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A quick reference with key reminders

Designed by the Business Performance Improvement Team

This document

This document supplements the management guide to sickness related absence. The flowchart and 

key reminders for managing a matter for support have been set out here for quick reference and 

for use as a recording aid when dealing with specific cases that have become a ‘matter for support’.

The University defines a ‘matter for support’ within the last 12 months as follows:

 

Any case where there is recurring absence and the Bradford Factor reaches 300

 

Any continuous period or multiple periods of sickness where the total working time lost is 4 

weeks or more.

It is mandatory that line managers inform HR when a matter for support arises and that a Sickness 

Support Plan (SSP) is put in place for all such cases. Any exceptions to this will be agreed by the 

Head of Unit and Deputy Group HR Director.

Good practice relies on managers to be identifying patterns and upward trends relating to their 

staff’s sickness absence – ahead of hitting the ‘matter for support’ triggers.

This document should be used in the context of the full guidance as set out in:

 

Sickness absence policy

 

Sickness absence procedures and

 

Sickness Absence Management, a Guide for Managers 

These documents can be found on the HR staff policies site under the heading of ‘Absence and 

Sickness’.

How to read the diagrams

Decision

Step  

The numbering in the bottom of the shape is a short 

reference that is used in the checklists provided below.

The arrowed lines indicate sequence. Wording on the 

line gives a decision or information that is flowing.

A broken line leads to activities that may or may not 

occur – according to the case to hand.

Milestone

End Start

The three event symbols indicate entry, exit and routing 

in the flowchart.

Time

 

Indicative timescales are given. Exact timings will be 

determined by the case to hand.

Notes and abbreviations relating to the flowchart as a whole.
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(this is Figure 2 in the management 

guide)

See Table 3 for key reminders associated with the steps in this flow chart
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:  
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a matter for support
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met

D2

No
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3 
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 

See separate summary of steps.

 

The decision to refer to Occupational Health 

may occur prior to the start of the attendance 

monitoring period or during that period.

 

The Referral Period (from OH Provider 

receiving referral to OU receiving advice) is 

estimated as 3-7 weeks.

 

The Referral Period is likely to overlap with 

the Attendance Monitoring Period. 

 

The advice received may impact on the 

expectations or duration of the monitoring 

period.
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of formal 
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confirm 

expectations

S7

 

LM   Line Manager

HRP  HR Business Partner/Senior HR Adviser

SS  Staffing Support (if available)

AL Services for associate lecturers

Indiv Individual subject to support

SSP Sickness Support Plan
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LM,

Indiv

LM

LM,

Indiv

LM,

HRP,

SS

LM,

HRP,

SS

LM,
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Matter for 

support

identified

Return to

normal

working

Return to

normal

working

Proceed to

formal sections

of relevant procedures


	Matter for support record

	Name:

	Staff ID:
     

	Department:
     

	Line Manager:
     

	Matter for support profile

Date raised:
     
Bradford score:      
Notes:
     

	Attach attendance history


	Checklist of actions when managing a matter for support
This is Table 3 in the management guide - to be used in conjunction with Figure 2 (see above).

	S1


	Prepare for Review of Attendance Meeting

 FORMCHECKBOX 

Inform HR Business Partner/Senior HR Adviser
 FORMCHECKBOX 

Review attendance history

 FORMCHECKBOX 

Check for ‘current’ OH advice and consider need for OH Referral

 FORMCHECKBOX 
 
Consider use of telephone OH advice for HR Business Partners/Senior HR Adviser
 FORMCHECKBOX 
 
Draw up attendance expectations for this individual and set out in a Sickness Support Plan (See ’Managing Performance: A quick reference for managers’ for sections on use of SSPs and SMART objectives)

 FORMCHECKBOX 
 
Decide the duration of Attendance Monitoring Period for this case, this should be the time period necessary until there is no longer “a matter for support” 

 FORMCHECKBOX 
 
Identify formal procedures applicable to this case

 FORMCHECKBOX 
 
Document all above decisions
 FORMCHECKBOX 
 
Note information to be provided to member of staff

 FORMCHECKBOX 
 
This is a line management meeting and there is no right to accompaniment or representation
Additional Notes


	S2
	Review of Attendance Meeting

 FORMCHECKBOX 

Explain purpose of the meeting

 FORMCHECKBOX 

Share attendance history

 FORMCHECKBOX 

Discuss reasons for attendance problems

 FORMCHECKBOX 

Identify likelihood of further absence

 FORMCHECKBOX 

Discuss solutions to address causes of absence from work

 FORMCHECKBOX 

If the member of staff indicates that underlying medical reason may be the cause for what might otherwise appear to be unrelated absence advise that an Occupational Health referral will be considered

 FORMCHECKBOX 

Inform of decision on OH Referral at this time (subject to any new information obtained)

 FORMCHECKBOX 

Set out expectations and duration of Attendance Monitoring Period

 FORMCHECKBOX 

Inform that this is going on personal file

 FORMCHECKBOX 

Inform that if expectations are not met in Attendance Monitoring Period, this will proceed into action under the relevant formal capability or disciplinary procedures

 FORMCHECKBOX 

Set out dates for interim attendance meetings i.e. every 3 or 6 months, in order to review the individual’s progress against the attendance objectives that have been set.
Additional Notes


	S3
	Capture Outcomes of Review of Attendance Meeting

 FORMCHECKBOX 

Document meeting with note of matters raised and information provided
 FORMCHECKBOX 

Document expectations in a Sickness Support Plan (SSP), including any planned actions and support provided to enable the individual to no longer be a “matter for support”. This may include a phased return to work and/or an appropriately managed return to full contracted duties
 FORMCHECKBOX 

Document the date of the next meeting
 FORMCHECKBOX 

Deliver documents to member of staff

 FORMCHECKBOX 

Place copies on file
Additional Notes


	S4
	Interim Attendance Meeting

 FORMCHECKBOX 

Scheduled as agreed at the Review of Attendance Meeting

 FORMCHECKBOX 

Share attendance record from start of Attendance Monitoring Period to current date

 FORMCHECKBOX 

Acknowledge improvements

 FORMCHECKBOX 

Consider need for Occupational Health referral if improvements are not satisfactory and any advice on file is becoming dated

 FORMCHECKBOX 

Document, keep on file and deliver to member of staff
Additional Notes


	S5
	Document Findings and Confirm Expectations (where individual met expectations during Attendance Monitoring Period)
 FORMCHECKBOX 

Record the closure of the Attendance Monitoring Period

 FORMCHECKBOX 

Keep copy on file

 FORMCHECKBOX 

Deliver copy to individual

 FORMCHECKBOX 

Inform individual that if attendance becomes a matter for support again within the follow on period of 2 years, the case would progress into the relevant section of the formal procedures
Additional Notes


	S6
	Conduct Informal Meeting Under Relevant Section of Formal Procedures

 FORMCHECKBOX 

Reconfirm formal procedures applicable

 FORMCHECKBOX 

Discuss exact terms of informal stage under formal procedures – given details of the Attendance Monitoring Period and case history

 FORMCHECKBOX 

Prepare for meeting as advised in formal procedures

 FORMCHECKBOX 

Undertake meeting as advised in formal procedures
 FORMCHECKBOX 

This is a line management meeting and there is no right to accompaniment or representation
Additional Notes


	S7
	Document Findings and Confirm Expectations (where individual met expectations during informal stage of formal procedures)

 FORMCHECKBOX 

Record the closure of the informal stage of the formal procedures

 FORMCHECKBOX 

Keep copy on file

 FORMCHECKBOX 

Deliver copy to individual

 FORMCHECKBOX 

Inform individual that if the objectives on the SSP become a matter for support again within the follow on period of 2 years, the case will progress into the relevant section of the formal procedures
Additional Notes
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This document
This document supplements the management guide to sickness related absence. The flowchart and key reminders for managing a matter for support have been set out here for quick reference and for use as a recording aid when dealing with specific cases that have become a ‘matter for support’.
The University defines a ‘matter for support’ within the last 12 months as follows:
Any case where there is recurring absence and the Bradford Factor reaches 300
Any continuous period or multiple periods of sickness where the total working time lost is 4 weeks or more.
It is mandatory that line managers inform HR when a matter for support arises and that a Sickness Support Plan (SSP) is put in place for all such cases. Any exceptions to this will be agreed by the Head of Unit and Deputy Group HR Director.
Good practice relies on managers to be identifying patterns and upward trends relating to their staff’s sickness absence – ahead of hitting the ‘matter for support’ triggers.
This document should be used in the context of the full guidance as set out in:
Sickness absence policy
Sickness absence procedures and
Sickness Absence Management, a Guide for Managers 
These documents can be found on the HR staff policies site under the heading of ‘Absence and Sickness’.
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