Attendance Management Flowchart

This flowchart details the process of what to do as a manager STRATEGY

if your member of staff is absent,

Acknowledge good Staff Absent
attendance and support Get fit note after
staff wellbeing. Explain 7 days absence.
other options if absence
is not for sickness.

4/12 trigger point reached
(pro rata for part time or adjusted
for disability) or unacceptable long
term pattern emerging Do return to work
Long Term Sickness

interview/risk assessment
after each absence.
Appeal Supportive Action Meeting
(28 days +)
Imorovement Review and continue to
proveme monitor for 12 months Active case management

with HR & OHWT support.
Refer to OHWT.

Attendance still unacceptable

Case and action Stage 1 - First Stage
plan review Formal Meeting

Attendance still unacceptable
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consider Ill Health

Retirement if appropriate
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