Sic

1. INTRODUCTION
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1.2

1.3

2. OBJECTIVES

The overall objective of t
needs of the Company an
from sickness or injury.

The Company aims to:

3. NOTIFICATION OF SICKN

3.1

3.2

3.3
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This policy is desi
sickness-related ab
ensuring that empld
absence and their s
Absence Policy, th
potentially unsafe w
any other underlying

mpany in effectively managing
recognises the importance of
rough any periods of sickness
. Through an effective Sickness
btter positioned to identify any
b affecting employee morale and
5 may be facing.

The short and long
operate in parallel.
managed under on
cannot be managed
management proces

pf this Sickness Absence Policy
pyee sickness absences will be
employee’s sickness absence
nd long term sickness absence

Any and all informa
health (including, b
collected, held, and
[Employee] Data Prg
sensitive and will hg
rights under the law.

pes to the Company about their
b and medical records) will be
accordance with the Company’s
bany recognises that such data is
in accordance with employee’s

balance between the business
bes to be given time to recover

Encourage a health h culture of 100% attendance;

To ensure sickness
Company;

hirly and consistently across the

To ensure employeq
dealt with in a timely

nce becomes unsatisfactory are
; and

To comply with rele

If an employee is u
they must inform the
before the time the
absence.

pr reasons of sickness or injury,
<< state job title >> at least
to start work on the first day of

Employees should s
employee’s behalf f
manager will only be

rsonally i.e. calls on the
ent and texting or emailing the
b| circumstances.

The employee shoul their sickness absence, its likely
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duration and when t

3.4 In the event that the
weeks, they must ma
Company informed
when they expect tq
should specify how t
leaving a landline n

bntinues for a number of days or
h the Company to keep the
ongoing absence and the date
brk. In such cases the employee
them if necessary, ideally

pe contacted.

CERTIFICATION OF SICK

4.1 All periods of absen
sickness self-certific
form should indicate
the employee woulg
holidays).

5t be certified by [the Company’s
tory Form SC2]. The completed
, even if they include days when
ked (e.g. weekends and public

4.2 For sickness absen(
form should be comj
handed to << name

lendar days, the self-certification
pon their return to work and

4.3 For sickness absend
must also provide a
provide the Compan
and let the Compan
that they are not it f
following advice’. Su
necessary to cover t
employees should c¢
update on the injury

alendar days, the employee
eferred to as a ‘fit note’. This will
bout the employee’s condition,
pbr medical provider considers
work taking account of the
ates must be produced as

eriod of absence. As a minimum,
L weekly basis to provide an

MAINTAINING CONTACT [

5.1 Employees are requ
remain in contact du
contact over the tele
some other suitable

D ABSENCE

reasonable attempts to
hbsence. This may involve
or a meeting at the workplace or

5.2 Any home visits will d consent.

5.3 Employees may be 3
family member or a

btings by a work colleague,
presentative.

RETURN TO WORK INTER

6.1 All employees will h
following any period

iew with << their manager >>

6.2 The purpose of the r to:

e ensure the e to work;

e agree any
return to wor

ed to facilitate the employee’s

e ensure the
completed/oh

(e.g. Fit Note) have been
bntire period of absence; and

o discuss any {



SICK PAY
[Statutory Sick Pay (“SSP

7.1

7.2

7.3

7.4

7.5

[Company Sick Pay (“CSP

7.6

7.7

7.8

7.9

7.10

©Simply-Docs — EMP.SIAB.07 — Sickness Abse

In order to be eligib
(this can include weg
weekly earnings eq
relevant governmen
current lower earning

ust be ill for four days or longer
5), and must have average

lower earnings limit. Please see
C and Gov.uk for details of the

Employees must usq
statutory Form SC2]

5s self-certification form] OR [the
with details of their illness.

The present weekly
such as HMRC and

The Company will

bn relevant government websites

payments made to employees
ith legal requirements.

SP or SSP comes to an end, the
Company will provid SSP1 to support the
[ rt Allowance.]

The Company operd
than Statutory Sick H
Company. CSP is s
insurance etc.

scheme that is more generous
hid at the discretion of the
ions for PAYE, national

Payments under the
the employee's basi
Company’s scheme
period of absence.

Il be calculated by reference to
ments made under the
ement to SSP for the same

[During sickness abg
while on their probat
their normal rate of
will be followed by a
normal pay.]]

any 12-month period [except

k pay from the Company at
umber e.g. four>> weeks. [This
.g. four>> weeks at half of

OR

[During sickness abg
while on their probat
their normal rate of

n any 12-month period [except
k pay from the Company at
br of days>>.]

be added but the total of
| full basic pay.]

[Where the Compan
company pay and Sf
The employee will fo

= Theyfailtoc d certification requirements;

= They make
document co

ading or untrue statement or
ork;



8. SICKNESS WHICH OCCUH

8.1

8.2

8.3

9. MEDICAL ADVICE

9.1

9.2
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» Their incapa

or activities.

Where an employeg
period of pre-bookeq

subject to the correc

transfer to sick leave
is subject to the follo

8.1.1 The total pe
medical prac

8.1.2 The employe
(in person a

there will be ;

8.1.3 The employs
than << statq

of leave that

Any requests for ref
Company’s holiday g

replacement holiday
not possible, the Co
into the next holiday

The Company may 1
replacement holida

OCCUPATIONAL H

At various stages of
may wish to seek ad

occupational health §

Occupational health

= seek a medid
= establish whd

= ask for guida
possibility th

= The Compan
management
policy / polic

REPORT FROM A
EMPLOYEE'’S CAR

participation in dangerous sports

DYEE IS ON HOLIDAY

bh sickness or injury during any
ble or in part), the Company will,
ion, allow the employee to
oliday at a later date. This policy
ill be strictly applied:

e fully certificated by a qualified
7 days;]

ob title >> OR <<the Company>>
ble) as soon as they know that
ing the holiday; and

to << state job title >> no later
hfter returning to work how much
bickness or injury and the amount
ake at another time.

be made in accordance with the
should try to take the

ich it was accrued. Where this is
loyee to carry forward the leave

hke all or part of their

be specified by the Company.

sickness absence, a manager
ness for work from

b able to return to work;

bndition, e.q. if there is a
bd

collected during the absence
ith its data protection

htegories of personal data.

R RESPONSIBLE FOR THE


https://www.xperthr.co.uk/policies-and-documents/data-protection-policy/162690/
https://www.xperthr.co.uk/policies-and-documents/data-protection-policy/162690/
https://www.xperthr.co.uk/policies-and-documents/policy-on-processing-special-category-personal-data-and-criminal-records-data/163520/

9.3
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When a report from
employee will be full
Reports Act 1988 a
obtained.

ractitioner is necessary, the
nder the Access to Medical
sought for the report to be

The employee has t
If the employee wish
this, so that it can inf
21 days from the dat
medical practitioner

ort before the Company sees it.
should inform the Company of
ner. The employee will then have
bn for the report to contact the

When requesting a r
with as much informs
why the report is bei
practitioner with:

provide the medical practitioner
ole of the employee and explain
will provide the medical

= acopy of the
seek a mediq

consenting to the request to

= confirmation
Access to Mg

re of their rights under the
and

= details of the ployee's job.

The Company will ag r to identify:

» the nature of injury;

= when the em fit to resume their normal duties;

» if the employ normal duties, what alternative

duties they

= when the em
duties;

undertake any alternative

= what reasond b made to facilitate a return to

work; and

= the likelihood
has returned

SS or injury once the employee

Where the employee
medical practitioner,
behind the request &
employment may be

e Company to contact their

to the employee the reasons
hat a decision relating to their
of access to medical reports.

REPORT FROM A
RESPONSIBLE FO¥

R WHO HAS NOT BEEN
ARE

The Access to Medig
Company is seeking
been responsible fo
specialist or occupat

not apply where the
edical practitioner who has not
are, e.g. its own chosen

In these circumstang
what information it is
information will be ug

blain to the employee in writing
e's health and how the
blain to the employee:



= that the Com
to do so;

edical report and why it wishes

= from whom t

= any question e medical practitioner to answer;

= what the Co ort;

= how the Co
medical repo

lata collected when obtaining the

= their right to ( f their personal data.

Where the employese
Company is seeking
Reports Act 1988 do
the reasons behind t
relating to their empl
medical reports.

g of their personal data when the
t to which the Access to Medical
y will explain to the employee

2 employee that a decision

hout the benefit of access to

10. FREQUENT SICKNESS AH

10.1 Frequent sickness a
absent from work fo

ESS

n an employee is frequently
f unconnected illnesses.

FREQUENT SICKNESS AH

10.2 A Stage 1 sickness 4§
employee and the li
absent from work fo

ING

hirranged between the
bf an employee being

e <<State num
a rolling 12-

10>> within <<state period e.g.

e <<State nu
rolling 12-mo

>>  within <<state period e.g. a

10.3 The purpose of the
e discuss the r¢
e identify any bsences;

e discuss with
Health referrd

I for/benefit of an Occupational

e discuss what
their attenda

to the employee to help improve

e Setareview | tendance for 12 months.

10.4 The employee will bé
sickness absence i.4
procedure if trigger

he consequences of further
Id move to the next stage of the
b review period.
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10.5 Employees may be {

member] or a recog ntative.

10.6  An employee will bd
formal sickness abs

is to review the fairng n in all the circumstances.

11. FREQUENT SICKNESS AH ING

11.1 A Stage 2 sickness
and the line managg
have been reached:

e <<State num j days’ absence>>

e <<State num

11.2 The Stage 2 sickne
points are reached.

11.3 Employees may be i
member] or a recog

11.4 The content of the
meeting. <<State jol
subsequent stages d

ntative.

btage 1 sickness absence

11.5 The trigger points wi ew period of 12 months

established.

11.6 The employee will bg
sickness absence i.4
process if the trigge

he consequences of further

11.7 A second stage writt
and then confirmed
employee fails to imj
sickness absence m
attendance at this st

this will trigger a Stage 3
ployee’s part to improve
dismissal.

11.8 An employee will bé
formal sickness abs

is to review the fairng n in all the circumstances.

12. FREQUENT SICKNESS AH ING

12.1 A Stage 3 sickness
and the line managg
have been reached:

e <<State num days’ absence>>

e <<State num
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ing by a work colleague [, family

nst any formal action under the
e purpose of the appeal process

arranged between the employee
briod, the following trigger points

be held as soon as the trigger

ing by a work colleague [, family

er>> may be present at this and

Id move to the next stage of the

to the employee in the meeting
must clearly explain that, if the

nst any formal action under the
e purpose of the appeal process

arranged between the employee
briod, the following trigger points



13.

14.

©Simply-Docs — EMP.SIAB.07 — Sickness Abse

12.2

12.3

12.4

12.5

12.6

PART TIME EMPLOYEES

13.1

LONG-TERM SICKNESS A

14.1

14.2

14.3

The Stage 3 sickne
points are reached.

Arrangements for the
accordance with the

The meeting will be
and the HR Manage
meetings will not be

Employees may be ;
member] or a recog

The meeting panel
grounds of capabilit

In respect of trigger
Review Process, the
employees will be r
time employees. Ho
specified for full time

The Company will trg
least <<state numbe

LONG-TERM SICK

A Long-term Sicknes
employee has been
soon as it is confirmg
28 calendar days>>

The purpose of the

be held as soon as the trigger

juent appeal will be in
Procedure.

p title e.g. the Managing Director
bnducted the earlier formal
panel.

ing by a work colleague [, family
ntative.

ismiss an employee on the
Attendance.

pquent Sickness Absence
ess specified for full time
umber of hours worked for part
ances will be the same as those

5 absence any absence lasting at

1 MEETING

ing is organised when an
br e.g. 28 calendar days>>, or as
t for at least <<state number e.g.
I them off for that period).

nce Stage 1 Meeting will be to:

Discuss the r
health/medic

Establish a li

d the occupational

Identify any
sickness abs

ht may be associated with the
be effectively addressed;

Discuss whe
return to wor

pffered to enable the employee to

At the meeti ay be considered:

. to hours



15.

16.
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14.4

14.5

14.6

14.7

LONG

15.1

15.2

15.3

15.4

15.5

15.6

15.7

LONG

16.1

16.2

16.3

Employees may be g
family member] or a

ng by a work colleague [,
bpresentative.

A first stage formal
in writing.

e review meeting and confirmed

if the employee has
months>> will be est

period of <<state period e.g.12
or future attendance.

An employee will bg
formal sickness abs
is to review the fairng

nst any formal action under the
e purpose of the appeal process
n in all the circumstances.

TERM SICKNESS A TING
A Long-term Sicknes
employee continues
calendar days i.e. af

ing is organised if an
rther <<state number e.g. 28

The content of the
meeting. <<State joh
and subsequent stag

btage 1 sickness absence
br>> may be present at this

Employees may be &
family member] or a

ing by a work colleague [,
Epresentative.

The employee will bd
absence meeting an
work date within a re
arranged to conside
of incapability by rea

the third stage sickness

to work or provide a return to
kness absence hearing will be
g employment on the grounds

This constitutes a {
confirmed in writing.

formal warning and should be

if the employee has
months>> will be est

period of <<state period e.g.12
or future attendance.

An employee will bé
formal sickness abs
is to review the fairng

nst any formal action under the
e purpose of the appeal process
n in all the circumstances.

TERM SICKNESS A TING
A Long-term Sicknes
employee continues
calendar days i.e. af

ing is organised if an
rther <<state number e.g. 28

The content of the
meeting. <<State jol
and subsequent stag

btage 1 sickness absence
br>> may be present at this

Employees may be 4
family member] or a

ing by a work colleague [,
bpresentative.



16.4 At this stage of the p
and there is no retur
sickness absence mj
employee’s employ
health.

16.5 After the meeting, th
stage 3 meeting. Thq

bmains unable to return to work
in a reasonable timescale, a
consider terminating the
apability on account of ill

out in writing the outcome of the
could be:

= adecision fo
recovered (us
can be identi

on sick leave until they have
e an approximate return date

= [a claim undd urance or similar insurance

scheme];

e employee's continued absence

= an offer to mj ployee's work;

= redeploymen eement; or

= adecision to

16.6 if the employee has
months>> will be est

period of <<state period e.g.12
or future attendance.

16.7 An employee will bg
formal sickness abs
is to review the fairng

nst any formal action under the
e purpose of the appeal process
n in all the circumstances.

17. PREGNANCY-RELATED A

17.1 Pregnant employeeqg
ill health must follow
pregnant employee i
requirements and s
returning to work.

rk because of pregnancy-related
reporting procedure i.e. a
ification and evidence

h return-to-work meeting when

17.2 Any sickness absen
reason should not bé
need for formal actio
procedure has been

be for a pregnancy-related
anagers when deciding if the
lickness absence management

18. ELECTIVE AND/OR COSM

18.1 Elective surgeryis s
This includes cosme
appearance through
implants. It also incl
eye treatment or vag

ered to be medically necessary.
e enhancement of

hniques, e.g. face-lifts or breast
edical procedures such as laser

18.2 [Itis the Company’s
days' leave in a calg

5 up to <<state number>>
yee to undergo elective surgery.
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This will be paid at t e of basic pay.]

OR

[Time off for elective
basic pay) or unpaicd
There is no automat
undergo elective sur

ht the employee's normal rate of
of the employee's line manager.
periods of time off work to

18.3 If the employee req
request unpaid leave

beyond this, the employee may

18.4 [In order to qualify
minimum of <<state

blicy, an employee must have a
ous service.]

18.5 An employee who
must:

brder to undergo elective surgery

18.5.1 inform his or
surgery are g

as plans to undergo elective

18.5.2 provide a sta
surgery has |

edical practitioner that elective
g the likely recovery period;

18.5.3 agree timing
SO as to caus
Company; a

ith his or her line manager,
f inconvenience to the

18.5.4 give <<state
surgery will t3

b of the day on which the elective

18.6 In the event that th¢
employee suffers a
following receipt of t

b surgery is unexpected and the
ormal sick pay policy will apply,
ficate/fit note.

18.7 When an employee
of elective surgery, t
procedure, will cond

AN unexpected outcome
its sickness
iew with the employee.

19. WORK ARRANGEMENTS

19.1 Where an employee
she is responsible fo
ensuring that a hand
Where an employse
employee’s line
calendar to ensure t
details.

20. DATA PROTECTION

20.1 The Company will m
absence.

k for a long period of time, he or
ssages and calendars and for
n in relation to their work.

5 for reasons of sickness, the
the employee’s voicemail or
b are aware of alternative contact

bf absence and reasons for

20.2  All information gathq
held and treated in ¢
lawfully and in accor

bnitoring under this Policy will be
ected, held, and processed
's Data Protection
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Policy and Privacy

20.3 Where the Compan
for processing an e

This policy has been approved & a
Name: <<Insert |
Position: <<Insert |
Date: <<Date>

Signature:
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e interests as the legal ground
bbject to the processing.

bources Manager>>
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