highlight the supportive intention. Your school/service is charged for all requested appointments. Therefore, it is imperative that you have discussed the process and obligation of their attendance. 



Please note

Where work related stress is known to be the cause of absence it is not appropriate to refer to the Occupational Health service as a first step. Instead a formal meeting should be arranged with the employee to discuss and seek a resolve to matters. 



To aid this process a supporting template letter is provided. 







In addition, Human Resource Services can provide further guidance in this regard. The Occupational Health clinician will provide you and the employee with professional and impartial advice on a range of topics concerning the relationship between health and work. A properly completed referral form by you will maximise the quality of the subsequent report provided by the OH clinician. 



Where relevant you should confirm on the referral form that you have provided your employee with details of the employee support service Inspire.  

· Tel: 0808 800 0002 

· Website: click here 



As the referring manager you will be expected to complete all sections within the OH referral form. It is imperative that you read the following guidance provided before completing all sections to ensure you provide the necessary and correct information so that both employer and employee get maximum benefit from the process.
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GUIDANCE NOTES



Discussing the OH referral

1







· The first part of the OH referral form asks that the referring manager confirms that they have discussed OH with their employee and explained the reasons for the referral. This is important so that when your staff member is contacted by HR Services to set up the OH appointment they will not be surprised or alarmed. Failure to discuss the referral process with your employee could

result in ill feeling and waste valuable time as the OH clinician will have to undertake the necessary explanation.



· 

An advice leaflet for employees is available which provides your employee with what they need to know about their OH referral and assessment - this leaflet can be found below and a copy should be given to your employee.









Details of Employee being referred

2





· Up-to-date and accurate employee information is vital as this information will not only be used by HR Services to locate the individual on the HR system but the Occupational Health provider will also use information such as name and date of birth to cross reference when setting up a personal record or matching to an existing record.



· The job title and job location are both important as an employee may be employed in more than one post and in more than one location. Therefore, it is important that you indicate which post and location you are referring to.



· Contact Telephone Number(s) – The occupational health appointment is carried out via video link.  However, if there is a technical fault, the consultant will contact the employee via telephone.  It is imperative that the correct contact number is recorded on the referral form and the employee can accept unknown numbers on their phone.



· Email Address – In most cases employees wish to use their personal email addresses although they can use their work email address if they prefer. However, this should be clarified with the employee. HR Services will confirm the details of the OH appointment in writing via email. This will provide the date, time and location of the OH appointment. It is important that the line manager emphasises the employee’s contractual obligation to attend as failure to attend may result in the service/school being levied with the cost.







Reasons for Referral
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· As a manager you will need to tick the relevant box(s). This choice will be dictated by discussions you have had with your employee, for example an employee may be on long term sick but has improved sufficiently to consider a supported return to work. You may wish to seek guidance from OH about what appropriate support or reasonable adjustment might be applicable. Examples of what you have considered and discussed as well as what cannot be reasonably applied should be noted to the clinician. This will set the agenda for the OH assessment and give the OH clinician

a clear direction when discussing medical history and how work may impact on their health and therefore their fitness for work.



· In other cases the employee may have reached a level of health whereby they wish to consider ill health termination and will have written requesting this. Where the relevant Ill Health Termination procedures have been applied, you would indicate this by ticking the box Request for ill health termination.



· If your employee is on sick leave, state the date the current absence began along with the reason: This simply requires you to enter the date on which your employee went on sick leave and the reason stated on the GP statements of fitness for work known as a fit note. This information is also important to inform the OH clinician advice.





Provide relevant background information
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· This is a key part of the OH referral form. As stated earlier the referral form informs the OH assessment, therefore it is vital that you provide sufficient background information. This includes support arrangements already in place as well as attendance data. This will help the OH clinician to obtain all perspectives and be best placed to medically advise.



· A quality referral form should contain adequate, relevant and factual information about the individual and their job role to fully inform the OH clinician.



It is important that you include:

· The post title and a short summary of the job and type of work they carry out. State what the member of staff actually does on a day-to-day basis. Sometimes, it is more helpful to specify that they spend 50% of their time at a desk, 20% at meetings, 30% marking and preparing paper based assignments or in the case of a Grounds Maintenance employee 50% using a ride on lawnmower, 30% using vibrating tools, and 20% manual handling.

· Also Include details of meetings and correspondences you have had with your employee during their period of sickness absence.

· Give a history of sickness absence stating dates and reasons.

· Mention in the OH form any specific relevant details and outcomes of previous OH referrals.

· It is also important that you outline actions already taken by management to address issues.

· This is also your opportunity to ask any questions in addition to the generic questions already included in the OH referral form. Additional questions can be specific to your staff member’s job role and how their health impacts directly on their ability to do their job.

· In cases where the Ill Health Termination procedures have been invoked as a result of request by the employee, it is helpful to include a copy of the employee’s written request.



GDPR

5



As a manager you need to be aware that a completed OH referral form contains sensitive, personal data regarding your employee and as such should be processed in accordance with data protection legislation and medical confidentiality guidance. Your staff member has the right of access to the referral document. You should ensure that all information contained within the referral form is factual and not your personal opinion. You may wish to express your personal concerns if applicable.



The option to seek advice to support your referral is available from HR Services.



All information contained in the referral form will be discussed with the employee during the consultation. Any details omitted will be less likely to be addressed during the consultation.



Line Manager contact details
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· It is important that the Line Manager’s details are given, this will ensure that upon receipt of the medical report HR Services can share a copy with the line manager as soon as possible.





Finally

7



· Before submitting the Occupational Health form to HR Services check it over one last time and ensure you have given the OH Clinician adequate background information and that any additional questions are clear and concise. The OH clinician will provide advice to support management in their decision making process when dealing with health issues in the workplace.



Occupational Health Referral Form CONFIDENTIAL





PLEASE CHECK WITH THE EMPLOYEE THEIR CONTACT NUMBER IS THE CORRECT NUMBER AS THE CONSULTANT WILL BE RINGING THEM ON THIS NUMBER. ALSO WE NEED A PERSONAL EMAIL ADDRESS

AS THE INVITIATION TO THE APPOINTMENT WILL BE SENT VIA EMAIL*



I confirm that I have read the Guidance Notes above and have included all information accordingly.

I confirm that I have explained to my employee, the reasons for referral to the Occupational Health Service. I have advised my employee that attendance at OH is in accordance with the JNC/TNC Managing Attendance Procedures and that information disclosed to OH may be shared with management where such information will assist in determining fitness for employment.



Line Manager/ Principal (printed):  	 Line Manager/ Principal (Signature): 	 Date employee informed of referral:  	









Details of Employee being referred



		Name (in full)

		



		Date of Birth

		



		Employee Number

		



		Employee Home Address

		



		Job Title

		



		Job Location

		



		Employees contact telephone or mobile number*

		



		Email address*

		







Reason for Referral (please tick relevant box)



Employee is on long term sick leave, advice on progress required; Advice on employee’s attendance at work / performance required;





Employee has recently started sick leave with stress related illness (Inc. anxiety/depression etc.); Advice on rehabilitation/reasonable adjustments required;





Employee request for Ill Health Termination (include employee’s written request); Wellbeing support requested;







Other (please state below).



If employee is on sick leave, state the date current absence began along with the reason(s) as noted in statement of fitness for work note:









Please provide relevant background information regarding this employee’s absence (see Guidance Notes at the top of this form):



Please see list of standard questions attached, ALL of these questions will be answered during each appointment, including any additional questions you may have.



Please use an additional sheet if required.



Contact details of Line Manager making the referral for post referral report:



		

		Principal/Line Manager

		HR - People Services Contact



		Name (in full)

		

		



		Job Title

		

		



		Work Address

		

		



		Telephone number

		

		



		E-mail address

		

		



		Date

		

		











To: Occupational Health Consultant,

Please conduct an Occupational Health assessment of the above named employee and provide a comprehensive report to HR Health & Wellbeing Services which addresses each of the following questions:-



1. Has the employee a recognisable medical condition? Is the employee likely to be regarded as disabled under the relevant legislation (Disability Discrimination Order)?



2. Has the amount of time absent from their place of work been commensurate with this condition? e.g. where recovery might normally be 6 weeks, are there complications that may cause extended absence?



3. Is the employee currently fit or unfit for work? If unfit, when is likely they will be fit to return to work?



4. What steps is the employee currently taking/potentially able to take in order to facilitate a speedy recovery and subsequently return to work? Are there alternative helpful interventions to consider?



5. What adjustments does the employee require to support a return to work? e.g. phased return. Please indicate whether the reasonable adjustment is likely to be short term or permanent?



6. Is the employee likely to give regular and effective service in the future? Is there likely to be a recurrence of this condition?



7. Is the employee fit to attend meetings or participate in dialogue with the employer?



8. Have work factors contributed to the absence? If so please comment on where the stressors are in relation to the HSE Management Standards ie work demands, control of work, support at work, interpersonal relationships, their role or changes at work.



9. If a return to work is not expected eg for the foreseeable future, would it be appropriate to consider ill health termination?



10. Additional questions (please only include a maximum of 3 where necessary)
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ARMAGH



		Name (in full)

		Katherine Clarke Emma Rafferty



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority

3 Charlemont Gardens Armagh

BT61 9AX



		Telephone Number

		028 3751 2311

028 3751 2323



		Email Address

		OH-PeopleServices@eani.org.uk

Katherine.clarke@eani.org.uk

emma.rafferty@eani.org.uk



		Date

		







BALLYMENA



		Name (in full)

		Fiona Carey Cathy Boyd



		Job Title

		HR Advisor



		Work Address

		HR Services Ballee Road West Ballymena

BT42 2HS



		Telephone Number

		028 2566 1198

028 2566 2776



		Email Address

		OH-PeopleServices@eani.org.uk

fiona.carey@eani.org.uk

cathy.boyd@eani.org.uk



		Date

		







BELFAST



		Name (in full)

		Mary Cassidy



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 40 Academy Street Belfast

BT1 2NQ



		Telephone Number

		028 9056 4285

028 9056 4361



		Email Address

		OH-PeopleServices@eani.org.uk

mary.cassidy@eani.org.uk



		Date

		







DUNDONALD



		Name (in full)

		Leanne Gregg 



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority Grahamsbridge Road DUNDONALD

Belfast

BT16 2HS



		Telephone Number

		028 9056 6935

028 9598 5801



		Email Address

		OH-PeopleServices@eani.org.uk

leanne.gregg@eani.org.uk



		Date

		





OMAGH



		Name (in full)

		Demi Crowne Shannon Nicolson



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 1 Hospital Road Omagh

BT79 0AW



		Telephone Number

		028 8241 1341

028 3741 5356



		Email Address

		OH-PeopleServices@eani.org.uk

demi.crowne@eani.org.uk

shannon.nicolson@eani.org.uk



		Date
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Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager





ENC: Inspire Leaflet
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During the course of 
your working career it 
may be necessary for you 
to be asked to attend for 
an independent medical 
assessment. This is called 
an Occupational Health 
Referral. This leaflet is 
designed to provide you with 
some information about the 
referral process and what 
this may mean for you and 
your employment. We have 
tried to address the most 
common questions that are 
asked by staff; however, it 
is not possible to be very 
specific as every case is 
unique. Therefore, Health 
& Welfare Services staff 
remain available to speak 
to you in confidence to 
address any concerns that 
you may have.



HEALTH  REFERRALS



3.	 What is the prognosis for this condition and what 
is the likely duration of the absence before the 
employee may be able to affect a return to their 
place of work?



4.	 Will the employee require any formal support to 
facilitate an early return to their place of work 
e.g. phased return?



5.	 Is there likely to be a recurrence of this 
condition which may have an impact on the 
employee’s ability to meet an acceptable 
level of attendance as indicated in the EA 
Attendance Policy?



6.	 Does the nature of the medical condition meet 
the definition of a disability under the Disability 
Discrimination Order?



7.	 Are there any reasonable adjustments that may 
be considered by the employer? 



Please indicate whether the reasonable 
adjustment is likely to be short term, long term 
or permanent



8.	 Is there evidence of any work related factors 
that may be contributing to the absence?



9.	 Has the absence been precipitated by 
interpersonal conflict/pressures in their place of 
work?



10.	Has the absence been precipitated by work 
demands?



11.	Has the employee made any attempts to have 
these addressed by management?



12.	 Is the employee likely to remain unfit for the 
foreseeable future?



The occupational health clinician will make 
recommendations in the written report for the 
employer to consider.



What happens after the appointment?
The occupational health clinician will send you a 
written report of the referral. You should receive 
this within 5 working days of the referral. You will 
be given the opportunity to ask for any factual 
corrections to be made and/or to include any 
other information that you feel the occupational 
health clinician may have overlooked. 



During the course of your working career 
it may be necessary for you to be asked 
to attend for an independent medical 
assessment. This is called an Occupational 
Health Referral. This leaflet is designed to 
provide you with some information about 
the referral process and what this may mean 
for you and your employment. We have tried 
to address the most common questions that 
are asked by staff; however, it is not possible 
to be very specific as every case is unique. 
Therefore, Health & Wellbeing Services 
staff remain available to speak to you in 
confidence to address any concerns that 
you may have.



Who gets to see the occupational health clinician’s 
report?
You will have first sight of the report. After you have 
approved its contents a copy will be forwarded to 
Health & Wellbeing Services who will then write to 
the referring manager enclosing an extract of the 
report. This will normally be the ‘answers to questions’ 
as outlined above and the recommendations 
made by the occupational health clinician. As 
a confidential medical document, the referral 
report meets the conditions of ‘sensitive personal 
information’ as outlined within the Data Protection 
Act and therefore is subject to the Education 
Authority’s policy on compliance with the Freedom 
of Information Act, the Data Protection Act and the 
Environmental Information Regulations.



What if I disagree with the occupational health 
clinician’s recommendations?
You have the right to appeal against the 
occupational health clinician’s recommendations. 
The procedure to be followed in making an appeal 
is outlined in the relevant Attendance Policies. 
Health & Wellbeing Services staff will provide you 
with information and guidance on how to lodge an 
appeal.



And finally; it is hoped that this leaflet will answer 
most of your questions. However, should you have 
any other matters relating to occupational health 
referrals which you would like advice and guidance 
on, please do not hesitate to contact Health & 
Wellbeing Services.  Staff there will be only too 
pleased to provide whatever assistance they can.



The functions of the Board have now transferred to the 
Education Authority and the policy will be reviewed in due course



D
es



ig
ne



d 
&



 p
ri



nt
ed



 a
t 



D
un



ga
nn



on
 T



ea
ch



er
s’



 C
en



tr
e 



 0
28



 8
77



2 
43



79



Education Authority
Health & Wellbeing Services



Occupational



Armagh - 028 3751 2582



Ballymena - 028 2566 1221



Belfast - 028 9056 4018



Dundonald - 028 9056 6268



Omagh - 028 8241 1278



Contact numbers are:











Is my employer entitled to ask me to attend an 
occupational health referral?
Under Health & Safety at Work and Disability 
Discrimination legislation, the employer is required 
to exercise a ‘duty of care’ to ensure that you have 
a ‘safe system and place of work’ and to undertake 
any ‘risk assessments’ as appropriate. It is also 
an employer’s duty to consider any ‘reasonable 
adjustments’ in cases where a disability has been 
indicated in order to enable an employee with a 
disability to work to their full potential.



You also have a contractual responsibility to 
fulfil the terms and conditions of your contact of 
employment by providing good attendance and 
alerting your employer if there are any difficulties 
which may be preventing you from performing your 
duties.



Who carries out the occupational health referral?
The referrals are conducted by Occupational Health 
Clinicians who are not employed by the Education 
Authority but who have been contracted to provide 
this service. The occupational health clinicians 
are medical specialists, usually at consultant level, 
who are qualified in the discipline of Occupational 
Health. Health & Wellbeing Services staff can 
provide you with details of the occupational health 
clinicians who are currently contracted by the 
Education Authority.



Where does the occupational health referral take 
place?
The referrals are normally conducted at your local 
Education Authority or in an office close to your 
local Education Authority.  If you have any special 
requirements, you should notify Health & Wellbeing 
Services staff in order that these may be taken into 
account.



In some circumstances, it may be necessary for the 
referral to take place in the occupational health 
providers’ own offices. Your appointment letter 
will give the address and details of the relevant 
premises. 



How long does the appointment last and will I be 
physically examined?
An appointment will usually last around 40 minutes.  
You will not normally be physically examined 
although a non-intrusive physical examination may 
take place if the occupational health clinician 
considers that the circumstances require this. You 
will be asked to provide your consent before any 
physical examination is carried out.



Can I bring someone along with me to the referral?
You should treat this appointment in the same way 
that you would a normal medical appointment with 
your own medical advisors. Therefore, it is permissible 
to bring along a family member or friend to support 
you during the referral. It is also possible to bring your 
own medical advisor such as your GP or a specialist 
consultant to the referral; however any costs 
associated with this will be your own responsibility.
  
What information will be provided to the 
Occupational Health Clinician and what will I be 
asked at the referral?
The occupational health clinician will be provided 
with a copy of the referral request document which 
your Line Manager/Principal/Board of Governors 
completed. This document and any additional 
associated information should already have been 
discussed with you by your referring manager prior 
to the request being made to Health & Wellbeing 
Services. A copy of your sickness absence history 
and job description will also be provided.  



At the outset of the appointment, the occupational 
health clinician will ask you to complete a written 
consent form giving your permission for the referral 
to proceed and a written report to be made.



At the referral, the occupational health clinician 
is required to address a standard list of questions. 
These are:



1.	 Has the employee a recognisable medical 
condition?



2.	 Has the amount of time absent from their place 
of work been commensurate with this condition?



Frequently Asked Questions
Who has requested that I am referred to 
Occupational Health?
Most referrals are made by your Line Manager/
School Principal/Board of Governors. If you 
are awaiting appointment to a post, Human 
Resources may ask that you are referred for a 
‘pre-employment health assessment’. Some 
referrals are made by the individual member of 
staff and these are known as ‘self-referrals’.



Why have I been referred to Occupational 
Health?
The most fundamental reason for a referral is to 
establish your medical fitness for the job that you 
are employed or are about to be employed to 
do. The referral may have been prompted by a 
period of absence(s) from work due to ill-health 
and a ‘trigger point’ as defined by any of the 
agreed Attendance Management Policies and 
Procedures. These are:



Teaching Staff
•	 Absences related to stress.
•	 Absences of more than 6 casual days in a 12 



month rolling period.
•	 Continuous absences of 4 weeks or more.
	 (Teacher Attendance procedure TNC 



2008/2)



Administrative and Support Staff
•	 Absences related to stress.
•	 More than 8 casual days absence in a 12 



month rolling period.
•	 More than 3 periods of absence in a 12 



month rolling period, each in excess of 3 days 
duration.



•	 Continuous absence of 4 weeks or more.
•	 An individual officer with an absence rate of 



5% or more.



(Attendance Policy & Procedure for Education 
Authority Employees (other than School Based 
Staff);  Managing Attendance at Work - Staff in 
Controlled Schools with Fully Delegated Budgets)
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																				Letter 1 - Work Related Stress








Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager





ENC: Inspire Leaflet
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Formal attendance meetings

If an employee’s absence level or pattern presents a concern, the line manager/Principal shall arrange a formal attendance meeting. Circumstances presenting a concern should normally include absences due to stress, intermittent uncertified absences of more than 8 days (6 for Teachers) in a rolling 12 month period, continuous absences of more than 4 weeks, or absences of greater than 5% in a rolling year period. 



The employee should be asked, in writing, to attend the meeting and advised that he/she may be accompanied by a recognised trade union representative or colleague.  A template letter is provided. 









The purpose of an attendance meeting is to determine and discuss the reasons for the absence level or pattern. It is not a disciplinary meeting.  It is a meeting that is supportive in nature and one were the line manager and employee discuss what assistance and support may be helpful to alleviate any difficulties or barriers to maintaining full attendance at work.  The meeting provides the opportunity to discuss relevant issues including: 

· To establish the current health status of the employee and whether there is an underlying cause 

· For absences due to a difficulty at work, a more serious health condition, or a personal or domestic problem 

· To consider the need for a reasonable adjustment in the case of disability 

· To consider if a medical referral is required if this has not been established

· To consult and agree on actions arising from the report of a medical specialist

· To advise of the availability of the Inspire support service 

· To confirm the accuracy of the employee’s attendance and provide the employee with a copy 

· To encourage improved attendance, e.g. to establish the improvement level required, the monitoring review period, and the consequences of a continuing unsatisfactory level of attendance 

· To provide the employee with alternative options that he/she may require information on

· To advise on other relevant procedures





Following this meeting, a note of the discussion should be drafted and forwarded to the employee for their agreement. For ease, a template form is provided.   





This should be a brief and factual report of the meeting, noting any action proposed. This might include the introduction of reasonable adjustments, risk assessments, continuing monitoring, a medical referral, consideration of ill health retirement or potential movement to disciplinary action if attendance does not improve. The People Services team in Human Resources may be contacted for advice on any proposed course of action. A follow-up meeting shall be arranged at this attendance meeting. This date may be brought forward should circumstances require it, e.g. receipt of medical information.

The Line Manager/Principal/Governor shall treat all information relating to staff absence with sensitivity and confidentiality. 
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Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Re: Attendance Meeting


I write to you concerning your attendance record.  I enclose your absence record for your peruse.  According to my records, your absence has reached a trigger point.  You are therefore required to attend a Formal Attendance Meeting to discuss your attendance record on [date and time].  The meeting will be held in [venue].


The purpose of the meeting will be to discuss your recent absence(s) and the reasons for your absence [and any available medical recommendations if applicable].  At the meeting we will consider ways in which you could be supported in improving your attendance.


Please note that you have a right to be accompanied to this meeting by a work colleague or Trade Union representative.  If applicable, please confirm any representation 48 hours before the scheduled meeting.  Notes of the meeting will be taken and I will provide you with a summary of our discussion following the meeting.


Please also advise as soon as possible, if you have any special requirements or feel that any reasonable adjustments could be made regarding the arrangements for the meeting, in order that any such request can be duly considered.


I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and welfare of our staff and the main purpose of the meeting will be to support and improve your attendance levels.


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


Should you be unable to attend the meeting please bring this to my attention 48hours before the scheduled meeting including the reason for not being available.


In the meantime please do not hesitate to contact me if you have any questions or concerns.


Yours sincerely





Principal/Line Manager


ENC: Inspire Leaflet


          Sickness Absence Record


          [where applicable OH report (date)]
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Education Authority or School headed paper


Record of Attendance Meeting


Employee’s Name/Post/Location 


_________________________________________________________________________________


Date/Time of Meeting


 _________________________________________________________________________________


In Attendance _________________________________________________________________________________


__________________________________________________________________________________


Relevant Absence Details 


__________________________________________________________________________________


Summary of Relevant Medical Details 


__________________________________________________________________________________


__________________________________________________________________________________ 


Summary of Meeting


__________________________________________________________________________________


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Reasonable Adjustments Applied


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Action Points/Review Period


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Signatories/Date __________________________________________________________________________________
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

I write to you concerning your attendance record.  I enclose your absence record for your peruse.  According to my records, your absence has reached a trigger point.  You are therefore required to attend a Formal Attendance Meeting to discuss your attendance record on [date and time].  The meeting will be held in [venue].

The purpose of the meeting will be to discuss your recent absence(s) and the reasons for your absence [and any available medical recommendations if applicable].  At the meeting we will consider ways in which you could be supported in improving your attendance.

Please note that you have a right to be accompanied to this meeting by a work colleague or Trade Union representative.  If applicable, please confirm any representation 48 hours before the scheduled meeting.  Notes of the meeting will be taken and I will provide you with a summary of our discussion following the meeting.

Please also advise as soon as possible, if you have any special requirements or feel that any reasonable adjustments could be made regarding the arrangements for the meeting, in order that any such request can be duly considered.

I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  

Should you be unable to attend the meeting please bring this to my attention 48hours before the scheduled meeting including the reason for not being available.

In the meantime please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely



Principal/Line Manager

ENC: Inspire Leaflet

          Sickness Absence Record

          [where applicable OH report (date)]
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Failure to attend meeting

I refer to our meeting scheduled for (date and time) and note that you failed to attend/advised that you were unable to attend.  In line with the Managing Attendance Policy, copy enclosed, I have arranged a further meeting for (date, time and location).

Please be reminded that you are obligated under your contract of employment to attend these types of meetings and I would remind you of your right to be accompanied by a colleague or Trade Union representative.

Notes of the meeting will be made and I will provide you with a summary of our discussion following the meeting.

Please note that should you fail to attend this meeting, a decision may be taken in your absence on the basis of the information available.

 I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  

If you have any queries, please do not hesitate to contact me or ______________ (VP/another manager).

Yours sincerely



Principal/Line Manager

Enc: 

Previous Letter of Invite dated _____

Managing Attendance Policy

Inspire leaflet
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Failure to attend Formal Attendance Meeting 

I write to you further to the letters of ______________ and __________, copies enclosed.

As you have been unable to attend any of the above scheduled meetings I have now arranged a further Attendance Meeting in respective of the Managing Attendance procedures as follows:

Date/Time/Venue

If you fail to attend on this occasion, the meeting will go ahead in your absence.  Therefore it would be preferable that you do attend.  

I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

If you have any queries please do not hesitate to contact me or _____________ (VP/another manager).

Yours sincerely



Principal/Line Manager



Enc: 2 previous letters

         Inspire leaflet
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Record of Attendance Meeting

Employee’s Name/Post/Location 

_________________________________________________________________________________

Date/Time of Meeting

 _________________________________________________________________________________

In Attendance _________________________________________________________________________________

__________________________________________________________________________________

Relevant Absence Details 

__________________________________________________________________________________

Summary of Relevant Medical Details 

__________________________________________________________________________________

__________________________________________________________________________________ 

Summary of Meeting

__________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reasonable Adjustments Applied

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Action Points/Review Period

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Signatories/Date __________________________________________________________________________________
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Formal attendance meetings

If an employee’s absence level or pattern presents a concern, the line manager/Principal shall arrange a formal attendance meeting. Circumstances presenting a concern should normally include absences due to stress, intermittent uncertified absences of more than 8 days (6 for Teachers) in a rolling 12 month period, continuous absences of more than 4 weeks, or absences of greater than 5% in a rolling year period. 



The employee should be asked, in writing, to attend the meeting and advised that he/she may be accompanied by a recognised trade union representative or colleague.  A template letter is provided. 









The purpose of an attendance meeting is to determine and discuss the reasons for the absence level or pattern. It is not a disciplinary meeting.  It is a meeting that is supportive in nature and one were the line manager and employee discuss what assistance and support may be helpful to alleviate any difficulties or barriers to maintaining full attendance at work.  The meeting provides the opportunity to discuss relevant issues including: 

· To establish the current health status of the employee and whether there is an underlying cause 

· For absences due to a difficulty at work, a more serious health condition, or a personal or domestic problem 

· To consider the need for a reasonable adjustment in the case of disability 

· To consider if a medical referral is required if this has not been established

· To consult and agree on actions arising from the report of a medical specialist

· To advise of the availability of the Inspire support service 

· To confirm the accuracy of the employee’s attendance and provide the employee with a copy 

· To encourage improved attendance, e.g. to establish the improvement level required, the monitoring review period, and the consequences of a continuing unsatisfactory level of attendance 

· To provide the employee with alternative options that he/she may require information on

· To advise on other relevant procedures





Following this meeting, a note of the discussion should be drafted and forwarded to the employee for their agreement. For ease, a template form is provided.   





This should be a brief and factual report of the meeting, noting any action proposed. This might include the introduction of reasonable adjustments, risk assessments, continuing monitoring, a medical referral, consideration of ill health retirement or potential movement to disciplinary action if attendance does not improve. The People Services team in Human Resources may be contacted for advice on any proposed course of action. A follow-up meeting shall be arranged at this attendance meeting. This date may be brought forward should circumstances require it, e.g. receipt of medical information.

The Line Manager/Principal/Governor shall treat all information relating to staff absence with sensitivity and confidentiality. 
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Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Re: Attendance Meeting


I write to you concerning your attendance record.  I enclose your absence record for your peruse.  According to my records, your absence has reached a trigger point.  You are therefore required to attend a Formal Attendance Meeting to discuss your attendance record on [date and time].  The meeting will be held in [venue].


The purpose of the meeting will be to discuss your recent absence(s) and the reasons for your absence [and any available medical recommendations if applicable].  At the meeting we will consider ways in which you could be supported in improving your attendance.


Please note that you have a right to be accompanied to this meeting by a work colleague or Trade Union representative.  If applicable, please confirm any representation 48 hours before the scheduled meeting.  Notes of the meeting will be taken and I will provide you with a summary of our discussion following the meeting.


Please also advise as soon as possible, if you have any special requirements or feel that any reasonable adjustments could be made regarding the arrangements for the meeting, in order that any such request can be duly considered.


I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and welfare of our staff and the main purpose of the meeting will be to support and improve your attendance levels.


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


Should you be unable to attend the meeting please bring this to my attention 48hours before the scheduled meeting including the reason for not being available.


In the meantime please do not hesitate to contact me if you have any questions or concerns.


Yours sincerely





Principal/Line Manager


ENC: Inspire Leaflet


          Sickness Absence Record


          [where applicable OH report (date)]
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Education Authority or School headed paper


Record of Attendance Meeting


Employee’s Name/Post/Location 


_________________________________________________________________________________


Date/Time of Meeting


 _________________________________________________________________________________


In Attendance _________________________________________________________________________________


__________________________________________________________________________________


Relevant Absence Details 


__________________________________________________________________________________


Summary of Relevant Medical Details 


__________________________________________________________________________________


__________________________________________________________________________________ 


Summary of Meeting


__________________________________________________________________________________


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Reasonable Adjustments Applied


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Action Points/Review Period


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Signatories/Date __________________________________________________________________________________
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Attendance Meeting

I write to you concerning your attendance record.  I enclose your absence record for your peruse.  According to my records, your absence has reached a trigger point.  You are therefore required to attend a Formal Attendance Meeting to discuss your attendance record on [date and time].  The meeting will be held in [venue].

The purpose of the meeting will be to discuss your recent absence(s) and the reasons for your absence [and any available medical recommendations if applicable].  At the meeting we will consider ways in which you could be supported in improving your attendance.

Please note that you have a right to be accompanied to this meeting by a work colleague or Trade Union representative.  If applicable, please confirm any representation 48 hours before the scheduled meeting.  Notes of the meeting will be taken and I will provide you with a summary of our discussion following the meeting.

Please also advise as soon as possible, if you have any special requirements or feel that any reasonable adjustments could be made regarding the arrangements for the meeting, in order that any such request can be duly considered.

I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  

Should you be unable to attend the meeting please bring this to my attention 48hours before the scheduled meeting including the reason for not being available.

In the meantime please do not hesitate to contact me if you have any questions or concerns.

Yours sincerely



Principal/Line Manager

ENC: Inspire Leaflet

          Sickness Absence Record

          [where applicable OH report (date)]
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Failure to attend meeting

I refer to our meeting scheduled for (date and time) and note that you failed to attend/advised that you were unable to attend.  In line with the Managing Attendance Policy, copy enclosed, I have arranged a further meeting for (date, time and location).

Please be reminded that you are obligated under your contract of employment to attend these types of meetings and I would remind you of your right to be accompanied by a colleague or Trade Union representative.

Notes of the meeting will be made and I will provide you with a summary of our discussion following the meeting.

Please note that should you fail to attend this meeting, a decision may be taken in your absence on the basis of the information available.

 I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  

If you have any queries, please do not hesitate to contact me or ______________ (VP/another manager).

Yours sincerely



Principal/Line Manager

Enc: 

Previous Letter of Invite dated _____

Managing Attendance Policy

Inspire leaflet
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Failure to attend Formal Attendance Meeting 

I write to you further to the letters of ______________ and __________, copies enclosed.

As you have been unable to attend any of the above scheduled meetings I have now arranged a further Attendance Meeting in respective of the Managing Attendance procedures as follows:

Date/Time/Venue

If you fail to attend on this occasion, the meeting will go ahead in your absence.  Therefore it would be preferable that you do attend.  

I would like to reassure you that the Education Authority [or Board of Governors] is committed to the health and wellbeing of our staff and the main purpose of the meeting will be to support and improve your attendance levels.

I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.

If you have any queries please do not hesitate to contact me or _____________ (VP/another manager).

Yours sincerely



Principal/Line Manager



Enc: 2 previous letters

         Inspire leaflet
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Education Authority or School headed paper

Record of Attendance Meeting

Employee’s Name/Post/Location 

_________________________________________________________________________________

Date/Time of Meeting

 _________________________________________________________________________________

In Attendance _________________________________________________________________________________

__________________________________________________________________________________

Relevant Absence Details 

__________________________________________________________________________________

Summary of Relevant Medical Details 

__________________________________________________________________________________

__________________________________________________________________________________ 

Summary of Meeting

__________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reasonable Adjustments Applied

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Action Points/Review Period

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Signatories/Date __________________________________________________________________________________
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[bookmark: letter_3]Letter 3 – No contact or Certification from Employee



Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Managing Attendance Procedures: staff responsibilities during sickness absence

I refer to your current period of sickness absence from work and my growing concern for your health and wellbeing owing to the lack of communication during this time.  

To date I have had no communication from you nor have you provided any recent statements of fitness for work certification from your General Practitioner.  In line with the Managing Attendance Policy, please note that without certification, your absence is considered unauthorised and may affect your entitlement to statutory and/or occupational sick pay.  This may also be considered a conduct matter under the Education Authority’s Disciplinary Procedures.  It would be preferable not to have to invoke these measures.

It is therefore imperative that you contact me as a matter of urgency on 028 XX XXXXXX to discuss your current sickness absence with a view to discussing remedial steps which need to be taken in line with correct procedure.

I have enclosed for your information details of the employee support service, Inspire Workplaces (0808 800 0002).  This is a free, confidential and impartial counselling service which you may find helpful at this time.    

In the meantime, if you have any queries or concerns please do not hesitate to contact me.



Yours sincerely



Principal/Line Manager



ENC: Inspire Leaflet
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Education Authority or School headed paper

NAME

ADDRESS

DATE



Dear __________________

Re: Managing Attendance Procedures: staff responsibilities during sickness absence

I refer to your current period of sickness absence from work and my growing concern for your health and wellbeing owing to the lack of communication during this time.  

To date I have had no communication from you nor have you provided any recent statements of fitness for work certification from your General Practitioner.  In line with the Managing Attendance Policy, please note that without certification, your absence is considered unauthorised and may affect your entitlement to statutory and/or occupational sick pay.  This may also be considered a conduct matter under the Education Authority’s Disciplinary Procedures.  It would be preferable not to have to invoke these measures.

It is therefore imperative that you contact me as a matter of urgency on 028 XX XXXXXX to discuss your current sickness absence with a view to discussing remedial steps which need to be taken in line with correct procedure.

I have enclosed for your information details of the employee support service, Inspire Workplaces (0808 800 0002).  This is a free, confidential and impartial counselling service which you may find helpful at this time.    

In the meantime, if you have any queries or concerns please do not hesitate to contact me.



Yours sincerely



Principal/Line Manager



ENC: Inspire Leaflet
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INTRODUCTION 



This Occupational Health (OH) Referral Form and supporting Guidance is designed for Principals/ line managers to support occasions when OH intervention may be appropriate to support the health, wellbeing and attendance of their staff.   



As a Principal/ line manager, it may become necessary for you to engage in the OH referral process in certain circumstances where you require specific specialist advice to assist your role in managing staff attendance. This OH referral process is an additional support tool for you within the Managing Attendance Procedures for all staff in all EA locations and schools.  



Opting to engage OH through a medical referral request should be considered carefully with a clear view to ascertain medical advice when appropriate. When considering a “referral” you should engage in discussions regarding this potential course of action with your staff member to highlight the supportive intention. Your school/service is charged for all requested appointments. Therefore, it is imperative that you have discussed the process and obligation of their attendance. 



Please note

Where work related stress is known to be the cause of absence it is not appropriate to refer to the Occupational Health service as a first step. Instead a formal meeting should be arranged with the employee to discuss and seek a resolve to matters. 



To aid this process a supporting template letter is provided. 







In addition, Human Resource Services can provide further guidance in this regard. The Occupational Health clinician will provide you and the employee with professional and impartial advice on a range of topics concerning the relationship between health and work. A properly completed referral form by you will maximise the quality of the subsequent report provided by the OH clinician. 



Where relevant you should confirm on the referral form that you have provided your employee with details of the employee support service Inspire.  

· Tel: 0808 800 0002 

· Website: click here 



As the referring manager you will be expected to complete all sections within the OH referral form. It is imperative that you read the following guidance provided before completing all sections to ensure you provide the necessary and correct information so that both employer and employee get maximum benefit from the process.
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GUIDANCE NOTES



Discussing the OH referral

1







· The first part of the OH referral form asks that the referring manager confirms that they have discussed OH with their employee and explained the reasons for the referral. This is important so that when your staff member is contacted by HR Services to set up the OH appointment they will not be surprised or alarmed. Failure to discuss the referral process with your employee could

result in ill feeling and waste valuable time as the OH clinician will have to undertake the necessary explanation.



· 

An advice leaflet for employees is available which provides your employee with what they need to know about their OH referral and assessment - this leaflet can be found below and a copy should be given to your employee.









Details of Employee being referred

2





· Up-to-date and accurate employee information is vital as this information will not only be used by HR Services to locate the individual on the HR system but the Occupational Health provider will also use information such as name and date of birth to cross reference when setting up a personal record or matching to an existing record.



· The job title and job location are both important as an employee may be employed in more than one post and in more than one location. Therefore, it is important that you indicate which post and location you are referring to.



· Contact Telephone Number(s) – The occupational health appointment is carried out via video link.  However, if there is a technical fault, the consultant will contact the employee via telephone.  It is imperative that the correct contact number is recorded on the referral form and the employee can accept unknown numbers on their phone.



· Email Address – In most cases employees wish to use their personal email addresses although they can use their work email address if they prefer. However, this should be clarified with the employee. HR Services will confirm the details of the OH appointment in writing via email. This will provide the date, time and location of the OH appointment. It is important that the line manager emphasises the employee’s contractual obligation to attend as failure to attend may result in the service/school being levied with the cost.







Reasons for Referral

3





· As a manager you will need to tick the relevant box(s). This choice will be dictated by discussions you have had with your employee, for example an employee may be on long term sick but has improved sufficiently to consider a supported return to work. You may wish to seek guidance from OH about what appropriate support or reasonable adjustment might be applicable. Examples of what you have considered and discussed as well as what cannot be reasonably applied should be noted to the clinician. This will set the agenda for the OH assessment and give the OH clinician

a clear direction when discussing medical history and how work may impact on their health and therefore their fitness for work.



· In other cases the employee may have reached a level of health whereby they wish to consider ill health termination and will have written requesting this. Where the relevant Ill Health Termination procedures have been applied, you would indicate this by ticking the box Request for ill health termination.



· If your employee is on sick leave, state the date the current absence began along with the reason: This simply requires you to enter the date on which your employee went on sick leave and the reason stated on the GP statements of fitness for work known as a fit note. This information is also important to inform the OH clinician advice.





Provide relevant background information

4





· This is a key part of the OH referral form. As stated earlier the referral form informs the OH assessment, therefore it is vital that you provide sufficient background information. This includes support arrangements already in place as well as attendance data. This will help the OH clinician to obtain all perspectives and be best placed to medically advise.



· A quality referral form should contain adequate, relevant and factual information about the individual and their job role to fully inform the OH clinician.



It is important that you include:

· The post title and a short summary of the job and type of work they carry out. State what the member of staff actually does on a day-to-day basis. Sometimes, it is more helpful to specify that they spend 50% of their time at a desk, 20% at meetings, 30% marking and preparing paper based assignments or in the case of a Grounds Maintenance employee 50% using a ride on lawnmower, 30% using vibrating tools, and 20% manual handling.

· Also Include details of meetings and correspondences you have had with your employee during their period of sickness absence.

· Give a history of sickness absence stating dates and reasons.

· Mention in the OH form any specific relevant details and outcomes of previous OH referrals.

· It is also important that you outline actions already taken by management to address issues.

· This is also your opportunity to ask any questions in addition to the generic questions already included in the OH referral form. Additional questions can be specific to your staff member’s job role and how their health impacts directly on their ability to do their job.

· In cases where the Ill Health Termination procedures have been invoked as a result of request by the employee, it is helpful to include a copy of the employee’s written request.



GDPR

5



As a manager you need to be aware that a completed OH referral form contains sensitive, personal data regarding your employee and as such should be processed in accordance with data protection legislation and medical confidentiality guidance. Your staff member has the right of access to the referral document. You should ensure that all information contained within the referral form is factual and not your personal opinion. You may wish to express your personal concerns if applicable.



The option to seek advice to support your referral is available from HR Services.



All information contained in the referral form will be discussed with the employee during the consultation. Any details omitted will be less likely to be addressed during the consultation.



Line Manager contact details

6





· It is important that the Line Manager’s details are given, this will ensure that upon receipt of the medical report HR Services can share a copy with the line manager as soon as possible.





Finally

7



· Before submitting the Occupational Health form to HR Services check it over one last time and ensure you have given the OH Clinician adequate background information and that any additional questions are clear and concise. The OH clinician will provide advice to support management in their decision making process when dealing with health issues in the workplace.



Occupational Health Referral Form CONFIDENTIAL





PLEASE CHECK WITH THE EMPLOYEE THEIR CONTACT NUMBER IS THE CORRECT NUMBER AS THE CONSULTANT WILL BE RINGING THEM ON THIS NUMBER. ALSO WE NEED A PERSONAL EMAIL ADDRESS

AS THE INVITIATION TO THE APPOINTMENT WILL BE SENT VIA EMAIL*



I confirm that I have read the Guidance Notes above and have included all information accordingly.

I confirm that I have explained to my employee, the reasons for referral to the Occupational Health Service. I have advised my employee that attendance at OH is in accordance with the JNC/TNC Managing Attendance Procedures and that information disclosed to OH may be shared with management where such information will assist in determining fitness for employment.



Line Manager/ Principal (printed):  	 Line Manager/ Principal (Signature): 	 Date employee informed of referral:  	









Details of Employee being referred



		Name (in full)

		



		Date of Birth

		



		Employee Number

		



		Employee Home Address

		



		Job Title

		



		Job Location

		



		Employees contact telephone or mobile number*

		



		Email address*

		







Reason for Referral (please tick relevant box)



Employee is on long term sick leave, advice on progress required; Advice on employee’s attendance at work / performance required;





Employee has recently started sick leave with stress related illness (Inc. anxiety/depression etc.); Advice on rehabilitation/reasonable adjustments required;





Employee request for Ill Health Termination (include employee’s written request); Wellbeing support requested;







Other (please state below).



If employee is on sick leave, state the date current absence began along with the reason(s) as noted in statement of fitness for work note:









Please provide relevant background information regarding this employee’s absence (see Guidance Notes at the top of this form):



Please see list of standard questions attached, ALL of these questions will be answered during each appointment, including any additional questions you may have.



Please use an additional sheet if required.



Contact details of Line Manager making the referral for post referral report:



		

		Principal/Line Manager

		HR - People Services Contact



		Name (in full)

		

		



		Job Title

		

		



		Work Address

		

		



		Telephone number

		

		



		E-mail address

		

		



		Date

		

		











To: Occupational Health Consultant,

Please conduct an Occupational Health assessment of the above named employee and provide a comprehensive report to HR Health & Wellbeing Services which addresses each of the following questions:-



1. Has the employee a recognisable medical condition? Is the employee likely to be regarded as disabled under the relevant legislation (Disability Discrimination Order)?



2. Has the amount of time absent from their place of work been commensurate with this condition? e.g. where recovery might normally be 6 weeks, are there complications that may cause extended absence?



3. Is the employee currently fit or unfit for work? If unfit, when is likely they will be fit to return to work?



4. What steps is the employee currently taking/potentially able to take in order to facilitate a speedy recovery and subsequently return to work? Are there alternative helpful interventions to consider?



5. What adjustments does the employee require to support a return to work? e.g. phased return. Please indicate whether the reasonable adjustment is likely to be short term or permanent?



6. Is the employee likely to give regular and effective service in the future? Is there likely to be a recurrence of this condition?



7. Is the employee fit to attend meetings or participate in dialogue with the employer?



8. Have work factors contributed to the absence? If so please comment on where the stressors are in relation to the HSE Management Standards i.e. work demands, control of work, support at work, interpersonal relationships, their role or changes at work.



9. If a return to work is not expected e.g. for the foreseeable future, would it be appropriate to consider ill health termination?



10. Additional questions (please only include a maximum of 3 where necessary)
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ARMAGH



		Name (in full)

		Katherine Clarke Emma Rafferty



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority

3 Charlemont Gardens Armagh

BT61 9AX



		Telephone Number

		028 3751 2311

028 3751 2323



		Email Address

		Katherine.clarke@eani.org.uk

emma.rafferty@eani.org.uk



		Date

		







BALLYMENA



		Name (in full)

		Fiona Carey Cathy Boyd



		Job Title

		HR Advisor



		Work Address

		HR Services Ballee Road West Ballymena

BT42 2HS



		Telephone Number

		028 2566 1198

028 2566 2776



		Email Address

		fiona.carey@eani.org.uk

cathy.boyd@eani.org.uk



		Date

		







BELFAST



		Name (in full)

		Fiona Murray Mary Cassidy



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 40 Academy Street Belfast

BT1 2NQ



		Telephone Number

		028 9056 4285

028 9056 4361



		Email Address

		fiona.murray@eani.org.uk

mary.cassidy@eani.org.uk



		Date

		







DUNDONALD



		Name (in full)

		Leanne Gregg 



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority Grahamsbridge Road DUNDONALD

Belfast

BT16 2HS



		Telephone Number

		028 9056 6935

028 9598 5801



		Email Address

		leanne.gregg@eani.org.uk



		Date

		





OMAGH



		Name (in full)

		Demi Crowne Shannon Nicolson



		Job Title

		HR Advisor



		Work Address

		HR Services Education Authority 1 Hospital Road Omagh

BT79 0AW



		Telephone Number

		028 8241 1341

028 3741 5356



		Email Address

		demi.crowne@eani.org.uk

shannon.nicolson@eani.org.uk



		Date
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Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager





ENC: Inspire Leaflet
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During the course of 
your working career it 
may be necessary for you 
to be asked to attend for 
an independent medical 
assessment. This is called 
an Occupational Health 
Referral. This leaflet is 
designed to provide you with 
some information about the 
referral process and what 
this may mean for you and 
your employment. We have 
tried to address the most 
common questions that are 
asked by staff; however, it 
is not possible to be very 
specific as every case is 
unique. Therefore, Health 
& Welfare Services staff 
remain available to speak 
to you in confidence to 
address any concerns that 
you may have.



HEALTH  REFERRALS



3.	 What is the prognosis for this condition and what 
is the likely duration of the absence before the 
employee may be able to affect a return to their 
place of work?



4.	 Will the employee require any formal support to 
facilitate an early return to their place of work 
e.g. phased return?



5.	 Is there likely to be a recurrence of this 
condition which may have an impact on the 
employee’s ability to meet an acceptable 
level of attendance as indicated in the EA 
Attendance Policy?



6.	 Does the nature of the medical condition meet 
the definition of a disability under the Disability 
Discrimination Order?



7.	 Are there any reasonable adjustments that may 
be considered by the employer? 



Please indicate whether the reasonable 
adjustment is likely to be short term, long term 
or permanent



8.	 Is there evidence of any work related factors 
that may be contributing to the absence?



9.	 Has the absence been precipitated by 
interpersonal conflict/pressures in their place of 
work?



10.	Has the absence been precipitated by work 
demands?



11.	Has the employee made any attempts to have 
these addressed by management?



12.	 Is the employee likely to remain unfit for the 
foreseeable future?



The occupational health clinician will make 
recommendations in the written report for the 
employer to consider.



What happens after the appointment?
The occupational health clinician will send you a 
written report of the referral. You should receive 
this within 5 working days of the referral. You will 
be given the opportunity to ask for any factual 
corrections to be made and/or to include any 
other information that you feel the occupational 
health clinician may have overlooked. 



During the course of your working career 
it may be necessary for you to be asked 
to attend for an independent medical 
assessment. This is called an Occupational 
Health Referral. This leaflet is designed to 
provide you with some information about 
the referral process and what this may mean 
for you and your employment. We have tried 
to address the most common questions that 
are asked by staff; however, it is not possible 
to be very specific as every case is unique. 
Therefore, Health & Wellbeing Services 
staff remain available to speak to you in 
confidence to address any concerns that 
you may have.



Who gets to see the occupational health clinician’s 
report?
You will have first sight of the report. After you have 
approved its contents a copy will be forwarded to 
Health & Wellbeing Services who will then write to 
the referring manager enclosing an extract of the 
report. This will normally be the ‘answers to questions’ 
as outlined above and the recommendations 
made by the occupational health clinician. As 
a confidential medical document, the referral 
report meets the conditions of ‘sensitive personal 
information’ as outlined within the Data Protection 
Act and therefore is subject to the Education 
Authority’s policy on compliance with the Freedom 
of Information Act, the Data Protection Act and the 
Environmental Information Regulations.



What if I disagree with the occupational health 
clinician’s recommendations?
You have the right to appeal against the 
occupational health clinician’s recommendations. 
The procedure to be followed in making an appeal 
is outlined in the relevant Attendance Policies. 
Health & Wellbeing Services staff will provide you 
with information and guidance on how to lodge an 
appeal.



And finally; it is hoped that this leaflet will answer 
most of your questions. However, should you have 
any other matters relating to occupational health 
referrals which you would like advice and guidance 
on, please do not hesitate to contact Health & 
Wellbeing Services.  Staff there will be only too 
pleased to provide whatever assistance they can.



The functions of the Board have now transferred to the 
Education Authority and the policy will be reviewed in due course
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Education Authority
Health & Wellbeing Services



Occupational



Armagh - 028 3751 2582



Ballymena - 028 2566 1221



Belfast - 028 9056 4018



Dundonald - 028 9056 6268



Omagh - 028 8241 1278



Contact numbers are:











Is my employer entitled to ask me to attend an 
occupational health referral?
Under Health & Safety at Work and Disability 
Discrimination legislation, the employer is required 
to exercise a ‘duty of care’ to ensure that you have 
a ‘safe system and place of work’ and to undertake 
any ‘risk assessments’ as appropriate. It is also 
an employer’s duty to consider any ‘reasonable 
adjustments’ in cases where a disability has been 
indicated in order to enable an employee with a 
disability to work to their full potential.



You also have a contractual responsibility to 
fulfil the terms and conditions of your contact of 
employment by providing good attendance and 
alerting your employer if there are any difficulties 
which may be preventing you from performing your 
duties.



Who carries out the occupational health referral?
The referrals are conducted by Occupational Health 
Clinicians who are not employed by the Education 
Authority but who have been contracted to provide 
this service. The occupational health clinicians 
are medical specialists, usually at consultant level, 
who are qualified in the discipline of Occupational 
Health. Health & Wellbeing Services staff can 
provide you with details of the occupational health 
clinicians who are currently contracted by the 
Education Authority.



Where does the occupational health referral take 
place?
The referrals are normally conducted at your local 
Education Authority or in an office close to your 
local Education Authority.  If you have any special 
requirements, you should notify Health & Wellbeing 
Services staff in order that these may be taken into 
account.



In some circumstances, it may be necessary for the 
referral to take place in the occupational health 
providers’ own offices. Your appointment letter 
will give the address and details of the relevant 
premises. 



How long does the appointment last and will I be 
physically examined?
An appointment will usually last around 40 minutes.  
You will not normally be physically examined 
although a non-intrusive physical examination may 
take place if the occupational health clinician 
considers that the circumstances require this. You 
will be asked to provide your consent before any 
physical examination is carried out.



Can I bring someone along with me to the referral?
You should treat this appointment in the same way 
that you would a normal medical appointment with 
your own medical advisors. Therefore, it is permissible 
to bring along a family member or friend to support 
you during the referral. It is also possible to bring your 
own medical advisor such as your GP or a specialist 
consultant to the referral; however any costs 
associated with this will be your own responsibility.
  
What information will be provided to the 
Occupational Health Clinician and what will I be 
asked at the referral?
The occupational health clinician will be provided 
with a copy of the referral request document which 
your Line Manager/Principal/Board of Governors 
completed. This document and any additional 
associated information should already have been 
discussed with you by your referring manager prior 
to the request being made to Health & Wellbeing 
Services. A copy of your sickness absence history 
and job description will also be provided.  



At the outset of the appointment, the occupational 
health clinician will ask you to complete a written 
consent form giving your permission for the referral 
to proceed and a written report to be made.



At the referral, the occupational health clinician 
is required to address a standard list of questions. 
These are:



1.	 Has the employee a recognisable medical 
condition?



2.	 Has the amount of time absent from their place 
of work been commensurate with this condition?



Frequently Asked Questions
Who has requested that I am referred to 
Occupational Health?
Most referrals are made by your Line Manager/
School Principal/Board of Governors. If you 
are awaiting appointment to a post, Human 
Resources may ask that you are referred for a 
‘pre-employment health assessment’. Some 
referrals are made by the individual member of 
staff and these are known as ‘self-referrals’.



Why have I been referred to Occupational 
Health?
The most fundamental reason for a referral is to 
establish your medical fitness for the job that you 
are employed or are about to be employed to 
do. The referral may have been prompted by a 
period of absence(s) from work due to ill-health 
and a ‘trigger point’ as defined by any of the 
agreed Attendance Management Policies and 
Procedures. These are:



Teaching Staff
•	 Absences related to stress.
•	 Absences of more than 6 casual days in a 12 



month rolling period.
•	 Continuous absences of 4 weeks or more.
	 (Teacher Attendance procedure TNC 



2008/2)



Administrative and Support Staff
•	 Absences related to stress.
•	 More than 8 casual days absence in a 12 



month rolling period.
•	 More than 3 periods of absence in a 12 



month rolling period, each in excess of 3 days 
duration.



•	 Continuous absence of 4 weeks or more.
•	 An individual officer with an absence rate of 



5% or more.



(Attendance Policy & Procedure for Education 
Authority Employees (other than School Based 
Staff);  Managing Attendance at Work - Staff in 
Controlled Schools with Fully Delegated Budgets)
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																				Letter 1 - Work Related Stress








Education Authority or School headed paper


NAME


ADDRESS


DATE





Dear __________________


Post: ___________________________________________


I write in relation to your current absence from work and note from your ‘medical fitness for work statement’ that I received today, that it indicates work related stress as the reason [as a contributory factor] for your absence as noted by Dr ___________________.


In circumstances where an employee indicates that their workplace is a contributory factor in their illness or the cause for their absence, it is of concern and requires to be investigated.


I would therefore invite you to a welfare meeting to explore those issues that in your view are work related.  The arrangements are as follows:


Date:


Time:


Venue:


If you wish you may be accompanied at the meeting by a colleague or trade union representative.


[Optional: Please contact me by _________________to confirm your attendance.]


I would also like to draw your attention to the employee support service, Inspire (0808 800 0002).  They provide impartial and confidential advice and assistance which you may find helpful.  


In the meantime, if you have any queries or concerns please do not hesitate to contact me.





Yours sincerely





Principal/Line Manager
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