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Home-Start 
Policy:
Sickness Absence policy
Policy Statement
Home-Start Corby aims to provide a safe and healthy working environment for all its employees and to provide a supportive environment for employees affected by ill-health. Home-Start Corby will ensure that sickness absence is managed responsibly, consistently and fairly. It is recognised that in cases of long term sickness and disability the interests of the employee and the operational needs of Home-Start Corby need to be balanced. 

PROCEDURE

1. Reporting Procedure
It is the responsibility of all employees to maintain contact with their manager during periods of sickness to keep their manager informed of their situation.  This will enable Home-Start Corby to offer appropriate support and assistance. 

Where an employee becomes ill whilst at work, and feels too unwell to continue working, permission should be sought from the employee’s manager for the individual to leave work and where appropriate seek medical advice.  A record of this absence will be made by the manager as appropriate.

All employees who are unable to report for work should inform their manager (or the person deputising for the manager if the manager is not available) of their position within 15 minutes of their normal start time or as soon afterwards as he/she is reasonably able to do so, indicating the reason for absence and stating when they expect to return to work. 

If it is not possible for the employee to contact their manager directly, they should ensure that contact is made on their behalf within 15 minutes of the time that is the employee’s starting time. It is not acceptable to report sickness absence by text messages or email.
Employees are asked to leave a contact number and to advise of the likely duration of their absence. The employee should outline the nature of their illness (if the employee does not wish to reveal the exact nature of the illness he/she must indicate broadly the cause of the absence). They should also state the anticipated length of absence, contact details if necessary and details of any outstanding or urgent work that needs to be dealt with during the absence. 

All employees are expected to contact their manager during sickness absence at an appropriate frequency, agreed with their manager, to update the manager on the expected return date.

If an employee returns to work after no more than seven calendar days absence, he/she must complete a self certification certificate obtainable from his/her manager. The self certification certificate should be completed and forwarded to their manager upon the first day of return to work.

If the absence exceeds 7 consecutive calendar days, the employee must obtain a medical certificate from their GP to support the period of absence. The medical certificate must be forwarded to the manager if possible on the first day of return and no later than the third day following the employee’s return to work.   Any delay in receiving the medical certificate may lead to a delay or the withholding of sick pay. Further certificates must be submitted if the absence exceeds the expiry date of the original medical certificate.  

In the event of hospitalisation, the same notification procedure outlined above should be followed unless the sickness/hospitalisation prevents this. The manager should be notified of the hospitalisation either by the employee or by a person acting on their behalf. Hospital admittance and discharge certificates should also be forwarded to the manager as soon as possible. It is not expected that employees should send further medical certificates during a stay in hospital providing admittance certificates have been forwarded.

2. Medical Certificates - FIT notes 
 

As from 6th April 2010 the sick note will be replaced with 'fit notes.'  Employees will no longer receive a sick note from their GP advising that they are unfit to attend work.  Instead they will be provided with a fit note which will allow GP's to suggest changes to the employee's job to assist them to return to work.
 

The fit note can be used by the manager as an opportunity to discuss with the employee whether any of the GP's suggested changes to their job or work place would enable them to return to work and consider whether or not they can accommodate such changes.
3. Unauthorised Absence
Absence that has not been notified according to the above procedures will be treated as unauthorised absence, unless a satisfactory reason is subsequently given to the manager. Unauthorised absence could result in disciplinary proceedings being taken against the employee.

4. Payment during Absence
Sickness payment arrangements agreed by the trustees.  Any payment above Statutory Sick Pay is at the discretion of the Trustees.
i. The sick pay scheme adopted by Home-Start Corby is based on the National Joint Council for Local Authorities (NJC) and is for all employees, full-time and part-time.

The maximum period of payment for absence due to sickness or injury depends upon length of service.  Under the scheme employees absent from work due to illness are entitled to receive pay as follows:

	Length of Service
	Entitlement

	During 1st year of service
	1 months’ full pay

	After completing 4 months’ service
	2 months’ half pay (in addition to 1 months’ pay above)

	2nd year of service
	2 months’ full pay, 2 months’ half pay

	3rd year of service
	4 months’ full pay, 4 months’ half pay

	4th & 5th year of service
	5 months’ full pay, 5 months’ half pay

	After 5 years’ service
	6 months’ full pay, 6 months’ half pay


In assessing the period for payment of sick pay the total amount of sickness absence during the last 12 months prior to the most recent period of absence will be deducted from the employee’s entitlement for example:- 


Full pay for the initial period of sick pay is inclusive of statutory sick pay and any other Social Security benefits, but the half pay in the later period is exclusive of statutory sick pay and other benefits.  The total of sick pay received should not exceed normal full pay.  For part-time employees, full pay and half pay are based on their average weekly earnings.

If an employee does not qualify for occupational sick pay as above, the employee may be entitled to receive Statutory Sick Pay.  Home-Start Corby is responsible for the payment of Statutory Sick Pay (SSP) to employees for qualifying periods of absence of up to 28 weeks.

ii.
If an employee is absent on account of sickness, statutory sick pay only is payable.

SSP is not payable in certain circumstances including where the employee:

· Has average weekly earnings of less than the lower earnings limit for National Insurance contribution (NIC) purposes.

· Has started a Statutory Maternity Pay (SMP) period.

· Has not yet done any work for Home-Start Corby
· Has been absent for less than four days.

· Has already had 28 weeks worth of SSP and this new spell of sickness is linked to the last one.

· Is away from work for compassionate reasons but is not personally too sick to work.

5. Sickness and Holidays
Sickness during Annual Leave and Public Holidays

Employees who are sick during public holidays will be granted any alternative day off or compensation in lieu of sickness providing their absence is supported by medical evidence.
Employees who are ill during a period of annual leave may be entitled to treat the days when they are sick whilst on annual leave as sickness absence rather than annual leave and count them against sick pay entitlement. To do so they must provide a doctor’s medical certificate which covers each day of absence during the annual leave.  This differs from the usual requirement for production of a medical certificate which is normally only required after seven days absence.   

Only the period of sickness covered by the medical certificate will be considered.  Any alternative days of annual leave must be agreed in the normal way.

Holiday during periods of long-term sickness

If an employee takes a holiday during a period of sickness absence, this will be recorded as sick leave as long as the employee provides a letter from their doctor confirming that they are still unable to work and confirming that the holiday will be beneficial to their recovery.

Accrual of Annual Leave during Sickness Absence
Annual leave continues to accrue during sickness absence whilst the employee is entitled to sick pay.   When an employee is on long term sick leave and has been unable to use their annual leave by the end of the annual leave year, the employee will be able to carry the leave which has accrued but is untaken into the next holiday year.  
6. Doctor, Dentist and Hospital appointments
These should wherever possible, take place outside normal working hours.  If this is not possible, the employee should try to make an appointment at the start or end of the working day.  Employees will be given reasonable time off to attend hospital appointments.  The manager may request to see an appointment card and these appointments should be recorded.

7. Sickness Absence Monitoring
Sickness absence will be recorded and monitored.  All employees will be asked on their return to work to discuss with his/her manager their absence. 

It is essential to record all instances of sick leave and other time taken off work. All absences together with the specific reasons for absence will be recorded for each employee.  This information is needed in order to ensure that employees
receive accurate entitlements to occupational sick pay and to allow managers to identify and address sickness absence problems.
8. Return to Work Discussion
A return to work discussion will take place between the manager and employee after a period of sickness absence.  This discussion will take place within three working days of the return to work, and normally it will be held on the day the employee returns to work. This discussion will provide an opportunity for the employee to advise their manager of any additional support they feel would be helpful in his/her return to work.

In some situations it may not be practical to carry out the return to work discussion on a face-to-face basis (e.g. employees working at a different location).  In these circumstances the manager may conduct the discussion over the telephone.

9. Return after a Prolonged Absence
On occasion, particularly after a prolonged period of absence, an employee may request a phased return to work i.e. work on a part-time basis initially.  Every effort should be made to accommodate such requests.  Where the request is supported by medical opinion recommending a period of part-time work, the employee may return on reduced hours whilst receiving normal pay.  An employee may choose, with the agreement of their manager, to take outstanding holiday as a further means of gradually returning to work.

The manager will work with the employee to draw up a plan designed to facilitate the employee’s return to the appropriate level of fitness.  The plan may include some or all of the following elements:

· Appropriate working hours to take account of specific circumstances

· Avoidance /restriction of certain tasks

· Temporary transfer to a different job/role

· Reasonable adjustments to the workplace

· Time away to attend medical appointments or, physiotherapy or counselling sessions.

The employee will be expected to build their hours back up to full-time/normal hours over an agreed period, normally of up to a maximum of 4 weeks, depending on medical advice, and where appropriate on any issues arising under the Disability Discrimination Act. 

10. Request for Medical Reports
Home-Start Corby may request a medical report from an employee to support a period of illness and will consider whether it is appropriate to do so if the employee is absent for a continuous period of 4 weeks.  A medical report may also be requested if the employee has frequent re-occurring short term absences.
Before a request for a medical report can be made, the consent of the employee is required, and the employee must be advised of their rights. 

11. Disability Discrimination Act 1995 (which in England, Scotland and Wales has been repealed and replaced by the Equality Act 2010)
Home-Start Corby will make any reasonable adjustments it can practically be expected to do in accordance with its obligations under the Act. If an employee has a disability the employee should inform their manager to ensure that this is taken into account when considering any absences and to enable appropriate support to be provided to the employee.

12. Third Party Claims
If an employee is making a claim against a third party (for example following a car accident) the employee must include in the claim the cost of both Statutory Sick pay and Occupational Sick Pay received as a result of the injury or illness.  When such a claim is successful, the employee must reimburse the appropriate costs of sick pay. 

13. Handling Absences

Where an employee’s attendance record is significantly worse than those of comparable employees or where it creates a particular operational difficulty or it has gone on for a continuous period of 4 weeks or there have been frequent short term absences this will be addressed with the employee concerned as follows:- 

Frequent Sickness Absence 

These are absences through illness, which is of a short-term duration (e.g. a day or a few days) but happens at regular intervals. Such absences may be sporadic and attributable to minor ailments and in many cases are unconnected.  In cases where a pattern is evident or where there is an unreasonable number of absences of one day the following procedures will apply:

Where an employee’s absence level meets one of the following trigger points, the manager will review the absence levels with the employee:

· Three or more instances of sickness absence in any 3 month period.

· Ten or more days’ sickness absence within any 3 month period.

· Any other recurring recognisable patterns which give rise to concern, such as frequent absenteeism on a Friday or Monday, absenteeism during school holidays, or absenteeism coinciding with deadline dates or peaks in workloads.

The manager will write to the employee to request they attend an absence review meeting.  The manager should emphasize the supportive nature of the meeting.  An absence review meeting will be held with the employee to:

· Inform the employee that their level of absence is causing concern.

· Show the employee their pattern of absence.

· Establish the reason for the absences with a view to improving attendance.

· Identify areas for support.

· Encourage the employee to seek advice from their GP if appropriate.

· Set targets for improvement and timescale

· Clarify what further action may be taken if improvement targets are not met.

· Consider whether it is appropriate to request that the employee produce a medical certificate to cover each day of absence rather than self certificate for the first five days of absence.

The manager will confirm the outcome of the meeting in writing and the date set for a follow- up review of the employee’s attendance record. 

At the follow-up review meeting the manager will consider whether the objectives set at the previous meeting have been met.  If they have not been met, the manager will explore with the employee the reasons why and in particular discuss with the employee whether there is a medical cause for the employee’s poor attendance.  If so the employee will be treated in accordance with the procedure of Long Term Absence below.  If not the employee may face disciplinary process.

Long-Term Sickness Absence 

This is an absence of more than 20 working days which is usually due to a single health problem e.g. caused by an operation, or by a combination of health issues.  

The manager will arrange where possible to meet with the employee in order to keep up to date with progress, identify areas for support and determine whether any other actions should be taken.  An employee may be accompanied by either, a friend, work colleague or trade union representative. The employee should be assured of the reasons for the meeting:

· To enquire after their health.

· To consider possible support strategies.

· To establish the likely length of absence.

· To identify any possible long-term effect on capability in relation to job performance and attendance at work. 

· To confirm the need and arrangements for a medical report.

· A date to review the position with the employee (this may depend on the time needed to obtain a medical report)

Following receipt of the medical report, the manager will write to the employee to arrange a further meeting and advise the employee whether there is a possibility that the employee’s employment is at risk.  The employee may be accompanied at the meeting by a friend, colleague or trade union representative. 

The employee will be consulted throughout the process and there may be a number of meetings with the employee to discuss absence and prognosis

If it appears from the medical evidence that the employee will be unable to return to work in any capacity for the foreseeable future and there is no practical alternative, ill health dismissal may result. This is not a disciplinary issue, but a termination of employment on the grounds of ill health. There will be a full opportunity for the employee and his/her representative to put forward the employee’s case and provide any other medical reports.

In the event of conflicting medical information, Home-Start Corby will seek further medical evidence before making a decision to terminate employment.

If an employee is unhappy with the decision reached the employee may appeal in writing to the Chair within 5 days of receipt of the decision.

14. Complaints
Should any employee have concerns about the way in which the sickness absence policy and procedures have been implemented in their case the employee may make a complaint following the Home-Start Corby grievance procedure.
Date policy adopted: 

 _____________________

Signature of Chair:
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Date policy to be reviewed 
______________________
An employee with 2 years’ service is sick on 1st January 2006.  Her entitlement to sick pay (for the third year of service) is 4 months full pay 4 months half pay.  The employee has previously had one month off on account of sickness in March 2005.  When assessing the employee’s entitlement to sick pay, account will be taken of sickness absence during the period 2nd January 2005 to 1st January 2006.  This means that the employee’s sickness absence of one month during the preceding 12 month period will be deducted from her entitlement.









