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	Manager Quick Reference Guide
Attendance Management
HR Policies, Procedures and Guidance
Glasgow City Council & NHS Greater Glasgow and Clyde 



Introduction
This quick reference guide has been developed for managers managing staff within Social Work and Health, highlighting relevant policies and procedures.
	Managing Staff Attendance

	

	Key Area
	Glasgow City Council
	NHSGCC

	Name of Policy
	Maximising Attendance Policy


	Attendance Policy



	Training for Managers
	Mandatory for all Managers:  
Maximising Attendance and Effective Communication training on 
GOLD

HR carry out regular Manager Briefings throughout the year. Further dates organised will be advertised here Manager Training

	Managers are encouraged to complete the People Management Training 

register for a place:
Attendance Management (People Management Module)



	Policy Guidance 
	Corporate HR - Maximising Attendance - Managers Guide

Corporate HR - Maximising Attendance - Employee Guide

Manager Guidance, Templates, Occupational Health Services

Business Area Support Hubs  

	Attendance Management Toolkit

Attendance Management - Guidance for Managers

Attendance Management - Guidance for Employees

Workplace Adjustment Passport

Manager Guidance:  Stress in the Workplace


	How to make an Occupational Health Referral
	Manager Guidance - Occupational Health Referral

	Manager Guidance - Occupational Health Referral


	Employee fails to Report for work with No Contact
	Where an employee is absent from work, and you have had no contact:

1. Try and contact employee
2. If unsuccessful, contact HR:

HRWellbeing.Attendance@sw.glasgow.gov.uk
0141 287 9011

	Where an employee is absent from work, and you have had no contact:

1. Try and contact employee
2. If unsuccessful, contact HR:

HR Support and Advice Unit
(T) 0141 278 2700 (Ext. 12700)
HR Self Service Portal


	HR Support
	HRWellbeing.Attendance@sw.glasgow.gov.uk
0141 287 9011

	HR Support and Advice Unit
(T) 0141 278 2700 (Ext. 12700)
HR Self Service Portal





	Supporting Staff Mental Health and Wellbeing


	GCHSCP Website
Staff Health and Wellbeing Page
	
GCHSCP Staff Health and Wellbeing


	Mental Health and Wellbeing
	GCC Health and Wellbeing

	NHSGGC Mental Health and Wellbeing Policy


	Stress in the Workplace
	HSE Individual Stress Risk Assessment and Guide

	Stress in the Workplace


	Employee Assistance Provider
	PAM Assist

	Occupational Health - Counselling


	NHSGGC Psychological Therapies Service
	GCC Overview of Service

	NHSGGC link direct to website page

	Health and Wellbeing - 
Staff Handbook
	GCC Health and Wellbeing - Staff Handbook
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