
SICKNESS AND ABSENCE POLICY

This policy document applies to your employment at [Insert organisation name

and address], (“the “Organisation”) and all other organisation sites that you

may be asked to work at from time to time.

1. Policy Statement
1.1 The purpose of this policy is to provide employees with details of their

right to pay whilst absent due to ill health and the terms under which such

payment will be made.  Under the employer's procedure there is to be strict

adherence to the reporting requirements and self certification procedure or
provision of medical evidence on absence from work together with the

requirements for return to work, (or back to work interview if applicable).

2. Qualifying for Statutory Sick Pay

2.1 All employees are entitled to receive statutory sick pay (SSP) from the

employer for a 28-week period for any period of entitlement as long as they

meet certain requirements and do not fall into an excluded category.

2.1.1Excluded Categories - these are as follows:

i) Employees over the age of 65.

ii) Employees taken on for a period of not more than 3 months where the

contract is not extended after that time.

iii) Employees whose weekly earnings are less than the lower earnings limit
for National Insurance contributions.

iv) Employees who become sick within 57 days of having received one of a

number of Social Security benefits.

v) Employees who have done no work for the employer under the contract of

service.

vi) Employees off sick during a strike who have a direct interest in that trade

dispute.

vii) An employee who is pregnant and takes sick leave during the maternity
pay period.



viii) An employee who is already due 28 weeks statutory sick pay from the

employer in any one period of 4 or more days of sickness or 2 or more such

periods separated by 8 weeks or less.

ix) An employee who is in legal custody at any time on the first day of the

sickness date.

2.1.2Requirements - the requirements are that an employee must,

i) Have four or more consecutive days of sickness (this includes Sundays and
holidays) making him incapable of doing his work.

ii) Notify his employer of his absence.

iii) Supply evidence of his inability to work.

3. Statutory Sick Pay and Contractual Sick Pay
3.1 The amount of statutory sick pay changes annually and details of the

current rates will be posted on the employer's notice board.  The maximum

amount payable is up to 28 weeks for any period of entitlement.  Statutory

sick pay is considered as earnings for PAYE, Income Tax and National
Insurance contribution purposes.

3.2 [Please select one of the following-

The employer will also pay the difference between the statutory sick pay

amount and the employee's normal weekly wage during any period of absence

due to sickness in any 12-month period. Such payment will be made for a

period of no more than [Insert period, e.g. 1-12 months].

OR

The employer will pay only the statutory sick pay rate to the employee and no

contractual sick pay applies

3.3 Entitlement to payment of statutory sick pay or contractual sick pay is

subject to notification of absence and self-certification or subsequent
production of a doctor’s certificate as referred to below.



4. Qualifying Days

4.1 For the purposes of statutory sick pay the qualifying days will be [Specify

working week, e.g. Monday – Friday].

5. Notification Procedure
5.1 The purpose of requiring notification of absence is to enable the employer

to make any necessary arrangements for cover and to ensure that the

employer is able to meet its own obligations with regard to record keeping.

5.2 If an employee is absent from work due to sickness it is their responsibility

to ensure that on the first day of sickness the employer is contacted by [Insert

time, e.g. 10am] or prior to commencement of their normal working hours. If

absence from work extends beyond one day the employee should continue to
advise their manager, supervisor or head of department daily by telephone

before the start of the working day unless they have made prior

arrangements.

5.3 If the employee fails to comply with the notification procedures detailed
above they will not be eligible for any company sick pay save in exceptional

circumstances.  Failure to comply is also a disciplinary offence.  Late

notification can also affect the employee's statutory sick pay entitlement.

6. Self-Certification

6.1 On the first day back to work the employee must complete a Certificate of
Absence form.

6.2 This form should be counter-signed by the employee's manager,

supervisor or head of department after they have discussed the absence with

them to confirm that the form has been completed correctly and the
explanation given is medical in nature.

7. Medical Certificate

7.1 If a period of illness is longer than 7 working days the employee must also

provide a doctors certificate to cover the period from their absence to their

return to work. This should be sent or delivered to the employee's manager,
supervisor or head of department immediately.  In cases of a more serious

nature or extended periods of illness the employee may be required either on

their return to work or before, to attend a medical examination by a doctor

nominated by the employer.



7.2 Payment of sick pay will only be authorised on receipt of the properly

completed self-certification and/or medical certificate by the wages

department.

8. Disputes as to Entitlement to Statutory Sick Pay
8.1 If an employer does not pay an employee statutory sick pay the employee

may ask the employer to provide written reasons for the decision and the

employer must comply within a reasonable time.

8.2 If the employee wishes to challenge the employer's decision he or she

may ask for a determination of the issue by an adjudication officer.  The

employer or the DSS must make the approach to the adjudication officer on

the employee’s behalf.

9. "Back to Work" Interview

9.1 In the case of absence due to illness lasting more than [Insert number of
days, e.g. seven days] days the employee's manager, supervisor or head of

department will at the earliest appointment hold a brief meeting with the

employee.  He or she will ask the employee to complete a Certificate of

Absence form, if not already completed.  They will also discuss with the
employee the reasons for their absence and seek to ensure that the employee

is fit to return to work and offer any assistance that may be appropriate.  The

meeting will also be an opportunity for the employee to discuss any concerns

or problems they have, which is causing them to take time off.

10. Review Procedure

10.1 A manager, supervisor or head of department will regularly review an
employee's attendance record.  If that attendance record reaches an

unacceptable level of absence the manager, supervisor or head of department

will hold a meeting with the employee to decide whether or not formal action

should be taken.

10.2 Before taking any formal action the employer's grievance procedure

must be followed.  If on investigation it appears that there is an underlying

cause for the employee's absence the employee will be asked for their
permission to seek a medical report from their GP or specialist, or alternatively

will be referred to a doctor appointed by the employer.  If a report is sought or

a referral made the interview process under the grievance procedure will be

postponed.



10.3 If following medical advice it is established that the employee is disabled

within the meaning of the Disability Discrimination Act 1995 the employer will

be obliged to consider in consultation with the employee whether any
reasonable adjustment can be made to the employer's premises or working

arrangements to help reduce the absences.

11. Long Term Sickness Absence

11.1 In the case of long term sickness, or where long term absence or

frequent short term absence occurs which is due to underlying illness, it will
remain the employee's responsibility to provide the employer with relevant

information and certificates throughout the period of absence in accordance

with paragraphs 5, 6 and 7.

11.2 If the employer considers that the employee's absence is likely to

continue for a considerable period they will be required to consent to the

employer obtaining up to date medical reports from their GP or specialist with

particular reference to the possibility of their returning to work in their existing

job or some other capacity.  Alternatively a report may be sought from a
doctor appointed by the employer.

11.3 On receipt of a doctor’s report a meeting will take place between the

employee and their manager, supervisor or head of department to discuss the
prospects of their future employment including whether alternative

employment or ill health retirement might be appropriate.  Where it is

established that the employee is disabled within the meaning of the Disability

Discrimination Act 1995 consideration will be given as to whether any
reasonable adjustment can be made to company premises or working

arrangements to enable them to resume employment.

11.4 If it is considered following this meeting that the options of alternative

work or alternative working arrangements or ill health retirement are not
appropriate it may be necessary to terminate the employee's employment

giving them appropriate notice.

11.5 In the event of dismissal due to ill health the employee will have the
right to appeal against dismissal using the employer's normal grievance

procedure.

12. Jury Service

12.1 If an employee is called to attend jury service they will receive excused

leave with pay. Where jury service occupies only part of the day, which would
enable the employee to return to work they are expected to do so where

reasonable.



13. Emergency Leave

13.1 A death in the immediate family entitles the employee to take [Insert

number of days, e.g. seven] working days leave with no deduction in salary.

This can be taken immediately following the bereavement or, if because of
cultural or religious customs at a time agreed with the employer following the

death.

13.2 An employee will be entitled to emergency leave to care for a dependent.
A dependent is defined as a spouse, common-law spouse, child, parent or

other immediate relative for whom the employee is responsible. While each

situation will be examined on its own merits, an emergency may be defined as

arising in the following ways:

i) Accident or unexpected illness which requires immediate medical attention.

ii) Where a family member cannot be cared for by their usual carer.

iii) Where a replacement carer or backup arrangements have fallen through

and it is not feasible to make arrangements in advance.

13.3 Such leave will be [Please specify – paid / unpaid] and the period of
leave will be at the discretion of the employee's manager, supervisor or head

of department.

14. Parental Leave

14.1 Male or female employees who have one or more years' continuous

employment with the employer may take parental leave for a child born or

adopted up to the child's fifth birthday, (except in the case of a disabled child
in which case the age is up to 18). This also applies to employees who have

obtained a parental responsibility order from a court or enter into a parental

responsibility agreement in respect of that child. The employee has an

entitlement to take a maximum of 13 weeks unpaid leave in respect of each
relevant child.

However, the following applies:

i) This leave may only be taken in blocks or multiples of one week.

ii) The employee must agree the period and time for taking the leave with the

employer and must give the employer 21 days' notice before taking parental
leave. The notice from the employee must state the start and end date of the

proposed parental leave period. (The employer reserves the right to postpone



an employee's parental leave for up to six months where the employer's

business would otherwise be unable to cope).

iii) The employee may only take a maximum of 4 weeks leave in any 12-

month period for each relevant child.

iv) The personnel/human resources department may request from the
employee proof of their responsibility for the relevant child together with a

copy of the child's birth certificate, proof of adoption, or the child's entitlement

to disability living allowance as the case may be.

14.2 An employee who takes parental leave for a period of 4 weeks or less,

(excluding such leave taken immediately after additional maternity leave) may

return from leave to the job in which he or she was employed before taking

leave. This will entitle the employee to the same terms and conditions of
employment previously enjoyed. It is the employer's intention that employees

who take parental leave for more than 4 weeks shall also return to the same

job. However, if this is not reasonably practicable the employee will be fully

consulted and offered any suitable alternative employment.

14.3 In the event that after parental leave an employee will be required to

work in a new position for whatever reason their manager, supervisor or head

of department will arrange a meeting prior to return to discuss the change in

position and any administrative details.

15. Date of Implementation
This policy is effective from [Insert date] and shall not apply to any actions

that occurred prior to this date.

16. Questions

If you have any questions regarding this policy document and how it applies to

you please consult [Insert manager's name], [Insert position].

17. Alteration of this Policy

These guidelines will be subject to change and updating. Any alterations will
be communicated to you by [Insert manager's name].
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EXAMPLE DOCUMENT

SICKNESS AND ABSENCE POLICY

This policy document applies to your employment at Acme Digital Partners,

45 Dover Street, London W2 8PP, ("the Organisation") and all other

organisation sites that you may be asked to work at from time to time.

1. Policy Statement

1.1 The purpose of this policy is to provide employees with details of their
right to pay whilst absent due to ill health and the terms under which such

payment will be made.  Under the employer's procedure there is to be strict

adherence to the reporting requirements and self certification procedure or

provision of medical evidence on absence from work together with the

requirements for return to work, (or back to work interview if applicable).

2. Qualifying for Statutory Sick Pay
2.1 All employees are entitled to receive statutory sick pay (SSP) from the

employer for a 28-week period for any period of entitlement as long as they

meet certain requirements and do not fall into an excluded category.

2.1.1Excluded Categories - these are as follows:

i) Employees over the age of 65.

ii) Employees taken on for a period of not more than 3 months where the
contract is not extended after that time.

iii) Employees whose weekly earnings are less than the lower earnings limit

for National Insurance contributions.

iv) Employees who become sick within 57 days of having received one of a

number of Social Security benefits.

v) Employees who have done no work for the employer under the contract of

service.

vi) Employees off sick during a strike who have a direct interest in that trade
dispute.



vii) An employee who is pregnant and takes sick leave during the maternity

pay period.

viii) An employee who is already due 28 weeks statutory sick pay from the

employer in any one period of 4 or more days of sickness or 2 or more such

periods separated by 8 weeks or less.

ix) An employee who is in legal custody at any time on the first day of the

sickness date.

2.1.2Requirements - the requirements are that an employee must,

i) Have four or more consecutive days of sickness (this includes Sundays and

holidays) making him incapable of doing his work.

ii) Notify his employer of his absence.

iii) Supply evidence of his inability to work.

3. Statutory Sick Pay and Contractual Sick Pay

3.1 The amount of statutory sick pay changes annually and details of the

current rates will be posted on the employer's notice board.  The maximum
amount payable is up to 28 weeks for any period of entitlement.  Statutory

sick pay is considered as earnings for PAYE, Income Tax and National

Insurance contribution purposes.

3.2 The employer will also pay the difference between the statutory sick pay

amount and the employee's normal weekly wage during any period of absence

due to sickness in any 12-month period. Such payment will be made for a

period of no more than six months.

3.3 Entitlement to payment of statutory sick pay or contractual sick pay is

subject to notification of absence and self-certification or subsequent

production of a doctor’s certificate as referred to below.

4. Qualifying Days

4.1 For the purposes of statutory sick pay the qualifying days will be Monday
– Friday.



5. Notification Procedure

5.1 The purpose of requiring notification of absence is to enable the employer

to make any necessary arrangements for cover and to ensure that the
employer is able to meet its own obligations with regard to record keeping.

5.2 If an employee is absent from work due to sickness it is their responsibility

to ensure that on the first day of sickness the employer is contacted by 10am
or prior to commencement of their normal working hours. If absence from

work extends beyond one day the employee should continue to advise their

manager, supervisor or head of department daily by telephone before the start

of the working day unless they have made prior arrangements.

5.3 If the employee fails to comply with the notification procedures detailed

above they will not be eligible for any company sick pay save in exceptional

circumstances.  Failure to comply is also a disciplinary offence.  Late
notification can also affect the employee's statutory sick pay entitlement.

6. Self-Certification
6.1 On the first day back to work the employee must complete a Certificate of

Absence form.

6.2 This form should be counter-signed by the employee's manager,
supervisor or head of department after they have discussed the absence with

them to confirm that the form has been completed correctly and the

explanation given is medical in nature.

7. Medical Certificate

7.1 If a period of illness is longer than 7 working days the employee must also

provide a doctors certificate to cover the period from their absence to their
return to work. This should be sent or delivered to the employee's manager,

supervisor or head of department immediately. In cases of a more serious

nature or extended periods of illness the employee may be required either on

their return to work or before, to attend a medical examination by a doctor
nominated by the employer.

7.2 Payment of sick pay will only be authorised on receipt of the properly

completed self-certification and/or medical certificate by the wages
department.



8. Disputes as to Entitlement to Statutory Sick Pay

8.1 If an employer does not pay an employee statutory sick pay the employee

may ask the employer to provide written reasons for the decision and the
employer must comply within a reasonable time.

8.2 If the employee wishes to challenge the employer's decision he or she

may ask for a determination of the issue by an adjudication officer.  The
employer or the DSS must make the approach to the adjudication officer on

the employee’s behalf.

9. "Back to Work" Interview

9.1 In the case of absence due to illness lasting more than ten days the

employee's manager, supervisor or head of department will at the earliest
appointment hold a brief meeting with the employee.  He or she will ask the

employee to complete a Certificate of Absence form, if not already completed.

They will also discuss with the employee the reasons for their absence and

seek to ensure that the employee is fit to return to work and offer any

assistance that may be appropriate.  The meeting will also be an opportunity
for the employee to discuss any concerns or problems they have, which is

causing them to take time off.

10. Review Procedure

10.1 A manager, supervisor or head of department will regularly review an

employee's attendance record.  If that attendance record reaches an
unacceptable level of absence the manager, supervisor or head of department

will hold a meeting with the employee to decide whether or not formal action

should be taken.

10.2 Before taking any formal action the employer's grievance procedure
must be followed.  If on investigation it appears that there is an underlying

cause for the employee's absence the employee will be asked for their

permission to seek a medical report from their GP or specialist, or alternatively

will be referred to a doctor appointed by the employer.  If a report is sought or
a referral made the interview process under the grievance procedure will be

postponed.

10.3 If following medical advice it is established that the employee is disabled
within the meaning of the Disability Discrimination Act 1995 the employer will

be obliged to consider in consultation with the employee whether any

reasonable adjustment can be made to the employer's premises or working

arrangements to help reduce the absences.



11. Long Term Sickness Absence

11.1 In the case of long term sickness, or where long term absence or
frequent short term absence occurs which is due to underlying illness, it will

remain the employee's responsibility to provide the employer with relevant

information and certificates throughout the period of absence in accordance

with paragraphs 5, 6 and 7.

11.2 If the employer considers that the employee's absence is likely to

continue for a considerable period they will be required to consent to the

employer obtaining up to date medical reports from their GP or specialist with
particular reference to the possibility of their returning to work in their existing

job or some other capacity.  Alternatively a report may be sought from a

doctor appointed by the employer.

11.3 On receipt of a doctor’s report a meeting will take place between the

employee and their manager, supervisor or head of department to discuss the

prospects of their future employment including whether alternative

employment or ill health retirement might be appropriate.  Where it is

established that the employee is disabled within the meaning of the Disability
Discrimination Act 1995 consideration will be given as to whether any

reasonable adjustment can be made to company premises or working

arrangements to enable them to resume employment.

11.4 If it is considered following this meeting that the options of alternative

work or alternative working arrangements or ill health retirement are not

appropriate it may be necessary to terminate the employee's employment

giving them appropriate notice.

11.5 In the event of dismissal due to ill health the employee will have the

right to appeal against dismissal using the employer's normal grievance

procedure.

12. Jury Service

12.1 If an employee is called to attend jury service they will receive excused
leave with pay. Where jury service occupies only part of the day, which would

enable the employee to return to work they are expected to do so where

reasonable.



13. Emergency Leave

13.1 A death in the immediate family entitles the employee to take seven

working days leave with no deduction in salary. This can be taken immediately
following the bereavement or, if because of cultural or religious customs at a

time agreed with the employer following the death.

13.2 An employee will be entitled to emergency leave to care for a dependent.
A dependent is defined as a spouse, common-law spouse, child, parent or

other immediate relative for whom the employee is responsible. While each

situation will be examined on its own merits, an emergency may be defined as

arising in the following ways:

i) Accident or unexpected illness which requires immediate medical attention.

ii) Where a family member cannot be cared for by their usual carer.

iii) Where a replacement carer or backup arrangements have fallen through

and it is not feasible to make arrangements in advance.

13.3 Such leave will be unpaid and the period of leave will be at the
discretion of the employee's manager, supervisor or head of department.

14. Parental Leave

14.1 Male or female employees who have one or more years' continuous

employment with the employer may take parental leave for a child born or

adopted up to the child's fifth birthday, (except in the case of a disabled child
in which case the age is up to 18). This also applies to employees who have

obtained a parental responsibility order from a court or enter into a parental

responsibility agreement in respect of that child. The employee has an

entitlement to take a maximum of 13 weeks unpaid leave in respect of each

relevant child.

However, the following applies:

i) This leave may only be taken in blocks or multiples of one week.

ii) The employee must agree the period and time for taking the leave with the

employer and must give the employer 21 days' notice before taking parental

leave. The notice from the employee must state the start and end date of the
proposed parental leave period. (The employer reserves the right to postpone

an employee's parental leave for up to six months where the employer's

business would otherwise be unable to cope).

iii) The employee may only take a maximum of 4 weeks leave in any 12-

month period for each relevant child.



iv) The personnel/human resources department may request from the

employee proof of their responsibility for the relevant child together with a
copy of the child's birth certificate, proof of adoption, or the child's entitlement

to disability living allowance as the case may be.

14.2 An employee who takes parental leave for a period of 4 weeks or less,
(excluding such leave taken immediately after additional maternity leave) may

return from leave to the job in which he or she was employed before taking

leave. This will entitle the employee to the same terms and conditions of

employment previously enjoyed. It is the employer's intention that employees
who take parental leave for more than 4 weeks shall also return to the same

job. However, if this is not reasonably practicable the employee will be fully

consulted and offered any suitable alternative employment.

14.3 In the event that after parental leave an employee will be required to

work in a new position for whatever reason their manager, supervisor or head

of department will arrange a meeting prior to return to discuss the change in

position and any administrative details.

15. Date of Implementation

This policy is effective from 8th November 2002 and shall not apply to any
actions that occurred prior to this date.

16. Questions

If you have any questions regarding this policy document and how it applies to

you please consult Peter J Thompson, HR Manager.

17. Alteration of this Policy

These guidelines will be subject to change and updating. Any alterations will

be communicated to you by Peter J Thompson.
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