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Simply Personnel
Bradford Factor

About This Document

This describes the how Simply Personnel utilises the Bradford Factor to actively help you
reduce absences within your organisation.

If at any time you need help or just need some questions answered please use our on-line
helpdesk at www.simplypersonnel.co.uk you will find comprehensive articles and an option to
open a support ticket.

Thank you
The Simply Personnel Team
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What is the Bradford Factor?

The Bradford Factor is a way of illustrating how disruptive frequent short-term absence around
weekends, for example, can be relative to occasional longer spells of absence. Bradford
scores are a way of identifying individuals with serious absence and patterns of absence
worthy of further investigation. It helps highlight causes for concern and is often one of the first
steps in an attendance procedure.

The Bradford Factor calculation is as follows:

Number of Absences x Number of Absences x Total Duration = Bradford points score

Number of Absences is occasions of absence in the last 52 weeks and Total Duration is the
total number of day’s absence in the last 52 weeks.

So, for employees with a total of 14 days absence, for example, in one rolling 52-week period,
the Bradford score can vary enormously, depending on the number of occasions involved.

For example:
e One absence of 14 days is 14 points (i.e. 1 x 1 x 14)
e Seven absences of two days each is 686 points (i.e. 7 x 7 x 14)

e 14 absences of one day each is 2,744 points (i.e. 14 x 14 x 14)

How do we implement it?

Employees need to be advised that you will be using the Bradford Factor and what it means.
We have a standard document available using the link below that can be used to do this:

http://www.simplypersonnel.co.uk/downloads/bradfordfactormemo.zip
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Simply Personnel & The Bradford Factor

Absence Reasons

The first step in using the Bradford Factor within Simply Personnel is to decide which types of
absences contribute towards the Bradford Factor score. You can do this by using the
‘Absence Reasons’ in Business Rules (Personnel Manager, System Setup, Business Rules)

P, Absence Reasons

|
<

Reason Cakegory

Compassionate Leave General
Dentist Planned
Dactors Appaintment Flanned
Flu Sick.
Food Bug Sick
Headache Sick.
Haspital General
Late General

Absence Scheme  In Use

El\O|El | El|El|El|O| O

El|El| El| El|El| El|E|El

(]

Add. .
|Jpdate...
Delete

Cloze

Remember Bradford Factor is about short term un-authorised absence — so only those
reasons which are applicable to that type of absence should contribute towards the Bradford
Factor. (For Example, Maternity should not be included in the Bradford Factor)

Double Click into an absence reason you wish to include in the Bradford Factor and tick

‘Include in Absence Scheme’

When you have completed this for all relevant reasons select ‘Absence Schemes’ from
business rules to display the following screen,

P, Absence Schemes

w

Schemne Marme

Ahsence Count

Attendance Reward
Bradford Factor

acheme Type In Use

QCCUrrEnce
Reward |
Score Based )

Cloze

Click on Bradford Factor and click ‘Update’
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Then place a tick in the ‘In Use’ Box

Absence SCheme :ﬁ,'
Main | Triggers |
Drekails:

Scheme Type: | Score Based |

Marne: | radford Factor

Calculated Yalue:

O Curation
() Mumber of Absences

(%) Bradford Factor Calculation

{Mumber of Absences x Number of Absences x Total Duration)

Date Settings:

() Rolling Period: Months

() Fixed Date:

Maonth: | January

() Use First absence

l Ok I[ Cancel l[ Help

When you then log onto an employee record and select the absence tab you will see the
Bradford Factor Score at the bottom of the Screen.
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P, Employee Maintenance - & - Ellison,Alison -

Training Meeds/Profiles | CPD | Processes | Blank Page | Blank Page | Accidents | List2 | List3
Ao
Benefits / Vehicles Lppraizal Disciplinary ¢ Grigvance Training ¢ Qualifications o FUTURE TASKS

Notes Docs / Contracts Right ta ‘ork Shifts Banking Details Leaver
Personal “wiork Job / Salary Emergency Contacts Absence Holidays
Absences:
From: [23/10/2008 |[] T [2871072m0 )
Tasks Category Reason Stark End Duration Hours
Sick. Sickness 19/10f2010  20{10/2010 2.00 15:00 Job Details
Reports to:
Charles Abbey
Post:
Devlopment Manager
[< I m | [,] Attendance Summary
=)
[C] Only Show dbsence Scheme Records [ Add, ] [ Update... ] [ Delete ] g‘
2
Entitlement Profile: Probationary é
Absences: 1 Aug Sep Qet
W Absent:2.00
Tatal Duration: 200 Holiday: 3.00 of 25.00
PFaid at Full Rate: 200
Psid at Reduced Rate: |0.00 Quick Links
Unpaid: 0.00 PR
b Attendance Recor
} Holiday
Maternity / Patermity .
Bradford Factor From 29/10/2009 Until 28/10/20(0: 200 ﬂ »Sav
rC

Bradford Factor Thresholds

When the Bradford Factor reaches a predefined threshold you will be warned by the Traffic
Light system (Tasks) within Simply Personnel that the Bradford Factor score has been
exceeded and a recommended course of action will be provided. What action you take
depends upon the circumstances and if you are not sure then you must seek advice.

P, Task List - Personnel - B3 X
e Personnel t’ Training e Recruitment
¥ | TaskDate Tirne Task B Employes Mates
@ Absence Abbey, Charles Self Certification Form Required
@ Absence Agard, Christine Self Certification Form Required
@ 03f01f2010 LOS 3 Years ADMIM werson, Jennifer
iy 1] 1 e ADMIMN
@ 10f01fz010 LOS & Years ADMIM Srnith, Jare
@ 10f01fz010 LOS & Years ADMIM Spalding, Andrew
@ 10f01fz010 LOS & Years ADMIM Taylor, Gabriella
28102010 Absence Scheme ADMIM Ellison, Alison & Bradford Factor walue ak 258/10/2010 is 254.00 - Re.. |
@ 01f03/2011 Passport Expiry Abbey, Charles
[ Pritt ] [ E sport E mail ] [ Filter ] [ Reassign ] [ Add ] [ Edit ] [ Dielete ] l Select I [ Close
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By default, the threshold values are as follows:

0-49 No action required

50-124 Potential Action — Verbal Warning
125-399 Potential Action — 1st Written Warning
400-649 Potential Action — Final Written Warning
650+ Potential Action — Termination of Contract

These thresholds and descriptions can be changed by going to ‘System Setup’, ‘Business
Rules’, ‘Absence Schemes’, select the ‘Bradford Factor’ then select the ‘Triggers Tab’ as
below,
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l Lbsence Scheme 'zl !

MMain | Triggets

Details:

Description Lower Limit  Upper Limit

Recormmended Action - Terminat, .. 650,00

Recommended Action - Final Wi, 400,00 649,99
Recommended Action - First Wri,,, 125,00 399,99
Recommended Action - Werbal ... 50.00 124,99

[ Add... ][ Update. . ][ Deleke ]

I Ok I[ Cancel ][ Help ]

**Eor More information on Absences, please see the manual entitled ‘Absences™*
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