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SHORT TERM EPISODIC ABSENCE REPORT

OR
LONG TERM ABSENCE REPORT



NAME
DEPT
 HOSPITAL







Presented By: 

Supported By: 




Date: 






1. INTRODUCTION
This report details (NAME) attendance history since XXXXX, and the management support and intervention that has taken place to support  XXXXXX during his/her absence.

(Provide detail re current situation)

(Detail re any formal warnings and when given etc...)
This report is intended to inform the Sickness Hearing Panel regarding the decision to be made about the ongoing employment of xxxxx in light of his/her ongoing sickness absence record.

2. BACKGROUND 
xxxxxx has been employed by the Trust since xxxxxxx.  He/She is employed within the xxxxx Department as a xxxxxxx.  His/her duties include xxxxxxxx 

A summary of (name’s) sickness absence since he/she joined the Trust is as follows:

(Include all dates)

	Date
	No of days
	Reason

	
	
	

	
	
	

	
	
	

	
	
	



Total number of days off sick in xxxxx period etc…

3. METHODOLOGY
(name’s) sickness absence was managed with effect from xxxx and all paper work completed in line with Trusts Sickness Absence Health and Wellbeing Policy.
(Number and type of) sickness review meetings arranged and held in line with the Trust’s Sickness Absence Health and Well Being Policy.

(Number of) Occupational Health referrals have been made during (name’s) period of sickness absence.

(Number of) appointments have been attended with the Occupational Health department during the period xxxxxx, 
 
(Name) was informed that his/her case would now be referred to (Senior Manager Name) with a recommendation that a sickness hearing should be arranged.  

4. TRUST INTERVENTION
This section needs to include all the fine details of how the sickness absence has been managed over the complete sickness management period.  Most of the information will be in this area of the report.  It is the equivalent to the ‘Findings’ section in general management reports.

a. Attendance Review Meetings/ or Long Term Absence Review Meetings

In this section include all the detail about every meeting that has been held with the individual re their sickness absence /level of meeting (what stage of policy etc). (Copies of letters should be attached as appendices)

Detail how many formal meetings have been arranged to manage individual’s absence and whether afforded the right of representation.

Provide summary of what was discussed at each meeting (refer to appendices)

	Detail about what employee is saying about their sickness record etc.

Any ongoing medical interventions/medical notes etc?

b. Occupational Health Information and Guidance

Provide detail re OHD referrals/dates (attached as appendices)

Detail the dates that individual has had advice from/review meetings with OHD to support them during absences. (attach all OHD advice as appendices).

Provide details of what OHD have advised to date….

Most recent medical advice received indicates that …….?



c. Reasonable Adjustments

Provide details if reasonable adjustments have been required/recommended etc…
 
d. Redeployment

Provide details if redeployment has been advised and sought etc…

e. Ill Health Retirement

Include this section if this has been considered as an option in long term sickness cases.

f. Impact on Department

Provide detail about how the employee’s absence has impacted on the Dept.


5. CONCLUSION

Include in this section all the points that can be concluded from the information you have provided in the earlier sections of the report.  Use this section to highlight the main issues.  Remember not to introduce any new information into the conclusion that you have not previously referred to in the main body of the report.


6. RECOMMENDATIONS
 
There is justification for this case to be forwarded to be heard by a designated panel at a formal Attendance Hearing/ or Long Term Absence Hearing in accordance with the Trust’s Well Being and Attendance Policy.

APPENDICES

List and Number all the Appendices that you have referred to in the report.
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