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EAST AYRSHIRE LEISURE
(SERVICE)
(Name of Employee and Designation)

REPORT ON ABSENCE

1.

INTRODUCTION

1.1 This report details the periods of sickness absence which (name of employee) has had over the period xxxxxx to xxx and sets out the actions which have been taken by management to support the employee during this period.  

2.

BACKGROUND INFORMATION 

2.1
(Name of employee) commenced employment with East Ayrshire Leisure on xxx. He/she is currently employed as a xxx within the xx Service working xx hours per week.

(Outline duties, work location, composite of team, service and detail impact of absence on needs of the service etc.)

3.
ABSENCE HISTORY

3.1
In accordance with East Ayrshire Leisure’s Sickness Absence Management Policy, Unacceptable Level of Absence is defined as being 3 spells of absence in a rolling 6 month period or where absence exceeds 8 working days within a 12 month rolling period.
3.2
During the period xxxxxx to xxx, (name of employee) has had a total of xx days absent from work which represents xx separate periods of absence.  The absences are detailed as follows:


Reasons for absence 
	Start Date
	End Date
	Duration
	Reason
	MC/SC

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	 
	 
	
	


3.3
The absence profile shown above represents an unacceptable level of absence as set out at 3.1 above in terms of East Ayrshire Leisure’s Sickness Absence Management Policy.
3.4
In the previous 12 months xxxx had the following absences and therefore does not have a clear absence history.

	Start Date
	End Date
	Duration
	Reason
	MC/SC

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	 
	 
	
	


4.
OCCUPATIONAL HEALTH
4.1
(Detail any occupational health appointments and outcomes including none considered necessary)

5.
SUPPORT MEASURE

5.1
(Detail any support measures undertaken)

6.
ABSENCE PROCEDURES

6.1
An Absence Review Meeting was held on xxxx and the outcome was xxxx.

6.2
An Absence Review Follow Up xxxxxxx
	Date
	Initial/Follow Up 
	Outcome of review 



	
	
	

	
	
	

	
	
	

	
	
	


(Detail any relevant discussions/outcomes within absence reviews and list any action plans implemented)

*Ensure it is documented that the employee has been informed at an absence review that their absence levels have reached unacceptable levels*

7.
MITIGATING CIRCUMSTANCES 

7.1
(Detail any mitigating circumstances that the employee raised)
8.
CURRENT DISCIPLINARY RECORD
8.1
xx has a ‘live’ warning/xx has no ‘live’ warning on their record. 

9.
CONCLUSION

9.1
In accordance with East Ayrshire Leisure’s Sickness Absence Management Policy, xxx has reached the unacceptable levels of absence as outlined above. 

9.2
After reviewing the mitigating factors, it has been decided that a Disciplinary Hearing be held and xx has been notified of this decision. 

9.3
A list of relevant documentation which is attached to the report is detailed in the Appendices Section below.
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Signed:
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APPENDICES

List all relevant appendices ie occupational health reports, absence reviews, action plans etc.
Appendix 1 
xxxx

Appendix 2 
xxxx   
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