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Royal Borough of Windsor and Maidenhead                      Information and guidance for managers
Revised sickness absence reporting categories
1 Introduction

1.1
The categories for reporting sickness absence in relation to stress and mental health have been reviewed and revised descriptions introduced in May 2017. We believe these new descriptions will allow us to better identify the reasons for stress related or mental health related absences, allowing managers to support their employees in a more appropriate way and the council to respond to issues and address them. 

2 Records
iTrent

2.1
As a manager, you are responsible for logging all the sickness absence of your employees in iTrent. The system as been updated to reflect the new categories for stress and mental health related absences. All the sickness absence categories are set out in Table 1.

Table 1 – sickness absence categories

	Existing absence reason – no change
	Includes

	Back and neck 
	Any ailment of the back or neck such as muscular pain, aches, arthritis etc.

	Other musculo skeletal 
	Muscular pain, aches, arthritis etc. with the rest of the body etc.

	Chest and respiratory
	Asthma, bronchitis, breathing difficulties, hay fever, pneumonia etc.

	Eye, ear, nose, mouth and dental
	Ear ache, eye infections, vision problems, nose bleed, tooth ache etc.

	Genito urinary and gynaecological
	Urinary infection, period pains, etc.

	Infections
	Flu, colds, coughs, virus, temperature, shingles etc.

	Neurological
	Headache, migraine, fainting, dizziness, epilepsy etc.

	Pregnancy related
	Morning sickness, pre-eclampsia etc.

	Stomach, liver, kidney and digestion
	Appendicitis, diarrhoea, food poisoning, IBS, kidney infection etc.

	Third party accident
	Injured in an accident with another party


	Revised mental health categories
	Description



	Acute reactive mental health condition
	Reactive short term or periodic conditions such as depression, anxiety and stress – non work related

	Long term mental health condition
	Diagnosed conditions such as recurrent depression, bipolar, schizophrenia etc.

	Revised mental health categories
	Description

	Stress non work related – changes
	Feeling unable to cope due to changes in your personal life

	Stress non work related – control
	Feeling unable to cope due to The control you feel you have in your personal life

	Stress non work related – demands
	Feeling unable to cope due to the demands being placed on you in your personal life

	Stress non work related – support
	Feeling unable to cope due to the support you receive in your personal life

	Stress non work related – relationships
	Feeling unable to cope due to your personal relationships 

	Stress non work related – roles
	Feeling unable to cope due to your role(s) in your personal life

	Stress work related – change
	Feeling unable to cope related to change(s) in the workplace

	Stress work related – role
	Feeling unable to cope related to your job role

	Stress work related – control
	Feeling unable to cope due to the control you feel you have over your work

	Stress work related – demands
	Feeling unable to cope due to the demands being placed on you

	Stress work related – support
	Feeling unable to cope due to the support you receive at work

	Stress work related – relationships
	Feeling unable to cope due to your relationships in the work place


2.2
When an employee reports their absence and it is for a mental health reason, it may not be possible at that stage to identify the correct category to use. Managers should use their judgement to select the best category based on the information available. During subsequent discussions with the employee during their absence, the correct category can be identified and iTrent updated. Alternatively, the correct category can be discussed as part of the return to work interview, which may involve discussion about other support or action that may be appropriate.
3 Self certification form
3.1
The self certification form has also been updated to include the categories in Table 1 and employees will now select a category to describe the reason for their absence.
4
Other support for mental health related absences

4.1 
As part of the absence management or return to work process managers should consider what action or provisions may need to be put in place to support the employee including:
· Stress related risk assessment.

· Referral to occupational health.
· Temporary alternative duties.

Further advice can be obtained from the HR Business Partner team.
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