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Staff Sickness & Absence Policy


At Wickselm House, we know that working is an important part of your wellbeing and there will be times when you can't come to work due to illness. We aim to ensure that we are balancing the needs of our business together with positively and proactively supporting our colleagues to thrive.
	
Our Sickness Absence Policy helps you understand what will happen when you're too ill to come to work for a period of time, whether that be short or long term. We also want to give support and guidance to you if you need to improve your attendance, so this policy sets out our approach to managing sickness absence.

This policy doesn't form part of your contract of employment and can be amended at any time. We may also vary the procedures set out in this policy, including any time limits, as appropriate in any case.

In this policy we refer to the terms 'Disability' and 'Long term health condition'.

You are considered to be disabled under the Equality Act 2010 if you have a physical or mental impairment that has a 'substantial' and 'long-term' negative effect on your ability to do normal daily activities. A long-term health condition is an illness that cannot be cured but can usually be controlled with medicines or other treatments. It may also be known as a chronic condition.

What support is available?

We believe there are many factors that can contribute to a healthy life, including work. To help you maintain a healthy lifestyle, we can provide the following support to you when needed:

• ﻿﻿Workplace adjustments - we know that sometimes a minor adjustment to your work set up can make a big difference and we encourage you to discuss any adjustments that may help you with your manager. Suggestions to improve the working environment are always welcomed. 

• ﻿﻿Time off for medical appointments - where possible, you should arrange medical appointments outside of working hours or for as early or late in the day as possible. You'll need to let your manager know in advance that you'll be attending an appointment and therefore unable to work. Time off for medical appointments will be paid unless it reaches an unreasonable level and is having a negative impact on the business.

• ﻿﻿Occupational health - an independent organisation who are able to provide advice on how best we can support you both in the workplace and in your recovery from a period of ill health. Please speak to your manager if you would like more information about this.

• ﻿﻿Paid sick leave - depending on whether you have passed your probationary period, along with the reason and frequency of your sickness absence, the Company may offer full pay for up to three months (Company sick pay). Pay may restart once a period of 12 months has elapsed from your last paid sick day. The full details of what sick pay you will be eligible for is detailed later in this policy.

What should I do if I can't come to work?

If you can't come to work because you feel unwell or have an injury, you need to let us know. You should call your manager as early as possible so that cover can be arranged. You should call in every day of absence unless your manager has agreed to something else in the circumstances. 

During this call, your manager is likely to talk to you about:

· The nature of your absence and how long you expect to be off work

· The best way to contact you whilst you are off


If you become ill when you are at Wickselm House and need to leave, you should let your manager know. It's important we know you've left, if for example we need to evacuate the building.

It's important that you follow the absence reporting procedure laid out in this policy for every absence. If you don't notify your manager that you are unwell and unable to work, this will be considered as unauthorised absence and will be dealt with under the Disciplinary Policy and procedures. In this scenario, you would not be considered for Company sick pay.

Please note, irrespective of the length of your absence and predicted return to work dates, we will still expect to have regular contact with you, which will usually involve a weekly check in meetings.

Returning to work

When you return to work, your manager will arrange a 'return to work' meeting with you. During this meeting, they will discuss with you whether there are any adjustments that could be put in place at work to help you or prevent any further absence.

If you require any adjustments to help you either return to work, or to remove barriers whilst at work, your manager can help you with this.

If you are absent for seven calendar days (or less), on your return your manager will complete an absence form for you, this is known as a period of self-certification.

If you are absent for more than seven calendar days, you will need to provide a Fit Note, stating the reasons you were not fit for work. This can be obtained from a variety of healthcare professionals including your GP, pharmacist, or physiotherapist. The Company will not reimburse the cost of these certificates.

Fit notes should be provided as soon as possible to ensure you remain eligible to be considered for Company sick pay. Depending on your length of absence, we may ask you to provide a copy of your Fit note whilst you are still absent, rather than once you have returned to work.

Please note we retain absence records and medical certificates for the purpose of monitoring sickness absence, subject to the requirements of the Data Protection Act 2018. This data is used to identify trends, absence levels and the reasons for absence.



How will my absence be calculated?

To calculate your percentage absence, we will look at the number of days (or hours) absence you have had and divide this by the total possible number of days (or hours) you could have worked in the relevant period.

Example scenario Absence Calculation

· A full-time employee has reached the end of probation having had 6 days absence
6 / 130 (possible working days) = 4.6% Absence

· Full time employee who has had 15 days absence in the last 12 months
15 / 260 (possible working days) = 5.7% Absence

· Full time employee on absence plan who has had 6 days absence whilst being on
their absence plan 
6 / 130 (possible working days) = 4.6% Absence

· A part time employee (0.8FTE), who has had 56 hours absence in the last 12 months
60 / 1456 (possible working hours) = 4.1% absence


Will my absence be paid?

During your probation period

You may receive full pay for sickness absence during your probation period, but this will cease after the second occasion or if your sickness absence levels go above 4%.

If your absence is because of a disability or long-term health condition, you may receive full pay for up to a maximum of 1 and a half months.

Once your Company Sick Pay has stopped, you may be eligible to receive Statutory Sick Pay (SSP).

Once you have passed your probation

You may be eligible to receive full pay for up to four occasions or 4% of sickness absence in a rolling 12-month period (Company Sick Pay). If your Company Sick Pay stops (i.e. you have been absent on more than 4 occasions or 4% in a rolling 12-month period) it will not restart for a period of 12 months from your last paid sick day. You may however be eligible to receive Statutory Sick Pay during this time.

If your absence is due to a disability or long-term health condition, you may receive full pay for up to 3 months in a rolling 12-month period (Company Sick Pay). In exceptional circumstances (e.g. a terminal cancer diagnosis) your case will be reviewed. If your Company Sick Pay stops (i.e. you have been absent for more than a total of 3 months in a rolling 12-month period), it will not restart for a period of 12 months from your last paid sick day. You may however be eligible to receive Statutory Sick Pay during this time.

Please note, your absence pay also may be stopped if;

• ﻿﻿You don't follow the Absence policy (including the reporting procedure)

• ﻿﻿You are off sick for seven days or more, and don't provide the required FIT

• ﻿﻿You don't attend a scheduled Occupational Health appointment (without good reason or without giving the required notice). (Pay may re start once you have attended the rescheduled appointment)

• ﻿﻿You are absent from work due to sickness pending any investigation, disciplinary or performance improvement meeting

• ﻿﻿We have evidence that you're behaving in a way that's inconsistent with the reason for your absence or engaging in activities (e.g. other work, paid or unpaid, sports or hobbies) that are likely to delay your recovery or make your condition worse.

• ﻿﻿You fail to maintain regular contact with us during your period of ill health

• ﻿﻿You are unable to demonstrate the steps that you are taking to support your recovery

• ﻿﻿We notice there is a pattern to your periods of absence (such as every Tuesday after a bank holiday weekend or the day after a big social or sporting event),

If your sickness absence is pregnancy related and certified as such by your doctor, you may be eligible to receive full pay for up to 3 months. If the sickness absence continues, in the four weeks before your expected week of childbirth, your maternity pay will start automatically and will replace sick pay.

If you exhaust company sick pay but continue to be absent from work, this may mean it is no longer possible to deduct any salary sacrifice arrangements you have in place from your monthly salary. In this situation, the manager will contact you to discuss alternative payment arrangements.

Statutory Sick Pay (SSP) will be paid if you meet the relevant requirements and have been absent from work for four or more consecutive days. This will be paid through payroll, usually the month following your absence. If you are excluded from receiving SSP or have exhausted your SSP entitlement, you may be entitled to claim sickness benefits from the Government. More information on SSP can be found at www.gov.uk/statutory-sick-pay/overview 

How will be my absence be managed?

During your probationary period

If your absence levels reach 4%, or you have had 2+ occasions of absence, your manager will arrange an informal absence review meeting with you. The purpose of this meeting is to discuss whether any additional support is required to prevent further absence. In addition, your manager will set out their expectations of you in relation to future absence.

If your sickness absence exceeds 6% and/or 4 occasions, or 10% and/or 8 occasions if its due to your disability or long-term health condition, this could result in the failure of your probation.

If your overall attendance level is below 90% at the end of your probation period, this may also result in the failure of your probation. (To calculate this, we will consider the maximum possible number of days you could have worked and then look at all absence during this time (e.g. unpaid leave but excluding annual leave).

Once you have passed your probation

If your absence levels reach 4% and/or 4+ occasions, your manager will hold an informal absence review meeting with you. The purpose of this meeting is to discuss whether any additional support is required to prevent further absence. In addition, your manager will set out their expectations of you in relation to future absence.

If your absence levels continue to increase and go above 6% and/or 6 occasions you will be invited to a disciplinary meeting, and an outcome of this meeting may be that you receive a first written warning. This will be extended to 10% and/or 8 occasions if it's because of your disability or long-term health condition.

Following this meeting, a formal absence plan may then be discussed with you.

The plan will involve setting formal targets that you will need to keep your absence below. Plans will usually last for a minimum of 6 months with monthly discussions, during which time you will be expected to keep your absence below 4% (3 occasions). If you are not able to achieve these targets, you may be invited to a further disciplinary meeting which may result in a final written warning. This target will be extended to under 8% and/or 4 occasions if it's because of your disability or long-term health condition.

Following this a further absence plan of the same structure will commence, which may lead to a further disciplinary meeting and dismissal.

Please note, if you have passed an absence plan but still have a disciplinary sanction on file, you will be expected to keep your absence under 6% and/or 6 occasions or 10% and/or 8 occasions if it's due to your disability or long-term health condition. If you are unable to achieve this, you may proceed straight to a further disciplinary meeting. If you have been on a formal absence plan in the previous 24 months and your absence exceeds the triggers a second time, your case will be reviewed.

Depending on your absence levels and reason for absence, it may be necessary to commence a formal absence plan whilst you are still absent. This will be discussed with you in advance. We will also consider your overall attendance levels when determining if a plan will start, or if further absence will be paid.
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