	Vision and Objectives

	
Due to Covid our HR department have centralised sickness report, each person employed in a HR role will work on a rota basis allowing monitoring of sickness and particularly Covid related sickness to keep track and report to public health and the local authorities in line with government guidelines.



	Activities to achieve objectives (attach Gantt chart)
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	Business case 

	The benefit of this change would be to ensure the maintenance of the employee’s sickness records and to keep track of Covid guidelines to advise the employee, to make the service and on call manager aware to ensure sufficient cover has been arranged. although the risk would be if an employee does not contact the absence line to report their sickness
All employees have received an update on sickness absence reporting.
The difference between the sickness reporting now and historically is the managers will not miss reporting sickness absence for payment purpose or record keeping allowing the organisation, particularly HR to note if there are any patterns to an employees sickness or to assist and support the employee suitably in relation to their sickness, for example by arranging lighter duties and maintain contact with the employee and possibly organising welfare calls and checks, specifically for those on long term sick.
Staff are more aware that HR employees are also mental health first aiders, we can then offer our employee assistance programme, should the staff member want to use this.


	People affected 

	The people who have been affected by this change are all members of the HR team, due to being on an on-call rota to receive the calls on the sickness line phone number, this includes weekends and all public holidays.
All employees have needed to adapt to the new way to support sickness, meaning they don’t call only the manager, they contact the HR absence line, who will then organise cover for the Service that employee is assigned to.
External people are also affected by this change, particularly due to Covid and reporting to Public Health Wales and England.


	Scope of change 

	The scope for change affects all employees throughout the organisation, all office based staff, support workers and managers throughout England and Wales.



	Roles 

	There have been specified roles assigned such as one HR advisor overseeing and tracking the company sickness plus updating rotas for all HR employees to take part and contribute to answering calls through our absence line.


	Communication strategy 

	There are regular meetings held within the HR staff team to ensure all who participate in receiving calls are up to date with the latest guidelines for company sickness, particularly, Covid due to continuous changes with isolation and Vaccinations. 


	Support to be offered 

	There are regular meetings held, staff have the option to train for first aid, including mental health first aid and are aware to offer the Employee assistance programme and give reassurance to the employee and note all the relevant details on our sickness notification forms, there are also return to work forms we complete with the employee, in which we ask several questions including if they need any support or adaptions made to their work patterns and how the employee is feeling, allowing the HR team to capture the needs of the employee.



	Resources required, including cost 

	All HR employees who are participating on the absence line have needed laptops instead of computer desktops, a mobile phone to receive calls and the organisation have arranged for all calls to be diverted to an app called Webbex, allowing all absence calls to stream to the central absence line number.


	Monitoring activities

	A tracker created on Microsoft Excel has been formed, HR receive notifications via email, this allows for HR employees to chase documents such as return to works and self-certification forms to be completed which enables us to ensure the maintenance of HR records for the employee on our Civica/Carval programme resulting in higher compliance for record keeping.


	Success Measures

	Since the HR absence line was introduced back in 2020, all employees have received the relevant communication on what they need to do, should they become unwell or have a Covid related absence. The absence has been successful for the employees and the organisation as relevant, up to date information is passed on to the employees, suitable shift cover is arranged sufficiently.
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