Handling Conversations
with Confidence

Support to help you approach absence-

related discussions clearly, consistently and E d ucare

constructively. HR SOLUTIONS




Why These Conversations Matter

Attendance conversations can often feel uncomfortable,
particularly where absence levels have become a concern or there
may be sensitive personal circumstances involved.

However, avoiding these discussions rarely improves the situation.
When approached appropriately, attendance conversations can
help build understanding, identify support needs, and ensure
expectations are clear moving forward.

This guide provides practical tips to help managers approach
absence-related conversations clearly, consistently, and
constructively.

Before you start, ask yourself:

[ ] What am | hoping to achieve?

[ ] What concerns have been identified?

[ ] Have | reviewed the facts?

[ ] Have | considered the employee's circumstances?




Preparing for the Conversation

Before starting the conversation, take a few moments to
prepare. Having a clear understanding of the concerns, the facts
available, and the outcome you hope to achieve can help the
discussion remain focused, constructive, and supportive.

Use the prompts below to organise your thoughts before
meeting with the employee.

What concern am | discussing?

What examples support this concern?

What outcome am | hoping to achieve?

What support or adjustments may be appropriate?

Are there any factors | should consider before the discussion?




Conversation
Framework
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: Explain the purpose
Y
...................... A
: Share observations
AL
: Listen to the employee's
................. perspective .
A
1 Explore support options
R
\ Agree next steps
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Is there anything contributing to your

Have you sought any medical advice?

~J D) ~°

=
™
)

)
Q,
)
9 05

7))
=g

J
=\

Understanding the Situation
How have things been recently?

absences?
S~ 4

Exploring Support
Is there anything that may help?
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Agreeing Next Steps
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the situation?
What support would be beneficial?
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Common Pitfalls

(%) Making assumptions

® Rushing to solutions
Focusing solely on attendance
figures

@ Comparing employees

® Ishoring wellbeing concerns

Difficult conversations are rarely
comfortable, particularly when concerns
involve attendance, wellbeing, or personal
circumstances. It's natural to feel uncertain
about saying the wrong thing or not having
all the answers. Remember, your role is not to
diagnose problems or solve every issue
during a single meeting. Instead, focus on
listening, understanding the situation, and
approaching the conversation with fairness,
empathy, and an open mind. Often, simply
creating the opportunity for an honest
discussion is the most important first step.

O

-

)



Reflections

After the conversation:

What went well?

What follow up actions were agreed?

What support may be required?
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