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Managing Absence and Attendance
Total Marks: 30

1. Give short answers to the following questions:						(15)
i. What are the common causes of absence, according to a CIPD Report?
According to the CIPD report the most common cause of absence is sickness. It has also discovered that the absence generally at a higher rate for larger businesses. 
ii. Give some examples of short - term and long - term absence of employees.
Short term absence: short term absence is usually less than a week, for example a non-serious illness like flu or back pain, problem with transportation to get to work can cause a missed day at work, also sometimes people just too overworked and stressed so that can a short-term absence also. 
Long term absence: this is usually takes several weeks, it could be a serious medical condition or injury, like someone broke a leg and the person doing physical job will not be able to work until the leg is heeled.
iii. What does the term ALIEDIM stand for?
It is a process defined by Huczynsky and Fitzpatrick (1989) to control absence, and it helps to design a more effective absence control program.
A: assessment of the absence problem
L: locating where the problem is
I: identifying the causes 
E: evaluating the standing control measures for the absence
D: designing absence control program
I: implementing the designed program 
M: monitoring the effectiveness of the program


iv. What is attendance bonus? How does it work?
Some businesses are using attendance bonuses to increase the attendance rate. The employers paying their employees if they have very few absence or non at all over a given period.
v. What measures can be taken for promoting health and well-being of employees within the organisation?
A wellbeing program should be created and it should cover physical, mental, emotional states, also sense of jobs satisfaction and should offer personal development. On-site fitness programs can be introducing, such as yoga, stress management classes. The business can also offer flexible working, this will help to reduce stress, and can boost productivity. If possible the business can offer healthy food. But a simple thig such as an organised walk during the day would help to relay and refresh employees.

2. Discuss in detail how managers can control absence problems in an organisation.   (7)
Line managers are an integral part of any organization, as such they have a big responsibility towards the control of absence. If employees are engaged, and committed to their jobs they will less likely will be absent. To improve and motivate them, good working conditions should be provided including personal health and safety. Also, trainings and career progression is a great incentive. Some of the businesses are highly promoting team work, as for an employee working with others towards the same goal, and helping each other will also decrease the absence. They less likely miss a working day, because they know others depending on them.
But if it’s put this into a more generic action plan, firstly line managers should ensure that all the employees are aware of the company’s absence policy. This should outline when the employee needs to inform the line manager about his/ her absence, what are they entitled to during the absence and where they can get support if needed. 
The second step is to take action right away, and access the situation. Check why the employee is calling sick, if there is anything work related to it such as too much overtime, deadline or high workload. 
Then as a third step, the absence should be reviewed if it accrues too often or lasts for long. The line manager should check if the employee has the help and support needed. 
Finally, the last is continuous communication. The line manager should always keep in touch with the employee during its absence. It will show them that their team cares about them, and may reduce the time they take off. 
3. Outline the points that must be considered when taking disciplinary action against an employee. 												      (8)
Disciplinary actions are sometimes the best way to let the employee know that the business is not satisfied. Although before such actions take place sometimes the best is to have an informal chat with the employee and try to resolve the issue. However, there are cases when a disciplinary action is needed. In this case, there are different ways an employer can proceed. There are statutory minimum processes to comply with to comply with the law. But there are other points that must be considered. 
The minimum mandatory steps are: 
1) The employer must inform the employee that they are considering a disciplinary action, and the reasons for it needs to be laid out. Usually it’s done by giving a letter to the employee. 
2) The employer and the employee must set a suitable date and time to discuss the issue. It’s called a disciplinary hearing. Other employees may also attend if needed be to prove one or the other side’s point.
3) A disciplinary decision needs to be made, and the employee should receive this in writing, with all the details.
4) The employer needs to give a chance to the employee to appeal the decision. The date until it can be done has to be included, also the person who should be contacted on behalf of the company.
In some cases, the situation needs to be accessed and investigated. The employers need to collect and document as much information as possible, what can take time. If that is the state, then the employer might suspend the employee until the investigation is completed. 
Once the investigation is completed and the employer decides to go ahead with the disciplinary, a meeting needs to be organised, in a private closed place in a reasonable time, and the employee needs to be given enough time to prepare. 
When the meeting has been concluded, copies of the statements needs to be given and signed by all parties. The next step is making a decision, which might be no action, verbal warning, written warning, final warning then demotion and finally, dismissal.
Lastly the employer will have to give enough time to the employee for appeal, with all the necessary details (date until the appeal can be done, who should be contacted, contact details). 
These are the most important points that needs to be followed, however an employer needs to consider other circumstances and decide on the situation accordingly.
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