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1. Give short answers to the following questions: (15)

I. What are the common causes of absence according to CIPD report?
-Minor illnesses, such as colds, flu, stomach upsets, headaches and migraines
-Musculoskeletal injuries and back pain were particularly common for manual workers, while stress was more common for non-manual workers
-Stress and musculoskeletal injuries were particularly common causes of long-term
absence in the public sector.
- common causes of long-term absence are acute medical conditions (for example stroke, heart attack and cancer),

II. Give some examples of short term and long term absence of employees.
Short term absence reasons:
- Minor illness and back pain for manual workers.
- Stress and minor illness for non-manual workers.
Long term absence reasons:
- long-term illness  back pain and muscular-skeletal injuries for manual workers.
- Acute medical conditions (for example stroke, heart attack and cancer)
- Stress can also in some cases be considered as long term absence.

III. What does the term ALIDEIM stand for?
It is a process to measure and manage absence that follow the below stages :
Assess the absence problem
Locate the absence problem
Identify and priorities absence causes
Evaluate the current absence control methods
Design the absence control program
Implement the absence control program
Monitor the effectiveness of the absence control program


IV. What is attendance bonus? How does it work?

It is a rewarding procedure where organizations pay bonuses direct to employees on the basis of their attendance records.

Attendance bonses can differ from organization to another but commonly the can follow the below procedures and policy :
· Open to all full time hourly employees who were on the payroll from January 1 to December 31. Employees with less than a full calendar year of service for the year being recognized are not eligible
· Perfect attendance is defined as having worked all scheduled hours during the calendar year with the exception of scheduled vacation.
· Upon completion of 12 continuous months of employment, the employee  will receive the Bonus Hours for the period between his employment anniversary date and the end of that same calendar year based on the number of his unused and unpaid Bonus Hours earned between the date of hire and the end of the calendar year in which he were employed.


V. What measures can be taken for promoting health and well being of employees within
the organization?
· Pre-employment screening to identify any potential health problems at this stage.
· Screen employees for general fitness and for potential job hazards, such as working with radiation, or VDUs
· Encourage employees to follow healthy lifestyles, such as healthy eating, giving up smoking, taking up exercise routines
· Offer exercise classes and or an on-site gym, or alternatively pay for gym membership.
· Employ Physiotherapists, counsellors and psychologists and let them conduct remedial fitness training and exercise therapy for those recovering from an illness. Stress counselling
· Offer flexible working hours, part-time work and working from home.
· Pay for  medical costs for employees where there is a financial case
· Provide Training in areas such as stress management and  time management

2. Discuss in details how managers can control absence problems in an organization. (7)
- Train managers on absence systems ,policies and procedures.
- Clarify absence notification procedures for employees .
- Understand the reasons for absence by analyzing absence data and understand the primary causes of absence and devise solution to minimize them.
- Contact employee during absence period where it will show that the organization is interested in them and can motivate them to shorten the period of absence. 
-Conduct a return to work interviews and formal absence review where it is conducted   to welcome the employee back and update him on work and events and check with him if he is ready to resume the work.

3. Outline the points that must be considered when taking disciplinary action against an
employee. (8)
- Dismissing someone who is unable to work because of ill health is potentially fair under unfair dismissal law.
- It is necessary to warn the individual concerned that he or she may be dismissed if he or she does not return to work and to consult with the individual ahead of time to establish whether a return in the foreseeable future is feasible.
-It is necessary to act on whatever medical advice is available.
-In larger organizations, except where a person’s job is very specialized or senior, it is normally considered reasonable to refrain from dismissing a sick employee for at least six months.
- In any case no dismissal should occur if the employee falls under the definition of
disabled as set out in the Disability Discrimination Act 1995.
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