SICKNESS POLICY 


SICKNESS POLICY – HR12
1.
INTRODUCTION 

This policy to sets out the organisation’s rules in relation to short-term sickness absences from work, it is applicable to all staff and gives guidance on the reporting routes for staff as well as outlines procedures to be followed for Managers receiving reports of staff sickness
2.
POLICY STATEMENT

It is the policy for Phoenix Support to ensure the fair, reasonable and just treatment of all staff who are absent from work because of sickness.  The organisation has an obligation to act in accordance with legislation, appropriate terms and conditions of employment and sound personnel policies, and to look after the health, safety and welfare of staff.  While the organisation understands that there will inevitably be some sickness absence among employees, it must also pay due regard to its business needs.

3.
DEFINITION

This policy relates to sickness absences from work.  Other policies are in place dealing with time off work for family/emergency reasons, or compassionate reasons, these topics will be found in the Leave Policy (HR10) staff requiring time off for any other reason than their own sickness should refer to this.

4.
PURPOSE

The organisation aims to encourage all its employees to maximise their attendance at work while recognising that employees will, from time to time, be unable to come to work for periods due to sickness this policy aims to ensure the correct process is followed and that staff do not put themselves or others at further risk of exposure or harm.

5.
CONTEXT

There is no law that specifically governs the treatment of employees who take periods of sickness absence from work (apart from the duty to pay statutory sick pay where an employee is eligible for it), nor is an employer obliged by statute to continue an employee's normal salary when the employee is off sick.  The Employment Rights Act 1996 provides that "capability" is a potentially fair reason for dismissal. An employee whose frequent absences are due to sickness may not be capable of performing his or her job may ultimately be dismissed on the grounds of Capability.  

6.
IMPLEMENTATION
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6.1
NOTIFICATION

6.1.1
1st Day of Sickness
6.1.1.1
If an employee is unable to attend work because of sickness, injury or other disability, they must notify their line manager (or another appropriate manager if he/she is not available) within 1 hour of the start of the set work period, giving the reason for absence and, if possible, an idea of when the employee can expect to be able to return to work.  
6.1.1.2
The contact must be by telephone so a verbal conversation takes place between the member of staff and their Manager.  A text or email contact is not permitted.  Failure to comply may result in the forfeiture of sick pay entitlements and may be deemed as unauthorised absence.

6.1.1.3
In rare cases if the staff member is hospitalised or otherwise too ill to be able to contact Phoenix Support personally, a relative or friend should make the call.  Line managers may make local arrangements to agree notification outside of normal working hours.  On the employee’s return to work, they should ensure that their line manager is aware that they have returned, and also complete a self-certification form.

6.1.2
2nd – 7th Day of Sickness
6.1.2.1
Unless expressly told otherwise by their Line Manager, employees are required to contact their line manager by telephone on each day of their absence to discuss their condition and if possible, their expected date of return to work.

6.1.3
8th Day of Sickness
6.1.3.1
If you are absent for more than seven consecutive days (including weekends and Bank Holidays), you are required to obtain a medical certificate from your Doctor on the eighth day of your absence and send it to Phoenix Support via your line manager.  
6.1.3.2
This will include the reason for your absence and a period of time for which your Doctor expects you to be absent from work.  If your sickness continues beyond that time you are required to obtain further continuing medical certificates for the duration of your illness.

6.1.3.3
Failure to comply may result in the forfeiture of sick pay entitlements and may be deemed as unauthorised absence.  An employee entering hospital may, at the earliest opportunity, submit a hospital statement on entry and on discharge in substitution for periodical statements from his/her GP.

6.2
SICKNESS IMMEDIATELY PRIOR TO OR AFTER ANNUAL LEAVE

6.2.1
A medical certificate, signed by the employees GP or qualified medical practitioner, should be provided for all absences for any days directly preceding or following annual leave and for any days directly preceding, on or following a bank holiday. This will include the reason for your absence and a period of time for which your Doctor expects you to be absent from work.  Failure to comply may result in the forfeiture of sick pay entitlements and may be deemed as unauthorised absence.

6.3
SICKNESS DURING THE CHRISTMAS PERIOD

6.3.1
If you are absent over the Christmas week (Christmas through to New Year’s Day inclusive), you are required to obtain a medical certificate from your Doctor to cover the absence and send it to Phoenix Support via your line manager.  This will include the reason for your absence and a period of time for which your Doctor expects you to be absent from work.  Failure to comply may result in the forfeiture of sick pay entitlements and may be deemed as unauthorised absence.  

6.4
MEETINGS WITH MANAGEMENT
6.4.1
During your period of sickness absence, you may be required to meet with your Line Manager unless your condition specifically prevents you from doing so and your Manager will write to you if this is the case.  The aim is to discuss your sickness absence constructively to facilitate a return to work and good health.  Failure to attend a meeting without good reason will result in the forfeiture of sick pay entitlements and may be deemed as misconduct.

6.5
RETURN TO WORK MEETINGS

6.5.1
On return from all unplanned absence employees will meet with their manager to welcome the person back to work.  This must be done on their first shift back to work.  Failure to attend a meeting may be deemed as misconduct.
6.5.2
The meeting will discuss the reason for their absence and identify any adjustments or support that the person may need in returning to work.  Using the Return to Work form, this form also constitutes the self-certification process for absences less than 7 days.
6.5.3
At the meeting the individuals previous number of absences will be reviewed to identify if the individual is over the trigger point which will result in an Attendance Review Meeting, to review the individuals overall attendance. 

6.5.4
Where number of days absent by sickness exceeds trigger point then managers will instigate the capability process. Trigger points will include 10 days in any one episode or three separate occasions within any rolling six month period. A referral (with consent) to an independent Occupation Health professional may be made as part of the capability process.
6.6
FALSIFICATION

6.6.1
Any person who knowingly makes a false statement about their sickness may be subject to gross misconduct under the disciplinary procedures, which could result in dismissal.

6.7
OCCUPATIONAL SICK PAY SCHEME (OSP)

6.7.1
You will normally be eligible for Statutory Sick Pay as set by the Government regardless of your length of service.
6.8
PART TIME AND JOB SHARE EMPLOYEES
6.8.1
The above provisions apply to part time and job share employees with entitlement pro-rata as appropriate.

6.9
TEMPORARY EMPLOYEES
6.9.1
Employees on temporary contracts of less than a year are not entitled to sick pay under the above scheme unless specific provision has been made in their original contract of employment.
6.10
STATUTORY SICK PAY (SSP)

6.10.1
SSP is payable by Phoenix Support for periods of sickness absence of four or more consecutive days, provided the employee fulfils the eligibility criteria and complies with the rules concerning notification of sickness absence.

6.10.2
SSP is payable for a maximum of 28 weeks for one period of sickness absence.  SSP will be at the standard rate is payable.
6.10.3
When entitlement to SSP has expired, employees may be eligible for Invalidity Benefits from the DSS Benefits Agency.  Phoenix Support will issue a transfer form (SSP1 (T)), in order for employees to claim directly from the DSS.

6.10.4
Certain employees are not eligible for SSP (e.g. short-term contracts of less than 3 months, those who fall sick before starting a job), in this case Phoenix Support will issue an exclusion certificate (SSP1 (E)) in order that State Sickness Benefit can be claimed from the DSS.

6.11
INJURIES

6.11.1
Absence through injury is in general to be treated in accordance with the previous paragraphs relating to sickness.  However, there are certain exceptions, as follows:

(i) Sick pay may be withheld in full or in part if an employee is injured as a result of taking part in professional sport, hazardous sporting activities or if it is attributable to the employee's own misconduct.

(ii) If an employee is eligible for and received damages of compensation for loss of earnings from a third party as a result of an accident, any sick pay given by Phoenix Support must be reimbursed by the employee.  This does not apply to awards from the Criminal Injuries Compensation Board.

6.12
ELECTIVE COSMETIC SURGERY

6.12.1
Should a member of staff of staff elect to have surgery of a cosmetic nature, advice should be taken whether there is a medical need for the surgery or not.  If there is no medical need for the surgery then no sick pay would be payable, as the employee is choosing to undergo surgery and would be absent from work.  
6.12.2
In this case alternative leave could be used e.g. annual leave request.  Statutory sick pay is only payable for the absence with an authorised medical certificate.

6.13
MEDICAL REPORTS

6.13.1
Phoenix Support reserves the right to require an employee at any time to obtain a medical certificate for any period of sickness absence, and/or to obtain medical information and advice concerning an employee’s state of health where it is relevant in relation to the employee’s work.  An employee may also be required to undergo an independent medical assessment.  

6.13.2
Failure to cooperate with Phoenix Support by not giving permission to access a medical report, by not undertaking a medical assessment, or failing, without good reason, to attend a medical assessment, will result in the forfeiture of sick pay entitlements and may be deemed as misconduct.  Where Phoenix Support incurs a cost because the employee fails to attend a medical assessment, we reserve the right to recover the costs from the employee’s pay. 

6.13.3
A written request for medical information from an employee’s Doctor/GP will always be sought before a formal request is made. 

6.13.4
If permission is withheld, it should be noted that Phoenix Support would have to make decisions concerning future employment, sick pay, etc. on the basis of information, which it has at that time.

6.13.5
Where a medical report is sought, there is a right for the employee to see that report if they so wish.  All information concerning an employee’s health will be treated in the strictest confidence.  Any fee payable in respect of a medical report will be paid for by Phoenix Support.
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