Sickn plicy

1. INTRODUCTION

This policy is designed to effectively managing sickness-
related and other staff abse nises the importance of ensuring
that employees are support pf absence and their subsequent
return to work. Through an bsence Policy, the Company will
be better positioned to ide kafe work practices, any issues
affecting employee morale g problems employees may be
facing.

Any and all information prg the Company about their health

(including, but not limited td ords) will be collected, held, and

processed lawfully and i Company’s [Employee] Data

Protection Policy. The Co such data is sensitive and will

handle it accordingly and in be’s rights under the law.

SICKNESS
2. Notification of sickness

2.1 If an employee is un any reason, they must inform the
Company by contact t least << one hour >> before the
time they would nor on the first day of absence.

2.2 Employees should br personally i.e. calls on the
employee’s behalf ent and texting or emailing the
manager will only be h| circumstances.

2.3 The employee shoul their absence, its likely duration
and when the illness

2.4 In the event that the bntinues for a number of days or
weeks, they must with the Company to keep the
Company informed ongoing absence and the date
when they expect tg rk. In such cases the employee
should specify how tact them if necessary, ideally
leaving a landline nu De contacted.

3. Certification of sickness
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3.1  All periods of absen
sickness self-certific
form should indicate
the employee would
holidays).

it be certified by [the Company’s
tory Form SC2]. The completed
. even if they include days when
ked (e.g. weekends and public

3.2 For sickness absend
form should be co
handed to << name (

endar days, the self-certification
b upon their return to work and

3.3 For sickness absen
must also provide

+> calendar days, the employee
e statutory Form Med 3] also



4. Long-term and persistent

4.1

4.2

4.3

4.4

4.5
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referred to as a fit n
about the employed
employee’s GP or
work’, or ‘may be
Subsequent medical
total duration of the
contact their managsd
illness.

Company with more information
e Company know whether the
brs that he or she is not fit for
ount of the following advice'.
duced as necessary to cover the
a minimum, employees should
rovide an update on the injury or

The Company will tr
due to serious or
absence may consi
the Company is of
inform the employee

4.1.1 require that t
such interval
and

4.1.2 ensure that t
their employ

any period of extensive absence
a prolonged period. Persistent
cted short-term illnesses. Where
I of absence is long-term, it will

lar contact with the Company, at
e Company and the employee;

med as to any possible threat to

home visit where the illness is
iscuss possibilities for a return to
AN assist in facilitating this.

The Company reser
long-term. The purpg
work and to discove

The Company will nected short-term illnesses as

persistent absence.

It may be necessar
the matter as an is!
Company will:

m or persistent absence to treat
Huct. In such circumstances the

4.4.1 investigate t urn to Work Interviews” and the

obtaining of

4.4.2 settime limits
informed of s

e employee and keep him or her

er to facilitate a return to work or
b more easily, for example, the
ngements;

4.4.3 consider adj
to allow the
implementatiq

4.4.4 consider whe
to do so the ¢
Equal Oppor
make such rg

445 keep the em
their employ

to a disability. Where it is found
the scope of the Company’s <<
licy >> and the Company shall
b are necessary; and

e circumstance of any threat to

Where the Compan
either:

ts relating to an absence it will

45.1 request that
examination
>>: or

rgo an independent medical
tor, Occupational Health Service

45.2 obtain a rep
consent.

s doctor, subject to employee
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ttend or refuse to consent to the
orrections are made. Employees
garding their future which could
bf the information available to the

In either case the e
release of a medical
are reminded howe
result in dismissal wi
Company.

bnd related information obtained
and all such information will be
mployee] Data Protection Policy.

4.6 The Company will
under Clause 4.5 ag
handled in accordan

4.7 The Company stresg
However, where thd
employee will be sub

ly ever be taken as a last resort.
be a matter of misconduct, the
Disciplinary Procedure >>.

Sickness which occurs w holiday

5.1  Where an employeq
period of pre-booke(
subject to the correc
transfer to sick leave
is subject to the follo

5.1.1 The total per|
medical pract

h 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;]

5.1.2 The employe
>> (in perso
there will be &

ob title >> OR << The Company
sible) as soon as they know that
ng the holiday; and

5.1.3 The employe ) to << state job title >> no later
than << statd hfter returning to work how much
of the holida bickness or injury and the amount
of leave that { ke at another time.

be made in accordance with the
oyee should try to take the
ich it was accrued. Where this is
bloyee to carry forward the leave

5.2 Any requests for ref
Company’s holiday
replacement holiday
not possible, the Co
into the next holiday

5.3 The Company may r
replacement holiday

ke all or part of their
specified by the Company.

Return to Work Interviews

il decide whether the
view with <<their manager>> in

After any absence due to si
employee is required to attq
order to:

6.1 ensure the employesg K;

6.2 agree any necessa
work;

cilitate the employee’s return to

6.3 ensure the proper c4
respect of the entire

ave been completed/obtained in

6.4 discuss any problem

At the return to work interv
limits for an improvement in
action.

set reasonable targets and time
mprove may result in disciplinary



SICK PAY

7.
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[Statutory Sick Pay (“SSP

7.1

7.2

7.3

7.4

7.5

[Company Sick Pay (“CSP

8.1

8.2

8.3

8.4

8.5

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

ust be ill for four days or longer
days), and must have average
lower earnings limit. Please see
2C and Gov.uk for details of the

Employees must usg
statutory Form SC2]

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

The present weekly
such as HMRC and

The Company will 1 P payments made to employees
ith legal requirements.

bn relevant government websites

P or SSP comes to an end, the
Form SSP1 to support the
t Allowance.]

Where the Compan
Company will pro
employee’s claim for|

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

scheme that is more generous
aid 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 abs
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 Compa
company pay and Sf
The employee will fo

» Theyfailtoc d certification requirements;

= They make
document co

ading or untrue statement or
ork;

= Their incapaq
or activities.]

participation in dangerous sports



Elective and/or Cosmetic

9.1

9.2

OR

9.3

9.4

9.5

9.6

9.7
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Elective surgery is 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

[Itis the Company’s
days' leave in a calg
This will be paid at t

5 up to <<state number>>
yee to undergo elective surgery.
e of basic pay.]

[Time off for elective
basic pay) or unpaid
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

If the employee req
request unpaid leave

beyond this, the employee may

[In order to qualify
minimum of <<state

plicy, an employee must have a
ous service.]

An employee who
must:

brder to undergo elective surgery

9.5.1 inform his or
surgery are g

as plans to undergo elective

9.5.2 provide a sta
surgery has

edical practitioner that elective
g the likely recovery period,;

9.5.3 agree timing
SO as to caug
Company; a

ith his or her line manager,
f inconvenience to the

9.5.4 (give <<state
surgery will t3

b of the day on which the elective

In the event that thg
employee suffers a
following receipt of t

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

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

AN unexpected outcome
its sickness
iew with the employee.



OTHER ABSENCE
10. JURY SERVICE

10.1  Any employee calle
soon as possible.

10.2 EITHER

[Employees called fq
period of their abs
allowances from the

OR

[Employees will rece
allowances available

11. PUBLIC DUTIES

11.1 The Company is leg
their public duties i
duties. The employe
meetings or rotas ag
plan for their absenc

11.2 EITHER
[Employees carrying
complete their dutieg
OR

[The Company will p
wage in respect of t
to the local commu
added skills develop

anager >> of their duties,

12. EMERGENCY, MATERNIT

12.1 Emergency leave (ti
adoption leave are a
from <<state e.g. the

12.2  If employees are ung
advice from <<state
covered by separat
rights. Unauthorised

13. TRADE UNION

13.1 The Company is leg
trade union duties.
such duties occurs o
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d inform <<their manager>> as

e paid by the Company for the
Id instead claim all available

period of jury service, less any

y employee time off to complete
0, magistrate or school governor

er to allow the Company time to

receive pay for time off taken to

t public duties their normal basic
recognition of their contribution
the Company derives from their

AL AND ADOPTION LEAVE

aternity, paternity, parental and
ctive policy documents, available

pe of absence they must ask for
Other types of absence may be
procedures and/or by statutory
pated as a disciplinary offence.

bloyees time off to carry out their
b paid unless the carrying out of



14. RESERVISTS

14.1 Employees are requ
as soon as possible
request is put in plag
implications and res¢

any through their line manager

) become, reservists. This
bmpany to deal with the practical
t be disadvantaged in any way.

15. WORK ARRANGEMENTS

15.1 Where an employee|
are responsible for
for ensuring that 3
work. Where an e
employee’s line
calendar to ensure t
details.

16. MONITORING

16.1 The Company will m
absence.

rk for a long period of time, they
il messages and calendars and
undertaken in relation to their
his for reasons of sickness, the
the employee’s voicemail or
5 are aware of alternative contact

bf absence and reasons for

16.2 All information gathe
held and treated in ¢
lawfully and in accor
Policy and Privacy

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

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

Signature:
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