=+ =

HSE

Health & Safety
Executive

Survey of tools and resources available
to employers to manage, record and
monitor sickness absence

Prepared by the Institute of Occupational Medicine
for the Health and Safety Executive 2006

RESEARCH REPORT 483



=+ =

HSE

Health & Safety
Executive

Survey of tools and resources available to
employers to manage, record and
monitor sickness absence

P A Hutchison, P J Ritchie & H A Cowie
Institute of Occupational Medicine
Research Park North

Riccarton

Edinburgh

EHI14 4AP

This report provides an essential guide to sickness absence recording software tools and services, and also to
information sources and other resources for absence management. Software applications and outsourced
services for the recording of sickness absence are individually listed with product descriptions and links to
further information. The report is primarily written for UK employers and managers looking for assistance with the
issues involved in the management of absence in the workplace. It brings together previously uncollected
resources and information sources for absence management. Also included is an introduction to the essential
requirements of absence management and the requirements of the Data Protection Act with links to further
information. Differences between public sector and private sector requirements for absence management
systems are also presented.

This report and the work it describes were funded by the Health and Safety Executive (HSE). Its contents,
including any opinions and/or conclusions expressed, are those of the authors alone and do not necessarily
reflect HSE policy.

HSE BOOKS



© Crown copyright 2006
First published 2006

All rights reserved. No part of this publication may be
reproduced, stored in a retrieval system, or transmitted in
any form or by any means (electronic, mechanical,
photocopying, recording or otherwise) without the prior
written permission of the copyright owner.

Applications for reproduction should be made in writing to:
Licensing Division, Her Majesty's Stationery Office,

St Clements House, 2-16 Colegate, Norwich NR3 1BQ

or by e-mail to hmsolicensing @ cabinet-office.x.gsi.gov.uk

il



CONTENTS

EXECUTIVE SUMMARY

1

1.1
1.2
1.3
1.4

2

2.1
2.2
2.3
24

3

3.1
3.2

4

4.1
4.2
4.3
4.4
4.5

5

51
5.2
5.3

54

6

6.1
6.2
6.3
6.4

7.1
7.2
7.3
7.4
7.5

INTRODUCTION AND AIMS

Background

Aims and objectives
Scope of the study
Revised scope of the study

METHODS

Internet tools

Journals

CIPD software show 2005
Other resources

INTRODUCTION TO ABSENCE MANAGEMENT

Introduction to absence management
Absence management resources

REQUIREMENTS AND FEATURES OF SICKNESS ABSENCE
RECORDING SYSTEMS

Data to be recorded
Technical evaluation
Sickness absence coding
Absence triggers
Absence reporting

PUBLIC SECTOR CHARACTERISTICS AND PUBLIC/PRIVATE
SECTOR COMPARISONS

Introduction

Public sector employment

Comparisons of sickness absence levels in the public and private
sectors

Additional requirements for public sector organisations

DATA PROTECTION ACT AND FREEDOM OF INFORMATION ACTS

Introduction

Data Protection Act (1998)

Further DPA resources

The Freedom of Information (2000) and Freedom of Information Act
(Scotland) 2004

SICKNESS ABSENCE RECORDING APPLICATIONS AND SERVICES

Standalone sickness absence recording applications
Hosted and outsourced absence recording applications
Human resource and time and attendance applications
Employee Assistance Programmes (EAP)
Consultancies and health services

<

NP R R R

(61 ArDhoWww W

o1 o1

[N N o s JEN N

e

13

13
13

13
14

17

17
17
19

20

21
25
30
48
49



10

11

RESOURCES FOR INFORMATION ABOUT KEY WORK RELATED
CAUSES OF SICKNESS ABSENCE

WEBSITES AND WEB BASED RESOURCES FOR ABSENCE

MANAGEMENT
ACKNOWLEDGEMENTS

ANNOTATED REFERENCE LIST

51

55

67

69



EXECUTIVE SUMMARY

This study was established under the Government Setting an Example (now part of the wider
Public Services Programme) programme of work set up by the Health and Safety Commission
(HSC) as part of their commitment to improving health and safety management in the public
sector.

The report provides an essential guide to sickness absence recording software applications and
services, and also to information sources and other resources for absence management. It is
primarily written for UK employers and managers seeking assistance with recording sickness
absence and understanding the issues involved in the management of absence in the workplace.

Section seven of the report describes the wide range of sickness absence recording applications
and services that are available, with links to sources of further information. Applications and
services are individually described and listed within the following categories:

*[] Standalone sickness absence recording applications

*[] Hosted absence recording applications

*[1 Human Resource and Time and Attendance Applications

*[1 Employee Assistance Programmes (EAP)

[] Consultancy and health services

Other sections of the report include a general introduction to the principles underlying effective
absence management and a review of the requirements and key features of absence recording
applications and services. There is a review of the data that needs to be recorded in an effective
sickness absence recording tool and the coding of the causes of sickness absence is also dealt
with in some detail. Differences between sickness absence levels in public and private sector are
introduced and the particular HR requirements of public sector organisations are summarised. A
chapter on the Data Protection Act describes the requirements of the act and how it impacts on
the recording of sickness absence and other HR data. Section eight introduces eight key causes
of work related sickness absence and includes sources for further information on each of the
causes.

Research for this report identified important sources of sickness absence management material
available across a wide spectrum of websites. Section nine of the report lists these organisations
and includes links to the websites, a description of the organisation and a guide to the material
and information that they hold relevant to sickness absence management. This establishes a
valuable absence management reference resource.

The links to sources of further information included in this report are provided as hyperlinked
url’s and the report is consequently best viewed as an e-document by downloading a PDF copy
from the HSE publications webpages.
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1 OINTRODUCTION AND AIMS
1.1  BACKGROUND

This study was established under the Government Setting an Example (GSE) programme. This
is a priority programme of work set up by the Health and Safety Commission (HSC) as part of
their commitment to improving health and safety management in the public sector. GSE is now
part of the wider Public Services Programme. Improving health and safety in the public sector
remains one of the HSC’s prioritised areas for action. The vision of the GSE is, "To reduce the
number of working days lost in the civil service and wider public sector, especially those caused
by work related accidents and ill-health, by 30%, by 2010". Further information about the GSE
programme can be found on the GSE webpages:

http://www.hse.gov.uk/gse/index.htm

Sickness absence and its management are currently high on the agenda of both public and
private sector bodies. Attention is now being focussed on the management of sickness absence
and the cost of absence in terms of both lost productivity and the effect that absence has on the
individuals involved, their family and work colleagues. In financial terms, sickness absence has
been estimated to have cost £370 million within the Civil Service during 2002 (AON, 2002).
Reports have also consistently indicated that sickness absence levels are higher per employee in
the public sector than in the private sector, although some recent analysis suggests that on a like
for like basis these differences may be less than reported (HSE, 2004).

1.2 AIMS AND OBJECTIVES

This report aims to provide an essential guide to absence recording software applications and
services, and also to information sources and other resources for employers and managers
seeking assistance with recording sickness absence and understanding the issues involved in the
management of absence in the workplace. The study brings together previously uncollected
resources and information sources for absence management. This report is a unique introduction
to the tools and resources available to assist in the management of sickness absence.

As set out by the HSE, the initial aim was to establish “what tools are available from companies
and organisations that could assist the public sector in addressing their ill health and sickness
absence problems”.

1.3 SCOPE OF THE STUDY

Early research and internet searches returned findings that influenced the further development
and scope of the study. It was found that there were relatively few standalone sickness absence
recording software applications available. Also, increasing numbers of organisations were now
apparently using out-sourced sickness absence recording services (mainly telephone and/or web
based services). The recording of sickness absence was also clearly identified as a Human
Resource (HR) issue by most organisations and the majority of sickness absence recording
seemed to be carried out utilising HR tools.

There are large numbers of different HR software applications available and these differ
considerably in terms of price and functionality. Most of these HR tools include sickness
absence recording as a core function or as an add-on module. It was agreed that within the scope
of this project it would not be possible to directly compare sickness absence recording across
such a large number of extremely diverse software applications.



The initial searches also identified important sources of sickness absence management material
available across a wide spectrum of websites. It was recognised that this information should be
collected together and that this directory would form a valuable absence management reference
resource.

1.4 REVISED SCOPE OF THE STUDY

The impact of these early searches was to revise the scope of the study. After discussion with
the sponsors it was agreed that the study objectives should be broadened to allow a wider
inclusion of the available tools and resources and that the report would now:

* Describe the available standalone sickness absence tools

* Describe the available out-sourced sickness absence recording services

* ldentify existing reviews and directories of HR software

* Provide a list and details of HR software applications with links to further information

* Include examples of time recording applications with links to further information and
describe the role of these applications within sickness absence management

* Review the websites that contain resources to assist with the management of sickness
absence and the development of sickness absence management policies and protocols

* Review any special requirements for sickness absence recording within public sector
organisations

* Provide information sources on data protection issues

* Review and provide links to sources of information about some of the principal causes of
work related sickness absence

HSE agreed that the resources available for this study would not allow direct comparisons to be
made between the large numbers of software tools and services that included the recording of
sickness absence. It was agreed that the broadening of the original scope of the project as
outlined above would aim to bring together a large number of resources and information that
would help guide employers searching for assistance to develop absence policies and manage
sickness absence within their organisation.

The information and guidance included in this report is principally intended to be relevant to
UK based organisations. The links to sources of further information in this report are provided
as hyperlinked url’s and the report is consequently best viewed as an e-document by
downloading a PDF copy from the HSE publications webpages. All hyperlinks were functioning
at the time of writing.



21 METHODS

There is a wide range of sources of information about software applications, services and
resources available for the management and recording of sickness absence. A number of
strategies were developed to investigate these diverse sources.

2.1 INTERNET TOOLS

The primary tools used were internet searches using a variety of search engines, sources, search
strategies and tools. These are summarised below:

*[] Standard search engines e.g. Google/AltaVista

*[] CCOHS bibliographic database

*[1 EBSCO - host for journals search

[] DataStar and Dialog hosts for scientific database searches
0 Computer system databases including:

= ABI Inform
* Inspec

= Scisearch

= Pascal

0 Personnel and HR databases including:
= Business and Management Practices
» Gale Group Management Contents
0 Health and safety databases

The internet searches also investigated:

*[]1 Software manufacturers/suppliers websites
*[] Websites of other organisations with significant sickness absence resources

The searches that used specialised search engines and databases resulted in surprisingly few
useful “hits”, indicating that there is little published literature on sickness absence recording in
the mainstream scientific literature or referenced in the specialist databases. The I0OM’s
Information Officer who used a variety of search strategies and key word combinations
conducted these specialised searches.

The majority of the resources and information sources that are referred to or referenced in this
report, resulted from drilling down through “likely” matches that were identified using standard
search tools such as Google. These positive results often yielded further useful links being
discovered within the primary site. Again, different search strategies and combinations of
keywords were used to maximize the coverage of available information and resources.
Keywords included absence, absence management, sickness absence, sickness absence
management, absence recording, sickness absence recording, absence recording software,
absence recording applications, absence monitoring, HR software, HR applications, Human
Resource, Human Resource Information Systems, HRIS, absence software and combinations of
these keywords or phrases.

2.2 JOURNALS

Selected journals were scanned for relevant sickness absence articles, news, further web links
and relevant advertisements. The journals scanned were:



[] Health and Safety at Work

[T Occupational Health Review

[T Occupational Health

*[1 Personnel Today (CIPD weekly publication for HR professionals)
[T Occupational Health At Work

Where available, the last two years of a publication were scanned. These scans resulted in a
number of links to further sources of information as well as journal articles relevant to sickness
absence recording and management.

Other journals, periodicals and publications were investigated as follow ups from internet
citations.

2.3 CIPD SOFTWARE SHOW 2005

Attendance at the 2005 CIPD HR Software Show (further details of the show are in section 9)
was included as part of the information gathering process. This gave the opportunity to assess a
wide selection of HR software and services; some specialist sickness absence service providers
also attend this show.

The software show offered a good opportunity to review how a wide range of software
applications handle the recording of sickness absence information. The software applications
were running on computers on the trade stands to allow practical demonstrations and some
hands on testing to be carried out. The show also included a number of manufacturer’s
workshops and a full conference programme. A full list of exhibitors and a listing of the
conference programme from the 2005 show, can be accessed from the CIPD website at:
www.cipd.co.uk/cande/hrss2006interim.htm

24 OTHER RESOURCES

The internet searches, journal scans and other research identified a number of important
websites that included excellent sources of information on sickness absence and absence
management. These websites are generally included as entries within the web resources chapter
(section 9) of this report.



3 LUINTRODUCTION TO ABSENCE MANAGEMENT

The first section of this chapter introduces the principles underlying effective absence
management. The second section reviews the best sources of information on absence
management.

3.1 INTRODUCTION TO ABSENCE MANAGEMENT

The management of sickness absence is complex and the recording of sickness absence data is
only one key part of the overall process. Without accurate absence data, little can be done to
manage the issues involved and this is key to the success of any absence management policy.
The recording and monitoring of absence data has in itself been demonstrated to be successful
in reducing overall levels of sickness absence within a workplace; the recording process actively
demonstrates that the organisation’s management take absence management seriously.
However, absence data must be supported by a variety of other actions and policies that will
collectively form an effective absence policy. Developing an effective absence management
policy is essential to underpin the procedures involved in managing absence.

An absence management policy should incorporate measures and strategy that:

[1 Support “legitimate” absences

*[] Promote health and wellbeing in the workplace
*[] Reduce barriers to attending work

*[] Prevent/discourage “illegitimate” absences

There can be no definitive answer to the question of what should be included in an
organisation’s absence management policy. Some examples of absence policies are available on
the internet and a simple web search for “absence policy”, “absence management policy” or
“sickness absence policy” will return links to some example policies. After studying some of
these policies it should be possible to evaluate what will be required for your own particular
workplace. Selecting examples from organisations in a similar business sector may help refine
the process. Effective absence management usually requires collaboration between HR,
occupational health, management and staff and this must be taken into account when

formulating a policy for your own organisation.

Sickness absence levels will vary between different workplaces, occupations, departments,
times of the year, days of the week, causes of absence etc. Comparisons with absence data from
other organisations should be approached with caution as different organisations may have
different systems and protocols for the recording of absence data and so comparisons may be
misleading. The most effective comparisons are usually made by looking at absence levels
within the same workplace on a year on year (or other suitable period) basis; such comparisons
allow unambiguous comparisons to be made and improvements or deteriorations in absence
levels can be readily identified.

3.2 ABSENCE MANAGEMENT RESOURCES

A comprehensive collection of resources and information has been brought together at the
“Managing Absence” website:
www.managingabsence.org.uk
This website provides employers with comprehensive information and advice on best practice in
absence management and on cost-effective approaches to managing short-term sickness
absenteeism. The site has been developed in collaboration with government organisations,




employer and employee representatives, health and other professional representatives and
patient groups. The website sets out to provide:

* Links to information and statistics on the costs of short-term sickness absence and
information about benchmarking your levels of absenteeism.

* Links to essential websites offering information and advice on best practice in managing
and preventing short-term sickness absenteeism

* Information about the implications of the Disability Discrimination Act for all employers.

* Information about Statutory Sick Pay regulations.

* Information on other relevant employment laws and regulations

Another excellent introduction to the issues involved in managing absence is the research paper
published by the National Audit Office (NAO, 2004) “Current thinking in managing absence — a
short guide for HR professionals”.
www.nao.org.uk/publications/nao_reports/04-05/040518_researchpaper.pdf

This paper has a public sector perspective as the work was commissioned by NAO as part of
their work on managing absence in the Department for Work and Pensions. The paper aims “to
summarise current thinking and evidence solutions”. It gives examples of these different
“solutions” and discusses the effectiveness of each method. The report includes useful
appendices that list different approaches to workplace health promotion, and also presents a
suggested structure for a return to work interview.

There is a useful reference list in the NAO report (ibid) for further reading on both the
background to absence management and previous researches on the most effective measures in
tackling absence. It is worth noting that Spurgeon (2002) in his evidence based paper found that
most absence policy guidelines were determined from consensus rather than evidence. There
seems to be little hard evidence as to the effect that individual actions have on absence levels.

The CIPD website provides an excellent introduction to the subject of sickness absence
management:

http://www.cipd.co.uk/subjects/hrpract/absence

These web pages define sickness absence and give further links to the main causes of absence,
information on measuring absence and guidance on sickness absence management. Also
included are links to information on HR and trends in HR practice including e-HR.

A number of conferences and workshops relevant to absence management and sickness absence
are organised each year. A simple internet search should return a number of links. Details of a
recent conference:

“Absence Management — Tackling the sick note epidemic (22" June 2005). This conference
will combine a thorough analysis of the latest legal and regulatory issues, together with a focus
on the roles of occupational health, insurance providers and a review of the practical absence
management products and solutions now available to employers.”
WWW.symposium-events.co.uk/pages/past/NA003/images/absencebrochure.pdf

Conference proceedings are still available for this event:
Www.symposium-events.co.uk/pages/past/NA003/overview.htm

This conference was organised by Symposium Events who organise similar events on a regular
basis:

WWW.Symposium-events.co.uk

Symposium Events specialise in conferences aimed at key opinion formers in the public, private
and not for profit sectors.

CBI and Working Families (see entries in section 9) also organise absence management and
sickness absence conferences and workshops.




4 REQUIREMENTS AND FEATURES OF SICKNESS ABSENCE
RECORDING SYSTEMS

This section reviews the requirements and key features of sickness absence recording tools and
services. This includes an assessment of the data that should be recorded and a review of the
technical requirements that need to be assessed prior to implementing a new system.

The recording and coding of the causes of sickness absence are central to the absence
management process in many applications and section 4.3 assesses the requirements of absence
coding and outlines details of two examples of cause of absence coding schemes.

The use of “triggers” in absence management is considered and the main types of reports that
can be produced from absence recording applications are described.

4.1 DATA TO BE RECORDED

What data should be recorded within an absence management application? There is no
definitive answer to this question as the information required will depend upon many factors
including the size, sector and complexity of the organisation. However, it is important to decide
what data need to be recorded in line with the overall absence management policy within the
organisation. The data recorded must be sufficient to supply the required output criteria
(absence reports etc) but it is also important to exclude data that are not required as this might
otherwise infringe the requirements of the Data Protection Act (see Section 6).

Absence management is principally regarded as an HR (Human Resource) issue and absence
data is consequently most often recorded within HR software applications. In common to both
HR and absence management applications will be the requirement to record basic employee
demographics. The detail of these will vary between different applications but the majority will
include fields to record employee name, occupation, works department, section, date of birth,
gender and marital status. Most applications include fields to record a lot more information and
much of this content will be dependent on the overall function of the application (absence
management; full HR system; integrated HR/payroll; Enterprise Resource Planning (ERP)). The
data entry screens of many software applications can be tailored and modified so that only the
fields relevant to your organisation’s requirements are displayed.

Software applications or modules for the recording of sickness absence should include the
following core data fields:

*[] Start date of absence

*[] Expected return date

*[] Actual end date of absence

*[1 Type of absence (sickness/holiday/dentist etc)

[] Cause of sickness absence (text)

[] Cause of absence (coded)

[] Self certification information

*[] Medical certification information/administration fields
*[] Whether absence is work related

[T Whether absence was caused by an accident at work
*[1 Hospitalisation



Dates should be recorded as date fields to facilitate calculations such as the duration of the
absence. Duration of absence can be automatically displayed after start and end dates are
entered.

Some of these entries (e.g. information concerning the details of a work related absence) will
not be single field entries and will usually bring up further data entry screens, as required, to
capture the detailed data.

4.2 TECHNICAL EVALUATION

A technical evaluation should be conducted prior to implementing any sickness absence
recording solution. A software solution must “fit” the technical requirements of the
organisation. The evaluation will allow the technical requirements to be identified and matched
against the facilities and specifications of potential software applications or services. This
technical evaluation will include, where relevant, details of:

0 Operating system(s) to be supported (Windows, Mac, Linux, etc.)

Language support (will this application be implemented on English language systems
only?)

Links to other applications within the organisation (payroll, HR etc)

Is the application web based

SQL or other database support required

Integration with office applications such as Microsoft Office

Availability and cost of training

Assistance and costs to migrate any existing data (e.g. data from existing HR systems
etc)

Does the supplier provide full assistance with the implementation and configuration of
the system

0 User and technical support levels, availability and agreements

0 Existence of UK user group

0 What is the position of the application in the UK marketplace

OO0OO0Oo0OO0OoOo

o

Some of these entries may not be relevant if an outsourced solution is sought, but a detailed
specification of the requirements should still be completed to provide information to potential
suppliers.

4.3 SICKNESS ABSENCE CODING

Information about the cause of any absence is commonly recorded as free text which can
subsequently be allocated to a cause of absence code. These cause of absence coding schemes
can be created in-house or may be pre-defined and written into the application. Some of the
applications with pre-defined coding will allow in-house modifications and additions to the
fixed listing of coded absence causes.

It is important to provide training and instruction in the correct use of any coding system to
ensure consistency between data entered by different operators. Matching an absence coding
system to a national standard scheme such as ICD (International Classification of Disease)
permits benchmarking comparisons to be made with nationally published absence statistics (see
the 10OM scheme below for an example of this).

Two examples of comprehensive coding schemes developed by the Employers Organisation and
the Institute of Occupational Medicine are discussed below in some detail.



4.3.1 Employers Organisation

This cause of absence coding scheme was developed by the Employers Organisation (see
section 9) to enable local government authorities to categorise the reasons why employees take
periods of sickness absence. The coding scheme could be adapted for use by other
organisations. The stated intention was to enable non-medical personnel, such as employees,
their line managers or human resource (HR) staff to consistently classify the causes of absence.

The list of the causes of absence categorises all sickness absence to one of twelve major
groupings. The full list can be downloaded as a Microsoft Excel file and this includes both a full
listing of the coded causes and separate worksheets to give the causes included under each of
the twelve broad categories. The file also includes the source references for the data used to
compile the coding scheme. The list indicates the commonest and most likely entries made by
General Practitioners (GPs) on medical certificates.

A download of the file and some instructions are available from:
www.lg-employers.gov.uk/health/measure

4.3.2 Institute of Occupational Medicine

A detailed description of the coding scheme from the 10M developed Sickness Absence
Recording Tool (SART) is included here to illustrate how a comprehensive absence coding
scheme is developed. This classification scheme for coding the cause of sickness absence was
designed to be easy to use, while providing sufficient categories for the causes of illness to be
uniquely and easily classified. A two level ‘tree-and-branch’ approach was used. This approach
comprises a limited number of ‘top-level’ causes (“tree”) to be used by all companies using the
recording tool and for companies preferring to record sickness absence cause in more detail,
another level of coding is available (“branch”).

The coding scheme was devised to be broadly compatible with the internationally recognised
International Classification of Disease (ICD revision 10) at the top level, to enable organisations
to compare their own sickness-absence statistics with those in their industry sector, geographical
location or with UK national rates. All entries for sickness absence are classified according to
the cause of the absence using a standardised coding system developed during the study. The
full classification of cause is represented by a 5 digit numeric code. The first two digits of the
code represent the level one category and the last three digits are used for the more specific
level two cause of absence.

Listed in the table below is the full “level one” category coding from the SART scheme and the
expanded “level two” for the first “level one” cause (i.e. anxiety/stress etc):



Table 1 - Level one coding

10 Anxiety/stress/depression/other psychiatric illnesses
11 Back Problems
12 Other musculoskeletal problems - (exclude back problems- include neck
problems)
13 Cold, Cough, Flu - Influenza
14 Asthma
15 Chest & respiratory problems - (exclude nose & throat problems, asthma, cold,
cough, flu)
16 Headache / migraine
17 Benign and malignant tumours, cancers
18 Blood disorders (e.g. anaemia)
19 Heart, cardiac & circulatory problems
20 Burns, poisoning, frostbite, hypothermia
21 Ear, nose, throat (ENT)
22 Dental and oral problems
23 Eye problems
24 Endocrine / glandular problems (e.g. diabetes, thyroid, metabolic problems)
25 Gastrointestinal problems (e.g. abdominal pain, gastroenteritis, vomiting,
diarrhoea) - exclude dental and oral problems
26 Genitourinary & gynaecological disorders - exclude pregnancy related disorders
27 Infectious diseases
28 Injury, fracture
29 Nervous system disorders - exclude headache/migraine
30 Pregnancy related disorders
31 Skin disorders
32 Substance abuse - including alcoholism & drug dependence
98 Other known causes (n.e.c.) - not elsewhere classified in sickness absence
scheme
99 Unknown causes / Not specified
Table 2 — Level two coding
10 Anxiety/stress/depression/other 10001  Anxiety
psychiatric illnesses 10002  Behavioural disorder
10003  Bipolar disorder
10004  Delusion disorder
10005  Depression
10006  Eating disorder
10007 Insomnia
10008  Manic disorder
10009  Obsessive compulsive disorder
10010  Panic attacks
10011  Personality disorder
10012  Phobic disorders
10013  Psychosis
10014  Schizoaffective disorder
10015  Schizophrenia
10016  Self harm
10017  Stress
10998  Other psychiatric illnesses
10999  Not specified

10



Further information and the full coding system are available on the IOM’s SART website:
www.iom-world.org/sicknessabsence
See also the IOM entry in section 9 for more details of this research.

4.4 ABSENCE TRIGGERS

Absence triggers are useful for automatically flagging records requiring further attention by the
appropriate manager or occupational health worker. Trigger points are used to highlight patterns
of sickness absence requiring further attention, to determine where and when a particular action
(e.g. interview, review of absences) may be beneficial. Typical triggers include:

* Cumulative days absence in a set period (e.g. absences totalling more than 10 days in 12
months or for more than 6% of contracted hours)

* Number of spells in a set period (e.g. 3 spells of absence in a 6-month period)

» Bradford Score (see below for description) above a specified limit in a set period (e.g.
Bradford Score exceeds 150 in a 12-month period).

* Pattern-related sickness-absence (e.g. tendency to be off on Fridays or Mondays; sickness-
absence taken immediately before or after annual or public holidays)

One of the most widely used absence triggers is the Bradford Score. The Bradford Score is
used as a summary measure of sickness absence which combines information on both frequency
and length of sickness absence. The score is calculated as:

The number of spells of absence squared, multiplied by the total number of days absent, (i.e.
(NumberOfSpells)® x TotalDays).

* For example, an employee with three spells of absence, of 3, 5 and 2 days over the past
twelve months, would have a Bradford Score of (3 x 3) x 10 = 90, for the period.

* Another employee with one spell of 5 days over the same period would obtain a Bradford
Score of (1 x 1) x 5 =5 for the period.

The Bradford Score seeks to indicate the composition of an individual’s sickness-absence
record, i.e. whether it comprises a few spells of long duration or many spells of short duration
and it gives increased weight to any frequent short term absences.

The ACAS paper “Absence and labour turnover” (ACAS, 2005) includes an overview section
on measuring absence that includes worked examples of the Bradford Score and other absence
measures.

4.5 ABSENCE REPORTING

The key outputs from most sickness absence applications are various forms of absence report.
Absence reports will usually include some or all of the following:

* General absence reports (by type of absence: sickness, holiday etc.)

* Overall absence rates categorised by sickness cause

* Long term absences report

* Short term absences report

* Bradford index (plus other triggers) reports

* Departmental absence rates

» Certified absence rates — self or medical

* Uncertified absence rates — neither self certified nor medical certification provided

11



* Allsickness absences (certified and uncertified)

*  Work related absence rates — this could be used to identify sickness absence “hot spots” that
might require further investigation

e Summary/detailed reports for management

* Reports on individual employees — either requested or trigger invoked

Tables and simple graphical summaries of data can be incorporated in all of these reports.
Absence reports provide HR, occupational health and other management with the information
they require to efficiently manage and minimise absence in the workplace. This report process
should become an integral part of the organisation’s absence management policy. Reports may
also be generated by individuals (or on their behalf) to monitor and verify their absence records.

12



5HPUBLIC SECTOR CHARACTERISTICS AND
PUBLIC/PRIVATE SECTOR COMPARISONS

This section introduces public sector employment, absence management and sickness absence
levels within public sector organisations. Differences in public sector and private sector absence
rates are discussed. The particular HR requirements of public sector organisations in
comparison to the private sector are also described. Links to further sources of information are
provided.

51 INTRODUCTION

The most thorough report on managing and interpreting public sector absence data and the
differences between public and private sector absence levels, is to be found in the joint review
by the Ministerial Task Force for Health, Safety and Productivity and the Cabinet Office,
“Managing Sickness Absence in the Public Sector” (HSE 2004). This wide ranging report is
essential reading for managers involved with absence management in the public sector. The
report can be downloaded at:

www.hse.gov.uk/gse/sickness.pdf

52 PUBLIC SECTOR EMPLOYMENT

Employment in the public sector has been well described in a recent Office for National
Statistics (ONS) report “Public Sector Employment” (Barford et al, 2005). This report details
and enumerates the steady growth in public sector jobs and establishes that over 80% of the
increase since 1998 has been in the health and education sectors. The report includes tables of
numbers employed in the public sector categorised by industry sector and details the period
from 1991 to 2004. There are also tables showing the split in numbers between public and
private sector employment. A link to the download page for this report is available at:
www.statistics.gov.uk/CCl/article.asp?1D=1095&Pos=1&ColRank=1&Rank=374

ONS also carries out an annual review of jobs in the public and private sectors. The latest is for
the year to June 2003 and is available for download at:
wwwe.statistics.gov.uk/cci/article.asp?id=903

This report highlights the overall growth in the number of public sector jobs. The review looks
at the latest figures for public sector jobs and their historic context. It investigates the relative
movements in public and private sector jobs. The fastest growing areas of public sector
employment are in those areas that have had the largest additional public spending. with the
bulk of the job gains being in education and health. In 2003, health and education accounted for
nearly 60 per cent of all public sector jobs compared with around 40 per cent in 1983. Job
growth in the UK economy as a whole continued in the 12 months to June 2003. Private sector
jobs grew by 98,000 compared to 162,000 in the public sector. The public sector is the largest
employer in public administration, education and health, although private sector health
employment also increased during the period. Private sector jobs are more prevalent in
production and construction and in the 'other services' category that contains the bulk of private
sector service jobs.

5.3 COMPARISONS OF SICKNESS ABSENCE LEVELS IN THE PUBLIC AND
PRIVATE SECTORS

There are a number of reviews of sickness absence levels within all UK businesses and
organisations and many of these have been conducted annually over the last few years (CBI,
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CIPD and the EO). These reviews all indicate that sickness absence levels in the public sector
are higher than levels in the private sector (CBI/AXA, 2005; CIPD 2005; EO, 2005)

One of the most recent studies was the 6" CIPD survey of more than 1000 organisations (CIPD,
2005). This reported that the gap between the number of sick days taken by employees in the
private sector and the public sector has widened by more than half a day since the previous
year's survey. Average absence levels in the public sector were 10.3 days per employee per year
compared with 6.8 days in private services sector. Manufacturing and production (private
sector) were reported as somewhere in between with an average of 8.4 days. Survey respondents
listed return to work interviews as the most effective way of managing short-term absence,
followed by disciplinary procedures for unacceptable absence and also the provision of accurate
and timely sickness absence information to line managers. Overall absence levels across all
sectors had fallen from 9.1 days per employee per year to 8.4 days (this represents 3.7% of all
working time). This is the lowest level of overall absence recorded by CIPD since it began the
surveys in 2000. The lowest absence levels were found in the IT sector with an average of 5
days per employee per year. The highest levels were found in the health sector with an average
of 11.6 days per employee per year. The full CIPD survey report and some of the other survey
results can be freely downloaded and links to some of these survey reports are included in
section 9 and 10.

The latest CBI survey reports similar levels to the CIPD survey with 9.1 days per employee per
year for public sector and 6.4 days for the private sector. This survey also reports that there is a
continuing, divergent trend between public and private sector absence levels across the years
(CBI/AXA, 2005).

54 ADDITIONAL REQUIREMENTS FOR PUBLIC SECTOR ORGANISATIONS

It is important to note that, essentially, there are no major differences between private and
public sector organisations in the basic requirements for the managing, recording and
monitoring of sickness absence. But within the broader picture of HR, the working practices and
organisational structures that may be encountered in public sector organisations may result in
additional or modified requirements of an HR management system when compared to private
sector HR requirements. Some HR software applications are produced in special editions for
public sector organisations and these are identified in the HR software section of this report.
Typically these specialised applications include all of the standard HR package features and add
in provision to handle some or all of the following specialised requirements:

[T Multiple occupancy posts

*[] Job shares

*[] Handling of government e-forms

*[] Post terms administration

[1 Recording and reporting NHS jobscale information
*[] Administer ranges of NHS service dates

[T Record range of contract types in education (full, sessional, part time, hourly etc)
*[] Multiple start dates

*[1 Wider spectrum of contract types

*[1 Pay spine points

*[1 Spine point salary administration

*[1 Min/max bar points

*[1 Job grades

*[] Equal opportunities monitoring

*[1 Re-deployment

*[] Job evaluation
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*[1] Competencies
*[] Acting up
*[] Long service payments or entitlements

Some of these extra features are certainly not exclusive to the requirements of the public sector
and may also be requirements for some private sector organisations such as private educational
organisations. Many of the HR software applications listed in section 7.3 allow for the addition
of user configurable fields that would also allow many of these extra requirements to be added
in to the standard features of these packages.
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6 DATA PROTECTION ACT AND FREEDOM
OF INFORMATION ACTS

This chapter introduces the requirements for security measures to protect the confidentiality of
sickness absence and other HR data and introduces the specific requirements of the Data
Protection Act (DPA) and the Freedom of Information Acts (FOI). It also includes links to
sources of further information about these Acts and how to comply with the requirements.

6.1 INTRODUCTION

Sickness absence records are always treated as confidential and must be protected and kept
securely to ensure that this confidentiality is preserved. It is essential that effective security
measures are in place to protect confidential data from inappropriate disclosure. Some software
applications restrict access to the cause of absence data using inbuilt security measures that
incorporate an application log-on system and allow access to sensitive data by senior OH and
HR managers (for example). The security of networked systems can be further enhanced by
setting appropriate access controls to ensure that data can only be accessed by authorised
personnel. Health data are specifically included in the Data Protection Act and defined as
sensitive data (see below) and it is important that any organisation implementing a sickness
absence recording system understands its obligations as defined by the Data Protection Act. The
information provided in this report on the DPA and FOI should not be taken as constituting
legal advice and guidance on the Acts should always be sought from the Information
Commissioner.

6.2 DATA PROTECTION ACT (1998)

In common with other data held for HR purposes, sickness and absence records must comply
with the Data Protection Act (1998). The essential resource for information and guidance on the
act is available at the Information Commissioner’s Office (ICO) official website:
www.informationcommissioner.gov.uk

Sickness, accident and absence records are defined under the “Employment Practices Code”;
Information Commissioner (2005) as:

* Sickness Record - a record that contains details of the illness or condition responsible for
the worker's absence.

* Accident Record - a record that contains details of the injury suffered as a result of an
accident.

* Absence Record - a record that contains information about the absence, such as its duration,
but not specific reference to the medical condition (for example, the record will state that
the reason for absence was 'sickness' or 'accident’).

The Data Protection Act (DPA) seeks to strike a balance between the rights of individuals and
the sometimes competing interests of those with legitimate reasons for using personal
information. The DPA gives individuals certain rights regarding information held about them.
The Act places obligations on those who process information (data controllers) while giving
rights to those who are the subject of that data (data subjects). Personal information covers both
facts and opinions about the individual.

Anyone processing personal information must comply with eight enforceable principles of good
information handling practice. These say that data must be:
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» fairly and lawfully processed

* processed for limited purposes

* adequate, relevant and not excessive

e accurate and up to date

* not kept longer than necessary

* processed in accordance with the individual’s rights

* secure

* not transferred to countries outside European Economic area unless country has adequate
protection for the individual

The Act states that at least one of the following conditions must be met before processing for
personal information to be considered fairly processed:

* the individual has consented to the processing

* processing is necessary for the performance of a contract with the individual

* processing is required under a legal obligation (other than one imposed by the contract)

* processing is necessary to protect the vital interests of the individual

* processing is necessary to carry out public functions, e.g. administration of justice

* processing is necessary in order to pursue the legitimate interests of the data controller or
third parties (unless it could unjustifiably prejudice the interests of the individual)

Specific provision is made under the Act for processing sensitive personal information. This
includes racial or ethnic origin, political opinions, religious or other beliefs, trade union
membership, physical or mental health condition, sex life, criminal proceedings or convictions.
This would include sickness absence records that identify the cause of the absence, or
information about disabilities.

For sensitive personal information to be considered fairly processed, at least one of several extra
conditions must be met. These include:

* Having the explicit consent of the individual

* Being required by law to process the information for employment purposes

* Needing to process the information in order to protect the vital interests of the individual or
another person

* Dealing with the administration of justice or legal proceedings

The Employment Practices Code Part 4 addresses the collection and subsequent use of
information about workers' physical or mental health, including sickness records. Information
about workers' health, including sickness records, constitutes sensitive personal data. The
sensitive data rules, limit the circumstances in which processing can take place. Health
information can be processed without a worker's explicit consent if one of the other sensitive
data rules can be satisfied. For example:

*  Where the processing is necessary to enable the employer to meet its legal obligations

*  Where the processing is in connection with actual or prospective legal proceedings

*  Where the processing is necessary for medical purposes and is carried out by a health
professional.

*  Where sickness records are kept solely to comply with statutory sick pay requirements, it is
clear that a sensitive data requirement can be satisfied (i.e. the processing is necessary to
meet legal obligations) and consent will not be required. However, in relation to the keeping
of more general sickness records (e.g. for the purpose of managing long-term sickness
absence) it is less clear that a sensitive data condition can be satisfied.
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6.3 FURTHER DPA RESOURCES

There are several useful resources on the PersonnelToday.com website and these include:
An article on interpretation of the DPA code Part 4 on processing of “sensitive” data:
www.personneltoday.com/27599.article

An excellent introduction to data protection and HR — “Keep Yourself Protected”:
www.personneltoday.com/26859.article

An outline of the key steps to understanding privacy laws and protecting employee data — “10
Steps Towards Compliance”:
www.personneltoday.com/Articles/2005/05/24/29997/10+steps+towards+compliance.htm
You can test your knowledge of the Data Protection Act “Test Your DP Knowledge”, at:
www.personneltoday.com/Articles/2005/05/24/30027/Test+your+DP+knowledge.htm
Answers, including explanations:
www.personneltoday.com/Articles/2005/05/24/30009/How+did+you+do.htm

The ICO website provides links to separate guidance documents to help public sector and
private sector organisations comply with the Data Protection Act:

Private sector: www.informationcommissioner.gov.uk/eventual.aspx?id=1162

Public sector: www.informationcommissioner.gov.uk/eventual.aspx?id=438

The Employers Organisation website has useful guidance pages which although targeted at local
councils could be useful to any public sector organisation.
www.lg-employers.gov.uk/health/measure/dpa/requirements.html

The EO pages include a Data Protection checklist for councils that could be useful for other
organisations.

www.lg-employers.gov.uk/health/measure/dpa/checklist.html

The CIPD website also has a set of pages under its employment law section that give guidance
on the Data Protection Act and how to comply with it.
www.cipd.co.uk/subjects/emplaw/dataprot

These pages include a 10 point action plan:

* Organisations should consider the appointment of a person to be in charge of all aspects of
information, including the Freedom of Information Act.

e Audit information systems - find out who holds what data, and why.

e Consider why information is collected and how it is used. Issue guidelines for managers
about how to gather, store and retrieve data.

* Ensure that all information collected now complies with the Data Protection Act 1998.

* Check the security of information stored.

* Check the transfer of data outside the European Economic Area.

* Check the organisation's use of automated decision making.

* Review policy and practice in respect of references.

* Review or introduce a policy for the private use of telephones, e-mail and post.

* Review or introduce a procedure for reporting under the Public Interest Disclosure Act.

The CIPD pages also include a short reference list for further reading.

Interpretation and implementation of the DPA and issues of data security are the subjects of a
range of training courses and workshops. An internet search should identify available courses.
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6.4 THE FREEDOM OF INFORMATION (2000) AND FREEDOM OF
INFORMATION ACT (SCOTLAND) 2004

The Freedom of Information Acts give people a general right of access to information held by
or on behalf of public authorities (including central government), promoting a culture of
openness and accountability across the public sector. The intention is that the act should lead to
better understanding about how public authorities carry out their duties, why they make the
decisions they do and how they spend public money.

Any request made under the Freedom of Information Act 2000, or the Freedom of Information
(Scotland) Act 2004, for information which is personal information, must be dealt with as if it
were a request under the Data Protection Act 1998.

The FOI (2000) Act was implemented in two parts:

* The first stage required central government departments (including the Home Office) to
make information available through their Publication Scheme from 30 November 2002.
Every public authority must make some information available as a matter of routine through
a publication scheme. Information that is included in such a scheme must be made available
to the public and, where possible, public authorities should provide an easy method of
accessing this information.

* The second stage began in January 2005. This entitled everybody to ask a public authority
for any recorded information that they keep. The authority must usually respond to this
request within 20 working days.

The IC is again the authoritative source for information about the Freedom of Information
Act(2000), which applies to England& Wales and to public bodies which are UK-wide:
www.informationcommissioner.gov.uk/eventual.aspx?id=33

The authoritative source for information about the Freedom of Information Act (Scotland) 2004
is the Scottish Information Commissioner:

http://www.itspublicknowledge.info/
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7 SICKNESS ABSENCE RECORDING APPLICATIONS AND
SERVICES

This chapter is an introductory guide to the wide range of applications and services designed to
assist with the recording and management of sickness absence. The individual applications and
services are described within the following sections:

*[] Standalone sickness absence applications

*[1 Hosted absence recording applications — WEB and/or telephone
*[1 Human Resource and Time and Attendance Applications

*[1 Employee Assistance Programmes (EAP)

[] Consultancy and health services

Each section starts with an introduction to the applications and services included within the
section. Individual entries are listed in alphabetical order within each section. It should be noted
that these entries are intended to form an introductory, descriptive guide and that no
recommendation is implied by the inclusion of any service or application. Pricing information
was difficult to obtain across such a large number of applications and services and has not been
included. The selection of applications and services for inclusion assumes a UK based target
audience.

The large number of available software applications (especially within the HR application
section) necessitated the use of information and product descriptions that were acquired directly
from manufacturers and suppliers. While this should ensure that product details are accurate it
also results in an inevitable degree of “advertising speak” being included in some of these
entries. Many of the commercial websites for these applications and services also include good
resources for the general management of sickness absence and links to research material and
other relevant resources.

The use of software applications and other services will clearly not resolve an organisation’s
sickness absence problems on their own but the use of such applications can help to provide
accurate information to assist effective absence management.

Most software applications and services that include absence recording are aimed at the medium
to large size business sectors and although many of the applications and services are fully
scalable, it seems that uptake in the SME sectors remains low. Discussions with some of the
developers and suppliers confirmed that very few of their existing clients employed less than
about 50 staff.

7.1 STANDALONE SICKNESS ABSENCE RECORDING APPLICATIONS

There are a number of standalone software applications or modules designed principally for the
purpose of recording, monitoring and managing absences. These form a small but very
important group of products for the management of sickness absence.

Absence Control

www.kalesoftware.co.uk

Absence Control is developed to answer the needs of companies who are not looking for a full
HR package, but simply want to gain more control over their employee’s absences. Absence
Control is marketed as an affordable software solution that monitors and controls absenteeism,
sickness and holidays and helps spot any trends that might have an impact on profitability.
Absence Control will enable organisations to gain more control over absenteeism through
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comprehensive reporting on both planned and unplanned leave, trend analysis, management of
holiday entitlements, allowance for multiple absence types and includes employee self service.
Employee self service allows employees to perform simple administrative tasks such as booking
their own holiday and filling in their own self certification notes. Their requests and notes are
then automatically sent to their line manager for approval.

The software is split into two different sections - planned and unplanned absence. Planned looks
after absence that can be booked in advance such as holidays and training, whereas unplanned
looks after sickness and any other unplanned leave. The main areas of unplanned leave are:

* Notification - used when the employee contacts their place of work to inform them they are
going to be absent, with the reasons why and an estimation of how long they will be absent.

» Self certification - used when the employee returns to work. Employee must complete this
form detailing dates of absenteeism and reasons etc.

* Manager’s comments - notes on levels of sickness, accuracy of self certification and
confirmation that the manager is aware of staff absenteeism.

* Work related injury - if the absenteeism is due to an injury at work, this area can be used to
help collect information relating to the incident that caused the injury.

* Return to work interview - used to capture the feelings and any problems the employee may
be facing and project future absences. Used by the manager in conjunction with a face to
face meeting with the employee.

* Doctor’s note - used to collect the salient points detailed in the doctor's note.

Administrators will have complete control over all aspects of the companies unplanned absence;
be able to view all employees attendance on a day to day basis; view detailed historical reports
on trends, levels and past absence by employee; book absence for individual employees when
they call in absent and approve and terminate any absence incident.

There is a link to a positive review of Absence Control on the Kale home page which gives
further details about the use of the application. However, Absence Control does not categorise
sickness absence by cause of absence although this is available as text to allow for further
analysis and reporting.

Absence Management System (AMS)

www.keogh-software.com

AMS is a software product that helps to manage employee holiday and absence information.
Use AMS to introduce an electronic workflow for holiday requests and approval. AMS is a
mature, robust and scalable solution. Keogh also have a highly qualified team of support
technicians.

AMS features include:

» record and manage staff leave for the year

* record sickness absence and analyse any trends

* record and track all absences e.g. maternity, compassionate etc

* account of service days that employees accrue based on length of service within company

* run professional reports; management - departmental absence listings, absence type listings
and sick leave trends; individual employee master reports

Analyse the main reasons for staff absenteeism using the reports generated by the system.
Analyse the attendance by department to enhance your productivity.
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The flexible security within AMS ensures users only have access to those areas which
managers/supervisors wish. Security groups allow a hierarchy to be set up usually in terms of
departments. An audit trail is also present in order to monitor all user activity and keep an eye
on all records.

AMS has been deployed worldwide with most clients in Ireland, the UK and the US. AMS was
designed to be suitable for a wide range of industries and organisations, both large and small.
Clients come from a variety of organisations including education, IT, financial services,
government/local council, health & safety. The single user licence price starts at about €85.

Absence causes are recorded as free text and then coded to either the standard AMS scheme or
to any user configured system of coding. Data security is a key feature and can be configured to
virtually any level the user organisation requires. This includes fully audited access to monitor
who has read, added or modified the data.

Absence Manager

www.slrsoft.com

Absence Manager is a Lotus Domino-based application, which automates the process of
managing absences from work. Absence Manager records and manages absences for a number
of reasons, including holidays, sickness, training, appointments, unpaid leave etc. A central
calendar details all absences and fully integrates with personal calendars. It also shows the daily
percentage coverage of each department for the current and upcoming years, provides detailed
statistical information about absences throughout the organization and automatically calculates
the Bradford Factor to identify attendance problem areas. The application does not track
sickness absence by cause but can be used to report on overall levels and patterns of sickness
absence.

Absence Saver

www.spirasolutions.co.uk/Crispin_Rhodes/

Crispin Rhodes is a specialist human resources company, currently working with businesses
who have between 20 and 100 employees. Crispin Rhodes is developing Absence Saver, an
Excel Spreadsheet application that is ideal for organisations that want a simple and effective
method of recording and monitoring absence. Absence Saver will monitor absence and help to
implement measures to reduce problems associated with absences. Absence Saver helps to
determine where the problem lies and with the aid of management training techniques, can help
to reduce absenteeism. Absence Saver reports include:

*[] Analysis by days of the week, by employee

*[1 Analysis of types of absence, by employee

[1 Attendance schedules of individual employees in calendar form
*[1 Summary absence reports, by department

*[1 Summary absence reports, by employee

Absence Saver is still in development but is expected to be available soon.

Costar

www.amplivox.ltd.uk

This is an occupational healthcare application. User defined page layouts and reporting groups
ensure that Costar can be customised to specific needs. A modular structure enables users to
purchase only the relevant modules. Available modules include one for sickness absence
recording and monitoring. The sickness absence module facilitates the recording, analysis and
management of sickness absence data on an individual and group basis. Facilities include the
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identification of absence patterns, detailing of certification by type and reason for absence and a
library of standard reports.

Diamond People

www.diamondpeople.co.uk

Established in 1986, Diamond People Limited is a small organisation, experienced in writing
application programs tailored to the individual's requirements. With over fifteen years of
experience in writing tailored computer programs, Diamond People's customers number well
over a hundred, with the majority being in the public sector. All Diamond People systems are
written to the individual user's specification, are quick to install, low cost, well supported and
easy to use. Additions and enhancements can be carried out at any time, whenever required. The
bespoke applications include absence monitoring.

k-EM Absence Module

www.kcsplc.com

k-EM's Absence Management Module provides the tools to record and analyse all types of
absence, provide management reports and monitor the impact of any corrective action taken.
The module enables all types of absences to be recorded, from jury service and holiday to
sickness, with sickness reason codes providing further details for analysis. Sickness categories
can be user defined to allow maximum flexibility. The system automatically validates any
absences against working patterns assigned to each employee. Functionality which assists in
reducing administration includes an absence calendar, absence enquiries, workflow and an
unlimited number of working patterns. The functionality is designed to assist in managing
sickness absence and this includes total absence monitoring and analysis, multiple absence
types, comparison reporting and absence pattern tracking. This module can be used as a
standalone application or as part of the KCS HR system described in section 7.3.

Line Manager Plus

www.imassgroup.co.uk/technologies.asp

Line Manage Plus is marketed by IMASS Technologies who are also the company behind
AbsenceLine (see section 7.2). Line Manager allows sickness absence data to be entered against
either pre-defined or user defined absence causes. Full reporting functionality is available and
the application alerts managers of any employee absences that might require further attention.
Although LMP is still supported, IMASS do not currently intend to develop this product further
as a standalone application.

OPAS

www.warwickicsystems.com

OPAS Occupational Health Software is fully configurable to meet specific requirements. The
management of sickness absence is of ever increasing importance to organisations and OPAS
has the facility to record absences regardless of whether they are self-certified or medically
certified. If necessary, clinical notes may be attached to a record and for long periods of
absence, details of several certificates can be included. Any absence records can be reviewed
either on an individual or group basis to identify particular trends. The system provides
Bradford Score analysis and SSP calculations.

Workforce Attendance

www.kronos.com/UK

Workforce Attendance is an attendance tracking application. Workforce Attendance is tightly
integrated with the other applications within the Workforce Central suite.

Key features of Workforce Attendance include:
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» configurable attendance policies (use this configurable building block approach to automate
the organisations attendance policies)

e automatic alerts (automatic alerts proactively notify managers when employees reach
certain disciplinary or reward measures to enable appropriate action to be taken)

* absence reporting (a variety of reports enable managers to spot absence trends and patterns,
helping them to take corrective action)

* automatic triggering of actions (Workforce Attendance triggers the appropriate disciplinary
actions or rewards, which makes your attendance management process fair, consistent, and
easy to manage)

» self-service tools (employees can see their own attendance status at any time via the web,
helping improve data accuracy, reduce processing costs, and eliminate redundant efforts).

7.2 HOSTED AND OUTSOURCED ABSENCE RECORDING APPLICATIONS

There is a growing trend towards hosted absence management services and the number of
available services would appear to be increasing rapidly. Some companies that previously
produced stand alone applications have moved to providing hosted absence management
services instead.

By using hosted absence recording services, the collection and storage of absence data is
entrusted to specialised agencies. Sensitive absence data is stored on remote hosted and
managed servers, and access to the data can be restricted by the service provider as appropriate.
While appropriate security can of course be set up on in-house systems it may be that these
services are regarded as a simpler or more robust solution for the collecting and storage of
absence data by some organisations.

The stages and details of how these hosted services collect the employee absence data and
communicate with the employers are included in some of the individual entries below.

Additional occupational health and other related services can also be included as part of the
package offered by these providers.

There is some anecdotal feedback that employees are less stressed when reporting absence to an
“anonymous” agency rather than to their line manager or company directly but there does not
seem to be any hard research to support this observation.

These managed services are marketed as low maintenance, scalable, secure and cost effective
solutions. Costs are usually charged on a per employee per annum basis.

Absencecare

www.absencecare.co.uk

Absencecare is marketed as a unique service in the UK and has been successful in the
Scandinavian market. Some users of Absencecare have reported that absence levels are reduced
by 20-30% over a 12 month period.

Absencecare provides a managed service for measuring, monitoring, and managing absence.
Absencecare aims to help organisations handle their absence problems more efficiently by three
main approaches:

* the service is the initial point of contact for absent employees, collecting all relevant data

concerning a client's absences.
* immediate availability of data to line managers and HR using accurate and timely reporting.
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e alerts clients at defined trigger points and offers early intervention through a network of
Occupational Health Advisors.

By using improved absence data collection, faster identification of problem areas and early
intervention, companies may efficiently reduce absence levels and create a more productive
work environment. The absencecare service includes measuring and benchmarking the absence
problem and the production of management reports.

Initial system setup and training is provided on site with support thereafter provided via a help
desk facility. The only resource a client needs to allocate is somebody to update the database
when there are changes to personnel. Changes can be made from any computer connected to the
Internet.

Absencecare allows for different levels of access and safeguards valuable HR data by using
exceptionally high levels of system security and resilience. Sickness records are processed in
accordance with the Data Protection Act and absence registration procedure follows ACAS
recommendations. Benchmark data can be provided by absencecare to help comparisons to be
made with similar organisations. Absences are coded to SIC standards.

Absencecare’s smallest client at present has 75 employees but this system is fully scalable and
could be implemented by organisations of any size. Pricing is charged per employee per month.

Absenceline

www.absenceline.com

Absence Line was developed from the Line Manager Plus Software — see separate entry in
section 7.1.

The Absence Line service has been developed by IMASS technologies to allow organisations to
outsource the majority of their absence management. Absence Line, combined with an
occupational health provider, may help an organisation avoid some of the absences that might
otherwise become long term conditions.

Central to the Absence Line service is a call centre staffed by trained operators into which
employees report their absence. As each absence report is received, an email is sent to the
individual's manager and any other relevant parties, informing them of the reason for absence,
the expected duration of the absence and details of any work in progress which may need
attention before their return. If required, a nurse is available to call absentees at pre-defined
times. Nurse led intervention is claimed to be a valuable part of the return to work process and
can be scheduled to suit an organisation’s specific requirements.

When an employee returns to work, they call or email Absence Line again and a further email is
sent to the manager with partially completed return to work documentation attached. The
manager subsequently replies to this email confirming that a return to work interview has been
carried out and informing the call centre of any changes to be made to the absence record.

Customised statistical reports are produced at predefined intervals, detailing the absence
situation for both the organisation as a whole and for individual departments.

If an individual has breached any agreed attendance thresholds, then both the line manager and
occupational health department are informed. Absence Line can also automatically inform an
organisations health and safety team when an absence is likely to become RIDDOR reportable.
Absence Line uses the cause of absence classification scheme developed by the Employers
Organisation (see section 4.3 for a full description of this coding system).
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Active Health Partners

www.ahp.co.uk

AHP combines considerable occupational health and absence management expertise. AHP’s
Nurse Contact Centre provides employees with professional medical advice and records their
absence in a secure system. An absence notification is also sent via email or SMS to the
manager or HR department. Throughout the absence period the nurses make follow-up calls to
the employee to update their progress and offer further medical advice. The web based reporting
suite allows specified users to log in and access real time and trend reports on absence and
allows for company wide and intra and inter departmental comparisons. The AHP service uses
the Nurse Contact Centre in conjunction with an automated absence management and reporting
system (ARCAM).

AHP’s service is based on the importance of:

* Absence management from start of absence
* Integration with related services such as Occupational Health or counselling
* Accurate and consistent data capture and effective real time reporting

AHP claims that use of the service:

* Reduces absences

* Deters non-genuine absences

* Help to minimises the risk of health-related litigation

* Provides early identification of individual employee or departmental absence trends
allowing businesses to better understand and address absence

* Provides triggers for timely and appropriate occupational health or case management

» Early medical advice gets employees back to health and back to work as quickly as possible

ATOMS (Automated Time off Management Software)

www.atomssoftware.com

ATOMS is a suite of workforce management solutions designed to help organisations gain
control of absence management. As a web based service, the ATOMS Workforce Management
solution does not requires on-site IT support. ATOMS carry out the support and maintenance
and all that is required to run the system is access to the internet and implementation is achieved
in a matter of days. Simple to use screens make staff training simple and on-line user manuals
allow employees and supervisors easy access to training material at all times. Features include
employee self-service, employee profiles, leave administration with automated work-flow, data
management and reporting, training and certification records, immunization records. ATOMS is
principally marketed in the US and Canada.

FirstCare

www.healthandabsence.co.uk

FirstCare is an outsourced, telephone based, absence management solution. FirstCare claim to
reduce absence rates and significantly improve an organisation’s ability to proactively and
professionally manage the problem of absence in the workplace. FirstCare work alongside an
organisation’s absence policies and any existing support services (such as occupational health
and Employee Assistance Programmes).

The steps in the FirstCare process are:

* Employee calls - the call is handled by the client services and nursing team. All absence and
medical information is recorded, including an estimated return to work date.
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* Medical advice - advice is given and appropriate referrals can be made to Employee
Assistance Programmes and occupational health etc.

* Immediate notifications - nominated managers are immediately notified and kept updated
by e-mail and SMS with employee contact details and return to work date.

* Medical follow-up - employees are contacted by FirstCare at pre-agreed times for further
health advice and to update their estimated return to work date.

e Alerts - reports to managers on individual employees based on pre-agreed triggers (such as
frequency, length or type of absence or total days absent).

* Trend information - absence data is consolidated by FirstCare and hominated managers are
provided with (via secure web access) real time trend and situational analyses at the
departmental, site and organisational levels.

icaseone

www.westlakes.org/live/html/hi/sickabb.htm

Icaseone offers an integrated approach to the recording, monitoring, case management and
reporting of sickness absence. Icaseone is designed as a web-based application that enables
organisations to monitor, understand and manage sickness absence trends by capturing data
from the first day of absence to return to work, whilst providing the opportunity to pro-actively
audit the organisations sickness absence policies and procedures.

Icaseone one includes an automated cause of absence coding service which follows the
International Classification of Diseases (ICD). This supports the consistent capture of the causes
of sickness absence and the identification of absence patterns and healthcare trends, particularly
in relation to occupational illness and injuries.

Features of icaseone include:

* sickness absence monitoring from start of absence to return to work with cause of absence
coding

*[] captures and links annual leave to sickness absence data

*[1 on-line help text with three levels of access

» full data audit trail

* a wide range of user friendly real time operational management reports are available,
designed to provide the tools to make informed management decisions

» data security, integrity and confidentiality.

Managing Absence

www.managingabsence.com

Managing Absence is a preventative healthcare company, providing a full range of occupational
health services. These include pre-employment services, absence management, health
surveillance and health promotion programmes.

The absence management service instigates a proactive response from day one of an employee’s
absence. A Managing Absence occupational health nurse will provide support, implement a
programme of rehabilitation, and advise the employee on accessing appropriate healthcare
services. At each stage of this process, the employee’s line manager is provided with detailed
and confidential reports via email. Senior management within the company can access the
collated information within a secure, web based format. This provides a tool for identifying
employee absence trends, accessing employee absence/attendance data and providing a record
of information relating to the health implications of accidents or other processes in the
workplace.

The benefits of using the Managing Absence service are identified as:
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* absence issues are managed fairly and with reference to an organisation’s own policies

* confrontation within the organisation is avoided

* potential problems are identified and managed proactively by a support system which
encompasses management and employees

» all data are held confidentially.

Managing Absence allows the employee to call a local number at any time to report any
absence. On the same day the employee is contacted by an occupational health nurse to discuss
their particular issue and to provide advice and support on how the issue can be resolved, for
example, whether they should attend their GP or request medication from a pharmacist. The
occupational health nurse agrees with the employee a convenient time to call back to monitor
progress and when the issue is resolved, the nurse is able to conduct a return to work interview
to ensure that the employee is fit and able to return to work.

At each stage of the process, the employer's line manager is provided with a detailed,
confidential report by email. This can then be transferred to the employee’s personnel file. In
addition, the line manager and senior managers within the employing organisation are able to
access the web based data in a fully secure manner to review employee absence trends, look at
specific employee's cases and access further data specific to their organisation, providing
patterns of absence, absence rates and the Bradford scales for particular employees.

Mercer Healthconnect

www.mercerhr.co.uk

Healthconnect is a fully managed online service for measuring, managing, and minimising
absence and ill-health risks. It delivers an integrated process that brings together line managers,
human resource, health & safety, occupational health, payroll departments and medical insurers,
so that the right person gets the right information at the right time. Day-one interventions for
conditions such as musculoskeletal disorders or stress can help reduce the time it takes
employees to return to work. Greater compliance can also be achieved regarding work-related
conditions and this can help reduce the risk of litigation. Healthconnect is marketed mainly for
larger organisations. The service is fully compliant with the Data Protection Act requirements.

Healthconnect service aims to:

* engage all members of the health supply chain

* reduce short- and long-term absence problems through better management
» control the risk of litigation from work-related illness, injury, or accidents
* measure and benchmark overall health performance

* create a more proactive health environment

* access quality health information sites and benefit services

Mercer has developed an economic impact model and diagnostic scorecard which can evaluate
absence management policies and processes and compare costs against normative data. Using
the organisations demographic, financial, and utilization data (or Healthconnect’s benchmarks)
the model determines direct and indirect cost components of each target-area effort. The
resulting information becomes a basis of the diagnostic scorecard for comparison to best
practices in six areas:

e claim intake

* clinical case management and networks
* plan incentives

e communications and training,
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*[1 accountability and performance measures
*[] return-to-work support.

7.3 HUMAN RESOURCE AND TIME AND ATTENDANCE APPLICATIONS

Most HR software applications include sickness absence recording as part of the core functions
or as an add-in module. There are large numbers of different HR software and Time and
Attendance packages available.

It should be noted that a number of Time and Attendance applications record sickness absence
only as a period of time allocated to sickness absence and do not record any cause of absence
data either in text or coded form. This level of information still supports the analysis of sickness
absence in terms of overall levels, rates and patterns, although without the cause of absence, no
cause specific analysis is possible.

HR and Time and Attendance software are the topic for three national software trade shows and
conferences. The organisers of the shows, CIPD and Softworld, also publish software buyer’s
guides that are excellent introductions to HR and Time & Attendance software applications.
Further details of these shows and buyers guides are included in the entries for CIPD and
Softworld in section 9.

This section of the report includes all HR products that were identified during the research for
this report and a representative sample of the Time and Attendance packages. Some hosted or
outsourced HR solutions are also included. Entries are again listed alphabetically by name of
application and entries include information and product descriptions acquired directly from the
commercial websites.

Adapt HR

www.bondadapt.com

Adapt HR has been designed to complement, rather than replace, existing HR processes,
reducing paperwork and improving efficiency, freeing HR staff to concentrate on strategic
development rather than administrative tasks. AdaptHR is a powerful and versatile database
application with seamless web interfaces that deliver workflow and accessibility throughout the
organisation.

Adrenalin

www.myadrenalin.com

Adrenalin is a business-critical HR suite. Available as a fully web-based software over the
internet, or on the intranet within the office, Adrenalin provides critical tools, workflow and
information that helps companies drive business results from HR. Adrenalin offers custom
packages to suit different business needs and budgets. While all packages provide a proven HR
software suite backed with reliable and consistent services, individual packages offer value-
added features that have particular relevance and business impact.

Adrenalin Lite - vital e-HR and employee records management capabilities for small and mid-
sized businesses. This suite provides outstanding value for money without compromising those
capabilities and features you really need.

Adrenalin Enterprise - integrated HR & UK accredited payroll for advanced business needs.
Full set of HR and workgroup analytics and advanced integration with current systems. This
suite provides strong business returns and outstanding value for money over the lifetime of the
application

Adrenalin Smart Build - tailored projects based on the Adrenalin product framework for
operational and advanced strategic business initiatives in managing talent, change and
enhancing corporate productivity.

30



Adrenalin can be deployed either as an enterprise application providing complete ownership and
integration with internal systems or as a hosted service providing secure and reliable access at a
low per employee/month fee.

Agresso

WWW.agresso.com

Agresso provides a powerful solution to support operational and strategic organisational
management. It consists of five key areas financial, HR, payroll, project and procurement. HR -
manage everyday tasks more effectively, and gain a greater insight into your HR issues.
Agresso gives human resources and payroll managers a range of tools to help perform their
roles more effectively and efficiently. Key functionality includes administration, absence
tracking, training and development management and payroll. An automated approach, with data
entered once and made available to all those who need it, saves time and resources as well as
increasing the accuracy of key tasks such as payroll processing. Organisations are able to gain a
better overview of their staff and skill base. This information can then not only be used within
HR, but also across the wider organisation, to help plan strategy and help to run projects.
Agresso solutions are helping drive change and empowering key staff in more than 2300
organisations worldwide.

The public sector has been facing constant change over the last few years and this trend will
continue in the future. At the same time, the public sector is facing increased pressure to
improve on service delivery as part of the efficiency and modernisation agenda, whilst ensuring
accountability and visibility to both government and the community. To deliver on these
challenges, public sector organisations across Europe and North America have selected Agresso
as their business software solution. Public sector organisations account for more than half of
Agresso's customers across Europe. Agresso has established a strong base across the UK public
sector covering the core finance systems for local government, central government
(Departments & Agencies), education (universities & colleges of FE), Health Trusts, emergency
service organisations and Not for Profit organisations.

Basic Timesheets for Lotus Notes Domino

WWW.basic.co.uk

A Lotus notes solution from a specialist software house. Timesheets is time tracking and
recording software for Lotus Notes Domino that automates and streamlines the entire time sheet
approval and reporting process, reducing the workload of personnel, payroll and supervisors.
Timesheets allocates tasks, then records and reports on how the time has been spent. Timesheets
can be routed and approved 'by sheet' or 'by task'. Timesheets can be linked to other applications
such as office administration to automatically calculate an individuals TOIL, flexitime,
overtime, holidays etc. Time sheets improve project management decision making and ensures
that timesheets are submitted promptly and allocated to the correct project task.

Celayix Time and Attendance Solutions

www.celayix.com

Celayix time and attendance takes the headache out of the time capture process by consolidating
attendance information from multiple sources into a central database. This is another time and
attendance solution that principally markets in the US and Canada. Celayix uses multiple data
input methods; from electronic time sheets, time clocks or telephone call centre.

Ceridian HR & Payroll

www.ceridiancentrefile.com

Ceridian is modularised so you can deploy it as either an HR or payroll system. You can also
integrate the two and centralise all your HR and payroll data. Either option will help you to
make your HR team more efficient and help them provide employee care you can be proud of.
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You can choose between running your HR/payroll system in-house or as a hosted option where
Ceridian take on responsibility for servers, software, disaster recovery and ongoing
maintenance. Ceridian also offer an HR consultancy service.

Ceridian Time and Attendance

www.ceridiancentrefile.com

Benefit from a time and attendance package that integrates with Ceridian HR and payroll
solutions allowing you to automate many of the business processes associated with paying and
managing the workforce. Implementing this solution decreases processing costs and reduces
unauthorized overtime and leave. It allows many fragmented processes to be incorporated into
one. Access to critical data is accelerated. Staff time and error rates associated with time
collection are reduced or eliminated. Used as part of either the Ceridian managed or bureau
payroll offering, this solution allows more control over rostering, scheduling, time sheets and
absence management.

CHRIS 21 (Complete Human Resource Information System)
www.frontiersoftware.com/product.information/index.asp

This is an integrated HR and payroll solution. Chris 21 was designed from the outset as a ‘user-
driven’ product. Frontier Software also offer HR21, an employee/manager self service solution.
CHRIS was first released in 1991 and is used by over 300 organisations within the UK in both
public and private sector.

Ciphr Net

www.computersinpersonnel.com

Computers in Personnel application. Ciphr Net lets employees access information such as
personal details, absence and remaining holiday entitlement, training history and training needs
or internal job vacancies and to update much of their personal information such as change of
address, new qualifications and emergency contact numbers.

Ciphr People

Www.computersinpersonnel.com

This is a Computers in Personnel application. Ciphr People is the core product within the Ciphr
range of HR software. It presents a comprehensive system designed to aid the personnel
function in the administration of people management. Ciphr People is Microsoft SQL based.

ClockWise Time & Attendance/Flexitime + ClockWise Empower Computerised
Timesheets

www.softworks-computing.com

ClockWise is a versatile, powerful and cost-effective time & attendance solution. It is designed
as an easy-to-use, intuitive software application. Clockwise allows you to build a clear picture
of employee time through detailed data and reports on attendance, absenteeism, overtime, flexi-
balances, rostering and holiday leave. Good emphasis on recording and managing sickness
absence and includes reporting tools and also incorporates triggers including Bradford factor.
ClockWise integrates with Softworks' full range of data collection units and supports all types
of data collection technologies. For remote employees, Softworks has designed a web-based
data collection option that allows staff to log their hours from anywhere they have access to the
internet. Softworks has also introduced a computerised timesheet system that makes it easy for
you to monitor employee time without having to install hardware (time-clocks etc) to manually
record employee working times.

CorePersonnel
www.core2000.ie
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Combining considerable HR expertise with the advanced relational database technology of
Oracle, Core offer a state of the art solution to personnel management needs. CorePersonnel can
be easily tailored to suit your unique personnel requirements and can be altered to facilitate
future changes in any organisation. CorePersonnel is totally integrated with CorePay
incorporating one single database and no data duplication. Because CorePersonnel is built on
the Oracle relational database platform, it can run on any mainframe, mini or PC.

Core Time 2000

www.core2000.ie

CoreTime 2000 is designed to assist in the capture and subsequent analysis of staff "time
activities" to help maximise productivity and profitability. CoreTime is an Oracle based solution
with comprehensive facilities which allow the user to easily tailor the system to any unique time
and attendance requirements. CoreTime 2000 has an abundance of flexible features which are
easy to implement and use. Selective enquiries and reports are available at all levels. CoreTime
2000 can easily integrate with existing systems such as payroll and other HR applications.

Crown Computing - Open Options

WwWWw.crowncomputing.co.uk

Open Options is a leading workforce management solution. It offers advanced time and
attendance, workforce scheduling and activity management capabilities. It has proved to
significantly improve the management of workplace attendance, absence, overtime and
disciplinary procedures. Open Options has been designed for HR, finance and operations
managers to reduce the burden of people management whilst helping to reduce costs. It can be
tailored to any organisations requirements and work rules and it interfaces with existing systems
to ensure seamless dissemination of time and attendance information. Open Options time and
attendance captures information relating to employee attendance in real time. Attendance data is
captured automatically through a variety of input devices to suit the needs and cultures of each
organisation (such as time clocks, telephony systems, fingerprint or iris recognition scanners,
radio frequency tags or a web browser) eliminating the need for duplicate data input. By
integrating with HR, payroll and other business systems, data can be captured once and used to
populate the other systems.

Crown Computing - My Options

WwWw.crowncomputing.co.uk

My-Options time and attendance application, offers a web-based solution for organisations that
require the flexibility to allow employees and administrators to have access to the system
whenever required. My-Options was developed using Microsoft .NET technology. The system
has been designed to be as intuitive as possible and so minimise the time required to administer
working time. My-Options has a single simple to use view for clearing exceptions to planned
attendance. Screen layouts follow the standard Open Options graphical look and feel to indicate
unexpected absences, missed clockings or overtime that can be quickly cleared.

My Options also offers the web kiosk, a self service module that allows employees to have
access to their own records relating to their personal details and their absence and attendance
record. Using a unique ID and password, individuals can register attendance and request
absences. An electronic time sheet within My-Options also allows individuals to book activities
that are then reconciled against their attendance details. Personal information can also be
updated to reduce the administration of personnel records. Employees can also enquire on their
attendance, holidays, flexi-balance and activity bookings through My-Options. Where
organisations are using Open Options Workforce Scheduling they can also view their planned
work rosters. My-Options brings all the benefits of Open Options, (see entry above) to be
available over the web to help manage routine administration tasks.
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DbNetTime

www.dbnettime.com

DbNetTime is a web based timesheet that provides a simple and efficient means for users to
record time against projects and tasks combined with a real time powerful reporting engine that
allows recorded time to be analysed. Quickly and easily record time and record notes against
each time.

eCyborg

www.cyborg.com

At the core of eCyborg is a powerful HRMS administrative backbone that delivers the latest in
HR, payroll, benefits administration, time and attendance, and reporting and data analysis
functionality. Career and succession planning tools help to manage the organization's talent
base. Integrated change management tools allow you to tailor the system as your needs change.
Configurable GUI's, checklists and online help wizards help to make the system so intuitive that
even the occasional user can navigate with ease. For 30 years Cyborg have focused on
developing strategic HR management tools that add real value by empowering employees to
manage HR, benefits, and payroll functions quickly and efficiently. eCyborg uses web
architecture to ensure employees have access to vital information anywhere and at anytime,
using any standard browser. eCyborg is available as a traditional in-house system or as a hosted
solution, making it easy for your organization to use with little IT involvement.

eHuman Logistics

www.smarthumanlogistics.com

From work-time planning through presence and activity management to sophisticated reporting,
the eHL suite offers a breadth of functionality. Whether fully installed on site, or delivered as a
managed or hosted service, the architecture enables organisations to focus on the specific areas
of priority and reconfigure the system to meet new challenges, such as changes to Working
Time Regulations etc. The core systems are of leading-edge design, enabling planning, data
capture and authorisation to take place anywhere and everywhere you need it. Web-based self-
service, touch-screen kiosks and mobile activation ensure that employees can interact with the
system wherever they may be. eHL core functionality includes time and attendance, planning
and rostering and self-service and is developed using Microsoft. NET technology. Smart Human
Logistics has been developing advanced systems for managing and measuring workforce
deployment for almost two decades.

Efficient

www.captorgroup.co.uk

Efficient is a comprehensive integrated workforce management solution comprising of
interconnecting modules. This modular approach enables clients to select the functions they
need in line with the requirements of their organisation. There are modules for time, planner,
project, personal, kiosk, phone, people, access, fire and visitor — the website has links to further
information on ach of the modules. Ways of working are becoming more and more diverse and
rely heavily on the new technology available to companies. This technology enables businesses
to improve on the performance, profitability and autonomy of their employees, as well as to
optimize internal information channels.

Large numbers of employees are required to travel, or to work at home, and a significant
number need to have computer access in the work place. These ways of working are made
possible by the setting up of network architecture and the availability of tools and services such
as the intranet, extranet and internet. The Efficient Personal module is a management tool that
allows you to make necessary, sufficient information available to your employees, and, at the
same time, to give them more responsibility in their area of work. With Efficient Personal the
employees can register via their own computer either at their work place or remotely; enter their
working times for activity and/or for project; consult the status of their holiday benefit, time off
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in lieu, reduction of the working week, or other cumulative counters such as the flexi balance;
submit their absence requests for approval by their direct supervisor; correct their own
exceptions (e.g. missing clockings) to be approved by their direct supervisor. With Efficient
Personal, time and attendance management becomes both a decentralized working tool at
employee level, and an everyday internet solution enabling new technologies to be used easily
throughout the company.

EvolutionHR and EvolutionHR.net

www.missing-link-software.com

Over the last two decades Missing Link Software has had first hand knowledge of key HR
issues and understands the constraints within this critical business area. Evolution links HR
information with other data sources within the organisation and allows HR to deliver key
business decisions such as budgeting and cost-management. Evolution can be delivered using
traditional client-server, ASP or web-based methods, providing a true best-fit solution.
Designed for organisations of any size, from SME's to multinationals, Evolution will cater for
all HR needs.

EvolutionHR.net - ideal for SME's. Access HR information anytime, anywhere. Powerful
features and functionality provide employees with access to personnel and personal information
and line managers with up-to-date data and reports. It allows you to set all access levels to retain
security control. EvolutionHR.net is a totally hosted service providing 24/7 secure online
access. There is no need for investment in any hardware, networks, maintenance or ongoing
upgrades. Access can be made through any internet connection.

HR Manager

WWW.iris.co.uk

IHR Manager is an excellent low cost solution that makes it easy to keep employee data up to
date. Designed for use by both large and small organisations. Using HR Manager it is easy to
create, store and retrieve employee information whilst complying with employer legislation. A
central database instantly retrieves and archive HR records, from absenteeism to appraisals and
forms and templates are included to help you retain any required legal records. Sophisticated
reporting helps to make informed management decisions and the facility to attach documents
enables all information to be stored in one place. HR Manager works seamlessly with Iris Paye-
Master payroll and Iris P11D software. Key features include employee details, terms &
conditions of employment, holiday and absence data, disciplinary and grievance records and
individual user level security. HR Manager software is priced from only £375 and includes
updates and telephone support.

HR Professional

WWW.asr.co.uk

ASR is a leading supplier of innovative HR software. HR Professional, is based on a modular
system of integrated products including personnel, recruitment, training, payroll and e-HR. The
modules can also be purchased separately. ASR was formed in 1987 to produce HR solutions
and satisfy the need for a mid-range, human resource software provider. With an ever-growing
reputation, ASR aim to deliver human resource software products that are simple to use, are rich
in functionality and have an in-built report writer that produces powerful reports and analysis.

ASR is a leading supplier of HRMIS software to the Public Sector in the UK. The product is
known as Public Sector HR Professional and is based on the same modular system. Public
Sector HR functionality covers government e-forms, multiple posts, multiple occupancy of
posts, spinal points and/or pay scales, re-deployment, acting up, along with other key
requirements for the public sector.
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HR Services

WWW.aquinas.co.uk

Aquinas HR Services offers a complete outsourced HR solution. Aquinas HR Services has a
team of highly qualified, experienced consultants to help in any area of the HR department.

HR.net HR Software

www.vizual.co.uk

Vizual’s enterprise level HR product (see also, Personnel Director and Personnel Manager
below). Designed to meet both current and future business needs, HR.net is a powerful, flexible
and scalable HR solution. A single system covers the entire HR function, from employee hiring,
on-going care and interaction, through to exit management. HR.net combines a highly flexible
e-business platform with a rich set of HR functionality, enabling it to become the primary
interface between the workforce and the organisation. HR.net is available via a leasing
agreement as well as outright purchase plus support.

HRinfo

www.infosupport.co.uk

HRinfo is Infosupport's e-HR intranet software - an advanced on-line communication link
giving access to important HR information, direct from your PC. HRinfo facilitates employee
self-service and line manager empowerment via a web browser and can be utilised to set up an
organisations intranet. HRinfo can be easily integrated with existing intranets to provide e-HR
capabilities. It can even be customised to match your corporate style and design. Infosupport
produce an SQL version of HRinfo. See also entries below for Infosupport’s Professional
Personnel.

HRM Connect

www.hrmsoftware.com

HRM Connect combines comprehensive HR administration and planning functionality with the
latest internet and workflow technologies to help transform the way you work. It is a powerful
web-native HR information system designed to improve service delivery and reduce
administration.

HRM Software has published a white paper on “Employee self service — addressing the new
security challenge” - this sets out very fully how one manufacturer has assessed and addressed
the problems of data security within an HR application:
www.hrmsoftware.com/security paper.asp

IF-6020-Time

www.interflex.de/en

Interflex is a leading provider of solutions for quickly, smoothly and effectively recording
personnel and production data and exchanging this data with applications for HR management
and production planning (SAP, PeopleSoft, Oracle). IF-6020-Time is an adjustable and
upgradeable software system for time management with time & attendance recording. This
configurable software allows you to efficiently process, easily correct and seamlessly transfer
all work time data to your payroll accounting system via a wide selection of field-tested
interfaces, such as SAP, Oracle etc. IF-6020-Time is extremely flexible - it can be used in
companies of all sizes and structures. Time & attendance recording software is the basis of a
complete solution for time management and security with access control. Data acquisition
terminals can also be used for access control and production data recording (PDR), recorded
data can also be used for further administrative tasks. IF-Planning offer future-proof, networked
planning and reporting tools for demand-oriented personnel scheduling.

Indiga
www.intellecthrpay.com/default.cfm

36



Indiga (see also Workforce entry) is Intellect’s strategic HR platform, designed for larger
organisations that require a full, tailored HR solution, with optional integrated payroll.

Ingenuity
www.ingenuityatwork-hr.com
Ingenuity is an integrated HR-Payroll system for use by companies with 200-10,000 staff.

Instant HR & Instant Leave

www.apexbam.com

Instant HR provides a full-featured, affordable HRIS that empowers HR professionals and
supervisors to manage critical employee information. iHR manages leave, timecards, benefits,
compensation, education, certification, licensing, benefits, equipment, performance reviews,
seniority anniversaries, succession planning, EEO reports etc.

Instant Leave is an economical alternative to Instant HR. It manages leave and timecards
without managing all of the other HRIS information. InstantLeave manages vacation, PTO, sick
leave, personal leave, professional leave, bereavement, annual leave and every other kind of
leave.

Instant Self-Serve Web add-on is available as an add-on to Instant HR or Instant Leave. It gives
employees and managers the ability to check and request leave over the internet.

k-EM HR

www.kcsplc.com

k-EM HR software offers a flexible HR management solution, which has been designed to
maximise employee data capture and strengthen the strategic potential of the HR department.
Unique design features have been instrumental in increasing the speed and quality of employee
information, resulting in reduced administration time and effort, hence improving the efficiency
of the HR department and the service provided to management and employees. K_EM HR is in
use by around 500 UK organisations.

Lawson Human Resources Software — Absence Management

www.lawson.com/index.shtml

Lawson Human Resources applications can be used to automate the core functions of the HR
department, such as payroll and benefits administration. Available applications include Absence
Management. This application streamlines the administration of time-off programs and leave-
of-absence activities, including FMLA leave. With a highly configurable rules-based engine,
Absence Management provides the flexibility to administer complex situations, such as union
policies or employees who frequently change status. In addition, Absence Management saves
time with self-service features that allow employees and managers to request, review, and report
time off through an easy-to-use web interface.

MTIS Holiday Scheduler

www.spreadsheetservices.co.uk

MTIS Holiday Scheduler is a Microsoft Excel tool which provides an easy to use means of
recording staff holidays, sickness and training.

NetTeam HR

www.nmsl.co.uk

NetTeam.HR is a comprehensive HR system covering all aspects of personnel management and
record keeping. It is a modular, scalable system which can be implemented for a fraction of the
costs of some other HR solutions. The modular construction allows organisations to start with
various combinations and add to these as requirements change.
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The HR Absence Management module helps HR keep track of what leave has been taken by
employees. The Absence Management module deals with holidays, other paid days, non paid
days, time off in lieu and sickness. The system works with the holiday profiles that are created
and stored in the HR People module.

Northgate HR

www.northgate-is.com/index/index.php

Northgate HR is a leading supplier of HR and payroll software solutions and services. Northgate
have over 2500 current UK clients. Northgate HR offers a flexible suite of solutions that
delivers dramatic new efficiencies to HR. Systems that will empower HR staff, inspire
employees and provide exceptional control and insight to line managers and subsidiary offices.
Deployed individually, each HR software solution offers automation and smart analysis and
reporting tools - reducing the time spent on HR administration. The result is a human resource
approach that is closely synchronised with a company's broad business vision. Northgate HR is
the UK's largest provider of integrated HR, payroll & pension solutions and services.
Approximately 25% of Northgate’s customers are public sector organisations.

Nova HRMS

www.novative.com/default-eng.htm

A French company providing a decentralised solution that allows you to manage attendance,
absences, overtime, scheduling, recruitment, training, expenses. A confirmation/refusal cycle is
used for requests for time off (holidays, etc.) and course registration. Nova HR comprises the
following modules: personnel, absences/attendance, training, recruitment. Nova also provides a
report generator and its integration with MS Office tools means that it is easy to use. It is a
standard solution that is multilingual, since it is available in French, English, German, and
Italian. The absence/attendance module includes the entry and reporting of absences/attendance
in chronological order, type or frequency of absence. All types of absences are managed in this
module: bank holidays/days off, holiday leave, sick leave, military service, etc. You can check
an up-to-date absence/attendance report at any time. You can also compile statistics on holidays
based on type and frequency, in chronological order, etc.

Oasis for Lotus Notes

www.fsiuk.com

FSI have a wide range of off-the-shelf and bespoke applications. They specialise in HR and
health & safety systems for Lotus Notes since 1996 and the Oasis range of applications is the
most comprehensive available. In the last year FSI have further developed many of the systems
to now be web-enabled, this range of applications is known as eVolution.

Octopus

www.octopus-hr.co.uk

Octopus is a fully hosted, innovative, secure, internet delivered software solution that provides
company-wide HR information and can dramatically reduce routine administration. It is a low
cost subscription based internet software solution, simple and quick to set up, easy to use, and
totally relevant to your needs. Octopus provides differing levels of ‘self-service’ to employees,
line managers, HR administrators and leadership. Octopus gives people desktop access to all the
data relevant to them, within a controlled environment and opens up smooth communication
between employees, their line managers and HR. Octopus is marketed as an extremely cost
effective, efficient HR solution. Example prices are available on the website.

OpenPeople

www.cedaropenaccounts.com

OpenResource is a fully integrated modular system that offers a complete solution to HR needs.
Each module can be tailored to meet the unique requirements of any organisation with the use
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of the OpenPeople screen designer. Menus can be customised to accommodate varying levels of
access and security. Standard reports are available throughout the system, together with the
ability to produce ad hoc reports through the integrated report writer. Cedar HR and payroll is
running in many public sector organisations, such as NHS trusts, metropolitan borough councils
and fire authorities. It can be provided as an in-house system with full self-service functionality,
a facilities managed service or as a full bureau service.

Oracle HCM (Human Capital Management)

www.oracle.com/uk/hcm

Oracle is one of the world’s largest enterprise software companies and is one of the major
suppliers of HR management solutions. The Oracle HCM solution is designed as a single
integrated solution to enable customers to achieve 'one version of the truth'. The modular nature
of the system enables customers to choose the components that meet their immediate
requirements, with the option to switch on others when the need arises. Oracle has 400+ HCM
customers in the UK and Ireland. E-enabling processes using Self Service is now the norm for
organisations implementing Oracle, covering a wide variety of industries including public
services, retailers, manufacturers, utilities and services. The Oracle HCM solution is designed
for all types of organisations and business, both large and small. To support organisations who
want to implement a people management solution simply, quickly and easily, Oracle offer a set
of pre-packaged, ready to go processes. These packages are designed to take leading practices
from previous industry implementations and deliver them to the customer, ‘out of the box' from
day one. The package can be built on if needed to include additional requirements and allows
the customer to evolve and expand on these processes over a period of time that is right for the
business.

PayGlobal

www.payglobal.com

The PayGlobal software suite comprises payroll, time and attendance, rostering, HR, HR self-
service, and WebRecruit modules. These applications can operate stand alone or integrated on a
single database.

Peodesy HR

WWW.UNIpro.co.uk

Peodesy provide integrated software tools developed specifically to address the needs of today's
HR professional. The products represent a new approach to HR management as the system
incorporates both advanced database facilities and the latest expert system techniques to provide
a system which assists in the whole process of HR management from record manipulation and
delivery of information to complex conceptual tasks of job analysis, performance appraisal and
career planning. The system is modular in nature. Suites of software comprising of a range of
facilities, each provide specific tools to meet a different application area. In this way the
products can be applied to meet the entire software needs of the HR department from a single
integrated database.

People Management - Cezanne Software.

WWW.Cezannesw.com

The Cézanne product suite is designed to improve corporate performance by providing
applications to streamline the whole set of people-related business processes from workforce
acquisition to personnel cost planning, from compensation policy management to deployment of
competencies. The Cézanne Suite is a web-based collaborative suite organized into two
products, each comprising several modules. Cézanne’s People Management helps to manage the
information related to individual employees and their lives within the organization, including
core human capital processes such as selection, training, succession and career planning, and
evaluation.
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PeopleSoft HCM

www.oracle.com/global/uk/index.html

PeopleSoft is now part of the Oracle group. PeopleSoft Enterprise Human Capital Management
(HCM) is an enterprise-wide application designed to unlock the full value of an organization's
workforce. HCM is a family of applications in Oracle's PeopleSoft Enterprise product suite.
PeopleSoft Absence Management gives you control over your organization's time-off processes,
enabling you to automate the processes around planning for, and later compensating, paid time
off for your entire workforce in a single, web-deployed application.

PeopleSmart
www.worksmart.co.uk

PeopleSmart provides an end to end solution for the management and reporting of HR
processes, including appraisals, 360° questionnaires, succession planning, sickness & absence
management, leave planning, time and attendance management. PeopleSmart provides
capabilities for secure self-service updating of personnel records, even with different software
systems, together with validation procedures. Information can be protected right down to
individual fields on a document. PeopleSmart provides an end to end solution for the
management and reporting of HR processes.

Personnel Director

www.vizual.co.uk

A powerful and user-friendly corporate level HR solution enabling fully automated HR
administration processes. Personnel Director contains a powerful database as well as integrated
word processing, diary management, comprehensive report writing and import/export facilities
as standard. Personnel Director is a multi-platform, client-server personnel management
solution. It is simple to use with a user-friendly and intuitive interface and can be installed
quickly for immediate use. The software also has web capabilities with the addition of the bolt-
on employee self service module. Marketed mainly to medium sized organisations.

Personnel Manager

www.vizual.co.uk

One of the UK’s best selling HR software systems, Personnel Manager is designed for full-time
HR professionals or those who oversee employee record keeping. Whether you have 20 or 200
employees, Personnel Manager offers a combination of ease of use, powerful functionality and
value for money. Personnel Manager has been specially designed for HR professionals allowing
you to get up and running quickly. The user-friendly interface makes navigation easy and the
“User Wizards” simplify even complex tasks. Basic solutions start at under £500.

Personnel Manager

WWW.croner.co.uk

Personnel Manager from Croner is a personnel data administration system that will help you
keep accurate, up to date records for all employees, set up company-wide provisions, aid
compliance with employment law and monitor costs, absence and many other criteria. Personnel
Manager offers one system that keeps accurate and organised employee records and records
employment legislation compliance. It ensures employment rights and qualifying periods
against each employee record are automatically complied with. It includes employment law
guidance and appropriate personnel letters that can be customised and exported to your own
files. Key features include employee details records, absence monitoring, HR tracking, benefits
(pension, benefits and company car allowance), ready-to-use letters and report production.
Records can be imported from other Croner software. Priced around £650 for a single user
version.
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Personnel Data Manager (PDM)

www.connorsoft.co.uk/html/pdm.html

A well priced Human Resource Package which includes absence and training monitoring.
Personnel Data Manager from ConnorSoft has been developed over a number of years to serve
the increasing needs of modern HR departments. This system offers many of the features of the
more expensive systems at a fraction of the price. ConnorSoft offer customers a personal service
with training and/or bespoke add-ons where needed.

Professional Personnel

www.infosupport.co.uk

Professional Personnel is designed as a complete package for recruitment, training and
employee records. The Professional Personnel solution has been implemented in over 450
organisations worldwide and has been customised to provide a tailored solution for a variety of
markets including, colleges, local government and housing associations. The package can
provide fully integrated modules for, employee records, absence control, health and safety,
salary administration, training administration, recruitment, job administration and reporting. The
modules cover each key aspect of effectively managing employees including past and temporary
workers. Infosupport also produce an SQL version of Professional Personnel.

Professional Personnel Lite

www.infosupport.co.uk

Aimed at the smaller or growing business, PPLite includes all the core functionality of
Professional Personnel at an affordable entry-level price. The solution is designed to grow and
keep pace with any organisation, be it requiring more user access or greater system
functionality. PPLite allows the user to address any aspect of employee records for current/past
employees plus temporary and agency workers. As standard it supports complete records for
personnel records, management reports, absence, document database, salary administration,
maternity leave, expense payments, employment history, discipline and grievance and
educational qualifications.

Propath Simply Personnel Professional

www.propath.com

Marketed as an affordable (priced from around £400) solution for smaller businesses and now in
use by over 2000 organisations. Simply Personnel Pro is a fully functional HR management
system which can be tailored to cater for any personnel department. Simply Personnel
Professional provides a comprehensive range of data records as standard. Designed to be
adaptable and can be modified to suit different organisations and industries. Simply Personnel
professional provides a unique and powerful screen designer. The screen designer allows users
to add new fields, change labels, remove and move existing fields and even name and design a
"plank tab" to hold any unique information relevant to the business. Simply Personnel
Professional provides a large range of reports and queries as standard (over 100 queries and 50
reports). The in-built report writer provided with Simply Personnel Professional also allows you
to create new reports and queries and also to build charts, which can be exported to MS Office.

Propath Sense — Personnel Manager

www.propath.com

Propath Sense consists of a range of key modules, which can be used either as a single solution
or individually integrated with your existing systems. Sense comprises modules for personnel,
training, recruitment, intranet, document management, payroll management, report
management and query management. Propath can also supply additional bespoke modules as
required. Personnel Manager is at the core of the Propath Sense HR solution. Personnel
Manager's tabbed interface means that an employee's entire record is stored in one convenient
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and straightforward Window. This means that time spent on employee record administration can
be reduced. Personnel Manager provides a wide range of proactive features, such as the
automated action diary, absence conflict warning system, automated leaver processing and
global information updates. Personnel Manager has a wide range of analysis tools that allow
detailed information to be compared, analysed and displayed as well as distributed easily and
effectively. Personnel Manager is a complete, fully featured personnel management tool that is
easy to use and flexible. The data stored is shared automatically with other core modules in the
Propath Sense range.

Pyramid Personnel

www.pyramidhr.co.uk

Pyramid HR is a software house that specialises in the development of integrated payroll and
human resource software for medium and large companies. A time and management system has
been developed to integrate into Pyramid HR and Payroll. Around 50 UK companies use
Pyramid HR solutions (around 100 use Pyramid Payroll solutions).

Safe Elite and MyView

www.safecomputing.co.uk

Safe Elite is used by a range of commercial organisations throughout the UK. Safe Elite is a
fully featured HR and payroll solution that encompasses a wide range of integrated functionality
including new employee wizards, integration with the Microsoft Office suite, absence
management, recruitment and career management, training and personal development, task
automation and document management. Within Elite all the components of the suite work from
a single database (Microsoft SQL Server).

MyView is Elite's self-service facility, developed in Microsoft.NET, allowing both line
managers and employees to access key HR and payroll data via the web or intranet using a
standard web browser. The security features within MyView ensure that record access can be
restricted to appropriate access.

mySAP HCM

www.sap.com/hr

mySAP ERP combines a complete, scalable and effective application for enterprise resource
planning (ERP) with a flexible, open technology platform. SAP’s industry-leading solution
provides end-to-end software functionality for enterprise management and support -- plus
support for systems management -- all powered by the SAP NetWeaver platform. With mySAP
ERP Human Capital Management (mySAP ERP HCM), you can maximize the value of your
most important asset -- your employees. mySAP ERP HCM also provides the tools to manage,
measure, and reward individual and team contributions. The solution provides integrated,
enterprise wide functionality that automates HCM processes and seamlessly integrates them
across global operations It provides real-time information access. Designed for global business,
mySAP ERP HCM supports payroll functions, regulatory requirements, and best practices in
more than 50 countries. It integrates with existing business systems and can be customized to
meet your requirements. More than 9,000 companies around the world use mySAP ERP HCM
to manage more than 54 million employees.

Select HR Insight

www.selecthr.co.uk

Select Software is a specialist supplier of HR and payroll software. They offer a suite of
products designed to meet the requirements of a wide range of organisations - from solicitors to
construction, manufacturers and education colleges. Selecthr Insight and Selecthr Clearvision
provide a high degree of flexibility and value for money. The applications cover HR, payroll,
recruitment, training administration, health and safety and absence management. Intranet and
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web technology enable Select to provide customers with employee portal and self service
options which can greatly improve the efficiency of HR processes. Based upon the latest
database technology Select HR Insight is a fully featured HR management system. There are
around 200 UK users of Select HR software.

Selecthr Clearvision is a self-service module which provides individuals and managers with
access to appropriate information and includes e-mail based workflow processes to automate
activities such as absence authorisation and staff development.

Public Sector version — a special version of Select HR is available for further education
colleges. This includes additional facilities for producing the SIR returns and for administering
the wide range of contracts and pay scales found in the college environment.

Snowdrop Systems

Www.snowdrop.co.uk

Snowdrop Systems delivers HR and payroll software. Through improved information capture,
process automation and faster identification of problem areas and opportunities, HR can deliver
true and meaningful benefits to the business. Snowdrops main HR records management product
is Evergreen. Snowdrop Evergreen provides personnel records management solution that helps
businesses maximise the value of the HR information they gather. Other Snowdrop applications
include Snowdrop Spring for recruitment administration and selection; Snowdrop U-Access —
an intranet took kit; Snowdrop Fountain for training administration and employee development;
Snowdrop Fountain Executive for performance management and succession planning;
Snowdrop Orchard for payroll solutions. Snowdrop has worked with a number of public sector
organisations and has developed Evergreen to be suitable for many of the specific requirements
of this sector, particularly in education. More information on this can be found on Snowdrop’s
web site at:

www.snowdrop.co.uk/products/public_sector.html

Software for People — World Service

www.hrsystems.net

World Service is a single database solution for HR, payroll, pension and resource management.
Can be provided in-house, hosted or out-sourced. It can be accessed over the internet using a
standard browser. SfP also have an employee self service module that allows any employee,
using a reference number and a PIN, to log-in to World Service - locally or over the Internet.
Individuals will only be able to access their own data. Not all data can be viewed - only that
portion of it that has been made available for self-service.

Strategic HR Management (SHR)

WWW.hraccess.com

Strategic HR Management (SHR) provides an integrated and international approach to HR. This
enables HR departments to align their policies with the strategic goals of the corporation. It
allows HR departments to go from traditional types of management to ERM by bringing the
company's internal resources together in optimum fashion. SHR enables HR departments to
move away from a traditional administrative model to a model of services for its internal clients,
by drawing up key indicators and circulating them at all levels, by providing those who need it
with the right information in real time (HR policy, job offers, etc.), by giving employees added
responsibility and by sharing their experience with line managers. Web enabled manager and
employee self-service is also provided. HR Access has more than 30 years of experience with
more than 900 clients in nearly 50 countries although UK customer base is still quite small.

TeamSpiritPersonnel
www.selven.co.uk
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TeamSpirit is designed so that you can buy the complete system, or start with a base system and
add additional modules as required. The system links with Microsoft Office allowing letters to
be automatically generated. The base system is made up of four personnel modules. These cover
employee information (including equal opportunities monitoring), absence analysis (including
parental Leave reporting), employee history and global statistics (such as point-in-time
headcount analysis). In addition to the base system, other modules are available and can be
added individually as required. These cover contracts of employment (including working time
monitoring), training and qualifications, health and safety, local government (including spine
points and multiple posts), and appraisal management and disciplinary records.

TeamSpirit Time & Attendance

www.selven.co.uk

With TeamSpirit Time and Attendance, you can define work, break, overtime and shift profiles.
Time clockings are analysed into attendance records and can be monitored for infringements or
absence. The data can then be transferred directly to TeamSpirit payroll and integrated to
TeamSpirit Personnel. Absence reason monitoring is a feature of the application.

TeamTrak Adaptiv

www.cyberaid.com

Adaptiv’s flagship HR product. Adaptiv is marketed as a new way of meeting r HR and payroll
requirements. Adaptiv is a complete HR system, built on a comprehensive and fully integrated
relational database managed by Microsoft's SQL Server. It handles everything to do with
employees - personnel, training records, recruitment etc., together with an optional payroll
processing module. Adaptiv's tool set gives the user the power to add change or delete just about
any item in the database. You can set up your own item profile - its name, data type, length, and
so on, and relate it to any other item in the database. Fully adaptable and configurable. You can
also define new payroll calculations or specify new additions or deductions. Adaptiv is intended
for organisations with 500+ employees.

TeamTrak Personnel

www.cyberaid.com

TeamTrak Personnel is a fully featured HR application but remains simple to use, whether you
are a large multi-national or a smaller forward-looking company. A professional, high-quality
management tool for control and information on jobs and staff. In addition to basic details, it
tracks absences, holidays, salary reviews and disciplinary records.

TeamTrak Time and Attendance

www.cyberaid.com

TeamTrak Time & Attendance extends your HR system, providing links for the automatic
capture of employee attendance data for posting into TeamTrak payroll. Using simply set
parameters, attendance data is converted into hours worked at a specified rate. Easy to use and
capable of controlling the most complex shift patterns with instant on-line details of who is on
site and where. Clock data feeds directly into payroll without further keying. Absence, holiday
and lateness monitoring are also included. Analyse data by employee, shift, department, cost
centre, company, or absence category. ldentifies absence/lateness trends.

Time Tracker - Employee Scheduling Software

WWW.asgardsystems.com

Time Tracker scheduling software allows you to automate and analyze staff schedules
efficiently. Schedules are generated in seconds. Time Tracker tracks vacation time, sick time,
lieu time and user defined other time. It analyses past activity and prepares data for payroll. US
based company.
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TimeManager

www.hrsltd.com/solutions/time_and_attendance.php

The TimeManager solution fuses together a flexible and scalable biometric time and attendance
solution with the most advanced identification technology available today.

TimesheetHR

www.expresshr.com

ExpressHR are a leading provider of innovative solutions for recruitment and HR. With simple
online techniques to capture timesheet information, a company can analyse and control the time
spent by their staff for a variety of benefits.

Topaz EMS

www.topaz.co.uk

Employee Management System (EMS) is a fully integrated solution covering payroll, HR and
time and attendance management. A highly scalable product, it is competitively priced and
extremely comprehensive. For those customers who require it, Topaz offers a consultative
approach to solution implementation, ensuring that benefits of the software are maximised.
Topaz EMS is strong on security, providing defined access for different user categories and an
audit trail of all user actions. Topaz time and attendance is an optional module designed to
support flexible working practices operating in tandem with clocking units. Also available is a
time and attendance/rota system specific to the public transport industry.

Trent

www.midland-software.com

Trent is an HR Management and payroll system that offers functionality for both current and
future business needs. Modules include HR management and administration, people
development, absence management, recruitment, payroll, learning events administration,
employee and manager self-service. Other functions include budgets and modelling, benefits
administration, occupational health and safety, discipline and grievance. Trent has been
designed to offer full multi-currency, multi-language, and multi-legislation capabilities. Trent
can be deployed in both client-server and web-enabled browser environments. Trent is very
simple to learn and use. It offers clear, easy to understand screen layouts, and takes full
advantage of the familiar standard Windows system. Trent enables organisations to define data
fields which are unique to them. With Trent, organisations can create their own screen layouts
very easily thanks to an inbuilt wizard. Trent's graphical organisation charting tool offers seven
different views of an organisation including a reporting profiles view and a vacancies view. All
employee absences, including sickness, holidays and special leave are recorded and authorised
within Trent. The level of absence information recorded is user-definable. Sickness information,
for example, can be recorded simply as an occurrence of sickness, or with supporting
information such as certification and sickness reason. Adjustments to pay as a result of absence
are automatically generated. Absences are displayed in an at-a-glance graphical calendar format.
Absence patterns can be analysed using standard and user-defined criteria. A range of
monitoring reports is provided enabling comparisons between organisation units or workgroups
in order to identify underlying trends. All Trent reports can be exported in industry-standard
formats such as Excel. Trent is used by over 200 UK organisations.

TRG Advantage HR Management

www.trgadvantage.com

TRG Advantage is a management solution that has been designed to be a fully integrated
software platform that encompasses all business management requirements for any size of
company at any stage of its growth cycle. It is modular in format, instantly deployable, easy to
operate and affordable. TRG HR allows employee information to be consolidated into one
central record. This ensures accurate and up-to-minute employee records. From an integrated
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self-service solution, managers are provided with individualised access, allowing them to
manage and view all relevant employees HR information. HR is consistently updated to match
the latest HR-related legislative developments allowing employers to be confident that they are
managing and recording staff-related information in a legal and secure manner. TRG payroll
and scheduling modules are also available.

TRIper

WWW.s0s-Itd.co.uk

TRIper is a stand alone or payroll integrated product which has many options built within it to
create a simple personnel system. You may choose to turn on the more complex features as you
feel you need them to build up to a very sophisticated HR management tool. It has good
integration to other systems such as clock card, time and attendance, word processing and
payroll records. The input screens cover most details but can be altered by the use of inbuilt
4GL tools. Some record characteristics covered are sickness absence reasons and history,
absence, maternity, clock IDs, shifts, multi-site, accident, injury, training, qualifications,
references, salary review history, occupation codes, labour turnover, government report extracts,
training boards, transfers, disciplinary warnings, leaving details, long service, vehicle and
driving details, etc.

UniPims

Www.icscomputing.co.uk

uniPims is a comprehensive HR management system encompassing personnel management,
absence management, recruitment management, training and attendance management and a web
based e-HR System. Available as in-house software, uniPims can also be hosted to provide a
fully outsourced solution. Combining uniPims with our outsourced payroll service, or the
uniPims in-house payroll module provides an organisation with a single point of entry for all
people related information.

Unistaff Personnel Management

www.carval.co.uk

Unistaff has been developed in response to HR professionals needs. Unistaff helps facilitate the
management of key HR issues and also simplifies the reporting process. An integrated, self
service module is also available.

Unitend

www.carval.co.uk

Unitend automatically handles time “clockings”, converting this information into payroll data.
Developed to manage time and attendance. Provides quick and easy enquiry and reporting on
employee attendance. An integrated, self service module is also available.

VantageH

www.vantagehr.com

Vantage HR service is designed to meet the majority of HR needs online as an outsourced
solution. The flexible design and innovative concept allow organisations to utilise the latest in
HR software while reducing risk and investment in internal IT systems. Vantage’s customer
base covers companies within the Times top 100, public sector organisations and many medium
sized organisations across all industry sectors. VantageHR's feature rich, fully Internet enabled
HR management software is powerful yet ease to use. Pricing is on a per/employee basis.

Web TimeSheet

www.replicon.com

Web TimeSheet is a fully web-based application that automates time tracking and expense
reporting for project management, payroll and client billing. Simple, intuitive time sheet
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software interface with pre-populated tasks. Perform all administration, time entry, expense
entry and generate reports through any web browser. An Oracle or SQL version of Web
TimeSheet is also available.

Wintime

www.hfx.co.uk

WinTime records and calculates staff working hours. All types of working patterns can be
catered for, including flexitime, fixed shifts, flex shifts, job share, full time, part time etc. All
staff receive a card which they swipe through a booking terminal at the start and end of the day
and at lunch time or any other periods of absence during the working day. This records their
hours and ensures that staff adhere to the times they are contracted to work. The same card can
be used as photo ID, to gain access to permitted areas and to control entry through doors or car
park barriers. WinTime is designed to be a flexible time and attendance recording system,
capable of being programmed to cater for all types of organisations in both the public and
private sector. WinTime can be installed as a standalone system, or integrated into a Network
environment. There are also some customised versions of WinTime available including
WinTime WAPA - designed for use by the court service, this version includes all the features of
WinTime with the added benefit of a specially designed workload measurement report.
Working with details such as staff grade, it calculates the hours and percentages worked to
allow for easier entry into the BMS system. Also available is WinTime for schools.

WinTime Pro

www.hfx.co.uk

Flagship product from HFX (see other WinTime entries) - programmed to your organisations
exact requirements. Can cater for 10- 20,000+ staff, with virtually unlimited (32,000.00)
working schedules or shift patterns, sophisticated reporting tool, comprehensive annual leave
and sickness recording.

Wintime Lite

www.hfx.co.uk

An easy-to-use, no frills time recording system. Based on the main WinTime system, WinTime
Lite contains many of the most popular features that our 4,000 WinTime customers use,
including multiple daily patterns and working schedules, five absence reasons, manual bookings
input, four comprehensive reports, a booking terminal and a swipe-card for each employee.
WinTime Lite will support a maximum of 200 employees.

Workforce

www.intellecthrpay.com/default.cfm

Workforce is a complete employee administration solution that can be fine-tuned to meet the
exact HR requirements of any organisation, so that it reflects your organisation’s terminology
and way of working. It is designed for organisations that prefer a modular approach to their HR
requirements and can be supplied with an optional integrated payroll system. There is also an
employee self service module available for Workforce. There are currently around 400 UK
public and private sector organisations using Workforce HR software. Workforce Special
Editions are available for a range of different sectors, each of which has been modified as
necessary to meet their specialised needs — this includes a public sector edition.

Workforce Central Suite

WwWw.Kronos.com/uk

Kronos solutions serve growing and enterprise companies across all industries. Kronos'
Workforce Central suite is a comprehensive web-based solution for managing all functional
phases of the employee relationship. The suite's key components are Workforce Schedule and

47



Workforce Timekeeper. Applications for activity tracking and absence management (see
Workforce Attendance entry in section 7.1) are also available.

WorkTech Time Suite

www.worktech.com

Record time and attendance entries only once and automate data collection with WorkTech
Time Suite. WorkTech’s employee timekeeping software adds functionality to and
communicates with existing systems, such as HR systems, payroll, ERP, and general ledger
systems. Web-based interfaces make it easy for workers with complex work rules to enter their
time. Keeping track of equipment and vehicles can be accomplished with the same software.

Youmanage

WwWWw.youmanage.co.uk

Youmanage is a Microsoft. NET enabled, SQL server based toolkit that supports managers. It is
set up using a workflow engine that walks managers through your procedures with the relevant
guidance and the relevant documents to enable them to complete those procedures accurately
and on time. This is an affordable, fully hosted web based solution and is fully customisable.
You manage is made up of a number of modules including an absence module. Absence is a
problem area for organisations generally but the biggest problem is managers not knowing what
to do in terms of correct process and when to take action or when not to take action. The
absence module solves these issues for managers, giving very clear guidance on what requires
action and what does not. It also provides an easy way for the manager to track absence patterns
as part of their day to day job. The absence module provides the following functionality:
integration of standard documentation and policy, audit trail stored on database, email alerting
to ensure process is completed, optional email escalation if manager does not complete process
and visual reporting on history for trends and for booked holidays.

7.4 EMPLOYEE ASSISTANCE PROGRAMMES (EAP)

Employee Assistance Programmes (EAP’s) are defined as confidential, effective, intervention
programs operating in the workplace. EAP’s are designed to assist in the identification and
resolution of productivity problems associated with employees impaired by personal concerns,
including, but not limited to, health, marital, family, financial, alcohol, drug, legal, emotional,
stress, or other personal concerns that may adversely affect employee health and job
performance. EAP’s provide management and unions with the means to offer assistance to
employees and their families with a wide range of problems and issues. In essence, the EAP
provides consultation, counselling, training and health promotion/prevention. Most EAP’s
operate as a confidential call centre that employees contact by telephone to seek advice or to
discuss problems they are encountering. As well as promoting their own service, most of the
main EAP websites include information on supporting research and the expected gains from
participating in EAP’s. The Enlighten website has links to the major UK providers of EAP’s.
The use of EAP’s has been incorporated into the absence management plan of some
organisations.

British Association for Counselling and Psychotherapy

Www.bacp.co.uk

Employee counselling can be an important component in any EAP. A Widely reported study by
Professor John McLeod of the University of Abertay, Dundee, claims that counselling can
reduce levels of stress in the workplace by more than 50 per cent. This British Association for
Counselling and Psychotherapy report on ‘Counselling in the Workplace - The Facts', examines
over 80 separate studies, published and unpublished, spanning a period between 1954 and 2000
reflecting the experiences of more than 10,000 clients who have made use of workplace
counselling.
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Enlighten

www.employeeassistanceprogramme.com

Enlighten are an EAP intermediary and consultancy. They act as independent guide to providers
of EAP services. A useful introduction to EAP services with pages of information and other
links to further EAP resources. Enlighten claim to work with all UK providers of EAP and the
website includes a full list of these organisations:
www.employeeassistanceprogramme.com/EAPcompanies.htm

7.5 CONSULTANCIES AND HEALTH SERVICES

This section includes some examples of consultancies, occupational health service providers
and other health services that all include some absence management components. The listing is
not intended to be comprehensive but includes examples of some of the different types of
services that are available to help with absence management in the workplace.

Axia

www.axia-consulting.co.uk

Axia are a consultancy specialising in the selection and implementation of HR applications.
They offer help to specify, shortlist or select a new HR, accounting or payroll system. Axia can
also project manage a new system implementation. Axia are independent from hardware and
software vendors and can offer unbiased advice.

Corporate Health

www.corporatehealth.co.uk

Corporate Health provide services for all employee health issues: sickness absence, pre-
employment screening, PHI and ill health retirement, health surveillance, health and safety and
well person screening. The comprehensive range of services offered provide a one-stop shop for
employee health and safety issues. HR staff and line managers can obtain professional
assistance with everything from sickness absence management to well person/executive
screening. Corporate Health can help client organisations draw up policy and procedures for
sickness absence and performance issues that may be related to injury or ill health. They help
establish action points for length of individual absence spell and/or quantity of accumulated
absence over time. Medical advisors can also obtain medical reports, carry out medical
examinations (when necessary) and provide reports to management that are relevant and
pertinent to management needs.

Manage Absence

www.manageabsence.com

Established in 2003, manageabsence provide customised solutions and support for managing
attendance within companies. Working as a consultancy established to provide absence
management services and training within the private and public sector. Although this is a
commercial website it includes some very useful pages describing absence types, cost and cause
of absence information that could help an organisation develop their absence management
policies. They also have a useful frequently asked questions page.

Policies and procedures are identified as necessary to manage the modern working environment
and these should provide a framework which enables the management of individuals in a fair,
unbiased and structured manner. Reducing the potential for absence by identifying those at risk
and agreeing a strategy of addressing and managing that risk will have a significant reduction in
the incidence of absence. Whether an organisation has a formal OH structure or it is provided
through external providers, there may be times when a fresh look can give a new perspective on
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the issues and challenges faced by employees and employers alike. Manageabsence aim to
provide that service.

Manageabsence have also established a simple system for undertaking psychological risk
assessments in the workplace. The online tool measures employees’ exposure to workplace
stressors to assess, quantify and categorise these stressors. Key action triggers identified from
this process assist management to audit workgroups or individuals.

Orchid

www.chi.co.uk

CHI are software developers based in the North-East of England. The flagship product is
Orchid, an occupational health package. Orchid is in use in over 65 sites throughout the UK.
Orchid is one of the leading occupational health department computer systems in the UK and
allows recording of every aspect of a department's work so that comprehensive management
reports can be obtained. Orchid includes full sickness absence recording, monitoring and
reporting as part of the application.

PMI Health Group

www.pmihealthgroup.co.uk

PMI provide the services of medical case management specialists and in-house occupational
health physicians and nurses. PMI offer a comprehensive solution to employee health issues. As
part of this programme, PMI Health Group has developed an absence management programme
that incorporates:

*[] Proactive development of a specific absence policy
*[1 Absence management to reduce duration of absence
*[] Management reporting

www.pmihealthgroup.co.uk/absence
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8 RESOURCES FOR INFORMATION ABOUT KEY WORK
RELATED CAUSES OF SICKNESS ABSENCE

This section provides links to the principal sources of further information about eight selected
causes of sickness absence. The eight selected causes are:

*[] Asthma

*[] Back-pain

*[] Dermatitis

*[] Display screen related

*[] Musculoskeletal disorders
*[] Noise

*[] Stress

*[] Upper Limb disorders

The selected causes focus on the causes of absence that are most commonly associated with
work related absences.

The tables below include links to the identified sources of information and guidance material
about these key causes of work related sickness absence in the UK workplace.

Table 3 — Asthma

HSE site on occupational and work-related asthma ~ www.hse.gov.uk/asthma

HSE COSHH Essentials Site — for assistance in www.coshh-essentials.org.uk
assessing risk

The Industrial Injuries Advisory Council (I11AC) Www.iiac.org.uk
for advice on work-related issues

The National Asthma Campaign: advice and www.asthma.org.uk
resources with help on causes, treatments,
prevention and campaigns

HSE Publications for books, pamphlets etc — for www.hsebooks.co.uk
individuals and workforces

The European Agency for Safety and Health at www.agency.osha.eu.int
Work: EU network working for a safer, healthier
and more productive working environment

British Lung Foundation information about asthma ~ www.lunguk.org/asthma.asp

Allergy UK - with advice and support on asthma www.allergyuk.org

British Occupational Health Research Foundation: ~ www.bohrf.org.uk
Information and research on occupational asthma
and other work-related conditions
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Table 4 — Backs/back-pain

HSE site on musculoskeletal disorders

HSE Manual handling assessment chart tool

Working Backs Scotland
BackCare - the charity for healthier backs

HSE Better Backs campaign

The Ergonomics Society

General Osteopathic Council

General Chiropractic Council

Chartered Society of Physiotherapy

BBC health website with information on back pain

Medinfo — medical information for patients

Backpain — NHS information site
Chartered Society Of Physiotherapy

Healthy Workplace Initiative (HWI1) - jointly
sponsored by the Department of Health and the
Health and Safety Executive

Information from British Medical Journal and
NHS Direct on back treatments

www.hse.gov.uk/msd/hsemsd.htm

www.hse.gov.uk/msd/mac/

www.workingbacksScotland.com

www.backpain.org

www.betterbacks.hse.gov.uk

WWW.ergonomics.org

www.osteopathy.org.uk

www.gcc-uk.org

WWW.CSp.org.uk

www.bbc.co.uk/health/conditions/back
pain
www.medinfo.co.uk/conditions/lowback
pain.html

www.nhs.uk/backinwork

WWW.CSp.org.uk

www.signupweb.net

www.besttreatments.co.uk/btuk/conditio
ns/5816.html

Table 5 — Dermatitis

HSE page on occupational skin problems

HSE COSHH Essentials website for assistance in
assessing risk

Skin-Disease.com — guide to skin diseases

HSE Publications — books etc

The British Association of Dermatologists

National Eczema Society: Contact Dermatitis at
Work. A Guide for Employers and Occupational
Health Staff

Dermatitis at work. A guide for UNISON safety
representatives on dermatitis prevention

An independent website providing an educational
resource for skin conditions and their treatment

Patient UK information on contact dermatitis

www.hse.gov.uk/skin

www.coshh-essentials.org.uk

www.skin-disease.com

www.hsebooks.co.uk

www.bad.org.uk

www.eczema.org/NEW04/Derm%20W
ork%20Final.pdf

www.unison.org.uk/acrobat/10542.pdf

www.dermatology.co.uk

www.patient.co.uk/showdoc/23068731
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Table 6 — DSE related

HSE site with free general information, advice,
pamphlets etc on work in an office environment

HSE COSHH Essentials website

The UK Ergonomics Society Site. With a list of
registered consultancies who may be able to help
with DSE and related issues

HSE Publications

www.hse.gov.uk/office

www.coshh-essentials.org.uk

WWW.ergonomics.org.uk

www.hsebooks.co.uk

Table 7 — MSD (musculoskeletal disorders)

HSE site on musculoskeletal disorders
BackCare, the charity for healthier backs
The Ergonomics Society

Securing Health Together

HSE Publications

National Back Exchange

Info from British Medical Journal and NHS Direct
on treatment.

General Osteopathic Council

www.hse.gov.uk/msd/hsemsd.htm

www.backpain.org

WWW.ergonomics.org

www.ohstrategy.net

www.hsebooks.co.uk

www.nationalbackexchange.org.uk

www.besttreatments.co.uk/btuk/conditi
0ons/5816.html

http://www.osteopathy.org.uk

Table 8 — Noise

HSE web site where general information and
advice is provided about workplace noise and what
actions can be taken about it.

Up to date information about the status of the new
UK Noise Regulations which will implement the
EU Directive 86/188/EEC.

HSE Publications

European Agency for Safety and Health at Work:
fact-sheet 50 — Noise in Construction

Royal National Institute For the Deaf information
about noise and hearing loss prevention

TUC information on noise as an industrial hazard

www.hse.gov.uk/noise

www.hse.gov.uk/noise/issues.htm

www.hsebooks.co.uk

www.agency.osha.eu.int/publications/f
actsheets/50/en/index.htm

www.rnid.org.uk/information resource
s/aboutdeafness/causes/noise/noise.htm

www.tuc.org.uk/h_and s/index.cfm?mi

ns=339
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Table 9 — Stress

HSE site on work related stress

The International Stress Management
Association (ISMA) UK

Engineering Employers Federation
Worksmart from the TUC

NHS Health Scotland (HEBS website)

HSE Publications

Stress Management Society

UK Work-Stress Network

AMICUS: A guide to stress in the workplace

www.hse.gov.uk/stress

www.isma.org.uk

www.eef.org.uk/UK/whatwedo/healthandsafet

vx/ww.worksmart.orq.uk/health

www.hebs.scot.nhs.uk

www.hsebooks.co.uk

Www.stress.org.uk

www.workstress.net/index.htm

www.amicustheunion.org/pdf/stressquide.pdf

Table 10 - ULD

HSE site with general information and
advice about work in an office environment

HSE site on musculoskeletal disorders
HSE Publications

The UK Ergonomics Society Site. With a list
of registered consultancies

HSE RSI information
HSE ULD information

www.hse.gov.uk/office

www.hse.gov.uk/msd/hsemsd.htm

www.hsebooks.co.uk

WWW.ergonomics.org.uk

www.hse.gov.uk/pubns/rsiindex.htm

www.hse.gov.uk/pubns/wruldex.htm
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9 WEBSITES AND WEB BASED RESOURCES FOR ABSENCE
MANAGEMENT

Researching for this report identified a number of organisations whose websites included
important web based sources of information about absence management. This section lists these
websites alphabetically and includes links to the sites, descriptions of the host organisation and
a guide to the material and information that they hold. This establishes an important directory of
resources for absence management that have not previously been collected together for this
purpose. Some website descriptions have been extracted directly from the source website.

ACAS - Advisory Conciliation & Arbitration Service

WWWw.acas.org.uk

Founded in 1975 ACAS aims to improve organisations and working life through better
employment relations. ACAS promotes good practice in the workplace and conciliates in
employment tribunal complaints and industrial disputes. ACAS provides up-to-date
information, independent advice and training and “works with employers and employees to
solve problems and improve performance”. ACAS are publicly funded and employ
approximately 900 staff based in 11 main regional centres throughout England, Scotland and
Wales.

The ACAS website has a wealth of information on employment law, workers rights and
sickness absence management. Note that ACAS state that legal information is provided for
guidance only and should not be regarded as an authoritative statement of the law. ACAS also
have a number of publications available, many of which can be downloaded for free including,
“Tackling Absence Problems”. ACAS also publish a report on absence and labour turnover.
This is intended to assist anyone dealing with or affected by absence and labour turnover and is
also a good general introduction to the subject of absence management. It is one of a series of
booklets and handbooks designed to give impartial advice on employment matters to employers,
employees and their representatives. Publications are available from the ACAS publications
page:

www.ecacas.co.uk/cgibin/priamink.cgi?MP=GINT00&CNO=85&WHAT=Welcome

The ACAS website search engine will quickly find many other absence management
publications and related information.

ACAS have developed free e-learning programmes including one on managing absence. The
aims of this course are to help to identify and measure patterns of absence, develop an overall
approach to it, deal specifically with long-term and frequent short-term absence and develop an
absence policy. Links to the courses are on the home page of the website.

Audit Commission

www.audit-commission.gov.uk

The Audit Commission are an independent public body responsible for ensuring that public
money is spent economically, efficiently, and effectively in the areas of local government,
housing, health, criminal justice and fire and rescue services. Their mission is to be a driving
force in the improvement of public services. The Audit Commission promote good practice and
help those responsible for public services to achieve better outcomes for citizens.

The Audit Commission appoint independent auditors to local government, health and criminal
justice organisations, and regulate the work they do. Most of these auditors come from the Audit
Commission’s Operations Directorate. The Audit Commission also inspect public services and
report back to the public on the results. Through inspections of local services the Audit
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Commission assess their quality and cost effectiveness and help local authorities to continually
improve. The Audit Office covers English local authorities only.

There are links to the local authority annual Performance Indicators which include data on the
levels of sickness absence (reported as average number of days sick per person per year). Data
is available by individual authority and also national averages. The latest survey at the time of
writing, is the “2003/2004 Local Authority Performance Indicators in England” and Audited
Best Value Performance Indicators data for 2003/04, including summary statistics of the audited
data can be downloaded in the form of Excel spreadsheets. This data is provided by English
Local Authorities and can also be accessed from the Office of Deputy Prime Ministers (ODPM)
interactive website

www.audit-commission.gov.uk/reports/

Select “Performance Indicators” on the above web page and then select the year you want to
view data from.

CIPD (Chartered Institute of Personnel and Development)

www.cipd.co.uk

The Chartered Institute of Personnel and Development (CIPD) is the professional body for those
involved in the management and development of people. The CIPD website provides the most
comprehensive UK guide to all aspects of HR, employment law and employee rights. CIPD has
a huge resource of information covering all aspects of HR/Personnel related topics and it is an
excellent starting point for information on sickness absence management. As well as providing
a membership organisation for HR professionals, the CIPD carries out its own research and
publishes reports and survey results. CIPD also host a number of training initiatives, trade
shows and HR conferences.

The annual HR Software Show and conference hosted in Olympia, London is of particular
interest. This show attracts most of the major suppliers of HR software and also some of the
providers of absence management services and provides an excellent opportunity to review a
wide spectrum of the available applications and to talk to the suppliers, view demonstrations
and get hands on experience of different applications. Some of the conference presentations are
also relevant to the issues of absence management. A link to the 2006 HR Software show is
below — there are also links to previous shows and lists of suppliers who attended and a full
listing of the conference programme.

www.cipd.co.uk/cande/hrss2006interim.htm

CIPD provide a fact sheet on absence management that highlights the main causes of absence,
gives information on measuring absence and guidance on managing sickness absence. This page
includes links to other CIPD pages on absence management and guides to further reading. This
is an excellent introduction to the subject of absence management.
www.cipd.co.uk/subjects/hrpract/absence/ absncman.htm?IsSrchRes=1

CIPD also conducts an annual survey of policy and practice in absence management. The latest
2005 absence benchmarking survey is CIPD’s 6™ and includes data on rates of sickness absence,
targets and benchmarking, causes and the costs of absence, stress and absence management. The
link below to the download (free) of the 6™ Absence Management Survey also has links to
previous year's surveys (survey reports previously called “Employee Absence”).
www.cipd.co.uk/subjects/hrpract/absence/absmagmt.htm?IsSrchRes=1

The survey looks at how organisations manage absence, with data on the approaches used and
the survey respondents’ views of their effectiveness. In particular, it looks at: occupational
health services, attendance incentives, performance targets and appraisals and occupational sick
pay provision. A series of case studies looks at the experience of West Yorkshire Probation
Board, Tesco, Royal Mail and Jaguar.
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