	
	
	

	
	SUPPORTING ATTENDANCE AND WELLBEING RECORD

STAGE 3
	

	



	Personal Details

	Employee Details
	Manager Details

	Name:
	
	Name:
	

	Job Title:
	
	Job Title:
	

	Employee No:
	
	Contact Phone Number:
	

	STAGE 3 Attendance Review

	Date of Stage 3 Attendance Review Meeting:
	

	What to discuss (some or all of the below depending on the case);

· Explain the stage the employee is at in the procedure 
· Express your concern that the employee’s attendance has not improved

· Indicate that a further review period will be set at Stage 3

· Understand the impact the absence has on the team where it is recognised that there is an impact

· A confidential counselling service is available to all employees (refer to details on the People Anytime portal)
· What further steps the employee can take to improve attendance and further support available, including any reasonable adjustments that can be made in cases where absence relates to a disability or underlying medical condition likely to be covered by the Equality Act 2010

· Any other relevant matters (e.g. abatement of annual leave, sickness pay entitlement, use of annual leave to offset reduced sickness pay)

· A Capability or Conduct Assessment Meeting (whichever applies) will be held at the end of the review period to consider whether termination of employment is appropriate.

· If Redeployment or Ill Health Retirement may be appropriate (for capability only)



	Stage 3 Review Discussion

	Provide a summary below of the discussion:




	Amendments to Attendance Improvement Plan

	List any further measures the employee will take during the Stage 3 review period to improve their attendance or, if currently absent, overcome any barriers to returning to work:

List any measures the Council can offer during the Stage 3 review period to support safe and sustained improved attendance/return to work:

Target date for return to work (if applicable)


	Amendments to Attendance Improvement Plan – Cont’d

	Should redeployment be considered?
	Yes / No
	If no, provide reason

	Should Ill Health Retirement be considered?
	Yes / No
	If no, provide reason

	Is a current Occupational Health Referral Required?  


	Yes / No
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Length of Review Period (recommended no more than 12 weeks but may be shorter where medical reports suggest attendance is unlikely to improve within a reasonable timescale):
	Duration of Stage 3 Review: _______ weeks


	Does absence relate to an underlying medical condition? 
Discuss with a People and Organisation Adviser and consider the absence reasons, discussions with the employee and / or medical info available.
	Yes
	A Capability Assessment Meeting will take place at the end of the review period at Stage 3.  The Manager will prepare a Capability Report for that meeting and pass it to the Chair in advance of the meeting.

	
	No
	A Conduct Assessment Meeting will take place at the end of the review period at Stage 3.  The Manager will prepare a Conduct Report for that meeting and pass it to the Chair in advance of the meeting.

	Employee Signature:
	

	Manager Signature:
	

	Checklist for Manager on completion of the Stage 3 Attendance Review Meeting:

	· Issue a signed copy of this form to the employee
	

	· Issue letter to the employee confirming the Stage 3 review period and next steps
	

	· Contact the relevant Manager to advise that you have progressed the case to a Capability / Conduct Assessment meeting
	

	· Prepare a Capability or Conduct report, pass to People and Organisation for comment and then forward the completed report to the relevant Senior Manager
	

	· Forward the completed Supporting Attendance – Stage 3 record to the HR Service Centre for the employee’s personal file.
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