GUIDANCE FOR CALCULATING SICKNESS ABSENCE

Record all sickness absence for each member of staff on the Oracle System.
An Oracle alert will be generated at the close of each individual absence. The alert will identify absences within the previous six month period and will indicate whether an individual may have hit a trigger. 

The absence for each member of staff in your department or school should be checked by taking the absence reports from Oracle.
For any member of staff who has been absent during the period:

· Establish the number of separate episodes of absence

· If there is only 1 episode of absence then the individual has not hit the trigger 

· If there are 4 or more episodes then the individual has hit the trigger

· If there are at least 2 episodes, refer to the Absence Calculation Table 1 on the following page.  If the time absent is 6% or more of their scheduled working time, the individual has hit the trigger.
· Check whether any absences form a pattern, e.g. same day of the week, frequently leaving work because of illness.
· If a member of staff has been absent on long term sick (over 4 weeks duration)  on 2 or more occasions during a 12-month period, then they have hit the trigger.

If any staff have transferred to another department during the period, their absence record must be forwarded to their new line manager.

ABSENCE CALCULATIONS

	Days normally scheduled to work


	1

day
	2

days
	3

days
	4

days
	5

days
	6

days
	7

days

	Average days normally scheduled to work per 6 month monitoring period


	26
(2)
	52
(4)
	78
(5)
	104
(7)
	130
(8)
	156
(10)
	182
(11)


Note 
The number in brackets represents the minimum number of days the individual would be absent to total at least 6% of their scheduled working time. 

However please remember that the number of days’ absence shown in brackets must also have been incurred over at least 2 episodes.

Please note the average days normally scheduled to work in the table above are set for a 6 month monitoring period.  Please do not deduct Public Holidays or Institutional Closure days from these calculations.
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