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COMPANY SICKNESS ABSENCE POLICY & PROCEDURE
1.
Introduction
1.1
The Company encourages all employees to maximise their attendance at work whilst recognising that employees will from time to time be unable to 
come to work for short periods due to sickness.

1.2
Whilst the Company understands that there will inevitably be some short term sickness absence amongst employees, it must also pay due regard to its business needs.  If an employee is frequently and persistently absent from work this can damage business efficiency and productivity and place an additional burden of work on an employee’s colleagues. 

1.3
The Company will strike a reasonable balance between achieving business needs 
and the genuine needs of employees to take occasional short periods of time off 
work because of sickness.

1.4
This procedure relates to both short term sickness absences (which are defined as ½ day up to 4 weeks) and long term sickness absences (which are defined as over 4 weeks).  All absences must be recorded onto COINS HR.

1.5
Line Managers are expected to manage and control their employees attendance and 
absence. 

1.6
This procedure is also designed to advise all employees of their rights and 
responsibilities. 

2.
Guidelines for Employees

2.1
An employee who needs to be absent from work due to sickness must comply with the following company rules:


On the first day of absence the employee should contact their Line Manager personally by telephone.  If it is not possible or not practicable to do so, someone on their behalf must contact the employees Line Manager.  


Contact must be made within 1 hour of the employees normal start time, giving the reason for the absence and an estimation of how long the employee is likely to be away from work.  If the Line Manager is not available to take the call, the call should be directed to another senior member of staff.

An employee must not report their absence via a text message.

Employees must ensure they have their Line Managers contact details so that they can in the agreed way report absence.

Line Managers must ensure that new employees are aware of the correct process to follow for reporting absence.
2.2
For periods of absence due to illness or injury for seven calendar days or less, 
the employee must to complete a Self-Certified Sickness form.  


If the absence extends beyond seven days, including Saturday and Sunday, 
the employee must obtain a Statement of Fitness for Work from a General 
Practitioner and send it to their Line Manager by the tenth day or both SSP and 
Company sick pay may be withheld. Further statements must be obtained to 
cover the entire absence period until the employee returns to work.  

Statements of Fitness for Work

If the Statement of Fitness for Work advises that the employee may be fit to work, the employee should inform their Line Manager immediately. The Line Manager will discuss with the employee any additional measures that may be needed to facilitate their return to work, taking account of the doctor's advice.

If after discussion, a return to work has been agreed between a Line Manager and an employee a written note will be retained on file.  This will detail the adjustments made, the length of time the adjustments will be in place and when a review will take place.  Where a change has been made to the employee’s role or working conditions, the Line Manager will carry out a risk assessment. 

If it is not possible to make adjustments, changes or additional measures then the employee will remain on sick leave and the Company will set a date to review the situation. In this situation the employee will continue to receive sick pay if it is due.

If the Company are concerned about the reason for absence, or frequent short-term absence, the Company may require a medical certificate for each absence regardless of duration.


Employees should maintain regular contact with their Line Manager during the 
period of absence so that any necessary arrangements for cover can be made. 

2.3
The Company may request that an employee be interviewed and/or examined by an independent medical practitioner and that the employee authorise the release of any medical report to the Company.  The Company will meet the costs relating to this. 

2.4
On return to work, the Company has the right to request a medical certificate of fitness.  This is to ensure the employee has fully recovered and is able to resume normal work.

2.5
Employees should be prepared to attend a return to work interview with their Line Manager after each absence to discuss their absence and the reason for it.  The purpose of this interview is to establish whether the Line Manager can provide any support to the employee, which could assist with attendance at work in the future.

3.
Infections or Contagious Illness

An Employee must inform their Line Manager immediately if they are suffering from, or come into contact with, an infectious or contagious disease in order to enable the Company to take appropriate action.  

4.
Managing Short-Term Absence
4.1
For the purposes of this procedure short-term absence is defined as an absence between ½ day and four weeks, where there is a definite return to work date.  In dealing with such absences the Line Manager will consider the employee’s absence history. 

Within the short term absence management procedure, absence triggers will instigate the informal sickness review process.  These triggers are:

· 2 separate incidences in a rolling 3 month period or,
· 3 separate incidences in a rolling 6 month period
4.2
Where an employee’s absence pattern triggers any of the above timeframes the HR Business Partner/HRC will contact the employee’s Line Manager.  The Line Manager will then obtain and consider the details of the employee’s absence history and invite the employee to attend an informal sickness absence review meeting.  The purpose of the review meeting is to discuss the situation with the employee, make such other reasonable enquiries as may be necessary to establish the underlying cause of the unsatisfactory attendance pattern and discuss next steps.

4.3
Where, following 4.2 above, it is considered that the employee has an unacceptable level of attendance and there is no single underlying health issue, or the absences fit a particular pattern, then the employee should be told what improvement in attendance is expected and by when and warned that further action may be taken in accordance with the Company’s Disciplinary or Capability Procedure should there be no improvement.
4.4
Where, following 4.2 above, it is considered that the absences may be related to an underlying medical condition then the employee may be requested to attend an independent medical examination.  Upon receipt of medical advice consideration will be given to what further action might be appropriate.  This may include implementing temporary or permanent reasonable adjustments as well as consideration of disciplinary action, up to and including termination of employment contract, in accordance with Company procedures.
4.5
In all such cases it needs to be recognised that sporadic but frequent absence can be disruptive and costly to the business and can place undue pressures on other employees.
5.
 Managing Longer Term Ill-Health Absence
5.1
In deciding what action to take in these cases the Line Manager will take into 
account previous medical history, the likelihood of an improvement in health 
(based on professional medical advice) the availability of suitable alternative 
work, the effect of past and likely future absence and 
whether the absence is 
due to a disability as defined in the Equality Act 2010.
5.2
At the end of the first four weeks continuous absence through sickness or injury, (and at subsequent intervals as appropriate, the Company may request an employee to be:


1.
Examined by an independent medical practitioner of its choosing and, subject to the Access to Medical Reports Act 1988, to allow access to a report from the Medical Practitioner; and/or


2.
Interviewed, at the employee’s home if necessary, by the employee’s Line Manager or another nominated Manager, to discuss the contents of the medical report and to consider if the Company is able to offer the employee any assistance or make reasonable adjustments that would facilitate their return to work.   

5.3
If an employee is persistently unable or unwilling to co-operate in these matters then this will be taken into consideration by the Company in determining its future available options.  

5.4
The Company may request that an employee complies with the provisions of 5.2 above at two weekly intervals following the first two weeks continuous absence until a return to work.

6.
Inability to Return to Work
6.1
Depending on the outcome of medical advice, home visits and following discussion with the employee about the likely duration of the absence, the Company will need to decide whether it is operationally feasible to keep the position open.

6.2
If the Company concludes, that on the basis of available medical advice, that an employee is not likely to be fit to return to work in the foreseeable future and that, in all the circumstances, the needs of the business render it impracticable to await a return to health or fitness, then termination of employment with notice may be considered.

	
	


6.3
In such circumstances the Company will give the employee due notice of its intentions and will consider any representations made by or on behalf of the employee before taking a final decision using the appropriate Company procedure.  

7.
Independent Medical Assessments

7.1
It is essential that Line Managers and employees are aware of their rights and responsibilities under the Access to Medical Reports Act 1988.  These can be found on the HR Chapter of the Policies & Procedures Manual along with a consent form which will need to be signed by the employee.

8.
Statutory Sick Pay 

8.1
HMRC operate a Statutory Sick Pay (SSP) scheme which requires employers to pay their employees SSP for up to a maximum of 28 weeks sickness absence. SSP is set by HRMC and payment is dependent upon employees and the employer satisfying the rules defined by HMRC.

8.2
SSP is payable to employees who have been off work for at least 4 successive days and is generally paid only from the fourth qualifying day of sickness.

9.
Company Sick Pay

9.1
An employee’s individual contract of employment will detail any entitlement to 
Company Sick Pay.  In certain circumstances the Company offers financial security 
greater than 
SSP to support employees during such times.  Company Sick Pay is 
discretionary and conditional upon compliance with the notification requirements 
detailed in 2.2 above and the reason for the absence.  It is linked to length of 
service and an employee’s overall sickness record and is inclusive of SSP.

9.2 
Any Company Sick Pay is calculated on a *rolling 12-month basis.  When contractual entitlement to Company Sick Pay is exhausted, entitlement to Company Sick Pay will not be reinstated until the start of the following rolling 12 month period.  

* Rolling 12 month basis - defined as the total number of sickness absence days taken in the preceding 12 months from the 1st day of the current sickness period

9.3
If the employee receives any payment from a third party in respect of damages for absence from employment due to sickness or injury, then any sum paid by the Company to the employee in respect of the same period of absence shall be recoverable by the Company out of such damages as money due to the Company.
10. Sickness & Annual Leave

10.1 
Where an employee falls sick or is injured while on holiday, or is ill or is injured 
before the start of a period of planned holiday, and consequently unable to 
take the holiday the Company will allow the employee to transfer to sick leave 
and take replacement holiday at a later time. This is subject to the following strict 
conditions:

· The total period of incapacity must be fully certificated by a qualified medical practitioner (where it exceeds seven days).

· The employee must contact the Company (by telephone if possible) as soon as he/she knows that there will be a period of incapacity during a holiday.

· The employee must submit a written request no later than 7 calendar days after returning to work setting out how much of the holiday period was affected by sickness and the amount of leave that the employee wishes to take at another time.

· Where the employee is overseas when he/she falls ill or is injured, evidence must be produced that the employee was ill by way of either a medical certificate or proof of a claim on an insurance policy for medical treatment received at the overseas location.
· Where the employee is ill or injured before the start of a period of planned holiday, the employee must produce a letter from his/her doctor confirming that he/she is unfit to take the holiday
Where the employee fulfils all of the above conditions, the Company will grant the employee the same number of days' replacement holiday leave as the number of holiday days lost due to sickness or injury.

Any period of sickness absence will then be treated in accordance with the Company's normal policy on sickness absence.

10.2
Where it is agreed that an employee can take replacement holiday leave at a later 
time, the employee should nominate replacement holiday dates as soon as 
possible, with the dates being subject to the agreement of the employee's line 
manager in the usual way as outlined in the Company’s Holiday Policy.

Employees should take any replacement holiday within the same holiday year as 
the days lost as a result of sickness or injury. In the event that part or all of the 
holiday is lost due to incapacity towards the end of the Company's holiday year and 
there is insufficient time left during that year for the replacement holiday leave to be 
taken, the employee will be permitted to carry over the replacement holiday to the 
next holiday year. However, this leave should be taken by 31st March.  

11. Long Term Sickness & Annual Leave
11.1 
Employees continue to accrue statutory holiday whilst on long term sickness 
absence.  
11.2
If an employee is unable to take holiday during the calendar holiday year because 
they are on sickness absence, they will be entitled to carry over that holiday 
(up to a maximum of 20 days) into the following holiday year
11.3
On their return to work, if an individual is able to take their outstanding annual leave
before the holiday year expires, they should do so. If they choose not to this holiday 
will be lost and cannot be carried over. 

11.4
If, however, there is insufficient time left in the leave year to enable them to take 
their accrued annual leave on their return to work, they should be allowed to carry 
this leave forward (up to a maximum of 20 days) into the new leave year.

