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THE RECORDING OF SICKNESS ABSENCE IN INDUSTRY

- PREFACE

Before the war, many of the more enlightened industrial organisations in
this country adopted their own methods for recording sickness absence. They
realised that such records would not only help them to determine the effective
labour strength, as opposed to the book strength, of their staffs, but would also
enable them to keep a check on the effects of conditions of work on the health
of those employed in the various departments of the factory, shop, or office.
The methods adopted were, however, evolved separately in/each firm, and
could not be used for comparing the sickness rates of different firms, T hey
lacked the uniformity which is essential for valid statistical comparison.

With the outbreak of war, and the necessity of making the best and most
economical use of all available labour, many more firms wanted to keep records
of the time lost through sickness and other causes by their workers. There
thus arose an urgent demand for a practical method of recording sickness
absence—the main cause of lost time in industry—which could be used by
the smaller as well as the larger firms. It is often not realised that it is the
occupier of the smaller factory who still employs the major proportion of the
working population.®* To meet this demand, the Industrial Health Research
Board appointed a Committee to consider methods of recording sickness absence.
This preliminary report is the outcome of its work, and in it the Committee
has endeavoured to make a complicated and, in some respects, a controversial
subject as simple as possible. To some it may appear that simplification has
robbed the records of some of their value, to others that the Committee has
asked too much of industry, already harassed by the demands of war-time
production. Whatever wview is taken, the outstanding need is for industry
to adopt a uniform method of calculating sickness rates. The methods outlined
in this report for getting the necessary information to calculate these rates
need not be used in the place of other methods already found to be efficient.
But if records are to have more than an internal value, it is strongly recommended
that industries should adopt the measures of sickness absence recommended
on pp. 7 and 8, and keep to the points outlined on p. 7, sect, €, so that
sickness rates of different firms may be regarded as reasonably comparable.

Given such records, care and skill will still be required in making comparisons
between groups, whether they be departments, factories or industries. Some
differences between such groups will appear merely by chance, when the
numbers involved are small, and a wider basis will be needed to substantiate
their validity. Others may be due to the groups employing persons of different
ages, so that a high rate may be derived from the older average age of those
employed, rather than from any factor in their working conditions. Again,
with slight attacks of illness or with minor injury, it may be possible for a
person employed in one task to carry on where for another task he would
be incapacitated. Such possible factors must be borne in mind in the
interpretation of the rates revealed. However, in this report, the basis for
determining the sickness experience of the group is the sickness record of
each worker. And previous research has shown that the reduction of sickness
absence depends on the study of the individual no less than the group.

* See Annual Report of the Chief Inspector of Factories, 1937. Table 12 of this report
shows that in 1936 52-7 per cent. of workers employed in factories belonged to

establishments with 250 operatives or less. There is reason to believe that this distribution
has not changed materially since then.
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III.-THE METHODS OF RECORDING SICENESS ABSENCE
A —THE Inpivibuar Recorp CArp (Form IT)

Entries of daily absences can be made on the individual card direct from
information given on Form I. The individual card, which provides a personal
record of each worker, should supplv the following data ;—

{a) Name.
(6) Occupation.
{e) Clock number.
(@) Sex (cards of different colours are used for males and females).
(¢) Married or single (in the case of females).
(f) Date of birth.
] Date of entry into firm.

(h) Date of leaving firm.
(1) Address.
(7) Day by day record of all absences for a period of two vears.
(&) Reasons for absence.
() Summary of absences under two headings—

(i) Long sickness absence of 4 consecutive working days or more

(SL).
(ii) Short sickness absence of less than 4 consecutive working
days (55) (not includmﬁsebsem:ﬁ of under one day).
(A blank space is left for absences due to other causes.)
(m) A yearly analysis of the amount of sickness absence (medically certified)
in each disease group. (For explanation of the classification of
certified sickness absence into disease groups, see Appendix I (A}.)

A Method of Using the Card

For each worker there is an individual card (Form II) which can be filled in
daily from Form I. There is a blank space for each day of the month. On the
first day that a worker is absent for a whole day or shift in any given period, a
circle O is written in pencil in the appropriate square. On each succeeding
day of absence, the square for that day is marked with a horizontal stroke in
ink.* This is done only for planned working days (i.e. Sundays and Bank
Holidays, if unplanned working days, are left blank)., As soon as the cause of
absence is known, one of the following signs indicating the cause is written over
the pencilled circle, and later in the square for the last day of the absence —

Medically certified sickness absence . . =3 o
Uncertified sickness absence . 2 U
Absence due to accident at place of work . A

N.B.—Absences due to accidents away from work will be entered under
sickness as C or U, depending on whether they are certified or uncertified.

The nature of the illness or accident is written in the space above the line
showing the period of absence. Examples are given in the reproduction of
Form II below. When used in this wav, the cards will record all absences,
whether due to sickness, accident or other causes, because a record of each day
lost will be made.

In the case of absence nof due to sickness or accident, the circle O entered
for the first day of absence remains unaltered, unless firms choose to employ
codes which indicate the reason—for example . —

Husband on leave s bia g 4
Leave other than remgmsed hnhdavs — - 2
sickness at home i v o S

- No reason given o o o e o S

e _=

® 1f required, red ink may be used for :u._-,ht shift workers, blue ink {or day workers,

(67108) A






5

The figures in parenthesis in column (SL) denote the disease groups to which
the illnesses or injuries belong. The code numbers stand for the following
groups : I = colds and influenza, II = diseases of the respiratory system,
111 = diseases of the digestive system, IV = rheumatism group, V = functional
nervous disorders, VI = accidents at place of work, VII = unclassified
conditions. The diseases which fall into these groups are given in Appendix L.

If the worker has been absent for four days and no information has reached
the firm, a letter can be sent to him (or her), asking for a medical certificate if
sickness is the cause of absence.

At the end of each month, absences are summarised under three headings :—

(1) Absences of 4 days or more—long term sickness and accident (SL).
(ii) Absences of less than 4 days—short term sickness and accident (S3).
(1) Absences due to other causes.

N.B.—If a worker is absent for the last 2 days of one month and the first 3 davs
of the next month, the sickness is classified under SL in each month.
Monthly summaries should therefore not be made until the 5th working day
of the following month, in order that absences beginning on the last day of the
month may be correctly classified as *“ short " or “* long period "’ illness.

In this classification, no distinction is made between certified and uncertified
sickness absence—i.e. absences of 4 days or more are summarised as SL whether
certified or not, and absences of less than 4 days are summarised as 55 whether
certified or not. The information which is needed for the classification of causes
of certified sickness and accidents (see p. 10) can be obtained from the coded
entries C, U and A,

If sickness in industry is to be reduced, it is necessary to know the sickness
experience of both the individual and the group. The individual cards can
singly and collectively supply this knowledge.

B.—THE REGISTER OF SICKNESS ABSENCE (Form 11I)

While the individual card is the one recommended to be used, some
organisations, particularly small ones, may wish to use the sickness register
as an alternative. It contains the names of those absent through sickness,
accident or other causes. The data needed for filling it in with regard to
details of absence may either be obtained from Form I or the head of a
department may fill in the register without using any intermediary form
(see p. 1 sect. 1T, 2 ).

In many industrial concerns, a single register may be used for all the workers ;
but in some, particularly the ]arger establishments, it may be easier to keep a
separate register for each department. The follnmng information will appear
on the register for each person absent (—

(a) The clock or works number. In some organisations other identifying
numbers may be more useful, e.g. pension or friendly society number.

{5} The name of the worker.

(c) Sex

{d) Occupation.

(¢) Department (where a single register is used).
(f) Date of first dav of absence from work.

(g) Date of last day of absence from work.

(h) The total number of working days or shifts lost (absences of less than
one complete day or shift are not recorded).

(1) Nature of the sickness or accident.
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