
Ho w to manage short-term absence 

Introduction

Absence due to short-term absence can be very costly both in direct and indirect costs. You can either write it off as “one of those things in modern society” or you can adopt a systematic approach to reducing it ( eradication may be unobtainable). This guide provides an overview on how to manage short-term absence more effectively.
Absence interventions


Effective interventions in managing short-term absence include:

· a proactive absence management policy

· return-to-work interviews

· disciplinary procedures for unacceptable absence levels

· use of trigger mechanisms such as the Bradford Factor to review attendance

· involving trained line managers in absence management

· providing sickness absence information to line managers

· restricting sick pay

· involving occupational health professionals.

Return-to-work interviews can help identify short-term absence problems at an early stage. They also provide managers with an opportunity to start a dialogue with staff about underlying issues which might be causing the absence.  

Disciplinary procedures for unacceptable absence may be used to make it clear to employees that unjustified absence will not be tolerated and that absence policies will be enforced. 

Only a small number of organisations use attendance incentives or bonuses as a tool of absence management according to our latest absence survey. 

The role of line managers 

Line managers have an important role to play in the management of absence. Managers need good communications skills to encourage employees to discuss any problems they may have at an early stage so that employees can be given support or advice before matters escalate. However, our surveys show that only around half of organisations train their line managers in the skills needed to do this effectively. 

Line managers need to be trained in:

· the organisation’s absence policies and procedures

· their role in the absence management programme

· the way fit notes operate and how to act upon any advice given by the doctor

· the legal and disciplinary aspects of absence including potential disability discrimination issues

· maintaining absence record-keeping and understanding facts and figures on absence

· the role of occupational health services and proactive measures to support staff health and wellbeing

· the operation (where applicable) of trigger points

· the development of return-to-work interview skills

· the development of counselling skills. 

Disclaimer :While every care has been taken in compiling this guide, The People Connection  cannot be held responsible for the any errors or omissions; the guide is not intended to be  a substitute for specific legal advice and/or professional advice.


