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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. 
	Please insert your completed assignment ( in word format)  here:

1 i. According to CIPD Report, the common causes of absence are: minor illnesses, Back pain and stress. 

1 ii. Some examples of short - term and long - term absence of employees.
short-term absence:
·  Minor illnesses such as colds, flu, stomach upset, headaches and migraines
· Stress due to workload and/or management style
· Family and personal illness related issues
· Musculoskeletal injuries such as neck strains and repetitive strain injuries
· Home and family responsibilities such as caring for sick family members

Long-term absence: The main causes are stress (mainly due to working conditions and environment), acute medical conditions (heart attack, stroke and cancer), mental ill health (clinical depression and anxiety) and back pain.	

1 iii. The term ALIDEIM stands for:
· Assess the absence problem
· Locate the absence problem
· Identify and prioritize absence causes
· Design the absence control programme
· Evaluate the current absence control methods
· Implement the absence control programme
· Monitor the effectiveness of the absence control programme.

1 iv. Employers pay their employees a bonus for excellent attendance over a given period.
An example of what it works:
At the end of each three-month period, employees with exemplary attendance records will receive monetary incentive awards according to the following schedule.

	NUMBER OF DAYS ABSENT
	MONETARY INCENTIVE AWARD

	0 days (perfect attendance)
	 £                           250.00 

	1 day
	 £                           200.00 

	2 days
	 £                           100.00 

	3 days
	 £                             50.00 

	4 days
	 £                             25.00 


Available at (http://slideplayer.com/slide/9618249/) Visited at 18.05.2018.


According to Stephen Bevan, recent surveys suggest that no more than 15% of employers pay them. The prevailing view of these practices is that they rely on paying employees twice for fulfilling what they are already contracted to do. (Available at the book of  Corporate Partners Research Programme - Attendance management).

1 v. Below are measures that can be taken for promoting health and well-being of employees within the organization:
· Work smarter, not harder: the most productive employees don’t work the longest days, and take plenty of breaks to maintain focus when they’re working. 
· Take back control of your email and messaging services: set specific times in your calendar when you’ll read and respond to them, such as morning, lunch, and end of the day, so that you can avoid constant interruptions. You could even set an ‘out of office’ message for chunks of the day.
· Plan things to do at lunchtime, from a swim, to a phone call with a relative, to a wander round the block. Moving away from your PC is vital for reducing screen and sitting time. 

Available at: (https://www.monster.co.uk/career-advice/article/health-and-wellbeing-at-work) 
Visited on the 21.05.2018

2. Managers can control absence problems in an organization by:

​1. Monitor and Measure Absence - all employees should complete a form for both planned and unplanned absence.
2. Absence Reporting Procedure - Have a clear absence reporting procedure that employees need to follow if they are unable to attend work, employees should also be aware that failure to follow the correct absence notification procedure could affect payments and could be a disciplinary offence.
3. Return to Work Interviews - This requires the employee to sit down with their manager to discuss any unplanned absence and the interview can cover the following:
a. Discussing the reasons for absence
b. Whether they visited their Doctor
c. Whether absence was connected to work in anyway (e.g. stress, harassment etc)
d. Reviewing previous absence
e. Discussing any forward action.
4. Analyze Absence Records - Decide on clear reporting information and collate it on a regular basis and also compare reports from each quarter and monitor the trends in absence.
5. Act on the Information - Example on action that might be needed: The employee with a pattern of odd day's absence on Fridays and Mondays for various reason; The employee who has lots of ‘doctors appointments' at inconvenient times during the day; The employee who has been off for six weeks; The employee who is off on a regular basis for the same or similar reasons; The employee who has not taken any holiday during the year. 
6. Consider Terms of Employment and Bonus Schemes - Ensure your contract of employment allows you to request a medical report from employees; Be clear about what payments an employee will receive during periods of absence and the different payments that might apply in different situations and Have a clear absence reporting procedure.  
7. Company Doctor / Occupational Health Advisors - Having a Doctor or Occupational health advisor appointed by the Company can be of assistance in managing absence.
8. Health Care - Generally an individual with health care can be seen and treated more quickly and therefore this is a benefit to both the employee and the organisation.
9. Pro-active Management - The pro-active way to reduce absence is to look at prevention and it can be achieved by considering a range of well-being programmes.
10. Have a written Absence Policy Document 
Available at: (http://www.orbuk.org.uk/article/managing-absence-reducing-and-preventing-absence )visited on 21.05.2018

3. Points that must be considered when taking disciplinary action against an
Employee.
According to (https://www.personneltoday.com/hr/seven-things-to-consider-when-deciding-on-a-disciplinary-penalty/) visited at 23.05.2018
The following are to be considered when taking disciplinary actions:
· The nature, magnitude and type of issue raising the need for a disciplinary action must be scrutinized to a point where this is cast on a rock,
· Look for alternative means i.e. written warning since a dismissal would be harsh if the issue that triggered the action is a first offence,
· Dismissal may be considered/ valid where the employee in question has been previously warned- consider a builder record and instances where the employee is a recidivist (repeat offender) on a particular subject of which the employee has been formally called upon,
· As an employer, a clear view of what constitutes and breach of a contractual agreement and which may lead to possible dismissal must be made available to all employees. The objective is to avoid scenarios where employees are dismissed and claim that they were not aware of led to dismissal hence, the employer would be at fault,
· So that employers are not seen as being partial to a certain segment of employees, they should consider the following factor as well when dismissal is eminent- where there any similar cases that led to dismissal? What was the underlying motive? How was this done? Was there any need to do it as such (dismissal)?
· Consider any other factors which were out of the employees grasp i.e. health related issues, bullying or the environment which the employee resides.
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