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1.0 	Reporting Sickness Absence 

1.1 	All staff must call the Staff Helpline to report absence from work for any reason on 0300 303 1361. They must also call to report any change or update to their sickness absence, if their absence continues beyond the expected duration or the reason for absence changes for example. In addition, staff must call the staff helpline when they are fit to return to work.  There is NO requirement to report in sick if taking Disability Leave.

1.2	Staff need to have their payroll/assignment number to hand when they call. 

1.3	Calls to the 0300 number are charged at standard national call rates from a landline and will be part of inclusive minutes if called from a mobile (if you have bundled minutes as part of your mobile call plan). 

1.4	Where possible contact should be made personally by the employee and normally by telephone. Only in exceptional circumstances should contact be made by somebody else or by other means.



	
	
	




2.0 	Informal Wellbeing Review Meetings/ Return to Work 
Discussions 

2.0.1	The Informal Wellbeing Review Meeting/Return to Work Discussion is an essential part of the managing attendance process. It provides an opportunity to hold an informal conversation and for the manager to consider the employee’s individual circumstances in relation to their sickness absence. 

2.0.2	Managers are required to conduct an Informal Wellbeing Review Meeting/ Return to Work discussion each time an employee returns from sickness absence (regardless of the length or reason for absence and including part days) and ensure this is recorded on the Return to Work form. 

2.0.3	The person who is best placed to conduct the return to work discussion will be the appropriate line manager who “knows the staff” member. 

2.0.4	The better a manager ‘knows their staff’ the more beneficial and meaningful the discussion. In “knowing” their staff and their circumstances managers are required at all times to use their discretion in deciding any required actions following a return-to-work discussion and whether or not to then proceed with attendance meetings under this policy. 

2.0.5	The Return-to-Work discussion is the informal stage of managing employee attendance and should be carried out both sympathetically and in private. 

2.0.6	This meeting should be held with the employee as soon as possible and ideally within 2 days of their return. Managers must consider making the necessary time and appropriate environment to hold these discussions. If the line manager is unavailable e.g. on annual leave, their nominated deputy should conduct the meeting. 


2.1. 	Prior to the Return-to-Work Discussion 

2.1.1	The manager needs to be aware of the sickness record of the employee. This may be available through: 

· e-roster record, or 
· ESR or 
· The department file 


2.2 	At the Return-to-Work Discussion

2.2.1	The purpose of the discussion will be to: 

· Welcome the employee back to work and check the employee is fit for work 
· Confirm the absence details are correct e.g. dates/reasons. 
· Confirm whether the absence was due to a work-related issue, underlying condition or other circumstance e.g. pregnancy related 
· Confirm whether the absence was due to an injury or accident at work and if so has this been reported e.g. Datix and HSE 
· Enable the employee to discuss any issues they may need your help/support with 
· Develop/discuss the details of the return-to-work plan 
· Consider whether the individual’s attendance record is directly attributable to a disability (please refer to Toolkit for Supporting Staff with Long Term Health Conditions and Disabilities) 
· Discuss whether any risk assessment(s) need to be undertaken e.g. moving and handling, pregnancy 
· Assess the need for any reasonable adjustments to support their return to work. 
· Make the individual aware of their attendance record (whether they have reached a ‘trigger point’ or whether they could reach a ‘trigger point’ in the future) and the consequences i.e. this could be progression to formal monitoring/review. 
· Identify and discuss any patterns of absence that are a cause for concern for the manager, e.g. where the absence precedes or follows annual leave, bank holidays, weekends, period of night duty. 
· Establish If any further support is required, including consideration of referral to Occupational Health and Wellbeing (either self or management referral) as appropriate. 
· Update the employee on any departmental news/changes which have occurred during their absence. 

2.3 	Recording the Discussion

2.3.1	The discussion should be recorded on the Return-to-Work form (see Appendix 1) and reflect the conversation. It is helpful to note on the form what the sickness record is and when future absence may reach ‘trigger ‘levels. For example: 

“ Jo Bloggs has had 3 absences in the last 12 months: 
- January – 6 days 
- July – 3 days 
- August – 2 days 

I have informed Jo that if he/she has a further absence by December, they will reach the trigger of 4 absences in 12 months, and I will need to consider whether formal action is appropriate.” 

2.3.2	There may be occasions when consideration should be given to other Trust policies and additional support for the employee e.g. 

· Alcohol and Substance Misuse Policy 
· Bullying and Harassment Policy
· Domestic Abuse Policy 
· Referral to Occupational Health and Wellbeing using a management referral form 
· Stress in the Workplace Policy 
· Health and Safety at Work Policies 
· Maternity (Family Leave) Policy 


2.3.3	Staff may also need referring for Health and Wellbeing support via: CIC Confidential Care service on 0800 085 1376 or www.well-online.co.uk. Username ‘IpswichNHS’ (Ipswich) or NXLogin( Colchester) and password ‘wellbeing’. This is a 24/7 service. 


3.0 	Occupational Health (OH) Referrals

3.1     When to refer?

3.1.2  	In order to ensure early, effective support, it is strongly advised that an
automatic referral should be made to OH within 48 hours of an employee reporting as being   unfit for work where the    reason for the absence is stress or musculoskeletal related. 

3.1.3   A referral should also be considered in the following circumstances: 

· Where there are concerns that the work being undertaken may be impacting on a health condition (may not always be absent). N.B. this includes scenarios such as musculoskeletal issues / skin problems within a clinical role, symptoms of stress being demonstrated but as, yet no sickness absence has occurred. 

· Where absence trigger has been reached or there are general concerns regarding attendance.

· After an employee has been, or is likely to be, absent for four weeks where there is no clear return to work date.

· If absent due to stress or musculoskeletal issues (refer following notification of absence) 

· When guidance is required as to whether there is an underlying health condition impacting on frequent short term sickness absence 

· For consideration if health issues are impacting performance 

· If there are concerns following injury and ability to undertake elements of role.

3.2 	OH Referral Process 

3.2.2 	The manager will complete the management referral (please see
template forms in Appendix 2) and submit to OH. The manager should ensure that the employee is informed of the referral and provided with copy of the referral form. 

3.2.3   Please be aware that employees have a legal right to request to see all
documentation in their personal OH file including managerial referral forms. 


3.2.4   When completing the referral form it is vital that the following is
 	included:

· Correct home/mobile telephone number for the employee 

· Information about the job and job tasks that are required to be undertaken 

· Factual background information regarding the situation as OH professional assesses a case by taking into account the information from the manager, the information from the employee and the medical elements of the case. 

· Ask relevant questions –.there are some template questions for guidance but please ask any that are specific to the case. The referral report will address these to help you in managing the case. 

· This information is necessary to ensure time spent with OH is maximised, and the assessment provided during the appointment can be used effectively by both the employee and the department. 

3.2.5 	The appointment will be triaged by a Specialist Practitioner – OH and be
arranged with the most appropriate professional within a reasonable time period. 

3.2.6 	The assessment will take place and a report will be generated responding to
the question raised in the referral. The OH professional will decide if further information is required from the employee’s doctor, hospital specialist or other health professional to provide further guidance to you. In these cases the report may be delayed but OH will always inform you if this applies. 

3.2.7 The OH professional will confirm with the employee their consent, either   
Written or verbally, at the time of the assessment for the release of the report to the line manager. (N.B. under GMC guidance, a doctor has a right to view the report before it is sent to the manager. They can request factual changes but the OH opinion will not be changed. The employee has 48hrs to advise OH if consent is given to release the report. If this is not provided OH will write to the manager explaining that consent has not been provided. If the employee does not wish to see the report prior to its release to the manager, then they will receive a copy at the same time.)

4.0 	Managing Short Term Sickness Absence 

4.0.1 	Managers should ‘know their staff’ and their circumstances and are required at all times to use their discretion in deciding whether or not to proceed with formal sickness absence monitoring under this policy. Similarly, when they hold such meetings, managers are also required to use their discretion, taking all relevant circumstances into account, when deciding whether or not it is appropriate to continue or escalate to the next stage under this policy. 

4.0.2	Managers will commence monitoring and review discussions with employees at all Return-to-Work discussions. 


4.0.3	Formal review will be considered if employees meet one of the following    triggers:
Four periods of sickness in a rolling 12-month period,

Patterns or trends to sickness absence

Two periods of absence during probationary period.

4.1  	 Formal Procedure for Managing Short term sickness absence

4.1.1 	 Stage 1 Formal Wellbeing Review Meeting
 	 
4.1.1.1 A Formal Stage 1 Wellbeing Review Meeting takes place when:

· Trigger reached or the manager has any concerns about the employee’s overall attendance/patterns/trends AND 

· Individual has been made aware at their previous Return to Work discussion that a subsequent absence may lead to formal procedures taking place. 

4.1.1.2 If it is deemed that a Stage 1 Formal Wellbeing review is required the line
manager will provide at least seven days’ notice of the meeting by writing to   the employee (see template letters at appendix 3).   WhatsApp’s/texts or teams messages are NOT permitted. The meeting will be organised and led by  the line manager. The employee will have the right of representation by either a work colleague or trade union representative, not acting in a legal capacity. 

4.1.1.3 The meeting provides an opportunity for the manager to discuss and 
Review the employee’s sickness absence with the employee, and consider the following: 

· Sickness absence levels historically where they are relevant and those in the past 12 months.
· The circumstances and reasons for not sustaining regular, consistent and reasonable attendance in the workplace. 
· Any additional support required for the employee. 
· The impact of disability on the levels of absence. 
· Whether OH advice is required. 
· Any existing medical advice/information. 
· Discussion held during Return-to-Work meetings. 
· Any relevant and connected work related or personal or domestic circumstances. 
· Access to Work support.


4.1.1.4 During this meeting the manager will consider the individual circumstances 
  and will place the employee under 12 months formal monitoring.

4.1.1.5 Following the meeting, the manager will write to the employee (see template
Letters at Appendix 3) to confirm the discussion and outcome of the meeting. 

4.1.1.6 If the employee hits a further Trigger during the formal monitoring review.
period (3 episodes of absence) the employee will move to Stage 2 of the   Managing Short Term sickness process and a stage 2 Formal Wellbeing review meeting will be arranged.  

4.1.1.7 Managers, do, however, have the ability to exercise discretion at all stages.
 	  of this process and may decide not to proceed or escalate to the next steps.


4.1.1.8 If the attendance levels have improved to the required standard at formal.
monitoring will cease and employees will be informed of the expectation that the Improved levels are sustained.

4.1.2 	Stage 2 Wellbeing Review Meeting

4.1.2.1 The stage 2 formal wellbeing review meeting will be arranged and 
By the line manager in the same manner as the first meeting, discussing and considering the same matters (as per 4.1.1.2) in relation to the more recent absences, with the individual. 

4.1.2.2 During this meeting the manager will consider the individual circumstances.
 and explore any further support that may be required.

4.1.2.3 Following the meeting, the manager will write to the employee (see template
  letters at Appendix 4) to confirm the discussion and outcome of the meeting. 

4.1.2.4  Managers, do, however, have the ability to exercise discretion at all stages
             Of this process and may decide not to proceed or escalate to the next steps.

4.1.2.5 If at the end of the 12-month monitoring period the attendance levels have
improved to the required standard at formal monitoring will cease and employees will be informed of the expectation that the Improved levels are sustained.

4.1.2.6 If, however the employee hits a further Trigger during the formal monitoring.
review period (3 episodes of absence) the employee will move to Stage 3 of the Managing Short Term sickness process and a stage 3 Final Wellbeing Review Hearing will be arranged.



5.0 Managing Long Term Sickness Absence
5.0.1 	Managers should intervene in the early stages of all absence, but particularly
so where there is any indication that the absence may be for more than 4 weeks. Making contact with the employee at this early stage provides the opportunity for the manager to consider and offer all the support that may be available to the employee, including options to assist a return to work. 

5.0.2  	Before any management intervention, the manager must consider whether the
individual’s attendance record is directly attributable to a disability (please refer to the toolkit for Supporting Staff with Long Term Health Conditions and Disabilities). 


5.0.3 	Where the sickness absence develops into long term absence (beyond four
weeks), a stage 1 Formal Long-Term Sickness (LTS) Wellbeing Review meeting should be held.  Depending on the nature and circumstances of the absence, the manager should consider the following triggers when commencing formal discussions with employees: 

· Sickness absence of four consecutive weeks or more 
· Where it is clear that the employee will be absent for four weeks or more 


5.1 	Conducting Stage 1 Formal Long-Term Sickness (LTS) Wellbeing Review
          Meetings 

5.1.1 This should be held 4 weeks after commencing long term absence. 

5.1.2 The line manager will provide at least seven days’ notice of the meeting by
writing to the employee (see template letters at Appendix 2).  Whatsapp/Text messages or teams messages are NOT permitted. 

5.1.3 The meeting will be organised and led by the line manager, and depending on
the circumstance may be supported by an HR representative. The employee will have the right of representation by either a work colleague or trade union representative, not acting in a legal capacity.
 
5.1.4 In some circumstances, the manager may hold this meeting via Microsoft 
         teams.

5.1.5 Home visits should only take place with the express consent of the employee
         and where it is not possible for the employee to attend a meeting at work. 

5.1.6 The meeting provides an opportunity for the manager to discuss and review the
employee’s sickness absence with the employee. Considerations may include the following: 

· The circumstances and reasons for absence. 
· Any existing medical advice/information and whether there is a need to obtain further information. 
· Review Occupational Health & Wellbeing advice and note any further review appointments. 
· Disability related issues 
· Any relevant and connected work related or personal or domestic circumstances. 
· Sickness absence levels historically and those in the past 12 months. 

· The effect on pay and benefits of the employee’s situation i.e. expiry of full/half pay or SSP. 
· Advise that further meetings may be required (in principle, no later than 3 months of absence with HR representation, should there be no return to work in the meantime). 
· Agree a point of contact for the employee in case of queries in the managers absence 
· The line manager is responsible for ensuring that regular contact is maintained with the employee and will agree with the employee the frequency and method 
· Agree when to meet again. 

Further regular review meetings may be required according to individual need and individual circumstances.

5.2  Stage 2 Long Term Sickness (LTS) Wellbeing Review Meetings 

5.2.1 These meetings are to be held where;

· Stage 1 formal reviews have taken place and from between 3 to 5 months after employee has commenced long term sickness absence. This may be earlier in appropriate circumstances e.g. discussions in relation to ill health retirement may be necessary. 

5.2.2  These meetings will be held regularly according to need and individual
circumstances. 

5.2.3  The manager will continue to offer support and maintain regular
communication with employees who have been off work for a prolonged period of time and, where possible, assist in a full and speedy recovery for the employee. This may mean putting in place supportive actions to enable a return to work, where possible. 

5.2.4  The line manager will provide at least seven days’ notice of the meeting by
writing to the employee (see template letters at Appendix 5). The meeting will be organised and led by the line manager and will be supported by an HR representative.

5.2.5  	The employee will have the right of representation by either a work colleague
 or trade union representative, not acting in a legal capacity. 

5.2.6   The meetings will be used to further discuss and consider the same points as
 the previous meetings (see 5.1.6),

5.2.7  	Following the meeting, the outcome must be confirmed, in writing, to the
employee by the line manager (See template letters Appendix 5). 

5.2.8   Depending on the individual circumstances of the employee, and following 
advice made by Occupational Health and Wellbeing, the manager may consider exploring any of the following possible future scenarios with the employee at each meeting:

6.0 Therapeutic Return to work

1.1. A Therapeutic return to work may be advised by Occupational Health in certain circumstances prior to commencing a phased return to work. The hours should not exceed 16 per week and would typically be arranged over a 4–6-week period.


1.2	The aim of a Therapeutic return is to allow members of staff to re-connect with colleagues and the workplace prior to a full return to work.  This could include
attending the workplace for a meeting with line manager and/or colleagues for an informal catch-up or attending team meetings etc.

1.2. The employee will be supernumerary during this time and it will enable the
employee to have an opportunity for seeing how they manage with a return,  prior to commencing a return to work whilst also removing some of the fear/anxiety that may be associated with returning, particularly where employees have been absent from work for longer periods of time.


7.0 	Permanent Redeployment 

7.0.1	If it becomes apparent from medical advice that an employee will be permanently.
unable to continue in their post for health reasons, at or shortly after the end of their sick pay, managers must ensure that redeployment is considered. 

7.0.2	Occupational Health and Wellbeing are able to advise if redeployment should be
considered along with some indication of types of duties the employee would be capable of undertaking on a long-term basis. 

7.0.3    There is no guarantee of a suitable redeployment position becoming available
for the employee, however reasonable steps will be undertaken and a   reasonable timeframe allowed by the manager to explore such options.
 
7.0.4	For staff where redeployment is appropriate for health reasons, managers will, in conjunction with HR, take the following steps;

· Obtain Occupational Health and Wellbeing advice 
· Provide the employee with the NHS Jobs links to review vacancies. 
· Arrange for the HR representative to review and identify suitable possible vacancies as they arise. 
· Consider retraining and/or skills assessment where appropriate.
· When an employee is redeployed to an alternative post, the effect on pay and conditions should be explained to the employee. No pay protection is provided for lower banded positions or those with less hours.

7.0.5 If redeployment is considered for posts at a higher band the employee will need to apply for the position. If the employee has a disability and meets the essential criteria this may not be necessary.  Advice from HR should be sought.

7.0.6 Where an employee who is seeking redeployment, for reasons of ill health and/or disability, is assessed by the line manager as meeting the essential criteria of the person specification for a vacancy at the same or lower grade, they will be slotted in to that vacancy following a satisfactory trial period. 


7.1 Redeployment Trial Periods 

7.1.1	Where a suitable alternative position has been identified for the employee it may be possible for the employee to undertake the new duties for a trial period which would normally be for a period of not less than one month or more than three months. This period of time would be to help assess the suitability of the post. Occupational Health and Wellbeing advice must be obtained for all temporary or permanent redeployment options. 

7.1.2	During the trial period, the total employment costs, including any additional payments, will normally be met by the manager from the new department.
 
7.1.3	At the end of the trial period, the employee’s suitability to undertake the role on a substantive basis should be assessed by their new manager, and if there are any health or absence concerns from the manager or employee be referred back to Occupational Health and Wellbeing to advise on their suitability to continue in the new post. 

7.1.4	The trial period may be extended in exceptional cases, subject to agreement with the new manager for a further period of up to three months. 

7.1.5	If during the Redeployment Trial Period clear evidence emerges that, despite the original assessment, the employee does not meet the essential criteria, or the employee does not wish to continue in the new post, a further meeting will be arranged to discuss other options, including possible termination of employment on grounds of capability due to ill health. A formal meeting, involving an HR representative, must be arranged to discuss either ill health retirement or termination of employment. 
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Introduction
Being disabled at work with a hidden or visible disability will often require an
adjustment that removes or reduces barriers in the workplace that disabled
people face. This reasonable adjustment passport is a live record of agreed adjustments between you and your manager to support you at work due to a health condition, impairment or disability. It is for you to keep and pass on to anyone you think needs to know about any impact or issue that can arise due to the interaction
between your condition or impairment and barriers within or outside the workplace that can affect you at work.

How and when to use your reasonable adjustment passport
The purpose of this passport is to:
· make sure that everyone is clear and has a record of what adjustments have
been agreed
· Reduce the need to reassess adjustments every time you change jobs, are
relocated or are assigned a new manager
· Provides you and your manager with the basis for future conversations about adjustments.
This document won’t be passed on to anyone automatically, so you have control of the information and who it is passed to.



This passport should be reviewed regularly (at least every six months, or sooner
if there is any change to your job or your condition or impairment) to check if
the adjustments are still appropriate and effective for you. Be aware that your
manager may need to get additional advice from Occupational Health, Access to
Work or HR before any adjustments or changes can be agreed and implemented,
but this process should not be subject to any undue delays and you should be
consulted and kept informed of progress throughout. If you have any concerns
about any aspect of the process you can also speak to your union representative or HR for advice. You are also entitled to have your union representative or workplace colleague accompany you to any meetings to discuss your adjustments if you wish. 

If you change your job or you have a new manager, you should provide a copy
of this to them so that they understand what adjustments have been made for
you. If you’re in the same role and your health condition remains the same, new
managers should accept the adjustments outlined in the passport. The agreement may need to be reviewed and amended at a later date, but this shouldn’t happen until you’ve both worked together for a reasonable period of time. If your health condition or impairment changes or if you have moved to a new role, department, site, desk etc or there are other changes to your job which mean that the adjustment may no longer be appropriate, then the adjustments may be reviewed straight away.

Reasonable adjustment passports are not stored or recorded centrally, therefore it’s your responsibility to keep it safe and provide it when necessary.



This passport is split into the following sections:

Section A	Record your agreed adjustments	
Section B	Altering your adjustment plan
Section C	Reviewing your adjustment
Section D	Emergency contacts	
	Adjustment holder’s personal details


Name
Line Manager
Department
Union Representative (If applicable)
Date 

Has any additional advice been given or requested? If so, from whom and what
date was it requested/given? Please attach any such information to the back of
this document. It is important that you state any additional advice to support
your request, e.g. letter from occupational health or your GP etc.

Instructions:
1. Please ensure you state details clearly in the box overleaf
2. Please refer to the notes at the back of this document 


[bookmark: _GoBack]
Additional information – please give details here 


Section A: Adjustment details


Please state how your health condition or impairment interacts with barriers within and/or outside the workplace to create the following impact(s) on you at work? Example: I find it difficult to navigate through stairways and heavy doors.


Please state your workplace adjustment requirements – please ensure that
you state what adjustments would assist you to carry out your duties
effectively and efficiently. Example: I need to be located near a lift/ramp,
automatic doors and an elevator; flexible working hours.



Please state if you have a disability/medical condition that needs no action, but
needs to be bought to the attention of your manager. Example: I am a diabetic.


Do you have a personal emergency evacuation plan (PEEP)?	Yes ☐    No ☐
If No, contact ask your manager to contact the Health and Safety Advisor and arrange a date for this to be undertaken with you. 


If Yes, please state your current evacuation arrangements. Example: I have an arrangement with the fire officer on the best route to take when evacuating the building. 



FLUCTUATING CONDITIONS: Please complete this section if you have a fluctuating mental or physical impairment or condition.

On a good day, I believe that my condition/impairment interacts with barriers
within or outside the workplace to have the following impact on me at work.


When things are not so good, I believe that my condition/impairment interacts
with barriers within or outside the workplace to have the following impact on
me at work.

The following adjustments have been agreed between me and my manager


Signature of employer:		Date:
Signature of employee:		Date:
Date of implementation of reasonable adjustments:		
	
Section B: Adjustment review record

I believe that there are changes in my condition/impairment (and/or changes
to my situation which impact on my condition/impairment) that require the
following changes to be made to the current agreed adjustments. 


I believe there are no changes to my condition/impairment (and no changes to
my situation which impact on my condition/impairment). I agree that the agreed
adjustments should remain in place as detailed above.

Signature of employer:		Date:
Signature of employee:		Date:
Date of review:	                                   Date of implementation: 	
Next review due: 






Section C: Alteration to adjustment 


Please state alterations to your current adjustments below.

Are you seeking to alter your current personal emergency evacuation plan?	
Yes  ☐       No  ☐


If Yes, please state your changes below to your personal emergency evacuation plan. Example: I have an arrangement with the fire officer on the best route to
take when evacuating the building, where to go in the event, that states my
evacuation route from the building (PEEP).


If you are not seeking an alteration to your adjustments, please ensure that your
adjustment review record and emergency contact details are signed and up to
date.

Signature of employer:		Date:
Signature of employee:		Date:
Date adjustments implemented:	                                   	

Section D: Emergency contacts 



If I am unwell or there are any concerns about my wellbeing, I am happy for my
manager/employer to contact any of the following emergency contacts in order
of preference indicated below.

Instructions: Please add, amend or delete contact types as appropriate or
when there are any changes. Only complete the contacts you prefer.

RELATIVE
Preference No.		Name:
Relation to me:		
Tel:		Mobile:	                                   	
MENTAL HEALTH FIRST AIDER/CARE CO-ORDINATOR/SUPPORT WORKER/GP
Preference No.		Name:
Relation to me:		
Tel:		Mobile:	                                   

FRIEND
Preference No.		Name:
Relation to me:		
Tel:		Mobile:	                                   

WORK COLLEAGUE
Preference No.		Name:
Tel:		Mobile:	                                   

TRADE UNION REPRESENTATIVE	
Preference No.		Name:
Tel:		Mobile:	                                   


I agree that I will let you know if there are any changes to my situation or condition which have an effect on my wellbeing at work and/or if the agreed adjustments are not working. We will then meet to discuss any further adjustments or changes that should be made.

If you notice a change in my performance, are concerned about my wellbeing
at work or feel these adjustments aren’t working I am happy to discuss this. I
understand that I may also seek advice from my trade union representative or workplace colleague (listed above) and can bring them along to any meetings or discussions we have if I wish.

I agree to hold an up-to-date copy of the reasonable adjustment passport and provide it as and when requested by manager. I also agree that a copy of this may be given to a new or prospective manager, but that it is my responsibility to ensure that any new manager, or anyone I think would need to know about the
adjustments, is informed about the adjustment passport by me.

Your signature:			Date:
Manager’s signature:					Date:			

NOTES
1. THE SOCIAL MODEL OF DISABILITY
Legislation is often based on a medical or individual model of disability. This
states that disability is defined by how an individual’s medical condition or
impairment affects their ability to carry out everyday activities. If disability is
defined in this way, the implication is that the main way to resolve any difficulties
is to treat or cure the condition. This means that the terms disability and impairment are used interchangeably – confusing two entirely different concepts.

The Trust supports the social model of disability. This makes a clear distinction
between disability and impairment. The latter refers to an absence or limitation
in an individual’s physical, mental or sensory function. The social model states
that it is the barriers society puts in place that prevent or hinder access to, for
example, the built environment, media, transport or education. It is therefore
society that disables somebody, not their impairment.

2. DEFINITION OF A DISABILITY
The definition of what constitutes a disability is that a worker has to show they
have a ‘physical or mental impairment which has a substantial and long-term
adverse effect on their ability to carry out normal day-to-day activities’. There is
no absolute definition, it is not simply a case that some conditions are classed
as a disability and others are not.

For example a person with diabetes may or may not be disabled; a person with
dyslexia may or may not be disabled. The test is not limited to any particular
conditions, but relates rather to the person.

To satisfy the definition, the disability must:
· have lasted at least 12 months, or
· be likely to last at least 12 months, or
· be likely to last for the rest of the person’s lifetime (if less than 12 months).

Normal day-to-day activities cover what most people do in their everyday lives
such as walking, eating, shopping or forming social relationships
3. THE LAW
The law around reasonable adjustments is designed to ensure employers and service providers make any changes appropriate to ensure that services and the workplace are accessible for disabled people. They have a duty to provide the conditions that enable all workers to fully participate and contribute.

The duty to make reasonable adjustments is embedded in the Equality Act 2010. It states that it is unlawful to discriminate against workers because of a physical or mental disability or to fail to make reasonable adjustments to accommodate a worker with a disability.

This relates to both current disabled employees and employees who become disabled.
It also relates to any prospective employees, meaning employers must make reasonable adjustments in the recruitment and employment of disabled people.

4. REASONABLE ADJUSTMENTS
Reasonable adjustments are how employers can help to reduce or eliminate barriers which prevent a person with an injury, illness or disability from doing their job.

This is enshrined in the Equality Act 2010 which places a duty upon employers to make adjustments that aim to remove these barriers wherever reasonable, so that a disabled person is not put at a disadvantage when compared to a non-disabled person.

Many of the adjustments your employer can make will not be particularly expensive, and they are not required to do more than it is reasonable for them to do. What is reasonable depends, among other factors such as on the size and nature of your employer's organisation.

Barriers can include both attitudes and environmental factors and organisations should recognise that people who may need adjustments include both those with visible impairments (such as wheelchair users) and those with non-visible or hidden conditions or impairments (such as people with mental health issues).




Reasonable adjustments include but are not limited to:
	MAKING ADJUSTMENTS TO PREMISES 
	ARRANGING OR GIVING EXTRA TRAINING OR MENTORING

	Allocating duties to another person
	Modifying instruction or reference manuals

	Transferring someone to fill an existing vacancy
	Modifying procedures for testing assessment

	Altering working hours or patterns
	Providing a reader or interpreter

	Allowing absence for rehabilitation absence or treatment
	Providing supervision or a support worker 

	Acquiring or modifying equipment
	Disability leave 



It is important that reasonable adjustment requests are made in a timely manner –
failure to do so can potentially allow the disabled person to make a claim for disability discrimination.

5. DISCLOSING A DISABILITY
Disclosing a disability is an individual decision, and there is no obligation on anybody to do so. However, there are many reasons why disclosing a disability to a current or prospective employer is a positive action that will empower, protect and assist disabled people in the workplace.

Legislation is in place under the Equality Act 2010 to assist and protect disabled people in employment or seeking work, but in many cases the protection and assistance that legislation offers is dependent on the individual disclosing their disability.

6. REVIEWING ADJUSTMENTS	
If a review date is specified in the reasonable adjustment passport, you should put this in your calendar and let your manager know when the date arrives. It is important that you speak to your manager at any time if you believe your situation or needs have changed and it needs to be reviewed earlier.

The Trust believes and recognises that disabled people themselves have the best
understanding of what adjustments are most likely to be effective and appropriate Managers Address

Tel:  
Email:  

for them, and is committed to listening to staff and ensuring that reasonable adjustments are effective so that barriers can be removed to provide equality for disabled workers and remove the disadvantages they can face. Managers should refer to the relevant policy and toolkits for more information on how to manage the process of putting adjustments in place effectively.

The Trust follows the Equality and Human Rights Commission (EHRC) Statutory
Code of Practice guidance which states:

‘In order to avoid discrimination, it would be sensible for employers not to attempt to make a fine judgement as to whether a particular individual falls within the statutory definition of disability, but to focus instead on meeting the needs of each worker.’

The duty aims to make sure that as a disabled person, you have, as far as is reasonable, the same access to everything that is involved in getting and doing a job as a non-disabled person.

Further Reading
· The Trust’s Absence Policy

· The Trust’s Supporting Staff with Long Term Health Conditions and Disabilities Toolkit

· ACAS – Reasonable Adjustments in the Workplace: www.acas.org.uk/index.aspx?articleid=6074

· Access to work: www.gov.uk/access-to-work 

· SHAW Trust www.accessibility-services.co.uk
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9.0 Frequently Asked Questions 
Are staff allowed paid time off for medical and/or dental appointments? 

Time off for Medical appointments will be with pay and where possible should be approved by your Manager in advance. 
It is expected that wherever possible visits to doctors, dentists, hospitals, etc., will be arranged to take place outside an employees contracted working hours.  However, it is accepted that on occasion, this may not be possible.  In these instances every attempt should be made to make an appointment as close as possible to the beginning or end of an employee’s working day or arranged around a lunch or other break time.  It is expected that you will attend for work for the rest of the day or after the appointment and the time spent away from the workplace should be kept to a minimum.
Where possible employees working part-time, and shift workers should make their
appointments during their time off.
Appointments arranged within the Trust on the recommendation of Occupational Health, should be considered reasonable with paid time allowed for an individual to attend. Repeated appointments should be planned by the employee with their line manager. 
Managers are entitled to see relevant appointment cards if requested.
No paid time off will be allowed to accompany partners or relatives to medical appointments.  Holiday or lieu time should be used on these occasions.  In exceptional circumstances paid time off can be agreed on a case-by-case basis. Where annual leave entitlement has been exhausted or no lieu time is available unpaid leave can be approved.
Care should be exercised in relation to employees who require time off work to attend medical appointments on account of a condition that amounts to a disability under the Equality Act 2010. Further support and advice can be obtained from the Employee Relations Team.

What happens if I am sick during my annual leave? 

If an employee is sick during annual leave, they can request sick leave to be granted instead of annual leave, but they must notify their manager as soon as they fall ill (and not wait until their return to work). If an employee is abroad, full contact details must be provided by the employee or the person who makes contact on their behalf. 

Provided the reporting requirements have been followed, the days reported as sickness during the annual leave will be treated as sickness and the annual leave will be reinstated i.e. the number of days “lost” due to sickness can be taken at a later date, by agreement with the line manager. Annual leave will not be reinstated if such notification has not been made. 


If I am currently on long term sick leave, can I still take my planned holiday or request to take some annual leave? 

Yes, this is encouraged, however if a holiday is booked whilst on sick leave, the manager must be made aware. An employee’s holiday must not hinder their return to work, for example an employee absent due to musculoskeletal issues should not be booking a skiing holiday, but if a member of staff is absent due to stress and anxiety then a relaxing beach holiday could be beneficial.

If an employee wishes to take some annual leave, whilst on long term sick they should contact their manager to advise them of the proposed dated and obtain their manager’s authorisation. Any entitlement to sick pay will be suspended and normal pay will be paid to the employee during this annual leave. providing the employee’s sickness absence continues to be covered by a doctor’s Fit Note, during and beyond the period designated as annual leave, the employee’s entitlement to sick leave will resume when the annual leave period ends. Providing the reason for absence remains the same (as stated on concurrent doctor’s Fit Notes) the total period of absence will be counted as one episode.

If an employee is unable to attend a formal meeting, does it have to rearranged or can the meeting be held in their absence? 

Under normal circumstances this meeting may be rearranged once should the employee be unavailable or if their representative be unavailable. Should the employee fail to attend the rearranged meeting without good cause or fail to make a reasonable effort to attend a meeting, this may then be held in their absence. 

I require time off for IVF/fertility treatment, will this be considered as sick leave? 

For further information regarding time off for IVF/fertility treatment, please refer to the Family Leave/Maternity Policy. 

What is the process for Enforced Medical Leave (medical suspension)? 

In circumstances where the employee’s state of health, in the opinion of the manager, constitutes a risk to the safety of the individual, other staff, or patients, the employee will be required to seek medical advice and to take enforced medical leave for a specified period. The employee will receive pay for the period based on their current sick pay entitlement (i.e. full or half pay), but the period will not normally count towards their overall sick pay entitlement. The employee will revert to the normal provisions of the absence policy as soon as possible. 

Can an employee work bank/agency and overtime on return from sickness absence? 

Employees returning to work on a phased return must not undertake work via the bank, overtime or any other employment. 

Any employee returning to work after a period of sickness absence may need time to recover from their illness and where it is evident that the employee has a condition that may be aggravated by additional work, or they are not managing to fulfil their full range of duties or contracted hours, employees will not be permitted to take additional work via bank/NHS Professionals, overtime or any other employment for at least one week from the date of their return to work. 3

If an employee is being managed under the Formal Stages of the Policy and/or the Disciplinary Policy but attendance levels continue to be unsatisfactory, then in exceptional circumstances, the manager, in consultation with HR, may advise the employee that they will not be granted any Bank or overtime work until such time as their attendance level is acceptable.
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Appendix 1

INFORMAL WELLBEING REVIEW MEETING/RETURN TO WORK DISCUSSION FORM

	Meeting Details

	Date of Meeting:

	Manager:

	Employee Details

	Full Name:
	Ward/Department:


	Division:

	Job Title:

	Absence Details

	Date of Absence:
From:                               To:

	Total number of days:

Total number of hours lost:

	Reason for absence:
	
	Self-Certificate completed: (if no, please ask employee to complete during RTW interview)
Yes                                   No


	If absence over 7 days, has medical certificate been provided? (If no, please detail why)
Yes                                   No
	Additional Comments:

	Return to Work Interview

	How are you and do you feel able to carry out your normal duties? (If no, please detail what you feel able to do)


	




	Do you think there is any possible cause to your sickness e.g. underlying condition, personal issue? Please provide details
	Yes                                   No

	Do you consider your illness to be work related and if so, how?

	Yes                                   No

	If sickness was due to an accident/injury at work, has this been reported and a Datix form been completed? If sick over 7 days has this been reported under RIDDOR? (If no, please detail why)
	Yes                                   No

	Have you undertaken any other work whilst on sick leave?
	Yes                                   No

	What action have you taken to avoid any future absence?


	


	Do you feel there is anything we can do to support you?

	



	Do you feel you have a disability?
If yes – refer to the Supporting Staff with Long Term Conditions and Disabilities toolkit
	Yes                                   No

	Update the employee on any issues that occurred during this absence? (If required) (summarise in bullet points)
	



	Absence History

	Absence over last 12 months:

	Total Days             Number of Occasions

	Is there a pattern to sickness/attendance? (If yes, provide detail) 
	Yes                    No



	Is employee being managed under the sickness process? 
	Yes                    No

	If yes, which stage of the process? 
	Stag2 1 Formal Wellbeing Review Meeting

Stage 2 Formal Wellbeing Review Meeting

Stage 1/Stage 2 Formal Long Term Sickness Wellbeing Review Meeting


	Action Required – please detail actions and timescales

	No further action, as self-limiting illness & no pattern/concerns regarding absence
	

	Employee to arrange to have flu vaccination
	


	Referral to Occupational Health and Wellbeing 

	

	Referral to Physiotherapy (via OH)

	


	Referral to another agency (e.g. Access to Work)
	

	Any alteration to working arrangements required? (If yes, please detail)
	



	Any restrictions or reasonable adjustments that need to be considered? 

	




	Completion of stress indicator tool required?
	

	Any action the employee needs to take to improve their attendance?
	



	Formal sickness review meeting required. If yes, please state which level or if formal)
	

	Any Further Comments or Issues Raised or Action Required?

	





	Confirmation of Meeting

	Manager’s Signature:

	Print Name:

	Employee’s Signature:

	Print Name:

	Date:

	



Provide copy for employee, manager to retain original 






	
	




























Appendix 2	
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Occupational Health Management Referral Form


READ THIS CAREFULLY BEFORE COMPLETING THIS FORM

This form is to be completed by the authorised referring manager unless otherwise indicated.  Full contact details must be provided, failure to do so will result in a delay in processing or the referral may be returned for completion.  This referral will not be processed if the Validation section hasn’t been completed

Completed form should be emailed to Occupational Health at occupational.health@esneft.nhs.uk .  If you have any questions please contact Occupational Health on 01473 704011 or 01206 745284.


SECTION 1:  Employee Details (double click on grey squares to check boxes)

	Employee’s Surname:
	First Name:

	Date of Birth:
	Title:  Mr, Miss, Mrs, Ms, Dr, Other

	Address of Employee:

	

	Home Telephone Number:
	Mobile Number:

	Home Email:
	

	Job Title of Employee:
	Hours Worked:

	Job Start Date:
	Location:

	Job Description Attached?                    Yes |_|  No |_|
	Sickness Absence Attached?     Yes |_|  No |_|



SECTION 2:  Referring Manager

	Name:
	Job Title:

	Address to reply to:

	

	Contact Number:
	

	
HR Details

	(who will receive a copy of the report)

	HR Contact:
	Email:

	Address:

	
	Telephone Number:



VALIDATION:   The above employee must be notified that they have been referred to Occupational Health

	Please confirm the date they were notified
	Date:
	

	How have they been notified?
	Method:
	Meeting/Written/Telephone/

	Have you verified their contact details? 
	
	YES / NO


SECTION 3:  Reason(s) for Referral?  
 (Please DOUBLE click on grey boxes  |X| and SELECT check as default value or  relevant box for paper version)
.
	|_|
	Health Related Performance Issues?
	|_|
	Possible work related health problems?

	|_|
	Long Term Sickness Absence?
	|_|
	Recurring Sickness Absence?

	|_|
	Returning to Work after illness / accident?
	|_|
	Ill Health Retirement?

	|_|
	Other (please state)
	
	



	|_|
	The employee is currently at work?

	|_|
	Does the employee have a return to work date?
	Date:
	Click here to enter a date.


What information does the Referring Manager require? 

	|_|
	Is there an underlying health problem that may affect attendance or performance?

	|_|
	If so when is it likely to resolve?

	|_|
	Are the duration and / or pattern of absence reasonable in relation to the employees condition?

	|_|
	Should there be any restrictions placed on the employee’s duties? If so, please give details including time frame.

	|_|
	Is the employee capable on health grounds of carrying out the duties of the post for which they are employed?

	|_|
	Where there is a medical condition, is this likely to reoccur? 

	|_|
	Are there any adjustments to be made to allow the employee to return to work or to remain in work?

	|_|
	Is there any evidence that the work environment is contributing to the absence or performance?

	|_|
	If redeployment is medically recommended, are there any medical restrictions on the individual’s capabilities to be taken into account in considering the scope for redeployment?

	|_|
	Any other information that you feel would be useful with managing the employee?

	|_|
	Does the Equality Act 2010 apply?



  
Referring Manager – Additional supporting details  
  
We recommend that you ask any specific questions and provide as much supporting information, however, we you should be aware that the employee may see the content, and the referral should reflect this.  If you have insufficient space, please continue onto another page.











Completed Forms to be returned to Occupational Health by email occupational.health@esneft.nhs.uk



































Appendix 3										 
Letter 3a – Invitation to Stage 1/Stage 2 Wellbeing Review Meeting

Dear (Name)										Date: 
Invite to Stage 1 or Stage 2 Formal Wellbeing Review Meeting

Further to our recent conversation, I am writing to confirm that I would like to meet with you on (date) at (time) in (venue).

The purpose of our meeting will be to discuss your sickness absence, any medical advice, identify any further advice and support you require and agree the next steps. 

Your sickness record for the past 12 months is as follows/your sickness record during the 12 month review period is as follows/ your sickness record since the Stage 1/Stage 2 Formal Wellbeing Review meeting is as follows:

	Dates of absence
	No. of days absent
	Reason(s) for absence


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



The meeting will be held in accordance with the Trust’s Absence Policy and I have enclosed a copy for your information. You may choose to be accompanied by a Trade Union representative or workplace colleague, not acting in a legal capacity.

In the meantime, if you have any questions, please do not hesitate to contact me.
Yours sincerely

Name
Job Title
Enc.










Letter 3b – Outcome of Stage 1/Stage 2 Formal Wellbeing Review Meeting

	PRIVATE AND CONFIDENTIAL

Employee Name and Address  
	
Managers Address

Tel:  
Email:  

Date 

	
	



Dear Name

Outcome of Stage 1or Stage 2 Formal Wellbeing Review Meeting

Thank you for attending the meeting on (date). The purpose of our meeting was to discuss your absence, any medical advice, identify any further advice and support you required and agree the next steps. The meeting was held in accordance with the Trust’s Absence Policy – Supporting Health & Wellbeing (Attendance) (copy previously provided). You confirmed you had chosen to attend the meeting unaccompanied or you were accompanied by (add name and status of representative).

You informed me that you were feeling (add in details) If applicable and updated me on (insert details of any GP or specialist appointments).

If applicable – add in any discussion regarding following up self certificates/medical certificates

If applicable - I explained that your level of absence over the last 12 months had met the Trust’s trigger and it was hoped that this level could be reduced

or I explained that I was concerned about the frequency and /or pattern of absence.

We discussed whether there were any contributing factors to your absence that may be impacting on your attendance (and patterns/or frequency of absence) (for example any home issues or an underlying health condition). You confirmed that you did not feel there were any. (or add in details of anything identified as a factor or contributing to the pattern).

It was agreed that an Occupational Health referral was not necessary at this time or It was agreed that I would refer you to Occupational Health for further advice and support. Or You had an appointment with (name of OH clinician) in Occupational Health on (date), and they advised that (add in summary detail of report) If applicable add in details of any points/actions discussed/agreed).  

We discussed whether there was any additional advice or support you required. (add in details of anything that was identified/discussed and action agreed e.g. completion of stress identification tool, Access to Work. Alternatively you can call the CiC Confidential Care helpline on 0800 085 1376. You can find more information about the CiC service at www.well-online.co.uk with the username ‘ESNEFT’ and password ‘wellbeing’.

I explained that you would be placed on formal monitoring for a period of 12 months and during this period it is expected that your levels of attendance improve.  That if you hit a further trigger (3 episodes of absence) during this monitoring period it may be necessary for us to proceed to Stage 2 of the formal monitoring process, as laid down in the Trusts Absence Policy – Supporting Health & Wellbeing (Attendance). 
Or (if stage 2) if may be necessary for us to proceed to Stage 3 Final Formal Wellbeing Hearing, as laid down in the Trusts Absence Policy – Supporting Health and Wellbeing (Attendance).

Or 

Following discussion it was agreed that we would not proceed with formal monitoring at this stage, however, you were advised that any further breaches of the Trusts sickness triggers will result in the formal process being instigated.

If you have any queries, please do not hesitate to contact me.

Yours sincerely 

Name
Job Title
Ward/Dept

CC:  Insert name and job title of HR Link






	Letter 3c – Invitation to Stage 1/Stage 2 Follow-up 
	


Managers work address 

Tel:  
Email:  

Date 

	PRIVATE AND CONFIDENTIAL 

[Name
Address
Address
Address]

                                                                                                                            Date:
	

	
	
 


Dear (Name) 

Invite to Stage or Stage 2  Formal Wellbeing Review Meeting – Follow up Review

Further to the stage 1 or Stage 2 formal wellbeing meeting held on DATE your 12 month review process is now coming to and end and I therefore writing to invite you to a follow- up review.  This meeting has been arranged to take place on (date) at (time) in (venue).

The purpose of our meeting will be to discuss your sickness absence during the review period and agree the next steps.

Or 

Further to the stage 1 or Stage 2 formal wellbeing meeting held on DATE, our records indicate that you have met a further Trigger under the Trust Absence policy and I am therefore writing to invite you to attend a Stage 1 or Stage 2 formal wellbeing review meeting to discuss next steps.

[bookmark: _Hlk166245213]The meeting will be held in accordance with the Trust’s Absence Policy and I have enclosed a copy for your information. You may choose to be accompanied by a Trade Union representative or workplace colleague, not acting in a legal capacity.

In the meantime, if you have any questions, please do not hesitate to contact me.

Yours sincerely

Name
Job Title
Enc.






Letter 3d – Outcome of follow-up review

	

PRIVATE AND CONFIDENTIAL

Employee Name and Address  
	
 

	
	



Dear Name

Outcome of Stage 1 or Stage 2 Formal Wellbeing Follow-up Review

Thank you for attending the meeting on (date).
The purpose of our meeting was to discuss your absence during the 12 month formal monitoring period.

Or
The purpose of the meeting was to discuss your absence levels following identification that you have met a further trigger under the Trusts Absence policy during the 12 month formal monitoring review period.

We discussed your absence levels during this time and confirmed them to be as follows;

	Date
	Reason for Absence
	Comments

	
	
	

	
	
	

	
	
	




It was agreed that your absence levels had improved to the required standard and therefore agreed that formal monitoring of your short term absence levels would now cease.  However you were informed of the importance of these improved levels being sustained and advised that should further triggers be met the Trust reserves the right to re-commence the formal monitoring at which ever stage deemed necessary, as laid down in the Trusts Absence policy.

or

Whilst it was established that your absence levels have not improved to the required standard it was agreed that due to INSERT REASONS we will not proceed to stage 2 at this time, however, will extend stage 1 for a further INSERT AGREED TIME PERIOD.

or

It was established that unfortunately we have not seen the improvements required and you were therefore advised that we would be proceeding to stage 2 of the Formal monitoring review process.  This meeting has been arranged to take place on DATE, at VENUE, at TIME.
The meeting will be held in accordance with the Trust’s Absence Policy and I have enclosed a copy for your information. You may choose to be accompanied by a Trade Union representative or workplace colleague, not acting in a legal capacity.

Or

It was established that unfortunately we have not seen the improvements required and you were therefore advised that we would be proceeding to stage 3 Final Formal Wellbeing Review Hearing.  Further details of this Hearing will be sent to you in due course.


If you have any queries, please do not hesitate to contact me. 

Yours sincerely 
Name
Job Title
Ward/Dept

CC:  Insert name and job title of HR Link




















Letter 3e – Invitation to stage 1 Formal Long Term Sickness Wellbeing Review 

	
	


 

	PRIVATE AND CONFIDENTIAL 

[Name
Address
Address
Address]
	

	
	
 


Dear (Name)

Invitation to Stage 1 Formal Long Term Sickness Review Meeting

I am sorry to hear that you are unwell and unable to attend work at the current time.

As discussed during our recent conversation on DATE, I am writing to confirm that I would like to meet with you on (Date) at (time) at (venue).

The purpose of our meeting will be to discuss your ongoing sickness absence and any medical advice received, identify any further advice and support you require and agree the next steps. 

The meeting will be held in accordance with the Trust’s Absence Policy and I have enclosed a copy for your information. You may choose to be accompanied by a Trade Union representative or workplace colleague, not acting in a legal capacity.

In the meantime, if you have any questions, please do not hesitate to contact me.

Yours sincerely

Name
Job Title

Enc.



	
Letter 3f – Invitation to Stage 2 LTS Formal Wellbeing Review Meeting

PRIVATE AND CONFIDENTIAL 

[Name
Address
Address
Address]

	



Dear (Name)

Invitation to Stage 2 Formal Long Term Sickness Review Meeting

Further to the Stage 1 Formal Long Term Sickness Review Meeting, I am sorry to hear that you remain unwell and thus unable to attend work at the current time.

I am writing to invite you to attend a Stage 2 Formal Long Term Sickness Review Meeting on (Date) at (time) at (venue).  Present at this meeting will be myself, yourself and INSERT NAME OF ER REPRESENTATIVE.   The purpose of the meeting is for all parties to establish a shared understanding of the current situation in relation to your on-going health condition, review any medical advice received (including that provided by OH) in order to identify any additional support that you require and agree the most appropriate next steps.

The meeting will be held in accordance with the Trust’s Absence Policy and I have enclosed a copy for your information. You may choose to be accompanied by a Trade Union representative or workplace colleague, not acting in a legal capacity.

In the meantime, if you have any questions, please do not hesitate to contact me.

Yours sincerely

Name
Job Title

Enc.






	
Letter 3g – Outcome of Stage 1/Stage 2 Formal LTS Wellbeing Review Meeting


PRIVATE AND CONFIDENTIAL
Employee Name and Address  

	



Dear Name

Outcome of Stage 1/Stage 2 Formal Long Term Sickness (LTS) Wellbeing Meeting

Thank you for attending the meeting on (date). The purpose of our meeting was discuss your ongoing absence, any medical advice, identify any further advice and support you required and agree the next steps. The meeting was held in accordance with the Trust’s Absence Policy (copy previously provided). You confirmed you had chosen to attend the meeting unaccompanied or you were accompanied by (add name and status of representative). If HR rep in attendance – (name and title) also attended the meeting. 

You advised me that you were feeling (insert details) and provided me with an update on (add in details) If applicable and (insert details of any diagnosis, medication, whether the employee has a disability etc). You updated me on (insert details of any GP or specialist appointments)

If applicable – add in any discussion about any relevant and connected work related or personal or domestic circumstances

If applicable – add in any discussion regarding following up medical certificates

If applicable – insert update on any new appointments and medical advice. 

It was agreed that an Occupational Health referral was not necessary at this time or It was agreed that I would refer you to Occupational Health for further advice and support. Or You had an appointment with (name of OH clinician) in Occupational Health on (date), and they advised that (add in summary detail of report) If applicable add in details of any points/actions discussed/agreed).  

I reminded you that if your current absence continued, you will move into half pay from (date) and nil pay from (date).

We discussed when you thought you might be able to return to work and any adjustments which would assist you to return (insert details of discussion and any agreed adjustments).

If applicable – add in details of any other discussion e.g. if employee unlikely to return to their role, detail discussion about option of redeployment/ill health retirement etc. Advise employee that if they are unable to return to work or return within a reasonable timeframe and no other options are suitable then one possible outcome is that their contract with the Trust could be ended. 

If applicable – I explained that as you do not have a return to work date OR you are unable to return to work within a reasonable timeframe OR as you are unable to return to work and no other options e.g. redeployment are suitable, I advised that a Stage 3 Final Wellbeing Review Hearing will now be arranged and one possible outcome is that your contract with the Trust could be ended. 

If applicable - If employee has a return date within the next few weeks add in details of any other arrangements (e.g. I will phone you in a week so we can finalise your return to work plan and I will meet you on your first day back at work for your return to work discussion.

Or - If employee does not have return date or return is not likely for a few weeks - I explained that as your absence is continuing, a further formal attendance management meeting will be held. We agreed to hold the meeting on (date/time/place). You may choose to be accompanied by a Trade Union representative or workplace colleague, not acting in a legal capacity. If HR rep will be in attendance state that (name and title) will also be present at the meeting. 

We discussed whether there was any additional advice or support you required. (add in details of anything that was identified/discussed and action agreed e.g. completion of stress identification tool, Access to Work. Alternatively you can call the CiC Confidential Care helpline on 0800 085 1376. You can find more information about the CiC service at www.well-online.co.uk with the username ‘ESNEFT’ and password ‘wellbeing’.

In the meantime, if you have any queries, please do not hesitate to contact me. 

Yours sincerely 
Name
Job Title
Ward/Dept

CC:  Insert name and job title of HR Link
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