Attendance: Roles & Responsibilities

	Managers should: 

· Support the health, safety, and wellbeing of employees, recognising their duty of care. 

· Take action to identify and reduce, where possible, underlying causes of sickness absence with a view to preventing ill health. 

· Ensure appropriate early intervention where ill health arises to prevent the escalation of healthcare needs. 

· Seek, consider, and implement OHS and health professional advice where appropriate to support employee attendance. 

· Provide feedback to the employee where it is not possible to implement OHS recommendations. 

· Update and record absences in a timely manner across relevant systems. 

· Adhere to NHS Scotland Attendance Policy, including preparation and distribution of related documentation. 



	Employees should: 

· Recognise personal responsibility to take reasonable care of their own health and wellbeing. They must also make sure they are fit to work without detriment to themselves or others. 

· Actively participate in the process to avoid delays. 

· Communicate at the earliest opportunity any underlying health issues or other contributing factors which may impact their attendance at work. 



	Occupational Health should: 

· Provide expert, impartial, and timely advice in relation to how an employee’s health issues impact their attendance at work. 

· Consider information provided from a variety of sources, including GPs, other agencies, and job roles. This will help make sure that all relevant information is available concerning an employee’s circumstances to advise managers accordingly. 

· Advise on whether an employee may be considered as having a disability under the Equality Act 2010. 

· Seek, identify, and advise on appropriate solutions, including reasonable adjustments based on information available and individual circumstances. This will enable employees to remain at work, return to work, and maintain attendance.



	Human Resources should:

· Support managers and employees by providing advice on policy and process

· Ensure any processes undertaken comply with the policy and procedure, so there is fairness and consistency




