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In This Issue...
Tackling employee In this issue we are looking at another way companies can
absence reduce their costs as well as making themselves more
In2HR Viewpoint efficient in a world where cost reduction is becoming even
maore imnortant Wa ara tallking abhant lave, hoance
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0 which can be a significant cost to companies; estimated at
an average cost of £666 per employee, per year. Our first
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o LY artinla gizrac an Aiitline AF xxraxic 40 radsian thic Anct
'_-"[‘!“ ¥ ' article gives an outline of ways to reduce this cost.
In Viewpoint, we consider the 'thorny' question of what to
receive an unsatisfactory reference for new
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For those of you unable to make the interviewing skills
breakfast seminar we ran last week, we will are organising
another date in the Bracknell area and one in Slough. If
you are interested in attending then just let me know?

By the time the next issue comes out, it will be September
and the lovely summer we are currentl
over, so enjoy 1t whilst 1t 1s here.

y enjoying will be

Regards
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ackling employee absence
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representing 3.5% of working time. So if you can get staff to be 'at work' rather than 'off
sick' the company will be saving on a 666 per employee each year. If you want a

your industry BUPA have compiled some

There are basically three types of absence that need to be managed:-

1. short-term - the one or two days off, here and there, which are unrelated .

2. unauthorised or persistent lateness - people not turning up and not reporting in sick,
or always being late.

3. long-term - there are various definitions of this but a good guideline would be a
single absence lasting more than a month.

In this articie we are only going to ook at the first two types since the management of
long term absence is not really regarded as a 'quick fix' way of reducing costs within a



business. If however, you have someone who has been off for more than a month then we
woulid be pieased to give you some advice so just give us a call.
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line. The second is to ensure that you have 1ce policy iling what you will
do.
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measurements that can be used including:-
o Lost time rates which express the percentage of time that has been lost due to
absence
e Freauencv rates which show the averace number of absences ner emnlovee ag a
Frequency rates which show the average number of absences per employee, as a
percentage

e Bradford Factor which identifies persistent short- term absences by measuring the
number of occurrences

To be effective the absence policy should contain the wing:-
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o when self-certification and medical certificates are needed.
e that the company may request a report from the employees Doctor
e any formal mechanism you will use to review attendance figures.
o the trmlngs and processes that will be used to reduce absences, for example return
to WOIK lIl[CfVlCWb ulbclpnnary measurcs, eic.
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as they give the manager an opportunity to talk to staff about the absence and discuss any
underlying problems that may be causing repeated absences
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performance review process should be used with those staff continuing to have a higher
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dismissal a possible final outcome.
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Question: references

A question that was discussed at our
seminar last week was around emnloyme nt

references and what you should do if you
. receive an unsatisfactory reference.

' \ ) Answer:

N

aay Yy As the potential employer you are entitled
&’ to determine whether or not a reference is
satisfactory. if you come to the conciusion
that a reference is unsatisfactory then

mwmu-lm- cantacting the rafarcs again 1f van
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feel that you need more facts, although you n d to bear in mind that they may not be
prepared to give you much time. The other option is to have a discussion with the
employee about the references received.

If you do rdeatrfy a potential problem then you need to consider thth" i i short term,



disability discrimination legislation.
If you conclude that the candidate is unsuitable, you are entitled to withdraw the offer of
employment as long as the offer was made subject to “eceipt of satisfactory references

I hope you have found this edition of Getting In 2 HR useful.

If you have a particular topic you would like to see included in a forthcoming issue then
please send your topic and/or any questions to be answered to info@In2HR.co.uk

Disclaimer The information given in this newsletter is provided as a guide and overview
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only and not as specific legal facts. If you are unsure about any of the information
provided you are advised to contact us directly.

Regards,

email: nicki(@in2hr.co.uk

Talanhana NTEDQ_ALIDTHD
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website: http://www.In2HR.co.uk



