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Prepare for Winter - keep your employees warm and at wor | I S

approaching the prospect of higher levels of absence than at other times of the year is on the hori-
the threat of Swine Flu there is always the less exotic common influenza virus, the common cold,

, migraines;"headaches and other ailments. Taken together they are often the cause of significant
and disruptive absences from your workforce.

Earlier in the year 3HR ran a seminar for our clients on absence management. If you attended one of these you will
know that proper management of absence and an acceptance of accountability by your employees will measurably
improve attendance. Within many companies there is a reluctance to confront absenteeism and to control it. Even
when an absence is genuine, and most absences are, it is good practice to investigate the causes and to take steps
that reduce the probability of a recurrence.

There are two important steps to be taken. The first step is to ensure that your employees report their absence to
their manager or to HR. Not by voice mail, email or via a colleague, but directly. Employees should also report in
regularly for as long as they are absent. The second step is to introduce the return-to-work interview.

Employees who may be inclined to take one or two days off at regular intervals because they feel a little under the weather, may think twice before doing
so if they know they have to explain themselves. The return-to-work interview requires willingness and cooperation on the part of your supervisory staff.
Immediately on an employee’s return following a sickness/ absence there should be a short and confidential meeting between the employee and their
supervisor. It is the supervisor’s job to establish the reasons for the absence, if not already known, and to take action where possible to avoid a recur-
rence.

If malingering is suspected the message should be clear that the employee has a responsibility to the company and that includes being at work during

the hours contracted. Persistent and trivial absences should lead to disciplinary proceedings. The mere threat of a disciplinary hearing is usually enough
to solve the problem.
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