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That Lead Member recommends that Cabinet approves and adopts the changes to the Attendance Management Policy and approves and adopts the new Career Break Scheme.

	EXECUTIVE SUMMARY:

As part of the annual review of the Attendance Management Policy and following a difficult Employment Tribunal case for disability discrimination the Attendance Management Policy has been reviewed and revised accordingly.  
The key changes include:-

a) A new section on Managing Disability Related Absence in line with guidance from the Disability Rights Commission;

b) An additional section in the manager's guidelines that accompany the AMP regarding the statutory requirement to make reasonable adjustments;

c) A new Career Break Scheme has been developed to ensure that we have a formal policy in relation to extended unpaid leave arrangements but that can also be used during sickness absence should an employee wish to take time to recover from an illness / disability.
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Appendix 3

MANAGING DISABILITY RELATED ABSENCE

Background

The Disability Discrimination Act (DDA) came into force in 1995.  The intention of the Act is to reduce discrimination against disabled people and to enable them to remain in employment.  It states that it is unlawful for an employer to discriminate against a disabled employee in the following ways:

· In the terms of employment;

· In the opportunities for promotion, transfer, training or any other benefits;

· By refusing to afford the disabled person, or deliberately not affording them, any such opportunities;

· By dismissing the disabled person, or subjecting them to any other detriment as a consequence of their disability.

There is also a legal requirement for employers to make reasonable adjustments when a provision, criterion, practice or physical feature put a disabled person at a substantial disadvantage.

Who is considered a disabled person?

Under the DDA a person is considered disabled if he/she has “a mental or physical condition which has a substantial and long-term affect on the person’s ability to carry out normal day-to-day activities.”  Long-term means that the condition must last, or be likely to last, for more than 12 months.  Substantial is defined as being more than minor or trivial.  

Normal day to day activities include:

· Getting around (mobility);

· Manual dexterity;

· Physical coordination;

· Ability to lift and carry every day objects;

· Eyesight, speech and hearing;

· Memory or ability to learn / understand;

· Perception of physical danger/risk.

Certain long term health conditions such as cancer, HIV and Multiple Sclerosis are stipulated conditions under the Act however it is the Employment Tribunal who determines if a condition is a disability under the DDA.  Significant numbers are likely to fall within the definition of the Act but not all, guidance must be sought from the Occupational Health Unit staff.

Where the disability is a relapsing / remitting condition then the DDA may still apply during remission if a flare up is likely in the proceeding 12 months.

It is important to be aware that many employees will not use the word ‘disabled’ or consider themselves to be disabled or have an impairment.  However, the person may still require a reasonable adjustment and meet the definition of disability contained in the Act.
Managing Disability Related Absence
Where there appears to be a disability or health condition involved this should trigger a disability management approach.  Adopting this approach ensures early intervention, hopefully avoids difficulties and speeds up the return to work process.  When an employee discloses a disability this should never be ignored.  Likewise, where an employee’s pattern of absence suggests that this might be related to a disability, it should be followed up by this approach.

A disability management approach coordinates all factors that should be considered, including:-

· How the disability or health condition is showing or may show itself in the workplace;

· How these effects can be removed by making reasonable adjustments;

· How reasonable adjustments will be implemented and assessed for effectiveness.

It also brings together all those who need to be involved i.e. the employee, line manager and other specialists such as, occupational health, disability employment adviser, access to work, health and safety officer, ergonomics expert, HR and trade union representative.  There are a number of other organisations with expertise in different areas that should be considered, such as REMPLOY return to work, MIND, etc and a list of contacts can be found in the Managers Guide.

It is vital to keep written records of decisions taken and the rationale for them together with full details of action taken.  You should also include those actions that were considered and rejected and why i.e. considered an alternative post but it was decided that it was not suitable and therefore not a reasonable adjustment.

Process

1.
Identify those employees who need management or support related to disability or health conditions i.e. through information following a referral to Occupational Health or following employee disclosure of a condition.
You may become aware (or suspect) that an employee has acquired a long term health condition or disability as a result of taking more prolonged or frequent sick leave, a drop in productivity or indication of pain, tiredness or change in attitude.  The employee themselves may be unable or unwilling to recognise that it is related to a disability.  The employee is under no obligation to tell you about a disability.  However, it may help to ask the question ‘do you require any adjustments or support to assist you with your role/remain in work/ return to work?’  Best practice is to take steps to identify if it is related to a disability and make adjustments accordingly.  Absences could relate to a previously undisclosed or newly diagnosed condition, however they could also be as a result of a non disability or health related condition such as bereavement, divorce, bullying, etc.

2.
Ensure the employee understands that:

· They have rights under the DDA;

· You are being supportive and the aim is to help them remain in work or return to work from sickness absence by making reasonable adjustments to meet their needs.

3.
Initiate and manage the interview, assessment, decision making and review process in line with the Attendance Management Policy.


If the absence is due to a disability a reasonable adjustment to the agreed Attendance Management Policy would be to allow more time off than would normally be considered acceptable and therefore adjustments to the triggers for intervention under the Policy may be required.  You should also consider additional review meetings than the Policy states and possibly longer review periods.  You must ensure that all such adjustments are recorded and confirmed in writing to the employee.

In addition to the normal points covered in a standard attendance management interview, when managing disability or a long-term health condition with an employee, you should discuss with the person where adjustments are required and what these might be. This will involve:

· examining the person specification and job description to identify key tasks and capability standards for that individual in that job;

· supporting the individual’s application for funding under the Access to Work scheme, if required;

· arranging assessments with specialists such as Access to Work and briefing these specialists on the requirements of the workplace and the job;

· collating reports to interpret and evaluate assessments – it will ultimately be your responsibility to decide which adjustments are reasonable and appropriate. 
Further information on reasonable adjustments can be found in the Managers Guide.

3.i
Initial meeting in line with the Attendance Management Policy (short or long term)
When managing disability or a health condition that is affecting attendance you should meet with the employee to state your concerns regarding absence levels as outlined in the AMP.  The employee should be informed that he/she are entitled to be accompanied by a Trade Union representative or other employee of the City Council. It is important to stress that the reason for the meeting is because you want to know if difficulties being experienced by the employee are as a result of a disability as defined by the DDA and that you need to know if adjustments can be made to help. In an ideal world the employee will be able to discuss any specific difficulties and, if appropriate, a dialogue can begin around potential reasonable adjustments. In reality, particularly if the person is not comfortable discussing a disability or health issue, they may initially look for a range of other reasons to explain absence levels.

You should aim to reach an agreement with the employee about the current level of attendance and why it is happening and agree specific actions to address the issues and any additional support or resources that are required.
It is essential to bring together all those who need to be involved to enable the employee to remain in work or return to work as soon as possible.  It is both the employer and the employee’s responsibility to ensure that all appropriate expert advice is sought and where appropriate involve such professionals’ i.e. disability employment adviser, ergonomics expert or other support agencies as outlined in the Manager Guide in the Attendance Management meeting process from the outset.

You should identify and record adjustments to help the employee improve; agreeing targets for improvement, to enable a return to work, to reduce the number or length of absences or to allow for occasional, planned absences.

You should also identify a mechanism for ongoing review and feedback in line with the AMP, although by means of a reasonable adjustment additional reviews between the set stages may be required. It will still be necessary to continue with the review process, even when attendance begins to improve.  
Where reasonable adjustments are used, care must be taken to ensure that the employee has the support of managers and colleagues. With the approval of the individual concerned, they will need to be briefed on the nature and purpose of the adjustments, especially where there may be a perception of favoured treatment because of reduced working hours or the provision of special equipment.

This will help to foster a positive team environment and avoid discrimination.
Some examples of adjustments that may be reasonable are outlined below, however this is not an exhaustive list:

· providing equipment or altering working arrangements as the workplace may be aggravating the condition and contributing to the level of absence;

· providing training for the employee – the employee’s absences may be stress-related due to the volume of work or changing practices at work. Training may help the employee to manage their workload and time more effectively;

· reallocating, temporarily or permanently, some of the employee’s duties to other staff, particularly with duties or tasks that are urgent or cannot wait until the employee returns to work;

· transferring the employee to a suitable alternative vacancy – which might be one where the employee’s unpredictable absences could be more easily accommodated, additional adjustments may still be required in the alternative job
· managing without the employee (whenever the person needs to be absent). 

In deciding on reasonable adjustments, it will be necessary to consider:

· whether and for how long other employees can cover the absent employee’s workload;

· the disruption that will be caused by the employee’s absence;

· whether or not a temporary replacement can be recruited and how much this will cost;

· the size and resources of the service and its ability to absorb the cost;

· the length of service and any specialist skills the employee has. 
Failure to make reasonable adjustments will automatically be deemed to be disability discrimination.  As a large organisation Salford City Council is expected to consider all adjustments required.  
In addition, with predictable short-term absence, you may need to consider:

· flexible working such as a flexi time system or annualised hours contract;

· how the absences are recorded; 
· adjustments to pay and working hours. 
Further guidance on reasonable adjustments can be found in the manager’s guide.

It is extremely important that written records of discussions and decisions taken about reasonable adjustments are kept and shared with the employee.  These records should include the rationale for the decisions together with full details of action taken.  You must also include those actions that were raised, discussed, considered and then rejected and why, for example the manager raised the possibility of returning to work on a part-time basis, this was discussed and considered but the employee rejected this adjustment as travelling to the work place would still cause a problem.
A record of requests for reasonable adjustments should be kept. Copies should be given to the disabled person and others involved in the disability management process, including the line manager.
4.
Reasonable adjustments should be implemented and tested to evaluate their effectiveness for the individual in that particular job.  This should be done in consultation with the employee by regular review meetings to discuss the situation.  It is vital that adjustments continue to have the desired effect and if not that alternative solutions are explored with the employee.
Where necessary, adjustments should be supported by training and allowances should be made for adapting to new situations and equipment when performance is assessed.

The employee has a duty under the Disability Discrimination Act to cooperate with the employer’s duty to make reasonable adjustments. If he or she is not willing to do this, the employer may have grounds for dismissal.
	5.
Where no effective reasonable adjustment can be found to the employee’s current job or all adjustments have been made but the employee is still unable to remain in or return to work you have a duty to consider redeployment as an alternative to dismissal.  At this point the employee will transfer from the Attendance Management Policy to the City Council Redeployment Procedure and the situation should be pursued and managed accordingly.
	

	The redeployment process should involve an examination of the individual’s skills, experiences and training needs.
Reasonable adjustments may also need to be considered to enable the employee to undertake a new role.
A House of Lords case has demonstrated that this duty can extend to redeploying someone into a more senior role if they have the necessary skills to do it.
6.
When both reasonable adjustments and redeployment have been fully explored but have proved unsuccessful, there may be no alternative but to consider dismissal ensuring that all the stages of the AMP have been followed including any reasonable adjustments such as, additional review periods.

If the employee has transferred to the Redeployment Procedure notice of termination is issued in line with this process.
Should redeployment be considered inappropriate in the circumstances, following medical advice, such a dismissal will be in line with Stage 3 of the Attendance Management Policy.

Alternatively, the employee has the right to elect to be considered for ill-health retirement.


6.i
Dismissal

Employers may encounter a situation where an employee with a disability becomes incapable of performing the job for which they were employed, or their performance drops to the extent that it has a substantial and material detrimental effect on the organisation (despite any adjustments which have been made).

The point may come where continued employment is no longer feasible and further adjustments not practicable.  The reasonableness of such a decision would depend upon the facts of the case.

Ill health and incapacity are potentially fair reasons for dismissal under the heading of ‘capability.’  Dismissal may be implemented because of long term absence due to serious illness or injury, frequent short term absences due to a recurring condition, or simple incapacity of performing the job due to accident or illness even after reasonable adjustments have been made.

In the case of prolonged absence if after investigating and discussing an employee’s absence and possible reasonable adjustments there is no suitable alternative post for them – if there is no prospect of a return to work then there is no alternative other than terminating their contract of employment.  Ill health retirement might also be an option.

The DDA does not state that absences from work caused by disability must be disregarded.  To justify dismissing a disabled person for poor attendance you must demonstrate that there was a substantial and material factor for the dismissal and also that there was still a problem after all reasonable adjustments had been adopted.

Checklist 

You must ensure all the following actions to ensure that any dismissal is fair and reasonable:

· Undertake full consultation with the employee throughout the period of absence;

· Maintain regular personal contact with the employee;

· Ascertain all the facts ensuring the employee has the chance to explain all the issues;

· Involve the Occupational Health Physician throughout the period of sickness and always get an up to date opinion before making any key decisions;

· Obtain expert medical advice regarding the employees condition and ability to perform the job in question;

· Seek expert advice from appropriate sources such as access to work, disability employment adviser, REMPLOY return to work etc

· Make all possible adjustments to remove barriers and accommodate the employee’s needs.

· Justifies dismissing the employee for lack of capability i.e. the reason for dismissal is not because of the employee’s condition but because of unacceptable level of absence or ability to undertake the duties of the job;

· Follow reasonable procedures prior to dismissal by adhering to (and adjusting where necessary) the stages of the Attendance Management Policy.

GUIDANCE ON REASONABLE ADJUSTMENTS

Provisions of the Disability Discrimination Act apply to those who become disabled either suddenly or gradually and to those who already have a disability.  Employers must not treat the person less favourably on account of their disability and must be prepared to make reasonable adjustments to accommodate their changing needs.  This could include redeployment to another job or transfer of some of their duties.

You should be aware that an employee does not have to disclose a disability to you for you to have an obligation to make reasonable adjustments.  For example, the Occupational Health Physician is aware of an employee’s disability but the employee has not given consent to pass on the details of the disability to the manager.  The Occupational Health Physician makes recommendations for reasonable adjustments to help the employee, it will be necessary for the line manager to implement the reasonable adjustment without knowing precisely why they have to do so.

Therefore, reasonable adjustments should be considered for employees who are identified as being or possibly being disabled, as defined by the Disability Discrimination Act, whether this is confirmed through medical records or is inferred by attendance records, performance or behaviour.  A key question to ask the employee is what help can we give you to undertake this job and what support will you need?

Adjustments

What types of reasonable adjustments should employers consider?  Anything that would enable the employee to continue working effectively for you subject to:-

· Cost

· Disruption

· Effectiveness

· Resources

· Practicability 

· Availability of financial help

However, as a large employer Salford City Council are expected to implement most necessary adjustments identified to enable an employee to remain in work or return to work following a period of absence.  Financial support is available from Access to Work who will provide 80% of the funding for adjustments costing between £300 and £10,000 and 100% for those costing in excess of £10,000 where the person has been employed for more than 6 weeks.  They also fund 100% of the approved costs of support workers and fares to work.

There are 3 main categories of reasonable adjustment:-

1. Working Arrangements

2. Working Hours

3. Other Arrangements

1.
Working Arrangements
This relates to how the work is done, managed or organised and can also include where the work is done i.e. an alternative site or home working.  For example, an adjustment to how the work is done could be teleconferencing where an employee is unable to travel offsite to attend meetings.
Other examples include:

1. Allocating duties to another person

An adjustment that can be made to accommodate the needs of an employee is to transfer some of the subsidiary duties of the job that the disabled person is incapable of performing to another employee.  However, account must be taken of the impact that this will have on other staff.

Advice should be sought from a disability employment adviser and / or other appropriate sources of expertise with regard to job redesign and review.  There may be a requirement to review the pay and conditions of the post if the changes significantly alter the job.

2. Assigning the person to a different place of work
For example, relocating the work station of a newly disabled employee (who now uses a wheelchair) from an inaccessible third floor office to an accessible ground floor office.

3. Employing a support worker to assist an employee

2.
Working Hours

Altering the times the employee works to accommodate time off for treatment or rehabilitation.  This could vary from full-time flexible working, through to part-time or job share arrangements.

Other flexible working such as part-time work, annualised hours, non standard start and finish time.

A phased return to work with a gradual build up of hours might also be appropriate in some circumstances.  This is generally facilitated by the employee using their annual leave to ensure that pay is not affected.  Should the reduced hours become a permanent arrangement pay will be reduced accordingly.

3.
Other Arrangements

This type of reasonable adjustment includes everything from equipment and personal assistance through to major alterations to the building.  In reality, the most common reasonable adjustments in this category are likely to be such things as orthopaedic chairs, ergonomic keyboards and computer software.

Some examples of reasonable adjustments given in the DDA that you might need to consider are:

· Making adjustments to premises, such as ensuring corridors and gangways are free of clutter, installing a grab rail or improving signs;

· Reallocating some of the employee’s tasks to another person 

· Transferring the person to fill a vacancy 

· Altering working hours

· Assigning the person to a different place of work 

· Allowing absence during working hours for rehabilitation, assessment or treatment

· Training

· Acquiring or modifying equipment

· Allow assistance dog to be present in the work place

· Modifying instructions or reference manuals

· Provide a reader or interpreter

· Providing supervision 

Attendance Management Policy

Modification of the trigger points should be considered particularly where an employee acquires a disability or long term health conditions and needs regular treatment to stabilise their condition.  This does not mean that we are expected to allow indefinite sickness absence but that each case should be viewed to see if a reasonable adjustment is possible.  For example, if an employee needed half a day off a week for 6 months for physiotherapy it would probably be reasonable to allow this.  However, if the same employee became absent for a number of months with no other reasonable adjustment possible to enable them to return to work, paying indefinite sickness pay would not be reasonable.

The three types of sickness absence are:

1. Long term sickness absence of a known length;

2. Long term sickness absence of an unknown length;

3. Regular sickness absence.

If an employee is absent under one of these categories it is essential to consider action and reasonable adjustments as soon as possible.  If the cause of sickness absence is known to be related to a disability, even if the employee is only absent for a very short time, the need for any reasonable adjustment should be discussed as soon as possible with the employee.

Where the absence is likely to be longer, for example where someone is off work for a set period of time while waiting for, or recovering from, an operation, it is possible to plan cover and prepare a phased return to work.  In many cases, it will be possible to discuss any potential reasonable adjustments with the employee prior to the actual absence occurring.  These absences and subsequent return to work are relatively easy to manage in that they can be planned beforehand.
Pay
In normal circumstances the provisions of the occupational sickness scheme will apply.

However, if an employee is willing and ready to return to work and there is a delay in their returning due to problems with implementing a reasonable adjustment and such a delay has resulted in a reduction in sick pay you may need to consider a period of leave on full pay (see Disability Leave below), this should not be recorded as sick leave.  For example, if it has been identified that an employee would be fit to return to work with the help of a support worker and there is a delay in recruiting such a support worker and that delays the employee’s return resulting in them reducing to half pay.  In these circumstances you should consider a period of full pay leave whilst a support worker is recruited.

An alternative would be to redeploy the employee into an alternative role where the adjustment is not required or consider working from home. The employee must obtain a signing off note from their G.P. confirming that they are fit to return to work.

Disability Leave

Disability leave is different from sick or annual leave.  It is commonly used to allow staff paid time off for rehabilitation, assessment or treatment.

Disability leave might be appropriate in the following situations:-

· Time off to attend annual check ups

· Medical appointments that occur during work hours

· Time off for surgery or treatment i.e. chemotherapy, physiotherapy, or hip replacement

· Time off for counselling and hospital appointments

· Time off for specific rehabilitation activities such as dog training or sign language training.
Disability leave provides a newly disabled employee, or a disabled employee whose condition has deteriorated, with a period of time off work to adjust to the change in personal and professional circumstances.  During this period of leave, the employee is able to assess their disability or condition and how it affects their job role, bridging the gap between sickness and a return to work.

The employee’s job is protected whilst they are on disability leave to give both the employee and their manager time to seek professional help to adapt to the new circumstances. 

The benefits of using disability leave for managers include:-

· Time to assess jobs/opportunities available and to assess realistically the abilities of the individual;

· Retention of skilled, experienced employees;

· Saving on ill health retirement payments;

· Demonstrating positive action towards disabled people creates a positive image for the council which builds employee morale and promotes us as an employer striving for equal opportunities to the wider community;

· Emphasises good management practice.

If following a process of discussion with the employee, Occupational Health and other advisers it is determined that disability leave is appropriate, the relevant Director can allow up to 6 weeks paid leave to assist in the adjustment process.  This leave should be paid at the usual full salary.

During this period of leave arrangements should be made for any reasonable adjustments to the post to be made following advice from a disability employment adviser / access to work, etc.

Disability leave differs from sickness leave in that, when the employee is able to return to employment, changes may need to be made either to the work environment, the equipment used and/or working practice.  Therefore, adjustment will be necessary on the part of both the employee and the City Council.  The purpose of disability leave is to enable this adjustment to take place prior to the employee returning to work. 

Employees may start on sickness absence and convert to disability leave when:-

· They feel able to return to work;

· It has become apparent that they have a long-term disabling condition that will necessitate changes in the way they do their job;

· They are ready to undertake an assessment of the changes that will be required.

In order for disability leave to operate successfully, it is important that both the manager and the employee keep each other up to date with progress at key stages.  Key people involved are the employee, line manager, and trade union representative, Occupational Health Unit staff, HR Adviser and Disability Employment Adviser.

Disability leave should be recorded and monitored.

Transfer to Another Job / Redeployment

An employer should consider whether a suitable alternative post is available for an employee who becomes disabled (or whose condition worsens), where no reasonable adjustment would enable the employee to continue doing their current job.  Such a post might also involve retraining or other reasonable adjustments such as equipment for the new post.  

You should only consider redeployment if you have fully explored and been unable to find any form of reasonable adjustment that would enable the employee to return to their original position.

To identify a suitable position, you need to ask the following 3 questions in consultation with the employee:-

1. Are there any other posts to which the employee can be redeployed without any reasonable adjustments being made?

2. Are there any other posts to which the employee could be transferred with reasonable adjustments?

3. Would it be practicable to provide retraining to enable a transfer to a different job?

Remember – if an employee has the right skills it may be deemed reasonable to redeploy them directly into a more senior role without the need for a competitive process.

Whilst under the DDA we are not required to create a new job for someone who cannot return to their original position or be redeployed.  A recent Employment Appeals Tribunal ruling also suggests that employers should not preclude from consideration the possibility of the creation of a new post in substitution for an existing post.  Pay and conditions would need to be altered accordingly.

Advantages of transferring an employee to another job include:-

· Relocation to another location where access is easier removing physical barriers;

· Transfer to a position that is less demanding that the employee can therefore perform to a high standard;

· Allows the employee to continue in employment rather than be dismissed for lack of capability;

· Where the disability involves a mental illness, to take pressure off the employee by placing them in a less stressful job.

Reference should be made to the City Council Redeployment Policy for managing the transfer of an employee to an alternative post.

This guidance is not exhaustive and further advice on reasonable adjustments can be found in the publication ‘An Employers Guide to Reasonable Adjustments Under the Disability Discrimination Act.’  Copies of which are retained by the HR Teams.  This document gives examples of adjustments you may wish to consider in relation to different conditions.

SUPPORT FOR EMPLOYERS AND EMPLOYEES

Some people disclose their impairment/disability/health condition when they start working with the City Council and may already be aware of support structures and organizations available to them. However, a person may acquire an impairment whilst working for the Council, discloses their impairment later on in employment or undisclosed health factors may be triggered and then highlighted within the workplace

To enable a person to remain in work or return to work it is best to speak directly with an individual about any support mechanisms or reasonable adjustments needed.

However, sometimes it is beneficial to have an understanding of the options; equipment, support, alternative ideas, triggers, questions to ask or to provide education and training around a particular subject.

The list below is not exhaustive

Access to Work Scheme

The Access to Work programme is administered through Jobcentre Plus and may provide grants towards costs of various adjustments.

Employees are eligible if they have a disability or health condition which affects their work and is likely to last for at least 12 months.

The programme may provide a grant towards various adjustments including adapting premises; adapting or purchasing equipment; providing readers or interpreters; and additional travel costs to work.  

Grants are for a maximum of 3 years but may be extended in some circumstances.

Once the cost is approved, the employer purchases the equipment or other support and reclaims the grant from Access to Work.

To get advice about the scheme and an assessment of the workers’ needs you should contact your local Jobcentre Plus office and speak to a Disability Employment Adviser.  The DEA will put you in touch with an Access to Work Adviser.

The Access to Work Adviser usually speaks to both the employer and the employee on the telephone in the first instance but will visit the workplace if necessary.

The Access to Work Adviser can also arrange specialist or technical advice if it is needed.  For example, if the adviser is unable to make his or her own assessment as to what is needed for an employee who is blind they may arrange for the RNIB to make an assessment and appropriate recommendation.

Disability Employment Advisers

Disability Employment Advisers provide specialist advice, information and support to disabled workers who are recently disabled or whose condition has deteriorated.  

DEA’s can give practical advice to the employee and the employer on job redesign and adjustments within the workplace.  However, they may not have specialist knowledge of a particular disability but will be able to recommend specialist advisers.

An appointment can be made through a Jobcentre or Jobcentre plus office.

Visit www.jobcentreplus.gov.uk/JCP/Customers/HelpForDisabledPeople 

Remploy – Return to Work Programme / Vocational Rehabilitation

The aim of this programme is to try to facilitate a return to work as speedily as possible as the longer individuals are off sick the less likely they are to return to work.  Remploy’s Return to Work programme is a vocationally driven rehabilitation service to facilitate a return to the work place as soon as is practicable.  They provide assistance in resolving complex issues to find comprehensive solutions to address vocational, physical, psychological or social aspects of disability, injury or illness in the workplace.

To contact Return to Work ring 0845 1460 501.

Cancer and Working Guidelines for Employers, HR and Line Managers

This document is published by cancer backup, the CIPD and the Working with Cancer Group and provide excellent guidance on supporting those employees diagnosed with cancer.

A copy can be obtained from your HR team or insert link
Accessible by Design

A group of people with learning difficulties who make information accessible by using a variety of tools.

Jane Bently/Karen Hampson







 jane.bently@salford.gov.uk/karen.hampson@salford.gov.uk

Arthritis Care
Arthritis means inflammation of the joints. Most people will experience pain and difficulty moving around but at different levels.

Suite 2
Belle Vue Business Centre
Elm Tree Street
Wakefield
WF1 5EQ
Tel: 01924 882150
http://www.arthritiscare.org.uk/InyourArea/NorthEngland/Contactus
Asthma

Is a condition that affects the airways - the small tubes that carry air in and out of lungs.

Summit House

70 Wilson Street

London

EC2A 2DB

0207 786 4900

http://www.asthma.org.uk/about_asthma_uk.html
CancerBackup
4,500 pages of up to date cancer information, practical advice and support for all.

3 Bath Place

Rivington Street

London

EC2A 3JR

0207 696 9003

http://www.cancerbackup.org.uk
Changing Faces

Is a catalyst for change, enabling people who have disfigurements to develop, high self esteem and self confidence, have access to health and social services through equal rights.
http://www.changingfaces.org.uk/
Commission for Equality and Human Rights

The new Commission will be a Non-Departmental Public Body (NDPB) and independent influential champion whose purpose is to reduce inequality, eliminate discrimination, strengthen good relations between people and protect human rights.

http://www.cehr.org.uk/content/purpose.rhtm
Disability Now

An informative website and paper document about disability issues that are relevant to disabled people, employers, support staff, carers etc.

http://www.disabilitynow.org.uk
Disability Rights Commission

Provides up to date legal information around the Disability Discrimination Act. Facts around Education, Employment, Health and Independent Living, goods and services and transport.

http://www.drc.gov.uk
Epilepsy Action (part of British Epilepsy Association)
Help people to understand epilepsy and enable an attitude based on fact not fiction. Facts, news, advice, services, helpline, young people, research, media and forums around epilepsy

Helpline 0808 800 5050

http://www.epilepsy.org.uk
Equal in Salford

The staff group that supports disabled employees  within the council as well as improving services for existing and prospective disabled employees. 

Chair - Ken Bumby                



 0161 607 1474

Foundation for People with Learning Disabilities
Conduct research and share findings around children and young people, community and inclusion, family support, person centred support and improving services

London Office

9th Floor

Sea Containers House

20 Upper Ground

London

SE1 9QB

0207 803 1100

http://www.learningdisabilities.org.uk/page.cfm?pagecode=AU
George House Trust
Is the HIV voluntary organisation for the NW of England  and support people living with and affected by HIV

77 Ardwick Green North

Manchester

M12 6FX

0161 274 4499

http://www.ght.org.uk/ght/index.php
Headway
The charity that supports people with a brain injury and those who support them.

Helpline 







 0808 800 2244

http://www.headway.org.uk
Henshaws

Offers a wide range of services relevant to the identified needs of visually impaired  people across the North of England

John Derby House

88 - 93 Talbot Road

Old Trafford

Manchester

M16 0GS

0161 872 1234

elanor.smith@hsbp.org.uk

http://www.henshaws.org.uk
M.E.(Myalgic Encephalopathy) and C.F.S. (Chronic Fatigue Syndrome)

Founded in 1976 funds and supports research and provide information and support, education and training around M.E and C.F.S.

4  Top Angel

Buckingham

MK18 1TH

0870 444 8233

http://www.meassociation.org.uk/content/blogcategory/37/79
Mind
An organisation that supports, offers advice and education around all issues about mental health/illness

Mind in Salford

The Angel

1 St Philips Place

Salford, M3 6FA

0161 893 3030

Justin Lorne

http://www.mind.org.uk
M.S. Society

M.S. is the most common disabling neurological condition affecting young adults.  For further information on facts, advice, education around M.S 
MS Society
MS National Centre 
372 Edgware Road
London 
NW2 6ND
Tel: 020 8438 0700

http://www.mssociety.org.uk/contact/index.html
Office for Disability Issues
Ensure Government achieves substantive equality for disabled people by 2025. Aims to have the wishes of disabled people at the centre of policymaking, bringing external expertise and experience into Office for Disability Issues itself.

http://www.officefordisability.gov.uk
Parkinsons Disease Society
A leading charity dedicated to supporting all people with Parkinsons, their families, carers and friends

http://www.parkinsons.org.uk
Person Centered Planning

A variety of tools that help to improve the quality of life for disabled people involving graphics, colour and vitality. Certain tools are great for business planning and seeing that plan become a reality by involving staff in the process.

Neil Redford




neil.redford@salford.gov.uk

Rethink
Working together to help everyone affected by severe mental illness to recover a better quality of life

Head Office
5th Floor
Royal London House
22-25 Finsbury Square
London
EC2A 1DX
Tel: 0845 456 0455
Fax: 020 7330 9102

http://www.rethink.org/about_rethink/index.html
Royal Association for Deaf People

Promotes the welfare and interests of Deaf people whose first or preferred language is sign language

18 Westside Centre,

London Road

Colchester

Essex

CO3 8PH

0845 6882525(voice)

0845 6882527 (minicom)

http://www.royaldeaf.org.uk
Supported Employment
A programme that enables disabled people to secure open, paid realistic employment by offering support in the forms of vocational profiling, job marketing, job analysis, job coaching and job support.

Further information contact Ed Tyler at ed.tyler@salford.gov.uk

BASE - A website dedicated to educating and supporting professionals who undertake supported employment.

http://www.afse.org.uk
Stress Management

Workplace stress is the most serious problem facing UK employers and is the biggest cause of sickness.

http://www.stress.org.uk
Total Communication

A project that offers solutions, training and education around methods that enable people to communicate in different ways

Lesley Rowcroft 

lesley.rowcroft@salford.gov.uk

Yourable

A website that focuses on a variety of issues from life, to news to employment for disabled people, families, carers, support staff and employers

http://www.youreable.com
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1.
Introduction
Salford City Council is committed to building and retaining a workforce that is valued and whose diversity reflects the local community.

The City Council is committed to improving the retention of those staff with skills and experience throughout the organisation by providing the opportunity of taking a career break.

The career break scheme will provide the opportunity for employees to take a longer period away from work than provided by other leave arrangements.

2.
Career Break

A career break is a period of unpaid time out of the workplace.  The maximum career break will be 2 years and the minimum 6 months.  The length of the break should balance the needs of the employee with the needs of the service.

The main reason for which career breaks can be used include childcare, care for other dependents, study leave, undertaking voluntary service, etc but could also be used as an alternative to dismissal under the Attendance Management Policy.  The Scheme may be applicable for those employees on long term sick where there may be a return to fitness which would allow a return to work in the future.  For example, cancer, strokes, psychiatric disorder, which require a longer period of recovery or specialist management.

Employees on career breaks will not normally be allowed to take up paid employment with another employer.  

If an employee returns to work within one year this will be to the same post as far as is reasonably practicable.

If the break is longer than one year, the City Council cannot guarantee that the employee will be able to return to the same or equivalent post.  Wherever practicable, the City Council will endeavour to engage the employee in as similar a post as possible and available.

An employee will return to work at the equivalent salary level (where possible) reflecting national increases awarded during the break – no incremental progression will be awarded during the break.

3.
Eligibility

The scheme will be open to all employees who have a minimum of 12 months continuous service with the City Council at the time of application.

The employee must have a firm intention of returning to work.

4.
Process

Requests to take an employment break should be submitted in writing to the immediate Line Manager outlining the reason and proposed duration of the absence.  (See appendix a)

At least two months notice should be provided where the break is for a period of less than a year and six months where the break is for more than a year (in exceptional circumstances this may be less i.e. in sickness absence cases).

Employees must inform their manager of any changes in personal circumstances e.g. change of name, address, any criminal convictions which occur whilst they are on a career break.

Following the approval of the application a copy should be forwarded to the HR team and both the manager and the employee should retain a copy.

Following the refusal of an application, the form should be forwarded to the HR team detailing why the application has been refused and a copy of this should also be given to the employee.

5.
Conditions of Service

Continuity of Service

The period of the break does count toward continuous employment for statutory purposes.

Other provisions depending on length of service i.e. pension, contractual redundancy payment, leave entitlement, etc will be suspended for the period of the break and the break itself will not count as qualifying service.

Maternity Leave

No entitlement to maternity leave will arise during a career break although a career break could follow a period of maternity leave.

Redundancy

A period of absence on the Career Break Scheme will not be regarded as a break in service for redundancy however the period of the break itself will not itself count as reckonable service.

Annual Leave

Whilst on the Scheme an employee will not accrue annual leave.  The period of the break will not count as reckonable service for the purpose of long service additional leave awards.

All accrued annual leave should be taken prior to the Career Break commencing as no payment will be made for any untaken leave.

Sick Leave

There is no entitlement to paid sick leave during the career break but there will be no loss of accrued sickness entitlement.

Pension

As the period of unpaid leave extends beyond 30 days pension contributions are not due unless the employee elects to contribute to cover the whole period of absence.  Where an employee elects to contribute the contributions will be at their standard contribution rate and based on normal full pensionable pay.

Leave of absence covered by contributions in this way acts as normal active membership.  If an employee does not contribute to cover the period of unpaid leave of absence the period does not count as reckonable service for pension purposes.  
6.
Maintaining Contact

Continued contact is a key factor to the success of the operation of this Scheme.  This is a joint responsibility between the employee and their Line Manager.  The employee should be kept informed of any developments in the service and the City Council during their period of absence.

Employees will be required to meet with their manager at least once per year for a general discussion.

7.
Return to Work

The employee must notify their Line Manager at least 3 months prior to the proposed return date to inform them of their intentions to either return or resign.

Failure to notify the appropriate manager will be dealt with as a resignation and the employee will forfeit all right of return.

Where the Career Break Scheme is instigated during a period of a sickness absence the employee will transfer from the occupational sickness scheme and management under the Attendance Management Policy onto an unpaid career break in line with this Scheme.  Should the employee be unable to return to work at the end of the agreed career break they will be deemed to have resigned from their post with the City Council.

A return to work will be subject to satisfactory Occupational Health clearance and CRB check where appropriate.

Where the employee is subject to registration with a professional body, for example the GSCC, registration must be checked prior to return to work.

8.
Review of the scheme

This policy will apply from 1st August 2007 and will be reviewed by the Head of HR in consultation with the recognised Trade Unions taking account of emerging good practice and legislative changes.
Appendix 1

CAREER BREAK SCHEME AGREEMENT

	NAME:


	

	TEAM/SERVICE:


	

	DIRECTORATE:


	

	START DATE WITH SALFORD:
	


Please outline below the reason for your request for a career break
PROPOSED START DATE:

PROPOSED RETURN DATE:

To retain your right to return to work you must notify your employer in writing of your intention to either return or resign from your post no later than 3 months prior to the expected date of return.  At this point a meeting will be arranged with your manager to discuss arrangements for your return.

Failure to notify your manager of your intention to return or not will result in your resignation being activated and the forfeit of your right to return.

Employees on a career break are not permitted to take up paid employment without the express permission of the City Council.

The employee and their manager are expected to agree arrangements for maintaining contact and this should be confirmed in writing and attached to this agreement.

A breach of the terms of the career break agreement for example failing to comply with arrangements for maintaining contact will result in it’s termination by the City Council and the withdrawal of the opportunity to return to work under this scheme.

	Employee Signature:
	
	Date:

	Line Manager Signature:
	
	Date:


Approved:
YES / NO

If no please outline reason for refusal

This form should be copied to the appropriate HR Adviser and the original form retained by the line manager.  A signed copy should also be retained by the employee together with a copy of the Career Break Scheme.

Payroll must be notified of the career break to ensure appropriate action can be taken to avoid any overpayment of salary.
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