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request-657169-9a29da2b@whatdotheyknow.com 
Mr John Gallacher  

Dear Mr Gallacher 

Thank you for your request for information under the Freedom of Information (Scotland) Act 
(2002). 

I now respond to your request as follows: 

“For each point, could you please provide the information broken down into numbers for support 
staff/lecturers and staff earning over £70,000 PA for each of the time periods listed…?” 

1. Please advise over the period (1 April 2017 to 12 March 2020), the number of staff who
listed stress as one of the reasons for sickness. For clarity, I would be grateful if you
could supply figures broken down separately year on year for the following time periods
(1 April 2017 to 31 March 2018, 1 April 2018 to 31 March 2019 and 1 April 2019 to 12
March 2020).

Please refer to Enclosure 1.

2. Of these staff identified above, how many were subsequently discovered to be related to
work? For clarity, I would be grateful if you could supply figures broken down separately
year on year for the following time periods (1 April 2017 to 31 March 2018, 1 April 2018
to 31 March 2019 and 1 April 2019 to 12 March 2020).

Please refer to Enclosure 1.

3. How many days were lost as a result of any kind of stress? For clarity, I would be grateful
if you could supply figures broken down separately year on year for the following time
periods (1 April 2017 to 31 March 2018, 1 April 2018 to 31 March 2019 and 1 April 2019
to 12 March 2020).

Please refer to Enclosure 1.

4. How many days were lost as a result of workplace stress? For clarity, I would be grateful
if you could supply figures broken down separately year on year for the following time
periods (1 April 2017 to 31 March 2018, 1 April 2018 to 31 March 2019 and 1 April 2019
to 12 March 2020).
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Please refer to Enclosure 1. 

5. How many individual stress risk assessments have been carried out by the College? For
clarity, I would be grateful if you could supply figures broken down separately year on
year for the following time periods (1 April 2017 to 31 March 2018, 1 April 2018 to 31
March 2019 and 1 April 2019 to 12 March 2020).

Please refer to Enclosure 1. 

The College has a formal process in place.  An Individual Stress Risk Assessment 
(ISRA) has been developed in partnership with its Occupational Health Provider.  It 
should be noted that of the ISRAs conducted, a number of staff members did not 
experience a period of absence and remained at work. In addition to the formal 
ISRA process the College met with all staff who expressed work related issues and 
worked with the staff member, and their Trade Union representative when involved, 
to resolve work related issues.  

In session 2019/20, the College introduced an informal Solution Focussed 
Coaching Conversation process developed in partnership with its recognised Trade 
Unions. 

Outwith the informal and formal processes, the College applies the same consistent 
approach to managing stressors identified by staff, working in partnership with the 
staff member to ensure that matters are resolved at the earliest opportunity.  Please 
refer to Enclosures 2 and 3 to view a copy of both the ISRA and the Solution 
Focused Coaching Conversation forms. 

6. How many occupational group risk assessments have been carried out by the College?
For clarity, I would be grateful if you could supply figures broken down separately year on
year for the following time periods (1 April 2017 to 31 March 2018, 1 April 2018 to 31
March 2019 and 1 April 2019 to 12 March 2020).

The Campus General Risk Assessments are reviewed annually.  Please refer to 
Enclosure 4 for the most recent copies.   

The College conducts regular staff surveys relating to mental health and wellbeing. 

• 2013/14 – HSE Management Standards Survey

• 2015/16 – Healthy Working Lives Survey (HWL)

• 2016/17 – Themes developed in response to 2015/16 survey

• 2017/18 – Healthy Working Lives Survey – gauge impact for the period 2015 –
2017 changes implemented

• 2017/18 – See-me, Mental Health Survey as a follow up to HWL survey

• 2018-19 – Health Working Lives Survey – gauge impact of changes 2017 – 2019

During the current COVID-19 pandemic the College is considering its approach to a staff 
survey in relation to mental health and well-being using an appropriate platform.  This will 
be discussed in partnership with its Trade Union representatives.   



7. Do you have a specific stress Policy and/or procedure? If so, please attach.

The management of stress falls under the College’s Attendance Management and
Support Policy, please refer to Enclosure 5.

The College has developed a mental health strategy with internal and external
stakeholders.  The established Health and Wellbeing Committee comprises of
staff across support and teaching grades and functions, the Student Association
and learners, this is led by the Vice Principal, Human Resources and
Organisational Development.  The College works with external partners such as
the Charlie Waller Memorial Trust, ‘See-Me’, Big White Wall, PAM Assist and
Healthy Working Lives.

8. Do you have a specific stress workgroup? If so, please attach minutes/action points for
last year.

The College has a well-established Health and Wellbeing Committee as detailed above.
The College delivers all staff conferences three times per academic year and a strong
focus has been placed on mental health and wellbeing for the conferences delivered
during session 2018/19 and 2019/20.

I trust the above response meets your request for information in full. 

Should you be unhappy with the College’s response you are entitled to seek a review of the 
response.  To seek a review, you should apply, in writing, to Derek Smeall, Principal, stating the 
grounds for seeking a review.   

I also wish to advise you that the Scottish Information Commissioner has launched an online 
appeals service via their website – the link is as follows:  

www.itspublicknowledge.info/appeal.  

Other contact information for the Scottish Information Commissioner is listed below: 

Tel: 01334 464610 
Email: enquiries@itspublicknowledge.info 

Thank you for your interest in the College. 

Yours sincerely 

Pp 
Lisa Clark 
Interim Assistant Principal 

Encs 

http://www.itspublicknowledge.info/appeal
mailto:enquiries@itspublicknowledge.info


Reason for sickness - 

Stress

Period Teaching Support >£70k

01.04.17-31.03.18 8 6 0

01.04.18-31.03.19 9 3 0

01.04.19-31.03.20 4 5 0

Reason for Sickness - 

Stress Related to work

Period Teaching Support >£70k

01.04.17-31.03.18 5 1 0

01.04.18-31.03.19 7 1 0

01.04.19-31.03.20 2 2 0

No of Days related to 

any kind of stress

Period Teaching Support >£70k

01.04.17-31.03.18 351 214 0

01.04.18-31.03.19 348 145 0

01.04.19-31.03.20 116 158 0

No of Days related 

workplace stress

Period Teaching Support >£70k

01.04.17-31.03.18 157 26 0

01.04.18-31.03.19 298 20 0

01.04.19-31.03.20 63 83 0

Indvidual Stress Risk 

Assessments

Period Teaching Support >£70k

01.04.17-31.03.18 6 3 0

01.04.18-31.03.19 2 5 0

01.04.19-31.03.20 2 2 0
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Reviewed 2019/20 

Name 

Department 

Occupation 

Employer 

Manager(s) 

HR 

Glasgow Kelvin College 



Reviewed 2019/20 

PART 1: SUMMARY AND SCORING OF ISSUES 

Issue 

Number 

Summary of the issue Score 

1 

2 

3 

4 

Instructions: 

1. The employee should summarise the issues which they feel have been the cause of stress in the grid below.

2. The employee should score each issue out of 10, in their view. A 9/10 issue is a more important risk factor than a 2/10 issue.

3. You can have several issues with the same score out of 10

4. You can include work factors and non-work issues although the employer can do less about non-work issues



Reviewed 2019/20 

PART 2: RISK CONTROL MEASURES   ISSUE 1 

Instructions: 

1. Complete one of these sheets for each of the issues raised in Part 1.

2. Consideration should be given to suggestions provided by the employee (if any)

3. Actions should be sustainable in the longer term by the business

2.1.1 Details of the employee issues (in the employees opinion) 

2.1.2 Potential solutions suggested by employee 

2.1.3 Consideration of the issues raised (employer) 

2.1.4 Actions which can or cannot be taken by the employer (employer’s opinion) 



Reviewed 2019/20 

PART 2: RISK CONTROL MEASURES   ISSUE 2 

Instructions: 

1. Complete one of these sheets for each of the issues raised in Part 1.

2. Consideration should be given to suggestions provided by the employee (if any)

3. Actions should be sustainable in the longer term by the business

2.2.1 Details of the employee issues (in the employees opinion) 

2.2.2 Potential solutions suggested by employee 

2.2.3 Consideration of the issues raised (employer) 

2.2.4 Actions which can or cannot be taken by the employer (employer’s opinion) 



Reviewed 2019/20 

PART 2: RISK CONTROL MEASURES   ISSUE 3 

Instructions: 

1. Complete one of these sheets for each of the issues raised in Part 1.

2. Consideration should be given to suggestions provided by the employee (if any)

3. Actions should be sustainable in the longer term by the business

2.3.1 Details of the employee issues (in the employees opinion) 

2.3.2 Potential solutions suggested by employee 

2.3.3 Consideration of the issues raised (employer) 

2.4.4 Actions which can or cannot be taken by the employer (employer’s opinion) 



Reviewed 2019/20 

 

PART 2: RISK CONTROL MEASURES                           ISSUE 4 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Instructions: 

1. Complete one of these sheets for each of the issues raised in Part 1. 

2. Consideration should be given to suggestions provided by the employee (if any) 

3. Actions should be sustainable in the longer term by the business 

 

2.4.1 Details of the employee issues (in the employees opinion) 
 

2.4.2 Potential solutions suggested by employee 

 

2.4.3 Consideration of the issues raised (employer) 

 

2.4.4 Actions which can or cannot be taken by the employer (employer’s opinion) 
 

 



Reviewed 2019/20 

Part 3:   Action Table (copy to the employee, the line manager and a copy retained in the employee’s Attendance Record File) 

Issue Agreed Actions Responsibility Target 
Date 

Review 
Date 

1. 

2. 

3. 

4.



Reviewed 2019/20 

 

Part 4 

 

Any further relevant information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date of meetings with employee: In attendance 

  

  

  

 

 

 

Employee Signature:       Date: 

 

 

Manager Signature:       Date: 

 

 

HR Representative Signature:      Date: 

 

 

 

 

 

ADDITIONAL INFORMATION                           

 

 

 

 

 

 

Date forwarded to Integral OH: 

 

 

Please forward a copy of this completed document to the Integral Occupational Physician dealing with this case. 

The physician will review the clinical notes along with this document and advise you of their opinion in relation to 

residual risk levels with the control measures indicated in this document. 



1 
 

Glasgow Kelvin College 

Solution Focussed Conversation 

 

 

Name:   ________________________________ 

 

Role Title:   ________________________________ 

 

Line Manager:  ________________________________ 

 

Staff Representative: ________________________________ 

 

HR Representative: ________________________________ 

 

Benchmark: 

Imagine a scale from 0 to 10. The 10 represents your desired situation [the 10-position is based on what you want to achieve]. The 

0 represents the situation in which nothing of that desired situation has yet been achieved.  Indicate below where you are now on 

the scale. 

 

0 1 2 3 4 5 6 7 8 9 10 
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Focus on what is there between the 0-position and the current position. Example questions. 

How did you manage to get to your current position on the scale? What has helped you to get there? What worked well? What else 

has helped? Think about this in detail and list in the box below as many things as you can until there is a clear picture of what has 

been done in the past that helped you to achieve the scale you have indicated. 



3 
 

Next Steps: 

Think about your current situation and what it would be like to be one step higher on the scale. Questions to ask yourself include: 
What will one step higher on the scale look like? How will you notice you will have reached one step higher on the scale? What will 
be different then? What will you be able to do then? 

Describe what this would look like below: 
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Staff member and Line Manager 

Staff Member: Think about one step forward that you might take. What might that step be? In what situation might you take that 
step? Who could assist you to take that step?  What resources do you have access to that you could tap into? 

Manager: which of these steps could be put in place, how can you assist/support? 

Steps - Staff Member Steps - Manager Agreed Action Agreed Deadline 

I am confident that I will follow through and make the changes: 

Staff Member Signature: Date: 

Line Manager Signature: Date: 

Follow up meeting date(s): 



Document Ref: HS-014 Date Created: 23/07/2014 Page 1 of 20 

Version: Original Date Updated: 

General Risk Assessment 

Department / 
Faculty 

College-wide General Risk Assessment Assessment No. HS001/20 Date 5 Jan 20 

Campus Springburn  East    Easterhouse  West Location (state) All Campuses 

Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Accident / 
Emergencies 

Unable to 
respond to 
accidents / 
emergencies 
appropriately 

All  Policy and
procedure(s) (P
& P) to ensure
appropriate
measures are
implemented for
dealing with
accidents and
emergencies
both in and out of
the college.

HSCM Section 9.1 

Accident and 
Emergency 
Procedures in place 

Staff training 
conducted 

Adequate number of 
First Aid trained staff 

Yes  No Maintain annual 
training 

Insufficient first-
aiders, first-aid 
boxes and first 
aid information 

All  Adequate
numbers of first-
aiders, first-aid
boxes and
facilities.

 Information
supplied to staff.

Yes  No Maintain numbers of 
First Aid trained staff 

Alcohol / Drugs Inadequate 
arrangements 
for dealing with 

All  P & P to
ensure
appropriate

HSCM Section 9.2 

Human Resources 

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

staff who have 
alcohol and drug 
related 
problems 

measures are 
taken for dealing 
with staff with 
alcohol and / or 
drug related 
problems. 

Occupational Health 
Provision 

Asbestos Ill health 
following 
exposure to 
asbestos fibres 

West 
Campus 

 Management
plan / system to
ensure risks from
exposure to
asbestos are
adequately
controlled.

HSCM Section 9.3 

Asbestos Surveys: 

West - May 2017 & 
March 2018. 

College Asbestos 
Management Plan 
(AMP) 

Annual online staff 
training (Asbestos 
Awareness) 

Yes  No Communicate 
results to all senior 
staff 

Mar 2018 

HSM 

Blood / Body 
Fluids 

Exposure to 
pathogens in 
blood and body 
fluids or on 
sharps 

All  P & P to
protect staff and
visitors from
being exposed to
pathogens in
blood and body
fluids or on
sharps.

Procedure for for 
BBFS in HSCM 
Section 9.4 

Yes  No 

Brick Workshop Manual 
Handling / dust 

All East End 
& 
Springburn 

 SSOW for
Brick Workshop
activities

 Risk
Assessment

HSCM Section 9.7 
(COSHH) 

HSCM Section 9.27 
(OH) 

HSCM Section 9.29 
(PPE) 

Yes  No Carry out ART 
assessment of Pan 
Mill operations 

Review 

Jun 18 

GJL 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

 OH
surveillance for
staff

 PPE for work
activities

Specific 
brickworkshop risk 
assessment 

Confined 
Spaces 

Injury or ill 
health resulting 
from a 
combination of a 
confined nature 
of place of work 
and possible 
presence of 
substances or 
conditions, 
which could 
increase the risk 
to safety or 
health 

Trained 
Individuals 

 P & P for safe
working in
confined spaces.

 Appropriate
staff training.

HSCM Section 9.5 Yes  No N/A 

Contractors / 
Visitors 

Uncontrolled 
entry and 
activities of 
contractors and 
visitors 

All  P & P to
control the entry
and working of
contractors and
visitors within the
premises.

HSCM Section 9.6 

All visitors required 
to sign in 

Visitor safety 
information available 
at each reception 
desk 

CCTV 

Contactor induction, 
checks and training 
in place 

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

DSE Musculoskeletal 
disorders and 
eye strain from 
incorrect 
working posture 
/ practices 

All  DSE risk
assessment,
including
assessment of
each DSE
“user’s”
workstation.

 Encourage
regular breaks
from equipment.

 Providing
information on
DSE eye tests
and provision of
corrective lens
where required.

HSCM Section 9.8 

Staff training 
(AssessRite) 
provided 

Yes  No 

Electrical Electric shock / 
fire caused by 
unsafe electrical 
equipment or 
fittings 

All  Safe and
adequately
inspected
electrical
equipment and
installation.

 Provision of
adequate
information to
staff.

HSCM Section 9.11 

IEE 18th Edition 
electrical checks and 
inspections (5 year 
test regime) 

PAT 

Yes  No 

Electromagnetic 
Radiation 

Illness caused 
by overexposure 
to 
electromagnetic 
radiation 

All  P & P to
minimise risk
from
overexposure to
electromagnetic
radiation.

HSCM Section 9.12 Yes  No N/A 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Fears / Phobias / 
Allergies 

Staff unable to 
work safely due 
to fears, phobias 
and allergies 

All  P & P to take
account of staff’s
fears, phobias
and allergies
while planning
work and to allow
confidential
reporting.

Refer staff to Human 
Resources or 
Occupational Health 
provision 

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Fire Sources of 
ignition and fuel, 
lack of detection 
systems, 
escape routes 
and fire -fighting 
equipment 

All  Design and
lay out premises,
install equipment
and operate
management
system to control
ignition sources
and combustible
materials.

 Develop
measures to
detect and
control fires.

 Inspect, test
and maintain fire
– fighting
equipment.

 Train staff in
drills etc.
ensuring
awareness of
practices for
escorting visitors
and contractors in
fire situations,
taking account of
issues such as
disabilities.

HSCM Section 9.14 

Staff Training 

FireRite 

Fire Risk 
Assessment - 
December 2019 

Fire Detection 

Fire Alarm system 

Fire Wardens 

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Gas Explosion  /  fire 
caused by 
unsafe 
equipment or 
use of 
equipment 

All  System to
ensure all gas
appliances and
fittings are
inspected
annually by a
Gas Safe
registered
contractor.

 System to
ensure all gas
leaks are
reported and
adequately dealt
with without
delay.

HSCM Section 9.16 

BOC trained 
personnel for bottled 
gas 

Annual checks 

Yes  No 

General 
Workplace 

Injury from 
unsafe doors 

All  Doors in good
repair with
viewing panels
where required.

HSCM Section 9.40 

Pre-planned 
Maintenance 
System in place 

Online Helpdesk for 
specific issues 

Yes  No 

Injury from 
falling objects 

All  Avoid, so far
as is reasonably
practicable,
falling objects –
maintain tidy and
safe storage.

Yes  No 

Illness caused 
by inadequate 
hygiene / 
welfare facilities 

All  Adequate
number of
sanitary
conveniences
with adequate
hot and cold (or

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

warm) running 
water, soap, 
hand drying 
facilities, 
ventilation, 
lighting, 
cleanliness, toilet 
paper in 
dispenser / 
holder, coat 
hooks and 
provision for 
disposal of 
sanitary 
dressings 
(female and 
unisex).  

 Adequate rest
areas and supply
of drinking water.

Ill health caused 
by unclean work 
environment 

All  Regularly
cleaned work
areas.

Pre-planned 
Maintenance 
System in place 

OH Surveillance 

Online Helpdesk for 
specific issues 

Yes  No 

Accidents / eye 
strain caused by 
poor lighting 

All  Adequate
level of light
(preferably
natural light).

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Slips, trips and 
falls caused by 
obstacles, 
flooring, stairs, 
steps or 
spillages 

All  Safe flooring
of appropriate
construction.

 Flooring free
from obstacles,
obstructions and
other hazards.

Pre-planned 
Maintenance 
System in place 

OH Surveillance 

Online Helpdesk for 
specific issues 

Yes  No 

Accidents 
caused by lack 
of space 

All  Minimum of
11m3 of space for
each employee.

Yes  No 

Discomfort / 
unsafe working 
practices 
caused by poor 
ventilation 

All  Minimum of 8
litres per second
of fresh air per
person in non –
smoking room.

Yes  No 

Injury from 
unsafe windows 

All  Negligible risk
when opening /
closing windows
and from opened
windows.

Yes  No Windows to be 
repaired 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Hazardous 
Substances 

Injury / Ill health 
caused by 
exposure to 
hazardous 
substances 

All  Eliminate use
of hazardous
materials, where
reasonably
practicable or
substitute less
hazardous
alternatives.

 COSHH
Assessment and
implementation
of control
measures, where
required.

 Provide
information and
instruction to staff
about exposure
to hazardous
substances and
control measures
in place.

 Provide
suitable PPE and
instruction on its
use,
maintenance and
storage.

HSCM Section 9.7 

Departmental and 
Faculty COSHH 
(Alcumus CMS) and 
Risk Assessments 

Online staff training 

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Information / 
Training 

Accidents / Ill 
health caused 
by lack of 
information, 
instruction and 
training 

All  Provide
adequate
information /
instruction /
training to staff on
hazards, risks,
control measures,
safe working
procedures and
PPE.

 Display Health
and Safety Law
poster.

HSCM Section 6.2 

Annual safety 
training provision 

WorkRite 'Access All 
Areas' online 
provision 

Yes  No 

Lone Working Violence / 
aggression from 
intruders / 
members of the 
public and lack 
of cover for 
accidents and 
emergencies for 
staff working 
alone either on 
or off the 
premises 

Lone 
Workers 

 P & P to
protect lone
workers in
premises to
ensure safety and
security.

 Lone worker
risk assessment.

HSCM Section 9.21 

LW Policy and 
Procedures  

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Machinery / 
Equipment 

Injury caused by 
unsafe use of 
machinery or 
equipment / 
unsafe 
machinery or 
equipment 

All  Maintain
machinery and
equipment in a
safe condition.

 Adequate staff
training in safe
use of machinery
and equipment.

HSCM Sections 9.22 
& 9.30 

Pre-planned 
Maintenance 
System in place 

User checks prior to 
usage 

User training 

Yes  No 



Manual Handling 
/ Ergonomics 

Musculoskeletal 
disorders / 
strains / sprains 
/ cuts from 
incorrect 
handling of 
loads 

All  Manual
handling risk
assessment.

 Eliminate
lifting tasks
where possible
otherwise use
adequate
numbers of
trained
personnel.

 Train all staff
in hazards / risks
and in good
handling
techniques,
providing suitable
PPE (e.g. gloves)
where required.

 Arrange
actions to
minimise
prolonged
periods of
repetitive
movement.

 Procedure for
reporting
symptoms such
as tingling, and
numbness after
periods of
repetitive
movement.

HSCM Section 9.24 

MH training 
provision (online) 

Yes  No 

Mobile 
Communication 

Low battery / 
poor or no 
signal causing 

 P & P to
ensure
communication

Staff training and 
guidance 

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

communication 
problems 

between 
peripatetic staff 
and the college. 

New or 
Expectant 
Mothers 

Injury / ill health 
caused by trips, 
falls, physical 
trauma, manual 
handling, 
extremes of 
temperature, 
biological 
agents, 
chemicals and 
inadequate rest 
areas 

Individuals  New or
expectant mother
risk assessment.

 Rest area
available where
new or expectant
mothers can rest
/ express milk.

Individual Risk 
Assessments 
conducted 

New or Expectant 
Mother online 
training 

Yes  No 

Noise Ill health, injury 
or stress as a 
result from 
exposure to 
noise 

All  Lay out office
and equipment to
minimise
nuisance effects
of noise.

HSCM 9.26 

Noise Protection 
Areas  

Noise surveys 

Occupational Health 
Surveillance 

PPE 

Yes  No 

Occupational 
Health (OH) 

Work related ill-
health as a 
result of lack or 
inadequate 
provision of OH 

Exposed 
staff 

 P & P to
ensure staff are
aware of the
symptoms of ill
health and the
actions they
should take.

 Occupational
Health

HSCM Section 9.27 

Occupational Health 
Surveillance 

Occupational 
Hygiene Surveys 

Occupational Health 
Referrals 

Yes  No 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Surveillance, 
where required. 

Off Campus 
Work 

Injury caused by 
hazards such as 
poor 
communication, 
travel, client 
visits etc. 

All  P & P to
ensure adequate
communication,
travel, safety and
security of staff
working off
campus.

HSCM Section 9.21 

LW Policy and 
Procedures 

Personal Travel 
Safety online 
training 

MiDAS training for 
minibus drivers 

Yes  No 

Stores Musculoskeletal 
disorders / 
strains / sprains 
/ cuts from 
incorrect 
handling of 
loads 

Stores staff  Policy and
procedure to
prevent /
minimise the
accident or
injuries within
stores areas

Specific risk 
assessment in place 

Yes  No 



 

 

 

Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Stress Ill health caused 
by uncontrolled 
or excessive 
workplace 
stress 

All  Policy and 
procedure to 
prevent / 
minimise the 
occurrence of 
stress related 
problems. 

 Stress Risk 
Assessment. 

 Provide 
adequate support 
to staff suffering 
from stress 
related illnesses. 

HSCM Section 9.35 

HSE Stress Survey 

Employee 
Assistance 
Programme (EAP) 

Big White Wall 

Online training 
(FeelRite) 

Health and Safety 
Committee 

Health and 
Wellbeing Sub-
Committee 

Human Resources 

Occupational Health 
provision 

 

Yes  No              

 

Suspicious / 
Hazardous / 
Threatening Mail 

Injury / Ill health 
caused by 
threatening or 
hazardous mail 
packages 

Front line 
staff 

 P & P for 
dealing with 
suspicious 
packages. 

Staff guidance Yes  No              

 



Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Vehicles Vehicle accident 
/ breakdown / 
unsafe or 
unlicensed 
drivers 

All  P & P for
occupational
driving.

 Staff submit
documentation,
as required by
the college.

 Instruct staff in
procedures for
reporting vehicle
accident /
breakdown.

 Procedures to
manage college
vehicles
(including
insurance,
servicing,
maintenance and
safety
equipment).

HSCM Section 9.23 

Managed and 
controlled by Estates 

Specific vehicle 
training (fork lift etc.) 

MiDAS training 

Licence checks 

Eyesight checks for 
College Drivers 
(Estates staff) 

Driver health 
declaration, MOT 
and Business 
Insurance checks 
(Mileage claims) 

Yes  No 



 

 

 

Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Violence / 
Aggression  

Conflict between 
staff / conflict 
between staff 
and public / 
conflict between 
members of the 
public on the 
college 
premises 

All 

 

 P & P to 
reduce the risk of 
incidents 
occurring.  

 Record 
incidents and 
investigate. 

 Protect staff in 
the event of an 
incident and 
provide post – 
incident support, 
where required. 

HSCM Section 9.38 

Zero Tolerance 
Workgroup (and 
policy) 

Conflict Resolution 
training online 

Yes  No              

 

Viral Outbreak Infection Control 
/ Information /  

Isolation / Travel  

All 

 

 Reduce risk of 
cross infection / 
contamination 

Daily cleaning 
regime  

Enhanced contact 
point cleaning 

Poster campaign 

Staff and student 
email guidance 

Business Continuity 
Plan 

Monitoring of WHO, 
Government, Public 
Health and NHS 
information sources 

Daily updates to 
SMT and Unions 

Social media 
campaign 

Yes  No  Specific risk 
assessment 
conducted 

 

16 Mar 20 

GJL 

 



 

 

 

Hazard Risk Persons at 
risk 

Standard(s) to 
achieve 

Current controls / 
observations 

Standard(s) 
met? 

Recommendations Actions 
completed 

(sign & date) 

Monitoring of travel 
plans 

Consideration of 
remote/home 
working 

Monitoring of FCO 
guidance  

https://www.gov.uk
/foreign-travel-
advice 

 

Work at Height Injury resulting 
from falls from 
height 

All  Procedure for 
roof access and 
working at height. 

 Procedure for 
maintenance of 
all access 
equipment. 

 Train staff in 
safe work at 
height 
procedures. 

HSCM Section 9.39 

Work at Height 
minimised 

Specific Risk 
Assessment 
conducted for each 
task 

Yes  No              

 

Young Persons Inexperience, 
immaturity and 
lack of risk 
awareness 

All  Assess and 
adequately 
control any 
hazards that may 
pose a particular 
risk to a young 
person. 

HSCM Section 9.42 

All college Risk 
Assessments are 
conducted with this 
hazard in mind. 

Yes  No  N/A       

 

 
 

https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/foreign-travel-advice
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Attendance Management and Support Policy  
 

1.0 Introduction 

 

Glasgow Kelvin College is committed to providing a working environment and 

support facilities which promote and support health and well-being.  The College 

aims to take a supportive approach to employees who suffer ill health, physical or 

mental and provide assistance and reasonable adjustments to employees with a 

disability, an underlying health condition, experiencing the menopause or 

pregnant.  Reasonable adjustments will be made where appropriate. It is 

anticipated that a positive approach to employee health and well-being, will 

encourage employees to disclose their condition and help to assist the College 

ensure that appropriate support and reasonable adjustments are made at an 

early stage. 

 

The College recognises its responsibility for the health, safety and welfare, 

mental health and the well-being of its staff, and in conjunction with its other 

policies, this policy places great emphasis on the range of support mechanisms 

and services established to provide assistance and support.   

 

  The College is committed to managing attendance levels. Management, Trades 

Unions and staff recognise that unsatisfactory levels and patterns of absence 

adversely place additional burden on other employees, affect employee morale, 

the efficiency and effectiveness of the service provided by the College and the 

quality of service available to learners and the community.  

 

To promote and support health and well-being of employees the College has a 

range of policies and procedures and support facilities.  These are outlined in 

section 18 of this document. 

 

2.0 Scope 

 

This policy and associated procedure applies to all employees of Glasgow Kelvin 

College. 

 

The purpose of this policy and associated procedures is to: 

 

 maintain staff attendance; 

 

 deal with absence related to illness or health conditions quickly and fairly; 
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 manage and assist individuals with a disability, underlying health condition, 

experiencing the menopause or pregnant to ensure that reasonable 

adjustments are made to support and maintain their health and well-being 

and employment; and 

 

 address individual problems caused by infrequent attendance both speedily 

and effectively with the opportunity for review of any decision. 

 

3.0  Principles  

 

  The College will observe the following principles in all matters relating to absence 

due to sickness, ill health and disability and will: 

 

 identify appropriate support and assistance to manage any potential 

problems both for the College and individuals; 

 

 ensure managers/supervisors are trained in the control and monitoring of 

absence; 

 

 ensure managers/supervisors are trained in equalities in particular disability 

discrimination;  

 

 observe the College Equality and Diversity Policy in relation to this policy;  

 

 make reasonable adjustments for employees with disabilities or an 

underlying health condition(s)as appropriate to ensure they maintain/retain 

employment;  

 

 make reasonable adjustments for employees who experience the 

menopause or who are pregnant to support their health and wellbeing;  

 

 liaise consistently and effectively with employees in dealing with long-term 

illness or disability and the on-going support which may be required; 

 

 deal sympathetically and sensitively with all illness incapacity, disability, 

underlying health conditions, staff experiencing the menopause and 

pregnancy related illness; 
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 identify and address problems in the work environment and/or job factors 

which may be contributing to staff absence; 

 

 treat employees who are absent from work due to illness fairly, equally and 

consistently across the College; 

 

 support all employees to be able to attend work and provide  

effective service, and consider all reasonable options to enable them to do 

so; 

 

 not normally make any decisions in relation to formal action due to 

absence levels without first referring the matter to the College 

Occupational Health Service and subsequently receiving professional 

medical advice (there may be certain circumstances where this is not 

necessary, for example where there are no underlying health issues 

disclosed);  

 

 consider phased returns to work where medical advice recommends it, or 

the manager, employee, or OHS believe it would be appropriate and 

beneficial;  

 

 advice received from OHS will only be discussed with the manager(s) 

responsible for managing the employee or key personnel who require 

sufficient information on which to make an operational decision; 

 

 allow employees to have a right of appeal against any formal action taken 

as a result of absence levels; and 

 

 respect the need for confidentiality in employee absence issues in all 

cases. 

 

An employee who fails to follow the correct absence reporting, certification, or 

other procedures set out in this policy may be managed under the College’s 

Disciplinary Policy and Procedure.  

 

 

4.0 Responsibilities 

 

The emphasis throughout this process is not to force employees who are unfit 

back to work, but to take positive action to improve attendance and to maintain 
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employment for those with a disability or long-term health condition through 

making reasonable adjustments and implementing well thought out rehabilitation 

programmes.  Everyone has a responsibility to ensure high levels of attendance.  

 

Responsibilities of individuals include: 

 

Employees should: 

 

 report any absence from work to the Human Resources Department in 

accordance with the College’s Reporting Absence Notification Procedure 

outlined in section 5.0; 

 

 cooperate with reasonable requests to attend Occupational Health for 

assessments to enable management to make informed decisions in the best 

interests of the employee and the College. Repeated refusal to cooperate 

with the Colleges attendance management and support processes, 

including attending Occupational Health, without the benefit of up-to-date 

Occupational Health or professional medical advice, may lead to action 

being taken under the College’s Disciplinary Procedure up to and including 

dismissal; and 

 

 be aware that advice received from OHS will only be discussed with the 

manager(s) responsible for managing them or any manager who may 

require sufficient information on which to make an operational decision. 

 

It should be noted that the Health and Safety at Work Act 1974; Section 7 states 

the general duties of employees at work.  The Act states that: 

 

It shall be the duty of every employee while at work—  

(a) to take reasonable care for the health and safety of himself and of other 

persons who may be affected by his acts or omissions at work; and 

 

(b) as regards any duty or requirement imposed on his employer or any other 

person by or under any of the relevant statutory provisions, to co-operate 

with him so far as is necessary to enable that duty or requirement to be 

performed or complied with. 

 

Managers should: 

 

 take prime responsibility for managing attendance; 
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 maintain contact with absent employees with the assistance of the Human

Resources Department;

 ensure that new employees are informed of the College’s sickness

absence reporting procedure and that all employees follow this agreed

procedure;

 ensure that all absences are recorded and that accurate attendance and

non-attendance records are maintained by informing the Human

Resources Department accordingly;

 conduct a return to work interview with the employee on their return to

work, section 6.0 to discuss reasons for the absence; ascertain whether

repetitive absence has an underlying medical cause, and, where

necessary via the Human Resources Department, arrange an assessment

with the Occupational Health Service to identify the need for any action or

reasonable adjustments;

 identify any occupational/work related causes of ill health, and trigger

action to improve the situation such as a referral to Occupational Health,

conducting a Solution Focussed Conversation, an Individual Stress Risk

Assessment or a referral to Employee Counselling Service;

 encourage and support a return to work as appropriate with reference to

Occupational Health advice and expertise;

 ensure good communications especially during the early part of a

rehabilitation programme; regularly review rehabilitation programme

objectives, priorities and end dates;

 where necessary, ensure that employees receive positive encouragement

and support to improve attendance and to take action appropriate to the

circumstances, or review previous support or reasonable adjustments; and

 encourage employees to involve their Trade Union representatives as

appropriate at an early stage.



6 

The College will work in partnership with its recognised Trade Unions to: 

 explain and increase awareness of employees and understanding

occupational health;

 assist and support employees' involvement in Occupational Health

referrals at the employees request;

 liaise with line management where appropriate to support employees;

 promote good communications between employee and the line manager;

and

 ensure that employees are accompanied and represented where

necessary.

Occupational Health should: 

 provide professional occupational health advice to the employee and the

College;

 provide support in planning an employees’ return to work and rehabilitation

programmes in partnership with the employee and the manager;

 make recommendations for specialist treatment when appropriate; and

 liaise with general practitioners and specialists in respect of managing the

employees case with the consent of the employee.

Human Resources should: 

 provide absence summaries on a monthly basis to line managers for

monitoring purposes;

 keep managers informed in relation to the ongoing progress of staff absent

on sick leave;

 ensure a consistent approach to absence management and ensure that

rehabilitation is applied in conjunction with the line manager;
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 support and advise line managers and employees regarding absence

management and rehabilitation;

 monitor performance of occupational health service provider;

 liaise with the Health and Safety Manager to ensure a health surveillance

programme for relevant staff; and

 provide attendance management reports to the College’s Human

Resources Committee.
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Attendance Management and Support Procedure 

5.0 Reporting Absence Notification Procedure 

Employees are required to notify the HR Department that they will not be reporting 

for work on the first day of their sickness absence before 8.30am this is to ensure 

class or services cover is provided. If no-one is available in the HR Department to 

take the call a message can be left on the answering machine or the Receptionist 

will take a message and pass it to Human Resources as soon as possible.   

Sickness must be reported on any day an employee would normally work and is 

not on leave, even if they are not due to attend College premises, are away on 

travel, were planning to self- locate, or are attending a conference or training event. 

An employee may be requested by their line manager to contact them direct earlier 

than 8.30am where this is necessary to maintain a College service.  This 

arrangement will be agreed between the staff member and their manager. The 

staff member must still contact Human Resources who are the main point of 

contact.   

The employee must make contact personally by telephone. Contact should not 

normally be made through an indirect means (for example email, text message, 

colleague, friend or relative) unless the employee is not fit to speak to someone 

personally. If this is the case the employee should, when they are able, contact 

the Human Resources Department themselves at a later date. 

During a call the employee, or the person phoning on their behalf, should explain: 

 the reason they are absent;

 the length of time they expect to be absent / their expected return date if

known;

 whether they intend to seek, or have sought medical advice or help; and

 whether there is anything the manager will need to do to reassign the

employee’s classes, work or meetings for the time they will be absent.
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5.1 On contacting the HR Department of the first day: 

 7 days or less - where it is unclear how long the illness is likely to last the

employee must contact the HR Department on a daily basis to confirm that

they are still unfit to resume duty.

 8 days or more (including Saturday and Sunday) - contact the HR

Department again on the eighth (8th) day to confirm that a medical

practitioner has been consulted and provide where possible an indication

as to the duration of the absence.

5.2 Where the absence is covered by a Fitness for Work Note the employee must: 

 contact the HR Department on each visit to their General Practitioner (or

other medical advisor);

 confirm if they have been signed fit to return to duty; or

 confirm if they have been issued with another Fitness for Work Note to cover

them for a further period.

5.3 The HR Department will: 

 advise the manager as soon as possible after initial contact is made by the

employee and discuss with the manager whether there is appropriate

support which will assist the employee and/or facilitate an early return to

work;

 issue a Self-Certificate/Return to Work form to the manager; and

 record the employee’s absence on the Human Resources Computerised

Information System (HRCIS).

5.5 Employees must notify Human Resources of the date that they intend to return to 

work or immediately when they return to work. Failure to do so may result in the 

employee continuing to be recorded as absent from work which could impact on 

salary payment. 

5.6 Failure to provide the appropriate notification and certification may mean that any 

entitlement to Statutory Sick Pay (SSP) or Occupational Sick Pay (OSP) may be 
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affected.  The absence may also be regarded as unauthorised and as such be 

managed under the College’s Disciplinary Procedure and/or result in loss of salary. 

5.7 The College reserves the right to request a Fitness for Work Note for periods of 

absence of 7 days or less under certain circumstances. The circumstances will be 

discussed with the employee.   

5.8 The College will conduct an investigation under its Disciplinary Procedure if 

circumstances come to light which suggest a breach of the policy and, following 

such investigation, the College reserves the right to withhold or reclaim payment 

of sick pay. For example if an employee: 

 failed to comply with  notification procedures, either the College’s or statutory;

 knowingly provided false information; or

 knowingly for any other reason abused the sick pay regulation.

5.9 An employee who is absent as a result of an accident shall be required to indicate 

whether it is intended to pursue a claim against a third party or insurer in respect 

of responsibility for that accident. Where no such intention is indicated the OSP 

and SSP is payable in the normal way. Where such an intention is indicated the 

College will reclaim the amount paid to the employee in respect of loss of earnings 

(OSP and SSP) connected with the period of absence. Any period of absence 

shall not be treated as sickness absence and shall not count against the period of 

entitlement. Where there is no award of damages the absence shall be treated as 

sickness absence and count against the period of entitlement. 

5.10 Illness Whilst at Work 

If an employee becomes ill during the course of the day they should not leave place 

of work (i.e. to go home) without notifying the line manager/supervisor so that cover 

can be arranged (if required). The employee or the manager/supervisor should 

notify the HR Department so that the absence can be recorded. 

The HR Department will be the contact point for reporting sickness absence in 

cases where the line manager/supervisor cannot be contacted in the first instance. 

Consequently, in the case of lecturing staff, Human Resources will be responsible 

for notifying the appropriate Curriculum Manager, or nominee, of the absence of a 

member of staff within his/her line management.  They will initially notify the 

Curriculum Manager, or nominee, verbally so that immediate steps can be taken 
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to arrange class cover if necessary. For non-teaching staff, the appropriate line 

manager/supervisor will be informed.  Human Resources are responsible for 

maintaining absence records and forwarding the appropriate documentation to the 

manager/supervisor.  

6.0   Return to Work Meeting 

6.1   Purpose of Return to Work Meeting 

Return-to-work Meetings have been shown to be one of the most effective 

interventions in managing sickness absence (ACAS).  

A key advantage of conducting return-to-work Meetings on a regular and 

consistent basis is that they give line managers an opportunity to ascertain the 

possible underlying cause(s) of frequent absences at an early stage and provide 

staff with any required support or reasonable adjustments.  

Frequent short-term absences for minor illness may mask worsening health, or 

stressful situations at work, abuse of alcohol or drugs or difficulties at home. These 

can lead to poor performance and more serious illness leading to longer absences 

if support or reasonable adjustments is not offered. A sensitive and non-judgmental 

approach can help bring out any underlying problems that a staff member may 

have or be experiencing. Staff who have medium to longer term absences may 

need support or assistance when they return to work or reasonable adjustments 

made a return to work Meeting ensures that this support is offered at an early 

stage. 

The purpose of a return-to-work Meeting is to: 

 provide a forum for open discussion about any relevant issues that may have

or be contributing to the employee's absence(s);

 convey that the College cares about an employee’s health, welfare, mental

health and well-being after sickness absence of any kind;

 help ascertain any underlying pattern of absence or cause of absence, which

can then be discussed, supported and managed; and

 allow managers to establish as accurately and as quickly as possible the
reason(s) for absence(s).
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The manager must complete a return to work Meeting form after every period of 

sickness on the employee’s first day of return to work or as soon after the date of 

return as possible.  This ensures that all staff are managed consistently and early 

intervention or support/assistance is provided where appropriate.   

It is recognised that staff can be based at a different campus from their manager. 

Where appropriate the manager may, with the agreement of the employee, 

conduct the return to work Meeting over the telephone. However where possible a 

face-to-face Meeting should be held by the manager.  A face-to-face meeting is a 

one-to-one meeting between the manager and the employee.  The manager must 

however conduct a face-to-face Meeting where there is concern about the level of 

absence; concern for the employee’s health or wellbeing; where support or 

reasonable adjustments have been put in place, and/or after a period of long-term 

absence.   

The form should be completed by the manager in conjunction with the employee, 

the information recorded by the manager should be read to back to the employee 

over the phone to ensure they understand the content of the form.  The manager 

should sign the form and send it to the employee for signature.  The employee 

should be asked to return the signed form to the HR Department. 

Although the employee does not have a legislative right to be accompanied by a 

Trade Union representative the College is willing to grant such a request if the 

employee feels that this would assist them through the process. The manager is 

encouraged to consider providing this support. The HR representative may also 

be present during the Return to Work Meeting under these circumstances. (This 

arrangement will be reviewed 12 months after the implementation of this policy and 

procedure.)  

The main aim is to offer help if appropriate and assess what action or support, if 

any, is required at this stage.  

6.2 Return to Work Meeting Process 

Where the Self-certificate/Return to Work Meeting form indicates previous 

absences or where the manager has any concerns about the employees absences 

they may wish to obtain information in relation to the employee’s attendance 

record prior to the return-to-work meeting from the HR Department.  This will assist 
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in the management of the employees overall attendance and indicate if there is 

any underlying absence pattern. 

Return-to-work Meetings should be held in private. 

At the Meeting, the manager should: 

 explain to the employee that the purpose of return-to-work Meeting is to

manage and monitor their absence(s) so that any difficulties can be

identified and support offered where appropriate;

 ask the employee about the reason(s) for the absence, ensuring that the

question is asked in a supportive way;

 ask the employee whether or not they consulted a doctor or attended

hospital;

 avoid asking intrusive medical questions of the employee, while at the

same time seeking to establish the basic underlying cause of the absence;

 check with the employee if they feel well enough to return to work, if they

do not then the manager should risk assess the situation and make a

decision as to whether the employee should be asked to reconsider their

fitness to return to work;

 if there is any discrepancy between the employee's stated reason for the

absence and the information given when notification of absence was

originally provided, ask the employee to explain the discrepancy;

 where appropriate, ask the employee if the condition has resulted in any

mobility issues which may require a personal egress evacuation plan

(PEEP) in the event of an emergency evacuation of College buildings.  If a

PEEP is required the manager should contact the College’s Health and

Safety Manager;

 if the absence is related to a disability or the employee is returning to work

after a long-term absence then it may be appropriate for a Risk

Assessment to be conducted.  The manager should contact the Health

and Safety Manager and make the necessary arrangements; and
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 review and check the details on the self-certification form, make sure the

return to work date is on the form, the employee has signed it, and the

manager should countersign the form.

If a manager has any grounds on which to reasonably to conclude that the 

employee's absence may not genuinely have been for the reason given, the 

manager should put the evidence to the employee directly so that he or she has 

the opportunity to respond and provide an explanation. If the manager is 

dissatisfied with the reason given by the employee the manager should advise 

the employee accordingly and adjourn the meeting until further investigation can 

be undertaken.  The employee should be advised of an estimated timescale 

when a further meeting will take place. 

If a manager wishes to hold a Return to Work Meeting and a Formal Meeting, see 

section 8.0 below, simultaneously the manager should organise this with the HR 

Department.  The HR representative will not normally be present during the Return 

to Work Meeting, unless specifically invited to provide support to the employee 

and/or the manager, but will be present during the Formal Meeting process. 

7.0 Categories of Absence 

A formal Meeting will be triggered when an employee falls into, including periods 

of industrial injury, the following categories: 

 4 self-certificates or Statement of Fitness for Work or a total of 10 days

(pro-rata for staff working less than 35 hours per week) absence

inclusive within a 12 month period;

 a long-term period of absence of 11 consecutive days or more; or

 any periods of unauthorised absence.

7.1 Disability Special Leave 

Disability Special Leave will be granted to cover the absence of an employee who 

is considered as disabled within the legislative framework and also confirmed by 

the employee and a professional medical advisor for the purposes of: 

 scheduled treatment such as physiotherapy, counselling, e.g. hip replacement

or depression;



15 

 an employee who has to attend a specialist centre for a check-up e.g.

cancer, HIV, multiple sclerosis, diabetes or epilepsy;

 an employee with a visual impairment who is no longer able to carry out the

main tasks of their job role due to deterioration of their disability and the

recommendation is to install special software. This may also include if the

employee is also required to attend any specialist training for the installed

software or even unable to attend work until the software is installed;

 an employee who has been diagnosed with a disability by their GP or

specialist and confirmed by the Occupational Health Service for an

assessment to identify their specific work needs including a rehabilitation

period to adjust to their changed circumstances. For example, deafness,

physical disability;

 a visually impaired employee who needs training for new equipment and or a

guide dog including if the guide dog is ill and the employee needs to make

other arrangements in order to attend work; and

 an employee who uses a wheelchair or special equipment is unable to attend

work when a part of the chair / equipment requires repair.

Please note that this list is not exhaustive and any queries need to be 

directed to Human Resources. 

Any required adjustments may also require an appropriate risk assessment by 

the Health and Safety Manager and/or involvement of the Occupational Health 

Service and/or Access to Work. 

Supporting evidence will be required where the disability was previously not 

disclosed or known by the College. 

Employees who require leave as a result of their disability should agree a Disability 

Leave Plan, with their manager and Human Resources and set out if possible their 

leave requirements for the next rolling 12 month period.  This could include 

appointment, treatment, rehabilitation or assessment related to their disability.  

For Disability Special Leave the employee should advise his/her line manager of 

the proposed time of the appointment(s) as soon as possible and must produce an 

appointment card or letter if asked.  Where there are a series of appointments for 

regular and ongoing treatment, acceptable arrangements need to be agreed with 

the line manager. 
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Dependent/Carers leave is available for employees who have caring 

responsibilities for a disabled dependent who requires being accompanied for the 

purpose of rehabilitation, assessment appointments etc.  Supporting evidence will 

be required.  Employees should refer to the Family Friendly and Flexible Working 

Policy for leave entitlement under this Policy. 

The Equality Act 2010, which replaced the Disability Discrimination Act (DDA) 

defines a disabled person as someone who has a “physical or mental impairment 

that has a substantial and long-term adverse effect on his or her ability to carry out 

normal day-to-day activities”.   

Where an individual is absent as a result of a circumstance (e.g. rehabilitation, 

training etc) related to their disability but not from actual sickness, then the 

absence should be considered as disability special leave and not recorded as 

sickness.  

Each case will be considered on its own merits and according to the nature of the 

employee’s individual disability and the circumstances. As the nature of an 

individual’s disability can change over time, line managers will liaise with the 

employee and the Human Resources Department with the support of the 

Occupational Health Service and the Health and Safety Manager where 

appropriate.  

Duration of the Disability Special Leave is dependent on each case. If 

rehabilitation or assessment is required on a continuous basis over a short-term 

period of time or immediately on a permanent basis, then alternative working 

patterns may need to be considered (refer to section 14 and/or the Family 

Friendly and Flexible Working Policy).  

Where an employee has a recognised disability, they should make sure this is 

reflected in their Personal File by advising the Human Resources Department 

otherwise consideration of appropriate support may not be possible. 

Disability Special Leave will be monitored as part of the attendance management 

and support process. 

8.0   The Formal Meeting 

8.1 Purpose of the Formal Meeting 

The purpose of the Formal Meeting process is to discuss the employee’s level of 

absence with the aim of improving attendance at work or to discuss/offer any 
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support to the employee or make reasonable adjustments where a need is 

identified.  It is a formal meeting to: 

 review attendance and/or health situation;

 discuss the employee’s absences or support requirements;

 identify if there are any support mechanisms that could be put in place or

reasonable adjustments which could be made to assist the employee and help

reduce or improve the level of absence(s) or support and assist the employee

in the workplace; and

 look at the options available in line with College policies such as those which

support attendance, wellbeing, flexible working and equalities.

The employee should be actively encouraged to contribute to the process. 

8.2 Formal Meeting Process 

The Formal Meeting will: 

 be held when an employee falls into a category of absence (sec 7);

 be conducted by the manager;

 have a Human Resources representative present;

 have a work colleague or Trade Union representative, if the employee

wishes to be accompanied;

 be aimed at offering support, assistance or reasonable adjustments; and

 be aimed at improving levels of attendance.
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A Formal Meeting will be held when the undernoted trigger occurs: 

Absence 

4 periods of absence, or a total of up to  10 days inclusive within a 12 month 
period, or a long-term period of absence of 11 consecutive days or more. 

A further period of absence within a six month period from the date of the last 
absence. 

A further period of absence within a six month period from the date of the last 
absence. 

Managers will: 

 not have access to more information about an employee’s health than is

necessary for them to carry out their management responsibilities;

 as far as possible confine the information collected to that necessary to

establish the employee’s fitness to work, rather than consist of more

general medical details; and

 encourage employees to provide the College with as much information as

possible to assist in the appropriate management of their case. It must be

noted however that management decisions can only be based on the

evidence available at that time.

The main aim of the Meeting process is to ensure that the employee is provided 

with support, assistance or reasonable adjustments where this is needed and to 

improve attendance. 

8.2.1 Disability, Long-term Health Condition, Pregnancy or Menopausal Related 

Absence 

The College may make reasonable adjustments such as accepting a higher rate 

of absence Meeting in cases were absences are related to: 

 an employee’s disability, as defined by the Equality Act 2010 (which from
time to time may be expanded);
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 long-term health condition (in particular in cases where medical evidence
suggests this may lead to a recognised disability longer term);

 the menopause; or

 pregnancy.

HR will advise on such cases. 

8.2.2 Recording the Formal Meeting Process 

The Formal Meeting should be recorded on the form “Record of Attendance 

Management and Support Meeting” which will be issued by the HR Department. 

Once completed and signed by both the manager and the employee the form will 

be filed in the employees Attendance Record file held in the HR Department, for 

recording purposes.  Data relating to the employee’s attendance will not be filed in 

their personal file but kept in their Attendance Management and Support File and 

managed in accordance with the College’s Data Protection Policy. 

The employee has the right to be accompanied by a companion, either a Trade 

Union representative or a work colleague at all stages of the Formal Meeting 

process.  The manager may be assisted by one other officer who is familiar with 

the employee’s area of work, if necessary.   

The College may consider a request from the employee to be accompanied by 

someone other than a Trade Union representative or work colleague, such as a 

relative in cases where this will assist the employee with a particular difficulty as 

a result of a language barrier or a disability or long-term health condition.  This 

person will be in addition to their chosen companion and each request will be 

considered on its own merit.   The College will not accept a request from an 

employee to be accompanied by a legal representative or an individual who has 

a legal background.    

On conclusion of the Formal Meeting the manager has two options available, they 

may: 

1. Indicate on the Record of Attendance Management and Support Meeting

form that a Formal Review meeting will be conducted. A review meeting

should be scheduled - where the employee is to be provided with an

opportunity to improve their attendance; to review progress and/or where

support or assistance has been put in place. A Formal Review Meeting to
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monitor or review progress should be held within a minimum three month 

period. 

or 

2. In cases where there is no need for a review to monitor support put in place

or discuss progress or concerns in relation to the employee’s attendance

the manager should indicate that the file should be suspended and no

further action taken at that time.

8.3  Formal Review Process 

A Review meeting may be appropriate Meeting in certain circumstances, these 

include: 

 as part of the rehabilitation process at any stage of the Meeting process
where no further absences have occurred.  This is to offer continued support
or review arrangements put in place to assist an employee;

 absences are related to pregnancy

 absences are related to the menopause; and

 absences are related to a disability as defined by the Equality Act 2010
(which from time to time may be expanded).

In cases involving absence(s) related to disability, pregnancy, menopause or an 

long-term health condition) ongoing Formal Review meetings may be arranged 

with the employee to discuss reasonable adjustments. Suggestions for 

reasonable adjustments are outlined in section 14. Depending on the 

circumstances, it may be necessary to convene further Formal Review meetings 

to monitor and review progress.  The key purpose of these is to maintain the 

impetus to deliver required changes, to keep the employee informed on 

developments, to ensure the appropriate support is put in place and the 

reasonable adjustments continue to be appropriate. 

It is expected that with reasonable adjustments and ongoing support, where 

appropriate, the employee is able to continue in their current job.  It is accepted 

that there will be cases where it becomes obvious, during the process, that 

remaining in employment or a return to work of any kind is not feasible or not 

desired by the employee. In such circumstances, the normal processes for 

handling long-term absence will apply. If there are a combination of disability and 
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non-disability related absence the employee Formal Meetings will be held where 

appropriate meeting when the non-disability related absence fall into the 

categories specified in section 7 in accordance with the normal procedure. 

 

8.4  Further Absences  

 

If further absence(s) occur within a six month period from the date of the last 

absence the manager may: 

 

 conduct a further Formal Meeting to review the employee’s attendance, to 
discuss support, assistance or concerns. The same process as detailed 
above should be followed; or 

             

 in certain circumstances, choose to monitor the employee’s attendance 

record until a six (6) month period has passed without further absence 

occurring from the date of the last absence.  Such decisions will be advised 

by the HR Department. 

 

If a further Formal Meeting is necessary further assistance or support may be 

required. The line manager should consider what steps may need to be taken in 

terms of managing the employee’s attendance, where appropriate.  

 

 The employee should be advised that if further absences occur within a six month 

period another Formal Meeting will be held. 

 

If further absence(s) occur within a six-month period from the date of the last 

absence a Formal Meeting may be necessary, the manager should consider: 

 

 what further action might be taken such as further advice or support being 

put in place; or  

 

 more formal action if this is felt to be appropriate if there has been no 

improvement despite opportunities or support/assistance to improve.   

 

8.6 Support Meeting  

 

An employee who wishes to meet with their line manager and a member of the 

Human Resources Team to seek support or reasonable adjustments at work 

where there has been no absence(s) or the employee does not fall into the 

categories in section 7 may do so upon request.  The meeting should be 

recorded as a support meeting on the form “Record of Attendance 
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Management/Support Meeting”.  The purpose of this is to ensure that the 

employee is fully supported at work and that the support is monitored and 

reviewed as discussed and agreed between the employee and the manager. 

 

9.0 Guidance on Managing Absence Categories 

 

This section aims to provide guidance on the management of the main categories 

of absence.  HR will advise on all stages of the management of absence. 

 

9.1 Short/Medium Term Intermittent Absence 

 

9.1.1  It is inevitable that employees will on occasion, be off work through short periods 

of sickness absence.  Difficulties usually only arise when the level of attendance 

becomes unsatisfactory and it affects the College’s curriculum or service delivery.  

  

Where short-term intermittent absence has been identified, a distinction should 

be made between an absence record which has: 

 

 short-term intermittent absences where there is no long-term health 
problem;  and 
 

 absence on grounds of illness or injury where there is an identifiable long-
term health problem. 

 

9.1.2 The manager is responsible for discussing the attendance levels with the individual 

with the aim of providing support to improve attendance. 

 

9.1.3 During the discussion the manager should seek to: 

 

 provide the employee with details of their sickness absence and invite them to 

comment;  

 

 identify the frequency and reasons for the absences and ensure that the 

employee is aware that the absence record is giving cause for concern and why, 

again invite the employee to comment; 

 

 advise the employee if they disclose an long-term health problem to seek proper 

medical attention if they have not done so already and provide appropriate 

support or make reasonable adjustments (section 14); 
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 give consideration to any  personal or domestic problems and possible ways of

helping the employee resolve them or support them;

 identify any problems connected with work or the working environment which

may be contributing to the absence level;

 if there is no underlying reason specify the standard that should be reached and

indicate clearly to the employee the next step if there is no improvement; and

 provide the employee with every opportunity and support/assistance to improve

and maintain an acceptable level of attendance.

9.2 Managing Short/Medium-Term Intermittent Absence – No Underlying Health 

Problem  

9.2.1 This involves a situation where: 

 the employee has failed to achieve and maintain a satisfactory level of

attendance despite being given a sufficient opportunity to improve and the

appropriate support/assistance where required; or

 the manager does not find the explanation(s) offered by the employee on the

self-certificate as acceptable.

9.2.2   The manager will liaise with HR to: 

 formally write to the employee to confirm the facts of the absence and any

action/support taken to date or action/support to be taken;

 clearly inform the employee that persistent absence is unacceptable;

 make explicit the standards expected, in future, of the employee;

 inform the employee that any future failure to reach the standards and maintain

an acceptable level of attendance could result in the matter being dealt with

under the College’s Disciplinary Policy and Procedure which could lead to

further action being taken against them including putting their continued

employment at risk; and

 confirm to the employee that their attendance will be closely monitored and a

Review date for a further meeting to discuss and assess progress should be

set.
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A further Formal Review meeting should be arranged within a three month period 

or sooner if further absences occur. If no further absences have occurred then the 

file may be suspended at this stage and re-opened should further absences occur.  

An employee will continue to progress through the Formal Meeting process. If the 

employee has a period of six (6) months where there have been no periods of 

absence from the date of their last period of sickness absence then they will return 

to a Formal Meeting in the process. 

9.1.3 The main aim is to provide the employee with encouragement and an opportunity 
to improve their attendance level. This approach is in the best interests of the 
College and the employee. 

9.1.4 In the case of short-term intermittent absence where there is no identifiable 

underlying health problem or acceptable explanation provided by the employee to 

account for their continuing level of non-attendance the matter will be considered 

under the College’s Disciplinary Policy and Procedure. 

9.3 Managing Short/Medium-Term Intermittent Absence – Underlying Health 
Condition 

9.3.1 Where medical advice and/or information provided by a medical practitioner 

reveals an inherent underlying medical condition the employee will usually receive 

medical treatment, physiotherapy, remedial surgery etc. which will often result in 

an acceptable rate of recovery and attendance level being achieved. Employees 

should be offered support and reasonable adjustments made where appropriate.  

9.3.2 However, where the prognosis is such that frequent or prolonged absences will be 

a continuing feature this should be discussed with the employee and options 

explored.  The case may require to be treated as one of capability on the grounds 

of ill health.     

9.3.3   If a disability or long-term health condition is confirmed the College will seek to 

make reasonable adjustments to assist the employee to achieve and maintain an 

acceptable level of attendance. The employee will be expected to fully assist the 

College in this aim.  As a reasonable adjustment the College might accept a higher 

level of absence in the case of an employee with a disability or long-term health 

condition however each case will be considered on its own merits and will fully 

consider the impact on service delivery.  The College may also accept a higher 
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level of absence for staff whose absences are related to pregnancy or who are 

experiencing the menopause. 

9.4 Managing Long-term Absence 

9.4.1  When an employee is absent on a long-term basis, except in cases where it is 

deemed medically inappropriate, the manager with the assistance of Human 

Resources will contact the employee to arrange a meeting, this meeting can be 

held in the workplace; at the employee’s home or at some other mutually agreed 

place.  A number of meetings may be required over a period of time to monitor and 

review the employee’s progress. 

The purpose of such meetings are to: 

 enable the manager to demonstrate the College’s concern for the employee and

establish the reasons for absence and its likely duration (taking into account any

medical advice if available);

 discuss what assistance and support might be appropriate to support the

employee during their absence and aid their return to work (an agreed

rehabilitation programme should be put in place nearer the employees return to

work date);

 discuss whether or not a referral to the OHS would be beneficial to the employee

and the College at this stage with the aim of obtaining advice, identifying a

possible timescale for recovery, support or assistance or reasonable

adjustments;

 assess progress in recovery from the illness and offer any support to the

employee, options for assistance and support to aid the employees return to

work;

 discuss the remaining sick pay entitlement; and

 as a last resort, consider the likelihood of termination of employment on the

grounds of:

- capability should there be no potential of a return to duty and if no other

acceptable alternative option(s) exist in accordance with the Disciplinary

Policy and Procedure; or
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- early retirement on the grounds of ill health (if applicable) and if no other

acceptable alternative option(s) exist.

9.4.2 Upon notification that the employee is returning to work the manager and an HR 

representative will meet, where possible, with the employee at least one week prior 

to their return to work date.  The purpose of the meeting is to discuss what support 

and assistance or reasonable adjustments, where necessary, should be put in place 

to integrate the employee back into the work place.   

A rehabilitation programme should be discussed and agreed with the employee. 

Available options for reasonable adjustments are outlined in section 14. 

9.4.3 If there is no possibility of the employee returning to duty or within the foreseeable 

future the Principal or Vice Principal will thereafter consider the effects of the long-

term absence on the College’s service and how long the service can be continued 

at an acceptable level.  

Where the prognosis is such that a prolonged absence or absences are likely then 

the College may have no alternative but to consider terminating the contract of 

employment.   

10.0 Support Mechanisms 

10.1 Employee Assistance 

The main aim of this Policy and Procedure is to encourage and support employees 

to achieve and maintain a satisfactory level of attendance at work.   

A range of support mechanisms and assistance or advice is available for 

employees. These include: 

 Human Resources Department - advice and support;

 Occupational Health Service (OHS) – professional medical advice to support

the employee in the workplace and provide guidance and advice to the College

on how best to achieve this and on-going health surveillance in certain

curriculum areas;
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 Solution Focussed Conversation – to assist the employee in identifying what

would be happening in the future when a “problem” is happening less or not at

all. The focus is on solutions rather than “problems”, issues are solved with an

emphasis on what is wanted, rather than what is not wanted and detailing when

this happens, who will be doing what? Also, the manager attempts to raise

awareness in the employee of those times that parts of the solution have

occurred in the past or are occurring now.

 Individual Stress Risk Assessment (ISRA) – to consider areas or issues in the

workplace which the employee feels is impacting on their health and wellbeing

and how these might be addressed.  The use of the ISRA will involve a referral

to the Occupational Health Service to support the employee and the manager;

 Employee Assistance Programme (EAP) – independent counselling and advice

– face to face counselling, 24 hour help line and access to the website. An online

site is also available to support employees. The web based service is designed

to help with today's challenges and to provide a chance to prepare for any major

events that may arise in the future.  Online is accessed through

www.pamassist.co.uk  using the username: GKC and password: GKC1

 Health and Safety – undertake risk assessments and provide advice and

support to employees and managers;

 Dignity and Respect Policy and Procedure; and

 Employment Services Agency and Access to Work through JobCentrePlus.

The support of internal and external agencies should be offered by the manager 

with a view to assisting and supporting the employee to help improve the 

employee’s attendance level or maintain their employment. 

Note 1- In circumstances where an individual has been referred to OHS or EAP a 

further meeting should be arranged as soon as the relevant report has been 

received from the OHS and/or a number of sessions have taken place with the 

EAP.  The purpose of the meeting is to review the employee’s progress and ensure 

that appropriate support is in place or the impact of any reasonable adjustments is 

appropriately assessed. 

http://www.pamassist.co.uk/
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10.2 Occupational Health Advice 

10.2.1 Advice may be required from the Occupational Health Service in cases where 

there is: 

 a health condition, disability or advice is required on reasonable adjustments to

support the employee in the workplace;

 a long-term period of   absence of 11 or more consecutive days or two (2)

working weeks in the case of part-time employees to consider what

support/assistance or reasonable adjustments may be appropriate;

 frequent periods of absence for similar reasons, where an absence(s) are linked

to a potential health condition or disability;

 short-term intermittent absence, however there is no long-term health condition,

disability or underlying health problem(s). Whilst it is not always necessary to

obtain medical advice it may be advisable to do so in some circumstances, if

only to establish that there is no underlying health condition.

If a staff member is referred to the OHS for medical advice the HR Department will 

prepare a management report on behalf of the College in conjunction with the 

manager and the employee to be sent to the OHS Physician.  The report will 

provide information on the employee’s job, absence record, reasons for the referral 

and requesting specific information on what assistance or reasonable adjustments 

could be made or put in place to support the employee. 

10.2.2 The purpose of obtaining a medical advice will be to establish: 

 what the impact of work is on the employee’s health;

 the likely recurrence or duration of absence;

 whether the employee is likely to make a partial or full recovery;

 what reasonable adjustments might be made, should these be permanent or

temporary, and if temporary for what period of time;
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 what support or assistance the College might reasonably provide to help the

employee at work; aid a return to work if absent long-term or assist the employee

undertake their role;  and

 an appropriate approach on how to manage the employee’s absence and make

an informed decision which will support that approach.

This list is not exhaustive. 

Note:  Any decision relating to the employee is the responsibility of management 

in consultation with the Director of Human Resources and not the Occupational 

Health Service (OHS).   

10.2.3 The College: 

 may request that the OHS provider contact the employee’s General Practitioner

and/or specialist/consultant for a report on current illness/condition/disability.

An appropriate consent form will be issued to the employee for authorisation by

OHS.  The information will be obtained and assessed by the OHS.  The College

will not have direct access to this information: the OHS will provide the

College with advice and guidance on how the absence(s) could be managed

appropriately; and

 will normally follow reasonable recommendations of action made by the OHS.

An employee is entitled to obtain an independent medical report if they so wish,

the College will not be responsible for any such costs incurred.

10.2.4 If an employee chooses not to attend the Occupational Health Service it must be 

noted that management decision can only be based on the evidence available at 

that time.  If further relevant information becomes available after a decision has 

been taken, the decision may be reviewed. If an employee continues to fail to 

cooperate with the College in the management of their attendance the matter may 

be dealt with under its Disciplinary Policy and Procedure. 

10.2.5 An appointment with the Occupational Health Service shall be arranged by the HR 

Department and the employee shall be notified accordingly.  If the employee is 

unable to keep the appointment the employee should contact the HR Department 

who will arrange an alternative appointment.  Should the employee fail to attend 

an appointment without providing prior notification and/or a reasonable explanation 
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the College reserves the right to charge the employee for the costs incurred. The 

charges will be detailed in the appointment letter to the employee. 

The content of the management report to the OHS should be prepared after 

discussion with the employee. A copy of the report is available to the employee 

upon request. (Access to Medical Reports Act 1988 and Access to Health Records 

Act 1990). 

10.3 Mental Health and Wellbeing 

Mental health is the mental and emotional state in which we feel able to cope with 

the normal stresses of everyday life. 

If we are feeling good about ourselves we often work productively, interact well 

with colleagues and make a valuable contribution to our team or workplace. 

Positive mental health is rarely an absolute state. One may feel in good mental 

health generally but also suffer stress or anxiety from time to time. 

Mental health conditions may emerge suddenly, as a result of a specific event or 
incident, or gradually, over a period of time when the condition may worsen or 
improve. Some illnesses are persistent and may be classed as a disability. 

Managers should be aware it is not just about absences and some employees 
may show signs of mental ill health at some stage during their employment. 

Common symptoms of mental ill health might include: 

 an increase in unexplained absences or sick leave;

 poor performance;

 poor timekeeping;

 poor decision-making;

 lack of energy;

 uncommunicative or moody behavior;

 any changes, in terms of patterns of behaviour; or

 general mental resilience to stressful situations.
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The College is committed to providing a working environment and support 

facilities which promote and support health and well-being.  Mental health and 

well-being in the workplace is monitored through an annual stress risk 

assessment process.  In addition an Individual Stress Risk Assessment is 

available for employees who feel that they are suffering stress, anxiety or ill health 

as a result of work related issues. 

10.3.1 Organisation Stress Risk Assessment 

The College is keen to ensure that if there are any work related issues which affect 

the well-being of staff that these are addressed as early as possible.  The College 

will undertake a Stress Risk Assessment using an appropriate survey mechanism 

on an annual basis.  The results of such a survey will be shared with staff and will 

inform the College’s health and wellbeing strategy. 

If an employee feels that they are having difficulties at work which they feel is 

causing them stress or anxiety then an Individual Stress Risk Assessment should 

be conducted.   

If an employee makes a manager aware of difficulties at work which they feel is 

causing them stress at work the manager should discuss options with the 

employee which would assist to resolve the issue(s), as far as reasonably 

practicable.  

If the manager is unable to resolve informally what the employee feels is the 

issue(s) the employee should be invited to participate in an Individual Stress Risk 

Assessment s.  The Individual Stress Risk Assessment document assists in the 

management of stressors associated with work.   

In cases where the employee advises of ill health as a result of work related 

matters a referral to the OHS is recommended to seek guidance and support. 

10.3.2 Individual Stress Risk Assessment (ISRA) 

Managers should seek to discuss and resolve work related matters through the 

Solution Focussed Conversation approach initially.  The Individual Stress Risk 

Assessment (ISRA) process should be applied where occupational health advice 

is required.  The ISRA process requires: 
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 the employee to record on the ISRA form what they feel is the issue(s) and put

forward any potential solutions to resolve the issue(s) which they feel might be

considered by the College;

 the manager will consider what actions the College can or cannot take in an

attempt to resolve what the employee feels is the issue(s);

 the manager will meet with the employee to discuss the actions to be taken

where reasonably practicable.  If a solution is not feasible the reason for this is

discussed with the employee and recorded.  The agreed changes which will be

made or cannot be made will be recorded; and

 the completed ISRA form will be sent to the College’s OHS for assessment

where appropriate.  OHS will provide advice and support for the employee and

the manager.   The main aim of the process is to ensure the well-being of the

employee and minimise the impact on service delivery.

Managers will be trained in how to conduct the ISRA process.  Further support 

and advice can be sought from the Human Resources Team.  An ISRA form can 

be obtained from the Human Resources Department. 

10.4 Menopause 

Managers should acknowledge that there may be an additional need for 

sickness absence by employees experiencing the menopause in order to 

manage their menopausal symptoms. 

Absence will be recorded as related to menopausal symptoms where disclosed 

and managers will consider such absence as an ongoing condition requiring 

the consideration of reasonable adjustments and flexibility in absence 

procedure triggers.  

Information relating to reasonable adjustments can be found in section 14. 

11.0 Occupational Sick Pay – Exhaustion of Entitlement 

11.1 The employee will be informed in writing at least four (4) weeks before the date 

when they will have exhausted their entitlement to: 

 full Occupational Sick Pay that their entitlement to full salary will reduce to half

salary; and
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 half Occupational Sick Pay that their salary entitlement will cease.

11.2  The College may consider termination the contract of employment on the expiry of 

the employee’s Occupational Sick Pay. The College may consider granting a 

period of unpaid leave of absence in respect of a critical illness or disability as 

outlined in section 12.0. 

12.0 Critical Illness or Disability 

In circumstances where an employee has exhausted their entitlement to 

Occupational Sick Pay and Statutory Sick Pay and they have been diagnosed with 

a critical illness or disability the College will explore the option of holding open the 

employee’s position.  The conditions covered by this section will apply to those 

employees who are disabled as defined by the Equality Act 2010 which from time 

to time may be expanded. The period of unpaid leave of absence beyond the 

period of OSP granted to an employee by the College should be sufficient to enable 

appropriate treatment and rehabilitation. 

The period of time which the employee’s post may be held open will be determined 

by a panel consisting of a member of the Senior Management Team, a Head of 

Faculty or Head of Department and the Director of Human Resources.   

The panel will consider such a request taking into account: 

 the case put forward by the employee or their representative;

 the operational case put forward by line manager;

 the reason for the absence;

 the medium to long-term prognosis;

 any planned or future treatments available and the potential impact on the health

condition; and

 the employee’s position with the College and the impact of the employee’s

absence on College services.

Each request will be considered on its own merits. 
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If a decision is taken not to hold open the position the case will be managed in 

accordance with the College Disciplinary Policy and Procedure. 

13.0 Sickness or Disablement due to Accident in the Course of Employment 

13.1 An acknowledged industrial injury will be treated as an absence category within 

these procedures.  Where an employee is absent due to sickness or disablement 

as a result of an accident arising out of and in the course of employment, or due to 

industrial disease, the employee shall be entitled to a separate allowance 

calculated on the same basis as the sickness allowance. 

13.2 The allowance in respect of normal sickness and that of absence due to an 

industrial accident or disease are entirely separate. Periods of absence in respect 

of one shall not count against the allowance for the other. 

13.3 An absence due to an accident at work shall only be accepted and qualify for 

payment when an entry in BI510 (Accident Book, approved for the purposes of the 

Social Security Act 1975, as amended) is appropriate and has been completed; in 

the subsequent investigation by the College, the facts so recorded are found to be 

accurate and there has been no negligence on the part of the employee in terms 

of that individual complying with the recognised safe methods of work. 

13.4 In determining what, if any, action should be taken where an employee’s overall 

absence record includes period(s) of accepted industrial injury, managers should 

be cognisant of the reasons for the absence when assessing the record, and 

considerate account taken of accepted industrial injuries when dealing with 

employees under the terms of this Policy and Procedure. 

13.5 Wherein applying this procedure a manager identifies an employee who regularly 

sustains industrial injuries additional training and/or advice may be required.  The 

College’s Health and Safety Manager will be available to assist managers. 

14.0 Reasonable Adjustments 

14.1 Where there is an underlying health condition appropriate discussion should take 

place with the employee to assess progress, the prognosis, assistance and support 

as outlined in this Policy and Procedure. 
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14.2 Managers should, in consultation with Human Resources, and the employee, 

where appropriate, consider the following options: 

 redeployment to alternative work on a temporary or permanent basis;

 temporary or permanent adjustment of duties and responsibilities;

 a redistribution of duties to other staff on a temporary or permanent basis in

discussion with the staff concerned;

 part-time hours on a temporary or permanent basis;

 a phased return to work;

 facilitating time off during working hours for rehabilitation/treatment;

 purchasing suitable equipment or reasonable adjustments to facilities;

 supplying additional training or retraining;

 agreed action plan under Fit to Work;

 reasonable adjustments or purchasing of equipment (advice may be sought

externally i.e Disability Employment Advisor, JobCentrePlus).

Where these options are not viable for the College or acceptable to the employee 

options are: 

 for employee -  the option to apply for premature retirement because of ill health,
where appropriate; and

 the College -  the option to terminate the contract on the grounds of lack of
capability or some other substantial reason.

Such actions should only be taken after all other options have been explored and 

exhausted.  The employee will be fully involved in the discussions about their future 

employment with the College and clearly advised of the possibility that the 

termination of their contract is being considered.  The discussion should be 

confirmed in writing. 

The College and the employee should identify a termination date in the best 

interest of both parties where possible.   
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15.0   Termination of Contract of Employment 

15.1   Termination of Contract – Disciplinary Policy and Procedure 

The College will in all cases seek to retain an employee in its employment where 

possible.  As a last option where it has been established that there is no prospect 

of the employee maintaining a satisfactory level of attendance or returning to duty 

in the foreseeable future the matter will be considered at a Capability Hearing and 

managed in accordance with the College’s Disciplinary Policy and Procedure.   

15.2  Appeals against Termination of Contract 

An appeal against the decision to terminate the contract of employment may be 

submitted in accordance with the College’s Disciplinary Policy and Procedure.   

Employees shall be fully informed of their position in relation to this policy at all 

stages of the procedure.  

16.0  Annual Leave and Sickness Absence 

16.1 Sickness During Annual Leave 

An individual who becomes ill or is injured at the beginning of, or during a period 

of annual leave may be entitled to claim back the period of annual leave for which 

they were ill or incapacitated provided that they: 

 inform the Human Resources Department of their illness or injury promptly,  in

line with normal sickness reporting procedures; and

 provide a Fitness for Work Note, or other formal medical certification, covering

the full period of their illness or incapacity.

16.2 Holiday/Extended Absences from Home during a Period of Long-term 

Absence 

Individuals are required to inform the Human Resources Department prior to taking 

leave away from home during periods of sickness absence and provide alternative 

contact details as appropriate. 
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It is recognised that taking time away during a period of sick leave can be 

recuperative and may support recovery.  It is expected however that individuals 

taking time away from home during period of sickness absence do not undertake 

activities that are likely to aggravate their condition or prolong their absence from 

work. 

Where management has concerns about the proposed nature of holiday activities, 

the individual can be referred to OHS for further information on the effect the 

proposed activity may have on the condition and recovery. 

Individuals taking leave away from home during periods of sickness absence are 

required to provide Fitness for Work Notes covering the full period that they are 

away.  Any period not covered by a Fitness for Work Note will, following an 

appropriate reminder and opportunity to provide this, be designated as annual 

leave and the leave balance will be debited accordingly.  Employees and 

managers may seek advice from the Human Resources Department. 

16.3 Use of Annual Leave Entitlement During a Period of Sickness Absence 

Where an individual is absent due to sickness they may be able to use annual 

leave if they wish to do so.  Use of annual leave during sickness absence is 

voluntary.  Individuals wishing to make use of this provision should request leave 

in writing from the Human Resources Department.   

Managers should seek advice from HR regarding requests to use annual leave 

during sick leave if they receive a request. 

Where an individual has a period of annual leave approved during sick leave the 

payment for annual leave will be in addition to the Occupational Sick Payment.  

The total Occupational Sick Payment and Annual Leave payment will not exceed 

the normal monthly salary. 

Employees will receive their usual rate of pay for time taken as annual leave. 

Employees must inform HR in writing of any annual leave requests and HR will 

arrange for appropriate adjustments to be made to the leave balance and notify 

the Payroll Officer to make any required amendment to the pay of employee. 

A maximum of 28 days including public holidays (pro rata for part time staff) may 

be used in anyone leave year. 
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16.4 Carry Over of Annual Leave 

Individuals who are absent for an extended period of time may be eligible to carry 

over their annual leave entitlement up to a maximum of 28 days including public 

holidays (pro-rated for part-time staff).  Leave will normally only be able to be 

carried over for a maximum of 18 months at which point any outstanding leave will 

be forfeited.  Further information may be sought from the HR Department. 

An employee who is released from the College’s employment through ill health 

retirement or capability will receive payment for any outstanding annual leave for 

accrued entitlement over the period of their absence up to a maximum of 18 

months.  

17.0 Disciplinary Considerations 

The manager may consider managing the absence under the Disciplinary Policy 

and Procedure where an employee’s absence record is deemed to be 

unacceptable and/or where, for example: 

 there is a breach of this policy or procedure;

 a particular pattern of absence can be identified;

 despite being afforded an opportunity to improve and/or offered support and

assistance there has been no sustained improvement has taken place;

 the employee is unable to offer any mitigating reason(s) for the persistent and/or

high levels of absence; and/or

 there is no identifiable underlying health problem and there have been more

than four (4) absences or 10 working days (pro rata for part-time staff) within a

twelve (12) month period.

In determining whether or not the matter should be managed in accordance with 

the College Disciplinary Policy and Procedure account should be taken of all the 

facts and how the absence has been managed. The above list of circumstances is 

not intended to be exhaustive.   

The employee must be afforded every opportunity to improve upon their 

attendance level and they must be made fully aware that their attendance record 
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is a cause for concern.  The employee must be advised formally that their 

attendance record is unsatisfactory, what improvement is required and the 

consequences should there be no improvement in their record of attendance.   

Having taken these steps should the employee’s attendance record remain 

unsatisfactory the employee will be advised that the matter will be managed in 

accordance with the College Disciplinary Policy and Procedure.   

18.0 Other Related Human Resources Policies 

 Alcohol, Drugs and 

Substance Misuse Policy  

 Health and Safety Policy

 Recruitment and Selection

Policy and Procedure

 Grievance Policy and

Procedure

 Disciplinary Policy and

Procedure

 Commendations and

Complaints Procedure

 Public Interest Disclosure

Policy

 Equality and Diversity

Policy

 Dignity and Respect Policy

and Procedure

 Policy and Procedure for

Protection of Vulnerable

Groups (PVG) and

Criminal Record Checks

 Menopause Policy

 Family Friendly and Flexible Working Policy

19.0 Review and Monitoring 

The content, effectiveness and operation of the Attendance Management and 

Support Policy and Procedure will be routinely reviewed with a formal review 

every two years.  The Policy and Procedure will be updated in partnership with 

management, Trades Unions and staff.   Account will also be taken of any 

developments in legislation and case law. The Procedure may be amended from 

time to time to meet operational requirements, case law, legislation and best 

practice. 
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