	
	
	

	
	SUPPORTING ATTENDANCE AND WELLBEING RECORD

STAGE 2
	

	



	Personal Details

	Employee Details
	Manager Details

	Name:
	
	Name:
	

	Job Title:
	
	Job Title:
	

	Employee No:
	
	Contact Phone Number:
	

	STAGE 2 Attendance Review

	Date of Stage 2 Attendance Review Meeting:
	

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

· Initiate a conversation with the employee to review their absence.
· Absence across the organisation is to be addressed consistently and the employee has a contractual responsibility to attend work 

· You aim to provide support and guidance
· The content of any medical reports available and any support the employee is receiving from medical practitioner, counsellor or other professional (where applicable)
· Explain the stages within the Supporting Attendance and Wellbeing policy and what further action will be considered if attendance does not improve
· Understand the impact the absence has on the team (where appropriate)

· A confidential counselling service is available to all employees (refer to details on People Anytime portal)
· Any other relevant matters (e.g. abatement of annual leave, sickness pay entitlement, use of annual leave to offset reduced sickness pay)

· Complete the Attendance Improvement Plan identifying what steps the employee will be taking to improve their attendance and any support the Council can provide, 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


	Sickness Absence Details

	Days/number of occasions that occurred during the Stage 1 review period:

	Start Date:
	End Date:
	
	Reason:

	Start Date:
	End Date:
	
	Reason:

	Start Date:
	End Date:
	
	Reason:

	Is there an established pattern?
	Yes/No
	
	


	· Stage 2 Review Discussion

	Provide a summary below of the discussion:




	Attendance Improvement Plan



	List any measures the employee will take to improve their attendance or, if currently absent, overcome any barriers to returning to work:

List any measures the Council can offer to support safe and sustained improved attendance/return to work:

Target date for return to work (if applicable):



	Is an Occupational Health Referral Required?  

* Go through the referral with the employee so that they are aware of the content prior to being contacted by Occupational Health with an appointment date and time.

	Yes/No

	
	

	
	

	
	

	
	

	Length of Review Period:
Normally 12 weeks
	Duration of Stage 2 Review: __________________Weeks


	Follow Up Attendance Review Meeting:

	Date: __________    Time: ________ Location: ___________________

Important information for the employee:

You may be accompanied by a trade union representative or work colleague at this meeting. Prior to the meeting please confirm your attendance and if you wish to be accompanied and if so, by whom.  If for any reason you are unable to attend, please advise as soon as possible so that an alternative time can be arranged.

Please note that this meeting may be brought forward if further occasion(s) of absence occur.

	Employee Signature:
	

	Manager Signature:
	

	A copy of the signed stage 2 Attendance Review section of this form should be passed to the employee at the end of the stage 2 review meeting and a copy sent to the HR Service Centre for the employee’s personal file


	Outcome of Stage 2

	Date of meeting:
	

	Details of any absence that occurred during the Stage 2 review period:

Start Date:

End Date:

Reason:

Start Date:

End Date:

Reason:

Note here a brief summary of the discussion and then tick the appropriate outcome below:



	OUTCOME: Important information for the employee to be aware of is highlighted below each outcome. (Tick as appropriate)
	

	ATTENDANCE IMPROVED AND NORMAL MONITORING TO RESUME

Important information for the employee;

It is important that you make every effort to sustain this improved level of attendance. If, at any point during the next 12 months (from the end of the last review period), your attendance returns to an unsatisfactory level, I have the option, as your manager, to move you back into the formal procedure, to the same stage where you left. In that event, you may receive a formal caution and be progressed to Stage 3 of the procedure.
	

	EXTENSION TO REVIEW PERIOD

Reason for Extension:                                       

Date Extended to:
Next Outcome Meeting:

Date: __________    Time: ________ Location: ___________________

Important information for the employee:

You may be accompanied by a trade union representative or work colleague at this meeting.  Prior to the meeting please confirm your attendance and if you wish to be accompanied and if so, by whom.  If for any reason you are unable to attend, please advise as soon as possible so that an alternative time can be arranged.  Please note that this meeting may be brought forward if further occasion(s) of absence occur.  

If there is insufficient improvement in your attendance during the extension to the review period, you will receive a formal caution and be moved to Stage 3 of the procedure.
	

	ATTENDANCE HAS NOT IMPROVED

The employee is to be issued with a formal caution and moved to Stage 3 and the Stage 3 Attendance Review Meeting commenced immediately.
	

	Employee Signature:
	

	Manager Signature:
	

	A copy of the signed stage 2 Outcome section of this form should be passed to the employee at the end of the outcome meeting and a copy sent to the HR Service Centre for the employee’s personal file.


	Extended Review Period – Outcome of Stage 2

	Date of meeting:
	

	Where the review period is extended detail below any absences that occurred during the extension 

Start Date:

End Date:

Reason:

Start Date:

End Date:

Reason:

Note here a brief summary of the discussion and then tick the appropriate outcome below:



	OUTCOME: Important information for the employee to be aware of is highlighted below each outcome. (Tick as appropriate)
	

	ATTENDANCE IMPROVED AND NORMAL MONITORING TO RESUME

Important information for the employee;

It is important that you make every effort to sustain this improved level of attendance. If, at any point during the next 12 months (from the end of the last review period), your attendance returns to an unsatisfactory level, I have the option, as your manager, to move you back into the formal procedure, to the same stage where you left. In that event, you may receive a formal caution and be progressed to Stage 3 of the procedure.
	

	EXTENSION TO REVIEW PERIOD

Reason for Extension:                                       

Date Extended to:
Next Outcome Meeting:

Date: __________    Time: ________ Location: ___________________

Important information for the employee:

You may be accompanied by a trade union representative or work colleague at this meeting.  Prior to the meeting please confirm your attendance and if you wish to be accompanied and if so, by whom.  If for any reason you are unable to attend, please advise as soon as possible so that an alternative time can be arranged.  Please note that this meeting may be brought forward if further occasion(s) of absence occur.  

If there is insufficient improvement in your attendance during the extension to the review period, you will receive a formal caution and be moved to Stage 3 of the procedure.
	

	ATTENDANCE HAS NOT IMPROVED

The employee is to be issued with a formal caution and moved to Stage 3 and the Stage 3 Attendance Review Meeting commenced immediately.
	

	Employee Signature:
	

	Manager Signature:
	

	A copy of the signed Extended Review Period Outcome - stage 2 section of this form should be passed to the employee at the end of the outcome meeting and a copy sent to the HR Service Centre for the employee’s personal file.
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