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Marking Criteria:
We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1(i). What are the common causes of absence, according to a CIPD Report?
The CIPD survey report (2018) states the most common causes of short-term absence are due to minor illnesses with stress and musculoskeletal injuries also being among the top causes. Musculoskeletal injuries are also listed as a cause for long-term absence to a lesser extent with the more common causes being medical conditions, mental ill health and stress for long-term absence.
1(ii). Give some examples of short-term and long-term absence of employees. 
Examples of short-term absences are colds, flu, headaches, migraine, stomach upsets. Examples of long-term absences are stroke, heart attack and cancer, clinical depression and anxiety. Stress. back pain, neck strains and repetitive strain injury, caring responsibilities are examples of both short-term and long-term absence. Non-genuine reasons cannot be ruled out completely too.
1(iii). What does the term ALIEDIM stand for?
ALIEDIM is an acronym to a seven-step approach to absence control identified by Huczynski and Fitzpatrick (1989) which still holds good and comprises of the following stages: assess the absence problem, locate the absence problem, identify and prioritise absence causes, evaluate the current absence control methods, design the absence control programme, implement the absence control programme and monitor the effectiveness of the absence control programme.
1(iv). What is attendance bonus? How does it work?
Attendance bonus is often discretionary, a bonus given to employees for good attendance. It is a tool used by some organisations to discourage absenteeism. For example, an employee who had shown perfect attendance for four weeks straight may receive a £50 bonus. Attendance bonus can be perceived as rewarding employees for what they are already paid to do so, which is to attend work and perform. This can undermine Managers as employees may feel managers have no or very little control over the work environment and using these bonuses as means of obtaining attendance. Genuinely ill employees may see it as being penalised or even discriminatory (Land Registry v Houghton. 2015). Finally, it gives rise to presenteeism of sick employees which would be counter-productive.
1(v). What measures can be taken for promoting health and well-being of employees within the organisation? 
In order to identify potential health problems, organisations can screen employees before employment commencement through blood tests, eye tests, heart checks to even discussing weight and lifestyle choices of employees. By doing this, employers can minimise health issues and identify issues sooner and prepare measures in advance. Organisations can be more active and promote good health and wellbeing by encouraging healthy lifestyle by offering gym memberships and healthy eating by serving particular food in work canteen. Organisations can offer counselling and access to psychologist, and physiotherapy to support good health and wellbeing. The CPID identified that one of the most effective measures was access to occupational health support whether internal or external which according to their recent absence survey, 62 percent of organisations already utilise occupational health professionals.
2. Discuss in detail how managers can control absence problems in an organisation.
Employees should be made comfortable to discuss attendance issues openly. Managers should keep accurate records of absence, assess and also check for regular patterns, for instance absent every other Wednesdays. Employees should be informed you are aware of the pattern. Reasons behind absences could be legitimate; there may be a medical or some other acceptable explanation such as child care issues. Therefore, the cause of absence needs to be identified and employees should be given assistance in order to reduce the issue, such as offering them alternative shifts or work hours. For long-term absence, it is good practice to keep in regular contact with employee by telephone, email or even visits to discuss situations and see if return to work can be planned by changing work hours or by placing employee in a different role temporarily.
Both managers and employees can benefit from policies which contain instructions for employees to inform of absence, target for level of absence which would trigger action etc. The Bradford factor can calculate target level for absence by measuring number and duration of spells of absence with a typical trigger level set at 250 points, alternatively can also be software generated from instances of short-term absence and unacceptable levels. Nevertheless, it can be argued that managers know their staff well and do not really need reports to tell them what is genuine absence and what is not. It may also not be appropriate as some employees put in more hours than they are paid and some even come in the weekend to work, therefore probing a motivated employee on absence could be counter-productive. 
Return to work interviews can provide information and opportunity to discuss issues for long-term absence to facilitate return to work with close monitoring and evaluation. Absence review meetings can also be utilised for persistent absentees albeit should be positive and constructive rather than punitive. If absence persists, then another meeting can be held to emphasise and remind employee of their responsibilities and if attendance continues to fall below standard then disciplinary actions should follow as per organisations policy on absence.
3. Outline the points that must be considered when taking disciplinary action against an employee. 
The Employment Act 2008 and Employment Tribunals (Constitution and Rules of Procedure) (Amendment) Regulations 2008 governs discipline and grievances at work. The ACAS Code of practice on disciplinary and grievance procedures is also important for absence management. 
All employees must be treated in the same fair manner. There are certain points that must be considered before taking disciplinary action to avoid grounds for legal action following disciplinary action. It is important to recognise although may not always be the outcome wanted, organisations may have to lay off employees who fall ill for long periods in some circumstances. Under laws concerning unfair dismissal, discharging such employee of duty would be considered potentially fair. Nevertheless, for employees who are regularly absent, action really depends on the genuineness of medical condition or not. All available medical advice must be carried out and considered and if cause for absence is found to be genuine, then it should be treated like any long-term illness.
It is important to communicate prior warning of potential dismissal to employee should they not return to work and consulted with in order to establish return or not in near future, before dismissal as disciplinary action is considered. It is common practice for larger organisations to allow 6 months period before considering dismissal and even longer for employees with key functions. There may also be certain conditions that may fall under the Disability Discrimination Act 1995 in which case, unless the organisation is fully convinced that adjustments cannot be made for employee to return to work, then dismissal should not ensue.
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