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The Rise in Sickness Absence

This research report aimed to ‘critically analyse sickness absence strategies to reduce
short term sickness’ within Coleg Sir Gar (CSG). The identified stakeholders were the
Corporate Board and the Principal, Faculty Directors, Line Managers and Employees. A
literature review was undertaken to search for common themes in reducing short-term
sickness in the college. The themes identified were “promote wellbeing, effective return to
work, training for line managers and a clear policy”. The literature review highlights both the
strengths and the weaknesses of existing research and it also highlights the gap in the
research, this being that no research has been done specifically into a further education
college. It was also identified that no literature included statistics of sickness absence rates
before and after the identified themes were either introduced or improved in an organisation.
It was also identified that there is no one theme that is the most important, but having a
bundle of them present in an organisation will help towards reducing short-term sickness.
This justifies the reason for the next section in the report (methodology and findings) as these
looked specifically into CSG.

To achieve objective one “to research current absence management policies and procedures
and find out how it is being implemented”, research was made into the sickness policy. When
comparing CSG policy and procedures to the literature review, the policy includes everything
mentioned by Simpson (2017), CIPD (2018), Parkin (2018) and Landau Law (2019)
suggesting that CSG have an effective policy in place. To understand more into how the
procedures are being implemented into the organisation a questionnaire was distributed to
1000 employees, and a focus group was conducted with 6 line managers.

To achieve objective two “to identify the current absence levels and trends against previous
years”, research was made to identify the current absence levels of CSG against previous
years. The result outlined that sickness absence rates within CSG are above the national
average of 4.1 days per employee per annum. Results also showed an increase in absence
from academic year 2016/2017 from 4.5 days per employee to 5.1 days per employee in
2017/2018. With 1000 employees and an average of 5.1 days per employee in academic year
2017/2018, that totals £357,000 per annum.

To achieve objective three “to investigate how to improve the current procedures”, a
comparison of the results from the questionnaire and the focus group were conducted. Results
showed that there were some similarities in opinions on how to improve the current
procedures to reduce sickness absence rates. The 6 ways identified to improve the procedures
were:

1. Line managers need to have regular contact with employees regardless if they are off
for a short period of time. This will allow for a flow of communication and for the
line manager to know what the problem is, how they can help the employee to get
better and put in place measures/cover if needed.

2. Training needs to be organised by HR for line managers to attend on a regular basis.
This will address the average score given by employees with how effective the RTW
was.



3. Return to work needs to be conducted on the first day an employee returns to work to
discuss everything that was highlighted by the literature review. This links back to
training, as the importance of this can be reminded on a regular basis.

4. Employee wellbeing also needs to be improved. Possible ideas could be to have more
than one well being day a year for employees to team build and have fun together.

5. Improvement to sickness system. This needs to be addressed as this may be one of the
leading causes why line mangers leave it to the last minute to complete or not do it at
all. This will need to be addressed by the IT department.

6. It is clear that the sickness policy needs to be made more aware of and encouraged to
read by both employees and line managers. This will make it clear of the importance
of regular contact with employees and the importance of an effective RTW on the first
day back to work. Possible ideas could be to include it in the induction process for
them to read in the first 21 days of employment.

These were presented to the corporate board to achieve objective 4 “to present findings to the
corporate board”.

Recommendations included, to give more time for participants to take part in primary
research as only 156 out of 1000 responded which is not representative of the organisation as
a whole. Further attention is needed to take this forward. Statistics can then be used to prove
that improving the current procedures can reduce sickness rates, as no literature was found
that confirmed this.

The limitations to the study was that only 156 questionnaires were completed out of a
possible 1000 and only 6 line managers were interview meaning that it is not representative
of all employees/line managers in the organisation. After conducting the primary research
nothing was done from the corporate board to tackle the short-term absence levels in the
organisation after it was presented to them. Doing nothing means that the issue will not be
addressed and short-term sickness levels will increase in the future which is costly for the
organisation.



Gantt Chart — Research Project

The below Gantt Chart is a plan of how long it will take to complete each part of the research project. It also helps to track and monitor progress.

Gantt chart - Research Project

03/10/2018 10/10/2018 30/10/2018 20/11/2018 10/12/2018 15/12/2018 10/01/2019 25/01/2019 26/01/2019 07/02/2019 11/02/2019

Decide on a HR Issue with Line Manager

Read through current policy and procedure and investigate it.

Collect secondary research — CIPD, Journal Articles, Books etc.
Analyse secondary research and critically evaluate.

Develop and distribute Questionnaires to employees.
Arrange focus groups with managers.

Collate and analyse responses from primary research.

Collate findings from secondary and primary research and put
into the report to present to corporate board

Present Report.

Begin implementation of recommendation

Deadline for report to be submitted.
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This report will look at the rise of short-term sickness absence within Coleg Sir Gar. It will
include a brief background of the organisation, the HR issue in more detail, identified
stakeholders and the aims and objectives of the report. A literature review will be undertaken
to find ways of reducing sickness within the organisation. This report will also access a range
of primary data sources. How data was collected and analysed will be explained along with a
justification of the methodology adopted. Conclusions and recommendations will be made
based on this data.

Organisation Name: Coleg Sir Gar (CSG)

Organisation background: CSG is a further and higher education
college based in Carmarthenshire. There are
five campuses including Graig, Ammanford,
Pibwrlwyd, Gelli Aur and Jobswell.

Number of employees: There are approximately 1000 employees,
which are made up of lecturing, academic
and support staff.

Title: Assistant HR Officer.

Main HR functions of CSG: + Recruitment
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HR department: Includes seven employees:
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HR Issue: Rise in short-term sickness absence figures.

Identifying the HR Issue:

The area of research that has been chosen is the convenient access strategy where an area of
research has been selected based on access to specific data such as sickness absence figures
(Horn, 2009, p. 90). This topic was also agreed by the Executive Director of HR and
Wellbeing as well as the Principal.

This research project will look at the issue of short-term sickness absence within the college.
When comparing data from previous years, the level of sickness absence has increased.
According to CIPD (2016), “short-term sickness is seen as the most costly in form of wages
to any organisation”.




Identifying stakeholders

According to Freeman (2009) it is important to understand who the readers are going to be
and what they are going to be looking for. The most important stakeholders are the corporate
board and the principal. They have the most interest in tackling the issue and saving on costs.
Faculty Directors are important in implementing the decision down the organisation and
convincing line managers to implement procedures.

Line Managers are important in implementing the policies with their staff. They need to be
well trained in order to implement change successfully.

Employees are the ones who will be affected by the implementation of the policies. They
need to understand the policies and processes and be communicated if there are any changes.

Aim and objectives
The aim of this report is to 'to critically analyse sickness absence strategies to reduce short
term sickness’.
This aim will be achieved through four objectives. These objectives will be (Specific,
measurable, achievable, realistic and time bound) (Mind Tools , 2019). Objectives are the steps
you take to achieve your overall aim (CIPD, 2018c).
Objectives:

1. To research current absence management policies and procedures and find out how it is

being implemented.

2. To identify the current absence levels and trends against previous years.
To investigate how to improve the current procedures.
4. To present findings to the corporate board and make recommendations.

w

A literature review is a critical analysis of existing research. It highlights both the strengths
and weaknesses of existing research and it is also an opportunity to see a gap in the research
(Perkins & Woodhams, 2016).

Sickness absence according to NHS (2010) is defined as “when your employee is considered
by themselves or their GP to be unfit to attend work due to illness”.
There are common themes that have been identified to reduce short-term sickness.

2.1 Promote Wellbeing

The following literature helps to understand the importance of promoting wellbeing in the
organisation to reduce short-term sickness. According to CIPD (2018b), The Telegraph
(2011) and Office for National Statistics (2017) the most common short-term sickness are
minor illnesses such as colds and headaches. The research has found that as the workforce
ages, people are more likely to develop health conditions/disabilities so it is important
employers develop supportive workplaces that help people to manage their health and work.
They suggest that promoting well-being for instance mind/body classes can prevent problems
from escalating and help create positive working environments. Research carried out by
CIPD (2018b) in an organisation that had health and well being activities in place in 2017
found that 44% of respondents saw better employee morale and engagement and 31% saw
lower sickness absence.




All sources used are recognised as credible by the university guide. Research outlined is
fairly up to date apart from the Telegraph which was written in 2011. Although this was
written eight years ago, the CIPD (2018b) and the Office for National Statistics (2017) still
backs up the information outlined in the paper meaning it is still correct. Statistics mentioned
can’t be completely relied upon as it is uncertain how many respondents took part and in
what company. It also doesn’t mention any absence figures in order to make comparison to
what it was like before and after wellbeing programmes were introduced.

2.2 Effective Return to Work (RTW)

According to ACAS (2019), Simpson (2017), CIPD (2018a), Watt, (2018) and UNISON
(2017) it is important to have an effective RTW in place to check if the employee is well
enough to return to their every day duties. RTW meetings can also provide managers with an
opportunity to talk about any underlying issues which might be causing the illness. This is
important to find out whether the absence is work related, and finding ways of reducing it.
All sources mention that an effective RTW will reduce sickness absence. Personnel today
(2007) go one step further and surveyed 182 organisations, which employ 705,000 people, to
see how effective they are. 64% saw that the introduction of return-to-work interviews
reduced staff absences. 29% however didn’t see a difference in the organisation while 7% of
HR practitioners saw an increase in absences.

All literature used are also credible according to the university guide. Apart from Personnel
today (2007), all sources are also fairly up to date. The statistics used is over 12 years old,
meaning a lot can change in that time. The data also doesn’t provide us with statistics of how
much sickness absence rates decreased from when RTW were introduced.

2.3 Clear policy

According to Simpson (2017), CIPD (2018a), Parkin (2018) and Landau Law (2019) an
effective policy must support business objectives and the culture and explain the rights and
obligations of employees when absent due to sickness. All 4 sources explain what needs to be
included in a policy in order to be effective and help reduce sickness rates. Some examples
include, information such as provision for sick pay, information on who employees should
notify, information regarding a self certificate form/fit note and information regarding return
to work interviews. All sources used are credible according to the university guide, and are
all up to date. The literature is useful in understanding what an effective policy should
include, however no literature included statistics of how an effective policy can decrease
sickness absence levels.

2.4 Training for line managers

According to CIPD (2018a), Paton (2016), Taylor & Wilkinson (2016 p. 25-26) and
Personnel Today (2011) line managers have an important role to play in managing absence.
The literature helps to understand the importance of training for line managers in the
organisations absence policies and procedures. Line managers should be trained in the legal
and disciplinary aspect of absence, maintaining absence record keeping and have return to
work interview skills and the capabilities and confidence to raise and discuss potential issues.
Research found 20% of 178 people that took part in the survey saw a reduction in absence
figures whilst 68% saw some reduction. The rest thought that absence management training
was unsuccessful.




All sources used are credible sources according to the university guide. They are all
relevantly up to date apart from Personnel Today (2011) which is eight years old. These
sources are useful in understanding the impact training can have on absence however, it
would have been more useful if absence level statistics were used before and after training
was conducted to see whether training does reduce sickness absence. It is also uncertain how
many people took part in the study.

From undertaking a literature review it is clear that no research has been done specifically
into a further education college. It is also noticeable that no literature includes statistics of
sickness absence rates before and after the above were either introduced or improved in an
organisation. It is also clear that there is no one theme that is the most important, but having a
bundle of them present in an organisation will help towards reducing short-term sickness.
The next section will focus specifically on CSG and ways employees think sickness absences
can be reduced.

There are two different types of data that can be used. These are, primary which is data
collected first hand (questionnaires/interviews) or secondary which is data that is already
published (journals/online databases). Data can also be qualitative where it is based around
words/feelings, or it can be quantitative where data contains statistics (Perkins & Woodhams,
2016, p.92). The philosophical approach that will be taken is the interpretive approach. The
point of this research is to gain an in depth insight into the lives of respondents to understand
why they act the way they do (Black, 2006).

Objective one and two is to identify what the current policy and procedure is and what the
current levels and trends of absences are. Whilst the policies will inform me of what the
policy and procedure are, it is important to know how employees are using the procedures
and how managers are enforcing them.

In order to gather data from employees of their experience of the absence management
process a questionnaire will be used. According to Perkins & Woodhams, (2016, p.99) a
questionnaire can be used to obtain quantitative data from a wide number of people. It is
relatively cheap, fast to administer and respondents can complete it when they have time. The
disadvantage to this is that questionnaires must be properly designed, they do not allow for
the researcher to prompt individuals for more information and response rates may be low.

In order to obtain information from the line managers on how they perceive/implement the
policy and the issues associated with it, a focus group will be used. According to Kilcullen,
(2011) focus groups are good for allowing the respondents to develop and elaborate on
themes. The disadvantage is that researchers need to be able to control discussions so that
they get the information they need.

To address objective three, information gathered from the findings above and from the
literature review will be used to improve the current procedures.

Data collection methods will be reliable (repeatable/consistent), replicable (another

researcher will be able to replicate it in the same/new setting) and valid (conclusions drawn
will be consistent with the data that has been collected) (Perkins & Woodhams, 2016 p. 96).
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The questionnaire will be sent out via email t01000 employees (appendices 1) and the focus
group (appendices 2) will consist of six line managers.

In order for research to minimise risk of harm an ethical form has been approved prior to the
research being conducted (appendices 3). All data collected will be confidential as employees
can send the questionnaires back through internal mail to remain anonymous. All employees
are also over 18. Before any primary data was collected, permission was given by the
Executive Director of HR and the Principal.

Graphs will be created through excel in order to discuss the findings and data will be
analysed through pulling out common themes.

Obijective 1
The main purpose of CSG policy is to provide support to staff when they are unable to work

through ill health. When comparing the policy and procedure to the literature review, the
policy includes everything mentioned by Simpson (2017), CIPD (2018), Parkin (2018) and
Landau Law (2019) suggesting CSG have an effective policy and procedure in place.

From analysing results from the 156 questionnaires that were completed there are some
results that stand out in terms of how the policy is actually being implemented (Appendices
4).

The results confirmed that the most common sickness absence (37%) was colds, headaches
and sickness bugs. Only 47% of employees admitted that they had contact with their line
manager when they were off work. The importance of this is outlined in the sickness policy,
however only 56% of people admitted they have read this and 53% of these people thought it
was useful. The majority of people (28%) also scored their return to work as being below
“average” by giving them a score of 4. This may be down to employees wanting line
managers to be trained more effectively in this area as 56% of people would like their line
manager to have more training in delivering return to work. It may also be down to the fact
that 77% of people admitted that they weren’t given a return to work on the same day they
returned to work with 37% of people saying that their return to work were conducted 3+
weeks after. 52% of people ranked employee wellbeing as average with a score of 5.

From analysing the results from six line managers in a focus group, there were also some
results that stood out. Some problems were highlighted with regards to the sickness absence
system, with all six experiencing technical problems when conducting a return to work. Some
problems consisted of difficulty saving the information, and return to work disappearing after
it has been finalised. All line managers agreed that more training was needed around
managing sickness with 4 admitting they were last trained 6+ years back. All 6 also admitted
that conducting a return to work with employees on the same day they return to work is
difficult as work commitments get in the way however, they do try and conduct it within the
first 3 weeks they return. All line managers admitted they felt they were hassling their
employees when they were off for a short period of time, causing them not to phone them and
relying on the employee to keep in touch with them.

Obijective 2
Sickness Absence rates within CSG are above the national average rate of 4.1 days per

employee per annum (Office for National Statistics 2018). Academic year 2016/2017 saw an
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average absence rate of 4.5 days per employee, which increased to 5.1 days per employee in
academic year 2017/2018. The average daily cost is approximately £70 per employee. With
1000 employees and an average of 5.1 days per employee that totals £357,000 per annum.
This is without taking into account the cost of absence cover.

Objective 3
When comparing the results from the questionnaire and focus group there are some

similarities in opinions on how to improve the current procedures to address sickness absence
levels. These will be presented to the corporate board on February 4™ 2019 to achieve the

fourth objective “to present findings to the corporate board”.

1.

Line managers need to have regular contact with employees regardless if they are off for a
short period of time. This will allow for a flow of communication and for the line manager to
know what the problem is, how they can help the employee to get better and put in place
measures/cover if needed.

Training needs to be organised by HR for line managers to attend on a regular basis. This
will address the average score given by employees with how effective the RTW was.

Return to work needs to be conducted on the first day an employee returns to work to discuss
everything that was highlighted by the literature review. This links back to training, as the
importance of this can be reminded on a regular basis.

Employee wellbeing also needs to be improved. Possible ideas could be to have more than
one well being day a year for employees to team build.

Improvement to sickness system. This needs to be addressed as this may be one of the
leading causes why line mangers leave it to the last minute to complete or not do it at all.
This will need to be addressed by the IT department.

It is clear that the Sickness policy needs to be made more aware of and encouraged to read by
both employees and line managers. This will make it clear of the importance of regular
contact with employees and the importance of an effective RTW on the first day back to
work. Possible ideas could be to include it in the induction process for them to read in the

first 21 days of employment.

To conclude, the literature review helped to identify the common themes organisations
should have in place in order to reduce sickness absence. These themes were to have
wellbeing activities in place, training for line managers, an effective policy and RTW. The
primary research undertaken helped to identify issues in the organisation that need
improving. The 6 issues identified above, were taken to the corporate board for them to
implement changes throughout the organisation and help achieve the aim of this report.

Recommendations for change would be to give more time for participants to take part in the
primary research as 156 results is not representative of the organisation as a whole. Further
attention is needed to take this forward. Statistics can then be used to prove that improving
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the procedures as identified can reduce sickness rates, as no literature was found that
confirmed this.

The disadvantage to the study was that only 156 questionnaires and were completed out of a
possible 1000 and only 6 line managers were interviewed meaning that it is not representative
of all employees/line managers in the organisation. After conducting the primary research
nothing was done from the corporate board to tackle the short-term absence levels in the
organisation after it was presented to them. Doing nothing will mean that the issue will not be
addressed and short-term sickness levels will continue to increase in the future which is
costly for the organisation.

13



8. Bibliography

ACAS, (2019). Managing staff absence: A step to step guide [Online]. Available at:
http://www.acas.org.uk/index.aspx?articleid=4204 [Accessed 26 January 2019].

CIPD, (2016). Absence Management. [Online]. Available at:
https://www.cipd.co.uk/Images/absence-management 2016 tcm18-16360.pdf [Accessed 7
January 2019].

CIPD A, (2018). Absence Measurement and Management. [Online]. Available at:
https://www.cipd.co.uk/knowledge/fundamentals/relations/absence/factsheet [Accessed 26
January 2019].

CIPD B, (2018). Health and Wellbeing at Work. [Online]. Available at:
https://www.cipd.co.uk/Images/health-and-well-being-at-work tcm18-40863.pdf [Accessed
30 January 2019].

CIPD C, (2018). Performance Management: An Introduction. [Online]
Available at: https://www.cipd.co.uk/knowledge/fundamentals/people/performance/factsheet
[Accessed 26 January 2019].

Freeman, R., (2009). What is stakeholder theory. [Online]
Available at: https://www.youtube.com/watch?v=bIRUaL cvPe8 [Accessed 26 January 2019].

Horn, R., (2009). Researching and writing dissertations: a complete guide for business
students. 1st ed. London: Chartered Institute of Personnel and Development.

Black, 1., (2006) The presentation of interpretivist research, Qualitative Market Research: An
International Journal, Vol. 9 Issue: 4, pp.319
324, https://doi.org/10.1108/13522750610689069

Kilcullen, T., (2011). Taking time out to listen: the benefits of focus groups. [Online]
Available at: https://www.theguardian.com/voluntary-sector-network/2011/jan/14/the-
benefits-of-focus-groups [Accessed 7 January 2019].

Landau Law, (2019). Sickness rights at work. [Online] Available at:
https://www.landaulaw.co.uk/sickness/ [Accessed 15 January 2019].

Mind Tools , (2019). SMART Goals. [Online] Available at:
https://www.mindtools.com/pages/article/smart-goals.htm [Accessed 7 January 2019].

NHS , (2010). Sickness Absence - Definition. [Online] Available at:
https://www.hefthr.co.uk/?g=node/48 [Accessed 26 January 2019].

Office For National Statistics , (2017). Sickness absence in the UK labour market 2016.
[Online]. Available at:
https://www.ons.gov.uk/employmentandlabourmarket/peopleinwork/labourproductivity/articl
es/sicknessabsenceinthelabourmarket/2016 [Accessed 26 January 2019].

Office for National Statistics , (2018). Sickness absence falls to the lowest rate on record.
[Online] Available at:
https://www.ons.gov.uk/employmentandlabourmarket/peopleinwork/employmentandemploye

14


http://www.acas.org.uk/index.aspx?articleid=4204
https://www.cipd.co.uk/Images/absence-management_2016_tcm18-16360.pdf
https://www.cipd.co.uk/knowledge/fundamentals/relations/absence/factsheet
https://www.cipd.co.uk/Images/health-and-well-being-at-work_tcm18-40863.pdf
https://www.cipd.co.uk/knowledge/fundamentals/people/performance/factsheet
https://www.youtube.com/watch?v=bIRUaLcvPe8
https://doi.org/10.1108/13522750610689069
https://www.theguardian.com/voluntary-sector-network/2011/jan/14/the-benefits-of-focus-groups
https://www.theguardian.com/voluntary-sector-network/2011/jan/14/the-benefits-of-focus-groups
https://www.landaulaw.co.uk/sickness/
https://www.mindtools.com/pages/article/smart-goals.htm
https://www.hefthr.co.uk/?q=node/48
https://www.ons.gov.uk/employmentandlabourmarket/peopleinwork/labourproductivity/articles/sicknessabsenceinthelabourmarket/2016
https://www.ons.gov.uk/employmentandlabourmarket/peopleinwork/labourproductivity/articles/sicknessabsenceinthelabourmarket/2016
https://www.ons.gov.uk/employmentandlabourmarket/peopleinwork/employmentandemployeetypes/articles/sicknessabsencefallstothelowestratein24years/2018-07-30

etypes/articles/sicknessabsencefallstothelowestratein24years/2018-07-30 [Accessed 30
January 2019].

Parkin, L., (2018). Getting your sickness policy right. [Online]
Available at: https://www.peoplemanagement.co.uk/experts/legal/creating-sickness-policy
[Accessed 26 January 2019].

Paton, N., (2016). Line Managers are key to return to work after sickness absence, survey
finds. [Online] Available at: https://www.personneltoday.com/hr/line-managers-key-return-
work-sickness-absence-survey-finds/ [Accessed 26 January 2019].

Perkins, G. & Woodhams, C., (2016). Using Information in Human Resources. In: 2nd, ed.
Studying Human Resource Management. London: Chartered Institute of Personnel and
Development, pp. 92-94.

Personnel Today, (2007). Return-to-work interviews do cut sickness absence rates. [Online]
Available at: https://www.personneltoday.com/hr/return-to-work-interviews-do-cut-sickness-
absence-rates/ [Accessed 29 January 2019].

Personnel Today, (2011). Line manager training reduces absence rates. [Online]. Available
at: https://www.personneltoday.com/hr/line-manager-training-reduces-absence-rates/
[Accessed 3 February 2019].

Simpson, S., (2017). Short Term sickness absence policy: a 15-step guide for HR. [Online]
Available at: https://www.personneltoday.com/hr/short-term-sickness-absence-policy-guide-
hr/ [Accessed 16 January 2019].

Taylor, S & Wilkinson, K., (2016). Business Issues and the Context of Human Resources. In:
S Taylor & C. Woodhams, eds. Studying Human Resource Management. London: Chartered
Institute of Personnel Development.

The Telegraph, (2011). Top 10 Causes of absenteeism. [Online]
Available at: https://www.telegraph.co.uk/finance/jobs/8806388/Top-10-causes-of-
absenteeism.html [Accessed 26 January 2019].

UNISON, (2017). UNISON toolkit on sickness absence. [Online] Available at:
https://www.unison.org.uk/get-help/knowledge/leave/sick-leave/ [Accessed 26 January
2019].

Watt, C., (2018). How to manage and conduct return-to-work interviews. [Online]
Available at: https://www.xperthr.co.uk/how-to/how-to-manage-and-conduct-return-to-work-
interviews/116769/ [Accessed 26 January 2019]

15


https://www.peoplemanagement.co.uk/experts/legal/creating-sickness-policy
https://www.personneltoday.com/hr/line-managers-key-return-work-sickness-absence-survey-finds/
https://www.personneltoday.com/hr/line-managers-key-return-work-sickness-absence-survey-finds/
https://www.personneltoday.com/hr/return-to-work-interviews-do-cut-sickness-absence-rates/
https://www.personneltoday.com/hr/return-to-work-interviews-do-cut-sickness-absence-rates/
https://www.personneltoday.com/hr/line-manager-training-reduces-absence-rates/
https://www.personneltoday.com/hr/short-term-sickness-absence-policy-guide-hr/
https://www.personneltoday.com/hr/short-term-sickness-absence-policy-guide-hr/
https://www.telegraph.co.uk/finance/jobs/8806388/Top-10-causes-of-absenteeism.html
https://www.telegraph.co.uk/finance/jobs/8806388/Top-10-causes-of-absenteeism.html
https://www.unison.org.uk/get-help/knowledge/leave/sick-leave/
https://www.xperthr.co.uk/how-to/how-to-manage-and-conduct-return-to-work-interviews/116769/
https://www.xperthr.co.uk/how-to/how-to-manage-and-conduct-return-to-work-interviews/116769/

9. Appendices

Questionnaire Questions (Appendices 1)

¥ colegsirgar

Short Term Sickness Absence Questionnaire

Az part of my CIPD leval 5 qualification I have decided to focus on short term sicmess
ghzemee lovel: within Colag Sir Gar The purposs of the questionnairs iz to find way: of
reducing short tem zickmes: shesncs rate: within the college. I would be grarsful if vou
complsts thiz qrastionnsirs snonymously by December 21* 2018, Thank vou 2

1. How many times have vou been absent from work in the lastvear? (please circle)

1 2 3 4

in

& T B o 10+

2. Whatsymptoms were vou of f work with? (Please fick)

Colds headarhsesstomach Timea off for dapandants
Strasz hIantal 11 haslth
hiusculoskal=tsl injuriss Aszthma

Back Pain Orthar

3. Dvid you have regular contact with your line manager when you were off work?
ve [ ] e[ ]
4. Did you complete a SA1258 the day you reurned to work?

Yz l:l Kol:l Wasn't awars wea had to I:l

. If vou were absent for more than 7 days, did you provide work with a doctors
paper?

Yaz I:l lx'o|:| NA I:l

o

6. Did you havean effective refurn fo work? (please rank from 0 being ineffective
to 10 being very effective by circling)

L] 1 i 3 4 5 & ) B o 10

16

7. Were you given a refurn to work programme the same day a3 von refnrmed ?

ve [ ] we[ ]

5. Ifmo, how late was your refurn to work? (please tick)
21-3 days after I:l 1 wask after I:l
4.5 days after |:| 2 wasks star |:|
3= wasks after I:l

%, Would you like to see line managers having more treining in delivering refurn to
work interviews?

e l:l o I:I

10. How would you rank employes wellbeing in the orgenisation? (please rank from
O being poor te 10 being very excellent by circling)
[ 1 2 3 4 5 [ T 2 Bl 10

11. Have you read the sickness absence policy before?

Y l:l e I:l

12 If 3o, how nseful did you find it?

Vary usaful l:l Uszaful l:l Kot Usaful I:l HA l:l

Thank vou for your time. Flease refurn to Nia Willinms, Assistant HE Officer, HE.
Department, Graig Campus. &



Focus Group Questions (Appendices 2)

§ colegsirgar

Focus Group Questions

Aspart of my CIPD level 5 qualification [ have decided to focus on short term sickness
absence levels within Coleg Sir Gar. The purpose of this focus group is to find ways of
reducing short term sickness absence rates within the college.

How effective do vou think the absence policy is?
Have vou read it before?

If so, do vou think it is easv toread?

Ll

How user friendlvis the absence svstem when doing a retum to work with an
emplovee?

Arethere any issues suwrrounding the svstem?

When were vou last trained in managing absence?

How soon do vou do a return to work with an emplovee?

Do vou keep regular contact with an emplovee when thev are absent from work?
. Would wou like more training in managing absence?

=R R

0. Do vou remind emplovees to complete a SA128 when thevretumn to work?

1. Do vou chase up for an outstanding doctors paper with the emplovee when they are
absent from work for more than 7 days?

12. Would vou sav that vou are supportive to emplovees when thev return to work?

Please give examples.

17



Ethical Form (Appendices 3)

8 ‘
2N ¥ DRt D Sant '6)
k‘ University of Wales PEZLEFORM
Trinity St David

APPLICATION FOR ETHICAL AP PROVAL

In arder for research to result in bepefit and minimise risk of harm, it must be conducted
othically. A researcher mey no( he covered by the University's insurance if ethical
approval has not besn obtained prior to

The University follows ihe OECD Frascati manusl cefinition of research activity: “creative work
undertaken on @ systematic basis in order fo increase the stock of knovdedga, mchxing
knemtagge of man, cuture and scaely, and the use of this slock of nowledge to devise new
applications”, As such this covers aclivites undertaken by members of staff, postgraduate
ressarch students, and both taught poslgraduate and undargraduate students woding on
dissertationafprojects.

The individual undartaking the research activity is known as the “prinGpal reesarcher.

Ettvcal approval is not required for routine audits, performance reviaws, quality assurance
studiss, testng withn normal educational requirsments, and literary or artistic aiticem.

Please read the notes for guid before g ALL sections of the form.

This form must be and any
Piaase see Chacklist for datails of proceae or dlﬂemnt ea'egorioo of application,

SECTION A: About You Principal Researcher)
Nia Willlams

Studsnt [—wﬁé&a&yrmmm’ Ioo

[Full Name:
“Tiek all boxes which apply:
Memvercfetat [ 11|

SECTION B: Approval far Resecarch Activity

Hay ihe research activity recaived approval in principle?
{pieass chack the Guidance Notes as 1o the apprapriate approval process
| for diffarent levels of research by difierent categories of individual)

Rsseavdl Dewas COmmm:e
Facully Rasearch comrmnse

YES

= d

If Yes, plcaee y indicate source of
spproval (and date where known):

[ FacuityiSchoaliCentra: Universily of ¥éales Trinity Saint Dsvids

Campus: Pibwrhwyd

E-mali address: MV AU Oy e “'.3», ag - ¢ !8

Cantact Tefephana Number: 0136 EXICAD ]

| For students: ) =
Studsnt Number: 1606583 Undergraduate | | B
= = PO TIPOME raught
‘Programime of Study: e AR = T’"“mm

Diractor of Studles/Supervisor; LR Doy Research

=)
o
m(mh in} &E\‘W D B E;-(,-

\ALoonL L T o R 10f ioftF
Appioval 11 piincipia MUt ba colanad fom e relevant Soce [Fior 2o se«dnu i3l appvoval T

032, \
Ay 2017 1 P g Ethicst Appraval Farmvs

Prifysgol Cymru
¥ Drnded Dewl Sang
Univarsity of Wales

” '
\ Triaity Gaird Dawd

SECTION C: Extarnal Ethical Guidance Materials
Please list the core clhical guidance documents Tha have been ratsmad 16 dunng the oompieuo—'

PG2/E1 FORM

of thes foup (neuding any disalpline-specific codes of rasesrch ethics, and efso any specfic
ethical guidance relating io the proposed mathodulegy) PFlease tiek to confirm that your
ressarch propoeal adheres to thess codes and gudsd

SECTION D: Ext h Activity

Does the resasrch achity involve collabortans. aulside of
ool ty ives ‘ o [wo| o

If Yas, plages pmvlda the name of the extemal organisation end rarme and contact datalls for the

10 allal tive R

friein corkect persen e SN
| Insfitation (18T o -
| Contact pe peruon name Chmw

Contact perscn e-mail ackiess. | oyyowg\ridn - 3 mn@q;ve@x@; m we |
Where research awnm out in collaboration with an external or amaﬂon
Doee this organkation have {18 own ethics appraval system? | YES I

[ Yes, pieass attach a copy of any firdl approval {of infenm approval] from ihe cfgnnsahon

SECTION Z: Delalis of Researci Activity

Indicative tilo; 1880 Tho, NBE. W SIORRSS Goctento
Proposed wart date: Sege Qo8 . lPrnposcd end date: | -Ebmola W hailey
Py of h activity (including sime and objectives)

Ouﬁnothe purpose, 3ims and ob}ocﬁvee of the ressarch acivity, inclucing key resesrch questions.
Show briefly how existing research has infarmed the proposed activity and explain what tha rasaareh
activity will add and haw L] addre:sa on area of mpurtmco (Maximum 300 worcs)

1 (Acick
wﬂw C I8P o
(Th4s bus shiuk) espand 3 yiu Hpd) " frrbe L roack
Proposed methads e v Ay Lctodmh“m 14 o

Prewide 2 brief summary of all the methods that may be uud'?mo ressarch activity, meking It el'sfrc
what specific techniques may be used, If methods cther than thoee listed in this section are deemed
appropriate kater, additianal ethical approval for thase methads will ba needed. (Maximum 00
words)

- Queshonnaore %Wtadeeg C!%OO)

— Feows Growe Jor Lone manoops (

ditis box shoukd npand =x you Bpps)
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“ Prifysgal Cymru

$NJ ¥ Do ded Dawl Sam

Y University of Wates
Trimlty Sant David

PG2/ E1FORM

Lacation of research activity
Identity all locations where rasearch activity will 1ake place.

Coleg_)r;,\cz GOE.

(his b shaukd expand 26 you lype)

Research activity outside of the UK

If resgarch achwty will lake place , you e responsible for ensuring that lecal athical
conskerations are complied with and that n relevant permissions are sought. Bpecity any local
guidelnes {e,g, from hoced profeseions| sssociations/lbamed socklies/universities) thet exist and
whethar thaea invoive any ethical stipulations beyond these usual in the UK (provide detalls of any
licansas or parmissions required). Also specify whather thare ara any specific efhical issues raised
by the local context in which the research activity s taking place, for example, particuiar cultural

sensitivities or vunerabilities of participants.
Nja -

(e boe ghzadd expand 36 you ypn)

SECTION F: Scope of Research Activity $
Will the resaarch activity include:

Use of a questi h nstrument? Hl

Uﬂ of imerviews?
Uae of giaries?
Particicant obaexvaﬂon with their kmmsdge?

Participant obsorvwon without their knowledga?
Use of videa or audio recording? al |

Ancess 1o parsenal or corfidential infarmetion witheut the participants’ specific
consent? = = b
Administration of any questions, test svmuli presentation that may be ~ 25

| exparianced as physically, mantally or amationally harmful / offersie?
Perfarmance of any acts which meay cause embarassment or affect sef-estesm? EHE

Investigation of participants involvad in Megal activities?

or signiu

Usa of procadures that involva deception?

Admiristration of any substance, agant o placeto?
Working with live vertebrate animals?

Ofhar primary data callecbion methods, please explin n this box

Wil you debrief parficpants at the end of the¥ paricipation. Ina

|

If NO fo svery quastion, then the research activity Is (ethically) law risk and may bé axempt from
some of the folloaing sections (pleass rafer 1o Guidanca Nates)
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SECTION G: Intended Participants
['Who are the Intended participants:

PG2/E1 FORM

Students or staff et the Unlversly’l
Mute (over(he age of 1€ and wmpotsnt o ghte congent)?
Vulnerable adults?

| Chikcran under 187

| Prisenars?

| | Young ofiand cfimnders?
| Those whe coukd be considened 1o have 8 partculary dependent relationship

with e investigator or a gateieeper? - —
FPeaple engaged in ilsgal activities?

Olhers {ploasa idenbiy)

.

[Panticipant numbers and source
Fravide an estimale of the expecied number of participants. How will you identify paricipants and
| how will they be recruited? ge

1D porhecpa s 5 b Lot wonnop /5 fiy 8008 e

i hae shoutt aepsnd s you ypey | O RIPORKE = LA 103R05 Jling. MM
|'_Monmlion for participants: o

ves

Will you describe the mam research procedures to participants in
advance, so that they are informed about what te expeci?

il you tell participants that their participation & voluntary?
Vil you cbtain written consent for participation?

| Will you explan to participants thet refusal to participata in the
rescarch wil not affect their reatmeant er education (¥ relevant)?

W the resgarch is obsetvational, wil you ask particpants for tair
| consent (o being observed?. ;

Wllyw tel parlicipants that tHey may withdraw from the ressarch
any time and for any reason? -
Whh guestonnairee, will you give panicpants e opton of
| amiting gussuom thay do not want to answer?
Will you ted participants that their deta wil be treated with ful
confident@aliy and that, if published, & wil nat be idenbfable as
thers?

| way appropriate 10 the lype of résearch undadaken?

If NO to any of abaue qussnons _pleasa give an explanstion

L v how choudd ewpand o you bpod -




PG2I E1FORM

Vil participants be paid?

__NO /l NIA

[Ts specialist elacirical ar other equipment to be usad with
participante? ] o
Arn there any of ofher 1o e ir or
University arising from this study?

Wil the research aclivily invelve deliberately mislcading
partcpants in anyway, o the partial or full concealment of the

spaciic study aims?

ITYES to any question, please provide full details

[ihis noes s exent 35 you lypsd

v Fritysgol Cymru

% N ¥ Drincori Dewl Bant

N‘ University of Wales
Wiréty Sainl Dl

SECTION H: Anticipated Risks

TOutline any anﬂclpcm rlcks that may advarscly affect any of the participants, the
ity, and the steps that will be taken to address them.

If you have completad a full risk assessment (for example as required by a labaratory, or extemal
| reeaarch colaborator} you may sppend that 1o this form.

PG2( E1 FORM

Full riek assessment completed and appended?

Yos (=}
No a
Risks to participants R R

For exampla: smotional distress, financal disclosure, physical harm transfer of personal dsta,
eenziiive organisational nformation

Ohis s byl cxpand as pou type)

IF h aclivity may indude sensibve, embarrassing or upsetling topics (6.9, . saxual achity,

drug use) or isswas likely to disdase information requiting further edbn (e.g. crmminal acimiy), gve

details of ths procedures to deal with fhese ssues, mduding ey s rtfadvice (eg b

numbers) to ba offerad to participants. Note that whare applicable, conunt proceduras should

maka it clear that if something potentialy o actualy llegal is discovered in the cowsa of a projpct,
it may need tobe di ﬁtolm;;rwaauﬂvﬂhs

| (03 box svodd expend mm)

Risks to investigator
Far example: personal safety, phyeical harm, emotional distress, risk of accusation of
harmiim coafiict of interest

L {this kox zhioud sxpand os you type)

-University/institutional risks
For axampls: sdvarss publicity, financial lose, data protection

(Bhe bux shukd eggend i you trps)

Adverse outcomes
List measures pm inplace to limt any adverse effects or outcomes of research adtivily whers
approgriate. Include any emergency protocols.

[ Disciosure and Barring Service

(ks b ehoud sapand 28 you yps) = — e

befare any with such

Disclosure and Barring Service (D
NO NiA -
o

Has a DBS cerificate besn oblaned?

It the research adlivity involes chldmn ar vulncr&le adulu a | |
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N Prifysgol Cymru '-.V ¥ Deibdcat Dewl Sant
& i PG/ E1 FORM N University of Walos PG2 ! E1 FORM
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SECTION I: Feedback, Consent and C: lity SEGTION J: Data Protection and Storaga
Feedback % | In completing this section refer to the Universty's Research Data Managament Policy and the
What feedback will be provided to particparés, how wil thisbe daneandwhen? | extensive  fesources on the University's Reesarch Oafn  Msnagement wab pages
Ma (ttphuwdsal ac uidlibraryreeesrch date-managementy). o i

s hae shouid mipond 02 = Daes the ressarch activily hvohw parsonal data (as deined by the Cala
) Protection Act)?

“parsomal data® imeans dafs which rakate 19 & fvng ticviceel who can ba

identiied—

{a) from hose data, or
(0} fram $oem deta and ather normation which i i e possassion of, or ks (ikaly fo
Qi nf #1 POSSTSSIN of, the data cantrolor. and ticludas any sypmezssn of
oivan abauf ho indvidiel and any (ndicalion of 1o (ntentions of te dafa controder
OV 80y afher porsan i raspact of the itk ey

If YES, provide a description of the data and expiain why this cata needs fo

~ "' ? (s Bow shoukd escprsl o you typs)
heiy LN ONN AL el &= = e ==
QLA E‘Q)AplCU—M!d m Doas it Invalva sarative personal data {as defined by the Data Protectian ¥
s B shoold axpand 28 Yoo tyea) T = Acty? ¢
“Sensitive persanal data” masns persoeal dat consaing of infemation as ko — a8
() #he raciy) o edhnic ongln of the dely subjact o
{b) hiss poXtical apiians, .

fc )} his reNgioes bolely or affrer botofs of @ sknar e,
() whistisar b fs 5. mamber of 3 trade unian (Wi the meaning of e Trads Unian g
and Labowr Rekatans (Conacdahion) Act 1982), 2

{6) s persioad o mental hesth or condition, s
(N his sexus) i, "
(a) the commizsion or aWaged COmmiasion by him of any offence, o Bl JohY -~
(h} any procasdings v any afance conrilled or aflaged fa have besn commited by 3

fitm, #ver Vsposel of s proceedings orihe semance of any comt in sueh

If YES, provide a description of the data and oxpiain why this data neds to be collected:

Qin bex nhould expand 6 you typed —— R

[Will the research sctivly invohe storing parsonal data an one of the [ YES | NO }
| follewing: o o | I ES /|
Manual filss (1. In paper farm)? (w] y//
Unwarsity computars? T n &/
Private company compulers? o o | o ' r
Home or other perzenal computars? T o | a9
Laptop computaraf CDs/ Portabie dak-dives! memory stcks? | O | 7]
*Cloud” storage or websites? R = %
Other - specify: | o | 11( E ]

| For all stored data, explain the measures in place fo ensura data confidentialily, inchading datalls of
password protection, encryplien and ancaymisation:

{thia box shoukd expand & you type)
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PG21E1 FORM

Wl the resear_dl ;&uly involve any of the following activifies:
Electronic transfer of dafaih any !(im]? s
Sharing of data with others a the Universty? <
Shaﬁvﬁ of d;la with ;:m—u organisations?
ﬁ;ﬂm autside the European Union er imperting of data from outside -

Use Mp&unnl :dd:sses, postoadas, faxes, emalls or felaphons numbers?
Publication of data that might allow kentification of individuals?

Use of data managemant eyatam?
Data archiving?

¥ VES to any question, pieaze provica full details, explainng how this will be conductedin
acgordanca with the Drla Protectian Act {and/er any Intemational equivaent):

Phin e shull noprand e o lypa)

LEnllvmowlll h;;eaeoessto tha dets ;;mmtadbv h;r;;mhadw
. ’.D'\«gam O MR gt wARLIRIND, - -

| his o shoud expand 32 pou Lpe .

List wha will have control of, and act as dian(s) for, defa géherat

' AILO. Lirsnwnd

hsctiy. |

by the

L ebie bae shOUN BUDANE B3 YU Lipes) ~
" Ghe datails of daia slorage Arrangements, including wher data wAll ba stord, how long for, and in
what form. Wil data be archived - If $0 how and 3 2

Mhis box ehould napoved @ you tapal
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SECTION K: Declaration

PG2 7 E1 FORM

The in which | hawe provids n::nea am:nplﬂeh the m_u my knowdedge. 1 have
attempted ta any risks and Bsues rolated to the rassarch activity and acknowladge my
obiigations and the rights of the participants,

In submitling this acplcation | heraly confirm that | urdertake to ensure that the above named
resgarch acivity will meet the University’s Researgh Ethice and Integrity Code of Practics

i""—'"'dipﬂ“m K2, L .-‘—. RO -I D;lo: 2 ,0\ }aOLq !

[Oistor of wdonipana | -
Signature; ]
| Date: e | I

For stafy;

Head of School/Assistant
Dean: £
Signature:

Dater

Please plete the Below 10 ensure that you have complatad the form
~accordify 1o the guideiines end altached any required documentation:

Eve read thi oui notas bafors pleting the farm
| i3wa completed ALL RELEVANT secions of the form in full.
(b Lcontinn that the activey has i Tpm-'cph
07| | have from exte-ma¥ arganisation {where WN;

a copy of fi im app

[ I have attached a tull risk aszessment (and have NOT compisted Section M of this form)
(where appropriate}

o/ It that it is my responsibiily fo ensure that the abave named rasearch activity wil
fpeat the University's Reaearch Ethice and Integrity Codes of Pracsice.

E/ | undarstand that before commencing data colection il docurnents almed ot regpondents
{including nforrnation shoets, consent farms, L ires, ate ) must
J e by the KX parvisor, module tuter er Hend of School.

RESEARCH STUDENTS AND STAFF ONLY |
All communications relating to this application during its processing must be in writing and emaised to

. with the titie ‘Ethical Approval’ followed by your name.
You will be miformed of the outcome of your claim by emal; therstare it is Fnportant thet you check

your Utliversity and personal emall accounts re

“UDENTS ON UNDERGRADUATE OR TAUGHT MASTERS PROGRAMMES should submit
Arm (and receive the outcoma) via systems explained to yau by the superviecrmoedue leader.




Results from Questionnaire (Appendices 4)

How many times have you been absent

from work in the last year?
9 10

7

What symptoms were you off with?

B colds/headaches/stomach
1 M Stress
29 B Musculoskeletal injuries
= Back Pain
ETOD
B Mental Ill Health
4%

= Asthma

Other

Did you have regular contact with
your line manager when you were off
work?

M Yes
= No




Did you complete a SA128 the day
you returned to work?

M Yes

® no

If you were absent for more than 7
days did you provide work with a
doctors paper?

0%

M yes
M no

mNA

Did you have an effective return to
work? (0 being not effective)

Hl m2 m3 w4 m5 m6 m7 m8 =9 10

6%
1%
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Were you given a return to work
programme the same day as you
returned?

M Yes

m No

If no, how late was your return to
work?

m 2-3 days

W 4-5 days

=1 week
2 weeks

W 3+weeks

Would you like to see line managers
having more training in delivering
return to work interviews

M Yes

® No

25




How would you rank employee wellbeing in the
organisation? (0 being poor)

M1l m2 m3 w4 m5 m6 m7 m8 =9 10

2%

5%

3% _~
3%

2%

Have you read the sickness
absent policy before?

M Yes

® No

If so, how useful did you find it?

m Very useful
44% m useful
= Not useful

NA
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