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Sickness Absence Policy

Summary This policy outlines how Care Quality Support
policy towards employees and temporary staff
taking a sick absence.

The policy also outlines the procedures that Care
Quality Support that staff have to follow for
sickness absence.

Scope Applies to all employees and temporary staff.
Document Type Policy & Procedure

Verified By Care Quality Support

Issued Date 2023-03-10

Review Date 2024-03-10

POLICY STATEMENT

Care Quality Support (the organisation) aims to secure the attendance of all employees throughout
the working week. However, it recognises that a certain level of absence may be necessary due to
sickness. It is Care Quality Support's policy to offer security of employment during such periods,
subject to operational requirements.

This organization is committed to promoting the health, safety and wellbeing of its staff by:

e providing appropriate support to facilitate staff retention and return to work after iliness, for
example through a phased return, counselling, occupational health, flexible working,
reasonable adjustments and in some cases redeployment;

e tackling issues which may result in absence due to work related stress or dignity at work
issues;

e encouraging attendance, monitoring absence and the cost of sickness absence;

e working with unions (where appropriate to involve them) and health and safety
representatives to identify actions and preventative measures to promote the health, safety
and wellbeing of staff; and

e providing coaching and training for managers dealing with sickness absence issues.

The sickness absence policy aims to ensure that absence is managed in a consistent, supportive and
effective way so that operational and service levels are maintained. This policy applies to all staff with
a contract of employment and is in line with Advisory, Conciliation and Arbitration Service (ACAS)
guidance.

In the application of this policy, managers must refer to relevant codes of practice within the
organisation, for example, the Disability Code of Practice and the guidance on stress related sickness
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absence. Additionally, managers should refer to Human Resources for advice and guidance on the
complex issues around sickness and disability.

Disability related sickness absence, and attendance at disability related medical appointments will be
recorded but not categorised as sickness absence. Issues relating to attendance and disability or
underlying medical conditions will take into account our commitment to retaining staff through making
reasonable adjustments to jobs, equipment, and processes, offering flexible working options and
accessing medical advice through occupational health.

Guidance on making reasonable adjustments is available for managers and staff and HR should be
involved in dealing with health and disability, staff retention and adjustments.

EQUAL OPPORTUNITIES

The organisation values the diversity of its people and is committed to promoting equal opportunities
and eliminating discrimination. Therefore staff will apply and operate this policy fairly and in doing so
ensure that there is no discrimination on the grounds of gender, race, disability, age, religious or
political belief, sexual orientation, trade union membership/activity or marital status.

Key Lines of Enquiries to meet Sickness Absence Policy

Safe S3: How do the service make sure that there are sufficient numbers of
suitable staff to support people to stay safe and meet their needs.?

Safe S5: How well are people protected by the prevention and control of
infection?
Well-led W2: Does the govemance framework ensure that responsibilities are

clear, and that quality perfformance, risks and regulatory requirements are
understood and managed?

LEGAL CONSIDERATIONS

e Control of Substances Hazardous to Health Regulations 1998
e Corona Virus Act 2020

e Data Protection Act 2018

e Employment Right Act 1996

e Equality Act 2010

e Protection from Harassment Act 1997

e Social Security Pay (Medical Evidence) Regulation 1985
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e Statutory Sick Pay (General) Coronavirus Amendment) Regulation 2020

e CareAct 2014

e Health and Social Care Act 2008 (Regulated Activities) Regulations 2014
PROCEDURE

Employees who are absent from work due to sickness or accident must conform to the following
procedure.

Staff Sickness Notification and Certification Requirements

If you are absent due to sickness on a normal working day, you must notify your manager, or other
designated member of staff:

e by telephone as soon as possible and no later than 00 am for staff working normal office
hours.

e stating the reason for your absence; and
e the expected duration of your sickness absence where known.
e You should leave a contact number.

e |f you are a shift worker or have a different work pattern from normal office hours (9.00 am —
5.00 p.m. Monday to Friday), for example, if you work in the evenings or work at weekends,
you should notify your manager in good time before your start time where this is possible, so
that cover may be arranged.

e |f we do not hear from you within an hour of your normal start time your manager will
endeavour to contact, you at home.

e |f you are unable to call yourself, you may ask someone to make contact on your behalf.
However, you must ensure you speak with your manager later the same day or as soon as
practicable thereafter.

e |f you are off for more than 3 consecutive working days, you must contact your manager by
the fourth day (or next working day). Your manager may ask that you contact them before this
where, for example, cover arrangements may need to be put in place. For longer periods of
absence, you should maintain regular contact with your manager, normally weekly (longer by
agreement with your manager).

e You are responsible for notifying the Organisation of your sickness absence and providing the
appropriate certification statements as required. If you do not adhere to these notification and
certification requirements, you may not be eligible for occupational sick pay, where it applies
to qualifying members of staff. In order to qualify for statutory sick pay, you must meet the
statutory conditions. These are detailed on the HMRC website at:
hmrc.gov.uk/payerti’employee/statutory-pay/ssp-overview.htm
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e We acknowledge that there may be exceptional circumstances which prevent the member of
staff from meeting the reporting and certification requirements, for example, in the case of a
severe injury / hospitalisation.

Certification for Sickness Absence
Days 1 - 7 of sickness absence

For the first 7 calendar days of continuous sickness absence (i.e., including non-working days), you
do not need to obtain a note from your G.P. to cover your absence. When you contact your manager
to inform them about your absence and the reasons for this, your manager or other designated
person will record this information. On your first day back at work you must notify your manager or
another designated person to confirm the dates of your sickness absence and the reasons for
absence. Where practicable, you will receive a system generated email when your absence is logged
confirming the period of absence. This process gives you the opportunity to check and confirm your
absence record and ensure the information held is correct. It is your responsibility to inform your
manager if you think your sickness absence record is incorrect when you return to work. If you leave
work due to sickness absence before you have completed 2 hours work (pro rata for part time staff),
your absence is recorded as a full day’s absence.

e [f they return to work after no more than seven days’ absence, they must complete a self-
certificate in the presence of . This certificate is available from

Sickness absence that exceeds 7 days

e For absences that exceed 7 continuous calendar days (including non working days) you must
provide a Fit note form which is a ‘Statement of fithess for work’ (Statement). Known as the 'fit
note’, this was introduced in 2010. Follow the link to view a sample of the ‘Statement of
fitness for work’ form http://www.dwp.gov.uk/docs/med3-fithote-sample.pdf

e |f their absence lasts for longer than seven days, they must forward medical certificates to
[Note that the seven days includes days on which the employee normally does not work, e.g.
weekends and bank holidays].

e |f the employee has been absent for more than seven days (including weekends and public
holidays), he or she must bring a Statement (“fit note”) from his or her doctor. This will either
say that the employee is unfit for work or explain the nature of the employee's condition and
confirm that he or she is fit for work with some support from the employer. In the latter case

will discuss the measures suggested by the doctor at a return to work interview. If
the appropriate measures cannot be taken, the employee will remain on sick leave and a new
date will be set to review the situation.

e You are responsible for ensuring your medical Statements reach your manager promptly.
Periods of absence that are not covered by a Statement will not qualify for occupational nor
statutory sick pay, however, each case will be considered on its merits before occupational
sick pay is withheld.
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Statement of Fitness for Work Certificate (Fit Note).

e Your G.P. will either give you a Statement confirming that you are unfit for work for a specific
period / until a specific date or your G.P. may advise that you are able to return to work and,
in these circumstances, your G.P. will suggest options that may help you to return to work.

e The purpose of the Statement or fit note’ is to facilitate a return to work and may be more
likely to be used in longer term sickness cases or those with an ongoing medical condition.
The suggestions your G.P. may advise include:

e Amended duties — this involves changes to your job and duties, if you are unable to
complete all your normal duties and these may be amended in discussion with your manager.

e Workplace adaptations — this involves changes to your work environment that may relate to,
for example, use of equipment, accommodating mobility issues or other changes that may
facilitate a return to work. A health and safety risk assessment and occupational health advice
may be sought depending upon the nature of the changes suggested.

e A phased return — this allows you, initially, to work a reduced number of hours upon your
return to work and increase the hours you work gradually until you return to your normal full-
time hours. This arrangement is normally agreed for a short period, normally of up to 4 weeks.

e Altered hours — this may be recommending a different work pattern and using forms of
flexible working; for example, allowing a later start time or changing work patterns to
accommodate treatment sessions.

In some cases, your G.P. may recommend that occupational health advice is sought.
Returning to work

e When completing the Statement of Fithess for Work, your G.P. will say whether you need to
be reassessed before you return to work. If your absence continues you will need to ensure
that all absence is covered by a Statement.

e |f you do not need a further assessment, your return date will be your next normal working
day after the end of the sickness period stated.

Sickness during holidays

e |f you are sick during holiday absence, your holiday may be reinstated subject to you
providing a Statement from your G.P. to cover the period of sickness. Retrospectively dated
Statements will not be accepted.

e 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
considerable length of time, the following procedure will be operated.
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e Where appropriate, and after initial assessment of the employee’s absence, will
have an informal meeting with the employee to explore the reason(s) for his or her periods of
absence. The employee may be accompanied by a colleague or trade union official if he or
she wishes.

L
Managing Absence

In order to manage sickness absence effectively and consistently we will seek to support staff during
periods of illness and use the following interventions and procedures to facilitate a retum to work,
retain staff in employment and improve attendance:

e Return to work discussions and/or interviews
e Keeping in touch during absence

e Monitoring and recording absence

e Carrying out sickness review meetings

e Providing management support

e Seeking medical reports and OH advice

e Managing absence through the procedures detailed below or through the disciplinary
procedure where appropriate

Return to Work Discussions

All staff will have a return-to-work discussion with their manager, normally on their first day back at
work. If you work outside normal office hours it may not be practicable to have a face-to-face
conversation, for example, if you teach during the evenings or work remotely. In such cases the
conversation may be by telephone or email.

The purpose of a return to work discussion is to ensure that your manager is aware of issues which
affect your attendance at work and your state of health so that the appropriate support and action may
be taken. For example, your manager should be made aware of whether:

e you have an underlying medical condition;

e any adjustments are needed if you have a disability;

e you are suffering from stress which may relate to personal issues or to issues at work;
e you would like access to the counselling service; or

e there are personal issues outside work which are affecting your attendance.

Return to work discussions and sickness review meetings may help to improve attendance and
resolve absence issues, as health and other associated problems are discussed openly in a
supportive way with a view to addressing issues at an early stage. Absence is monitored over a 12-
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month rolling period. So current absence will be calculated from the date of review for the previous
12-month period. If a period or pattern of absence continues beyond 12 months, such previous
absence may be considered as part of the ongoing absence review.

The content of return-to-work discussions will vary depending upon the length, type of absence and
concems in relation to your sickness record. It is likely to be a brief conversation about your health
and offer of support; however, it may be a more detailed discussion or meeting depending upon the
issues. Your manager should:

e acknowledge and welcome you back to work;
e find out the reason and cause of absence if this is not known;

e make sure you are well and fully fit to return to work, taking into account any
recommendations from your G.P. where relevant;

e identify whether there is any additional support the Organisation may provide; and
e bring you up to date with any changes or news.

A copy of the notes of your return-to-work meeting will be given to you. In some cases, an employee
may not feel able to discuss their medical condition with their manager. In these circumstances, the
employee may request to speak to another manager about the reasons for their absence via Human
Resources.

Sickness information will be held confidentially, and access restricted to authorised personnel within
the organisation. Under the Data Protection Act, sickness information is considered sensitive data and
the organisation is committed to ensuring that such data is treated confidentially and not shared more
widely than is necessary, in accordance with the Act.

Medical Reports

e |f we are concerned about your medical condition or its consequences as related to your
employment, you may be asked to attend a medical by our appointed OH adviser. Other
medical and/or specialist reports may also need to be obtained. The costs of providing these
reports will be met by the organisation. In some cases, your G.P. may also recommend that
OH advice is sought.

e All absence attributed to stress where occupational stress is a contributing factor will be
referred to OH as a matter of course after 5 working days continuous sickness absence.

e |f you withhold your consent to the organisation seeking a medical report or refuse to attend
an appointment with our OH adviser, we will have to make decisions about your absence and
your health on the information available to us.
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e Under the Access to Medical Reports Act you have the right to see a medical report provided
by your G.P. or medical consultant before it is sent to the organisation. Further medical
reports may be sought in relation to long term sickness or capability issues.

Short Term Sickness

If your attendance, due to short term or intermittent absence, becomes a matter of concern, for
example, persistent short-term absences or a pattern such as Monday/Friday absences before/after
Bank Holidays, your manager will discuss this with you informally with a view to resolving issues and
improving attendance. Poor attendance and reliability issues may have a negative impact upon
colleagues, workloads, and team effectiveness.

The following procedure aims to provide a consistent approach to managing short term absence
initially through informal interventions and where attendance does not improve / attendance targets
are not met and concerns continue, through a formal process.

If attendance has not improved and there is no underlying medical condition, poor attendance may
become a disciplinary matter.

Ongoing absence issues will be managed through the long-term sickness and capability process (see
section Ill Health Capability Review & Holding a Capability Hearing) if it becomes clear that the
sickness absence is:

e |ong term (likely to exceed 20 consecutive working days); and/or
e related to a disability; or

e related to a known underlying medical condition.

Informal Stage (1): Initial sickness review meeting.
You will be required to attend an initial sickness review meeting with your manager if you have:

e more than 4 self-certificated working days sickness within a 12-month period (pro rata for part
time staff); or

e 4 periods of absence within a 6 month period or;

e a pattem of absence that is of concem (e.g., Mondays / Fridays or absence following bank
holidays).

Purpose of meeting
The initial sickness review meeting should aim to:
e identify any contributing issues and how these may be resolved;

e establish whether there is an underlying medical condition or disability (this may involve
seeking further medical advice);
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e consider what other support may be needed; and

e encourage a member of staff to improve their attendance at work through agreed attendance
targets.

Potential outcomes

You may be asked to attend an appointment with an OH physician and your manager will agree
attendance improvement targets for a monitoring period of between 1 and 3 months.

Adjustments or other support may be agreed such as changes to working pattems, counselling, or
additional management support.

Your manager will take a written note of this meeting and you may be advised that if attendance does
not improve, this may become a disciplinary matter. You will be given a copy of this note.

Formal Stage (2): Formal sickness review meeting

A formal review meeting will be held with you if your attendance remains of concern and there is no
underlying medical condition.

You have the right to be accompanied by a trade union representative or work colleague from within
the organisation. If your companion is unable to attend the meeting within this timescale, you should
notify HR of this and a further appointment will be made within the following 5 working day period. In
exceptional cases the organisation may extend these timescales depending upon the individual
circumstances of the case. Reasons for a formal meeting may be that:

e attendance targets have not been met; or
e there has been no sustained improvement; or

o self-certificated sickness absence has reached 20 working days (pro rata for part time staff)
within a 12-month period; or

e the pattern of absence is a cause of concern. You will be given at least 5 working days written
notice to attend a meeting under this policy.

Should an employee fail to attend the meeting without a good reason, the manager can continue with
the meeting in their absence.

Purpose of meeting.
At this meeting, your manager will:
e review your attendance;
e discuss how this may be improved;
e review the improvement targets;

e discuss any management support or other needs.
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Potential Outcomes
e You may be asked to attend an OH appointment if a referral has not yet been made.
e Your manager will continue to monitor your attendance and set improvement targets.

e If your manager is concerned about your level of attendance you may be advised that your
absence will be considered a disciplinary issue and managed under the disciplinary
procedure. Your manager will write to you inviting you to attend a disciplinary meeting to
consider your attendance and will give you a copy of your attendance record and other
relevant supporting documentation.

Long Term Sickness

Long term sickness absence is defined as 4 weeks continuous absence. Intermittent absence that
amounts to 20 working days (140 hours pro rata for part time staff) will also be managed under the
long term sickness and capability process, will be managed with due regard to the Equality Act 2010
and the Code of Practice on Disability in Employment where the reasons for absence are related to
an underlying medical condition or disability.

Managing long term sickness issues involves holding a monthly sickness review meeting with the
member of staff to:

e Kkeep intouch;
e discuss and review the length and reasons for absence;
e establish a return to work date; and
e facilitate a return to work/improve attendance levels.
Facilitating a Return to Work
In order for us to provide staff with appropriate support and facilitate a retum to work we may need to:

e seek medical advice through our nominated OH physician or from your G.P. or medical
consultant about your health to establish when / whether a return to work is likely and how we
can reasonably help to facilitate this.

e discuss and make reasonable adjustments for disabled staff that may facilitate a return to
work or to retain an individual at work.

e consider whether alternative duties / light work or a phased return to work is beneficial.
e consider redeployment as a potential alternative to ending employment where appropriate.
e discuss early retirement where appropriate with HR, if this option is available to you.

Keeping in touch
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During longer term sickness absence and if your absence is likely to be 4 weeks or longer, it is
important that you keep in touch with your manager at agreed regular intervals and let them know of
any changes in your health or expected date of return.

Monthly review meetings will normally be held with you and may be arranged at work, at your home
or another agreed location and you have the right to be accompanied to these meetings. In some
cases, where there is a known medical reason for absence and there is a known date of return to
work, meetings may be held at longer intervals by agreement, with contact mainly by telephone.

Phased returns to work

If you are recovering from illness and it is considered that a phased return to work would be
beneficial, your manager will discuss this with you. A phased return allows you to return to work
starting on reduced hours for a short period and building up hours gradually to your normal full time
hours. You will receive normal pay during this phased return which would be for up to a maximum of
four weeks.

If you feel you are not able to return to full time work at the end of this phased return period, flexible
working arrangements may be considered upon request. Please follow the link to the Flexible
Working policy on the HR web pages. So, for example, if you wanted to reduce your normal working
hours either permanently or for a temporary period, you would make an application through the
flexible working procedure and, if approved, this request would normally result in a contractual
change.

Alternative duties

If you are not considered fit to undertake your normal duties, for example in cases of a broken limb,
and you are being paid sick pay, you may be requested to undertake other appropriate work. Such
requests will only be made in consultation with independent medical advice and where appropriate
following a risk assessment.

Procedure for Managing Long Term Sickness

During long term sickness absence, it is important for managers to keep in touch with the member of
staff and provide appropriate support and interventions to facilitate a return to work and retain them in
employment where this is practicable.

Sickness Review Meetings
Long Term Sickness Review Meeting

After four weeks continuous absence or intermittent absence that amounts to 20 working days (140
hours pro rata for part time staff) within a rolling 12 month period your manager will write to you and
arrange a sickness review meeting.

The purpose of the meeting will be to discuss your sickness absence and identify any support we
may be able to provide which may facilitate your return to work. This may include seeking medical
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advice, arranging a phased return, changing your work pattem, hours or making other reasonable
adjustments. You may be asked to attend a meeting with our OH provider. You will be given a copy of
any medical reports received and the implications will be discussed with you.

Follow up Sickness Review Meetings (monthly)

After 8 weeks continuous absence or intermittent absence amounting to 40 working days (280 hours
pro rata for part time staff), your manager will write to you to give you notice to attend a further
sickness review meeting. You may also be asked to attend a meeting with our occupational health
adviser if this has not already been arranged.

The purpose of follow up review meetings, which should be held monthly, is to:
e discuss your health;
e consider any medical advice received;
e review any actions which have been discussed;

e consider any further support including reasonable adjustments where appropriate that we are
able to offer to improve attendance or facilitate a return;

e identify a possible return to work date; and
e where appropriate, consider whether employment may be at risk.

However, if you are off on long term sick leave and it becomes evident at any stage that a return to
work is unlikely or that you will be unable to fulfil your role effectively for health reasons, you may be
invited to attend a capability hearing and a potential outcome may be that employment is ended due
to reasons of ill health. Before any decision is taken about your employment situation, we will seek
medical advice and consider other action short of dismissal. Your manager will advise you if your
employment may be at risk and will carry out a capability review before further action is taken.

Notice of Meetings

You will be given at least 5 working days written notice to attend a meeting. You have the right to be
accompanied by a trade union representative or work colleague from within the organisation to all
meetings held under the long term sickness and capability procedure. If your companion is unable to
attend the meeting within this timescale, you should notify HR of this and a further appointment will be
made within the following 5 working day period.

In exceptional cases the organisation may extend these timescales depending upon the individual
circumstances of the case.

Il Health Capability Review

Undertaking a Capability Review In some cases of long term continuous or intermittent sickness
absence, the Organisation will need to consider your capability / fithess for work where:
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o there is no predicted date of return;

¢ medical evidence indicates that an individual is permanently unfit for work;
e areturn to work may be unlikely within a reasonable timescale;

¢ there is a high level of intermittent absence;

e the member of staff is not able to fulfil their job role effectively (after appropriate interventions
to facilitate their return or improve their attendance).

A capability review will consider whether:

e Further investigation is required, for example, if recovery is taking longer than predicted or
there has been a recent deterioration in relation to health or a disability. Further medical
advice and relevant specialist reports may be requested to ensure any decision takes into
account up to date medical information.

¢ Reasonable adjustments have been made where this is appropriate and whether there are
any further reasonable adjustments such as changes to the job role/support through the
Access to Work scheme.

e A phased retum, alternative duties, or flexible working have been discussed and considered
where appropriate.

¢ Redeployment may be appropriate if there are other suitable job opportunities on a
permanent or temporary basis that the employee may fulfil.

e Early retirement (where this is cost neutral) or ill health retirement may be an option if the
employee is a member of an occupational pension scheme and meets the relevant criteria for
retirement under the scheme rules.

Your manager and a Human Resources representative will meet with you to discuss and review these
options and to listen to your thoughts and feelings about the situation and the options. You have the
right to be accompanied to this meeting by a union representative or work based colleague.

A possible outcome of this meeting is that you will be invited to a capability hearing which will
consider your future employment situation with the organisation.

Holding a Capability Hearing

The purpose of the capability hearing is to consider your sickness absence and make a decision
about your employment situation. Your manager will prepare an absence report detailing the history,
including all relevant documentation and medical advice received.

You will be given 5 working days written notice of the meeting and copies of the information which will
be considered at the hearing in making a decision about your continued employment with the
organisation.
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Your level of sickness absence, which may be intermittent absence or a continuous period of long
term sickness absence, will be considered; the impact this has had on the service and work
colleagues, the support, actions, or adjustments which have been taken so far; whether redeployment
or early retirement has been discussed where appropriate; and a decision will then be made about
your employment situation.

A potential outcome of this meeting is that your employment will be ended with notice.

At the capability hearing you will have the opportunity to state your case and have the right to be
accompanied by a trade union representative or a work colleague from within the organisation. Your
companion may assist you in stating your case but may not answer on your behalf. This meeting will
be held either at the Organisation or at a mutually agreed location. It is in your best interests to attend
such a meeting; however, you may submit a written representation if you are unable to attend in
person. If you do not attend the hearing, your case, and any documentation you have submitted may
be reviewed and a decision reached in your absence.

The meeting will be held by a senior manager within your Service Department or another senior
manager from within the Organisation together with a HR representative. You will be notified of the
decision as soon as possible and this will be confirmed in writing within 5 working days. If the decision
is taken to end your employment, you have a right of appeal.

Right of Appeal

You should write to the Director of Human Resources stating the grounds for your appeal within 5
working days of receiving the decision of the capability hearing.

Your appeal will be heard by a senior manager, who has not been involved in the case management,
together with a representative from HR. The manager will normally be senior to the manager who
authorised the dismissal. If you do not wish to attend the appeal, you may submit the grounds for your
appeal in writing.

If the person appealing has good reason to believe that there is a conflict of interest, they may make a
case to the Director of HR who will appoint an alternate manager, if deemed appropriate.

The appeal decision is final, and you will be notified of this within 5 working days of the meeting.
Sick Pay

The Organisation provides an occupational sick pay scheme offering an enhanced benefit to staff
exceeding statutory requirements. Sickness payments made through this scheme incorporate
statutory pay and are calculated on a rolling year basis. Your contract of employment will indicate
whether you are eligible to receive occupational sick pay. If you are eligible, to qualify for occupational
sick pay, you must follow the notification of sickness absence procedure and certification
requirements as stated within this policy.

The Organisation may withhold occupational sick pay at its discretion in accordance with this policy as
detailed in Section 12.2 under ‘withholding occupational sick pay’.

Occupational Sick Pay
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The Organisation will not pay the following occupational sick pay in accordance with the
requirements stated within this policy and payment includes any entitlement to SSP.

If you receive any benefits due to illness or injury, these will be deducted or reclaimed by the
Organisation. You must notify the Organisation of these benefits as a failure to disclose these may be
considered a disciplinary matter and may result in disciplinary action including dismissal.

If you work for more than one employer and sustain an injury whilst working for another employer, you
will not be entitled to receive occupational sick pay from this Organisation. During periods of sickness
absence, within any leave year, annual leave will continue to accrue. The annual leave rules apply to
accrued leave at the end of the leave year i.e. only 5 working days accrued leave may be carried into
the following year. All leave accrued is pro rata to the hours worked.

Statutory Sick Pay
Statutory sick pay is paid in accordance with Statutory Sick Pay (SSP) regulations.

SSP is paid for the first 28 weeks of sickness absence. It is not payable for the first 3 days of
absence unless the absence is linked to a previous absence period. A linked period of absence is
where any absence occurs within 8 weeks of a previous absence period.

If you do not qualify for occupational sick pay, for example, because you have failed to follow the
procedures outlined within this policy, you may still qualify for SSP. Follow the link to access the
statutory qualifying criteria and further information is held on the following website: www.dwp.gov.uk

Medical and Dental Appointments

Requests for time off to attend such appointments will be dealt with sympathetically, however, it is
expected that you attend medical or dental appointments in your own time where possible. Where this
is not possible, appointments should be arranged to minimise any absence from work, for example, at
the beginning or end of your normal working day. If you are undergoing a period of medical treatment
involving regular appointments, reasonable time off will be given.

Medical and dental appointments that take up more than 70% of your normal working day (5 hours for
full time staff and pro rata for part time staff) will be recorded as sick leave. Medical appointments
related to a disability or underlying health condition will not normally be recorded as sick leave.

You may be asked to provide your appointment card or evidence of medical or dental appointments.
Appointments related to pregnancy or maternity are dealt with under the maternity policy and such
leave is paid.

Pregnancy related sickness

Short term sickness relating to pregnancy or miscarriage will not count towards short term sickness
triggers. Should staff trigger the long term sickness procedure, managers should arrange supportive
meetings in an informal way

Infectious and Contagious Diseases

Employees who have been in close contact (e.g. with a member of their immediate family) with an
infectious or contagious disease, such as tuberculosis, corona virus,chicken pox, measles, meningitis
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or other serious condition that could be passed on to work colleagues, should notify their manager
and seek advice from their doctor or the Organisation’s Occupational Health Service on the need to
stay away from work. This is especially important if one of their colleagues is pregnant. If they are
required not to attend work as a precautionary measure they will be granted paid leave. Employees
must follow the usual procedures for sickness absence if they are suffering from an infectious or
contagious disease. If advised to refrain from work employees cannot return without clearance from
their doctor or the Occupational Health Service.

Substance Misuse Where an employee’s absence is as a result of a suspected or admitted substance
misuse problem, please refer to the Organisations Alcohol and Drugs Policy.

ROLES AND RESPONSIBILITIES
Scheme of delegation
The table below details who has the authority to deal with each stage of this procedure.

Stage 1 Line Manager or equivalent level manager from elsewhere within the
organisation

Stage 2 Line manager or equivalent level manager from elsewhere within the
organisation.

Stage 3 Chaired by an appropriate member of the OMG or equivalent and a HR
representative.
Stage 4 Chaired by a member of the Senior Management Team or equivalent

and a HR representative.

Employees As an employee you are responsible for your health and wellbeing and for minimising your
absence from work. You are responsible for adhering to the requirements stated within this policy,
particularly in terms of sickness notification, providing Statements and keeping in regular contact
during longer term absence.

Managers

Managers have a duty of care for the health, safety and welfare of their staff members and should
work supportively in conjunction with HR and the Organisation’s nominated occupational health
provider to support staff with genuine sickness absence.

Managers are responsible for managing sickness effectively and ensuring absence is monitored and
recorded for their team. The manager is responsible for carrying out return to work discussions and
other review meetings, promoting a positive working environment, motivating and managing their
team to maximise attendance.

Senior managers are responsible for ensuring that training is available for staff who are managing
sickness absence issues. Senior managers should also ensure that absence issues are treated
equitably and consistently within their area of responsibility.

Human Resources
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The role of HR is to provide specialist advice and support to managers and staff in dealing with
absence issues. HR may attend any meeting held under the formal stages of this policy.

HR will provide statistical information to support the management of absence, including reports on
total working time lost by team and by individual, the average number of working days absence and
the percentage of working time lost due to absence.

HR will flag up when trigger points are reached. Any information held will be in line with the
requirements of the Data Protection Act and confidentiality maintained.

HR will work with managers and staff to facilitate a return to work, including provision of advice,
support, and referrals to OH. HR will provide information updates to managers and staff on sickness
issues, for example, to advise of changes in legislation and best practice.

ASSOCIATED DOCUMENTS AND REFERENCES

e ACAS, (2020), Coronavirus (COVID-19): advice for employers and employees. [Online]
Available from: https://www.acas.org.uk/coronavirus [Accessed: 07/01/2021]

e Alcohol and Drugs Policy.

e Control of Substances Hazardous to Health Regulations 1998
e Corona Virus Act 2020

e Data Protection Act 2018

e Department of Works and Pension-Collection of Fit Note -[Online] Available from
hitp://www.dwp.gov.uk/docs/med3-fitnote-sample.pdf. [Accessed: 07/01/2021]

e Employment Right Act 1996
e Equality Act 2010

¢ -HMRC (2021) Statutory Sick Pay (SSP) employer guide [Online] Available from
https:/Awww.gov.uk/employers-sick-pay. [Accessed: 07/01/2021]

e Care Quality SupportEmployee Handbook

e Protection from Harassment Act 1997

e Social Security Pay (Medical Evidence) Regulation 1985

e Statutory Sick Pay (General) Coronavirus Amendment) Regulation 2020
Getting Help

If you require any help with any matters relating to this policy and procedure, please speak to your
line manager or Senior manager.
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It is the responsibility of every member of staff to ensure that they are working within this
policy and keep up to date with changes in policy that may affect their practice at work

Forms associated with this

policy:
Title When to use it Issuing authority
Self-certification and return to work To be completed when notifying UHCS
interview form organisation about sickness absence.
Return to Work -stress Stress related absence UHCS
Absence Request Form To be used when applying for UHCS
absence
Corona Virus absence form Used to report initial corona virus UHCS

infection absence
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