MODEL POLICY PACK – Document 8

ABSENCE MANAGEMENT POLICY



This document assumes that your Board of Trustees has at least 5 members, including the Chair, and will need to be reviewed if this is not the case. 

Depending on your organisation’s size and structure, parts of this document may place responsibilities on the Chair of the Board of Trustees which are separate from the responsibilities of an employee's line manager. In cases where an employee is directly managed by the Chair, another Board nominee will need to take on the 'second tier' functions laid out in this document. 

You must take particular care that your absence management policy does not inadvertently lead you to discriminate against people with disabilities and thus to contravene the Disability Discrimination Act. The requirement to make “reasonable adjustments” could include accommodating the effects of a disability by “adjusting” some terms of your policy in relation to absences which are the direct result of a disability. This might apply in particular to the way in which you monitor and record Disability Leave (as opposed to Sickness Leave) and how you deal with “trigger points”.

Section A

1. General principles

2. Sickness – notification and certification (extract from Terms and Conditions of Employment)

3. Sickness monitoring

4. Return to work contact

5. Employees with disabilities

Section B

6. Short-term or intermittent sickness absence – trigger points and reviews

Section C

7. Long term sickness absence – support, reviews, return to work

Section D

8. Example pay schemes (Examples 1 – 7, adapted from actual practice)

SECTION A

1. GENERAL PRINCIPLES 

1. [Your organisation] is committed to the health and welfare of its employees. However, [your organisation] has very limited resources for covering staff absence. This policy is designed to ensure that all staff absent from work due to sickness are dealt with compassionately and fairly and that the organisation is able, as far as possible, to maintain staff effectiveness.

2. Sickness absence from work will be assumed to be genuine. [Your organisation] will strive to ensure that sick employees are dealt with in a sensitive and caring manner.

3. [Your organisation] recognises that the ill health of one member of staff can seriously affect the well being of other staff members by imposing additional burdens of work or by disrupting management and support structures. [Your organisation] will attempt to take account of the needs of the whole organisation in resolving any problems.

4. High levels of staff sickness generally may indicate problems with the working environment of [your organisation] and should be investigated as such by the Board of Trustees.

5. Line managers will keep up to date on progress during absence and arrange home visits and support as appropriate.

6. Absence from work through sickness or because of injury does not affect continuity of employment and does not of itself exclude an employee from the right to be involved in any consultations with management that are relevant to their future employment and would, had they not been absent, have involved her/him. Staff who are absent because of sickness or injury will not, however, be required to participate in any kind of work or consultation.

7. Recruitment. Job applicants will be asked in their application form to provide details of any aspects of their health and/or disability that might affect their ability to perform the job in question. Where the applicant is in other respects suitable for the post but health/disability might be a problem, ways of dealing with this will be discussed with the applicant by the interviewers with a view to resolving any difficulties. Referees will be asked to comment on the sickness record of the applicant who is offered the job, along with the usual questions about general suitability, honesty etc. Applicants will be told in advance that this will happen. Any concerns can then be discussed with the applicant prior to their taking up the job.

8. Sickness during annual leave. If staff are sick during holiday periods this is not counted on their sickness record, nor is compensatory time off allowed.

9. Holiday pay entitlement while sick. Holiday will continue to accrue during any period that an employee is off sick and still in receipt of sick pay (statutory sick pay or contractual sick pay) from the organisation. (Please note that holiday entitlement whilst on maternity, paternity or adoption leave is different – see Parental Leave and Pay policy.)

10. All staff dealing with employees who have been absent and who have access to absence records must have due regard to the need for confidentiality.

11. Communication. [Your organisation] will provide each employee with a copy of this statement as part of his/her induction. Line managers and employees should aim to discuss informally, as early as possible, any health matters which are of concern either to the line manager or the employee him/herself. 

12. Health promotion. [Your organisation] will endeavour to promote and develop policies that lead to a healthy workforce. The Board of Trustees, as the employer, has a general duty to provide a safe working environment for staff. Each employee also has a responsibility to observe safety procedures, to report accidents and to follow fire procedures.

13. Because [your organisation] is a small organisation in terms of staff numbers, finances and other resources, there is likely to be only limited opportunity for rehabilitation, redeployment or counselling. However, where existing employees are found to be incapable of continuing their current duties due to ill health, these options will be carefully considered.

14. The policy requires that reports from an employee’s GP and/or other independent medical practitioners may be requested. Employees will be asked for their permission to gain access to medical records prior to any request for a report or examination. Employees will also have the right to see such a report and to add their own comments if they wish before deciding whether or not to give permission for its release to [your organisation]. Where this permission is not forthcoming, or where an employee does not comply with a request for independent medical examination, [your organisation] will need to make decisions relating to possible future action under this policy on the basis of the medical evidence available to them.


See model letters for seeking medical reports in the Personnel Forms section.

15.

Other disciplinary matters. Where an employee is (or becomes) involved in 
other disciplinary matters, the sickness procedures may be superseded by 
disciplinary procedures.


2. SICKNESS – NOTIFICATION and CERTIFICATION 

(The following 3 paragraphs are a copy of the relevant paragraphs in the Terms and Conditions of Employment, given to provide the context for the following. You do not need to repeat them here unless you think it would be helpful to do so.)
[The following procedure must be followed to ensure staff are paid accurately. If this procedure is not adhered to it may affect accurate payment of salaries. 

Notification

The employee or someone acting on their behalf must contact the office by 9am if possible, and never later than 10:30am.  This contact is to notify the line manager of the first day of absence, indicating the nature of the illness and the expected date of return. If the illness continues beyond the expected date of return, the employee or their representative must ring in again giving the new expected date of return.
Certification

Any illness of 7 days or less must be self-certificated on return to work on the form provided. For illness of more than 7 days (including weekends) a doctor's certificate is required.  In the interest of health and safety if an employee returns to work before the end of the certificated period, they must obtain a certificate authorising their fitness to return before resuming work.]

3. SICKNESS MONITORING

Line managers should ensure that individual sickness records are kept for each employee, showing details of absences, reason, and whether they are self certified or medically certified. Where possible, and where the employee concerned explicitly agrees, records should also note if the sickness absence is the direct result of a recognised disability. (You may choose to keep separate records for disability related absence and record this a “Disability Leave” rather than “Sickness Leave”. See below for the implications of this.) On returning to work, all staff must countersign their sickness records kept by line managers. Individual records should be updated after each absence and reviewed by the line manager on a regular basis. Sickness records are confidential. They should be kept for three years and then destroyed.

Monitoring Disability Leave.

Depending on the circumstances, Disability Leave (as opposed to Sickness leave) will be disregarded or dealt with separately when responding to trigger points. Disability leave should never be seen as a disciplinary issue, though it may require consideration of alternative strategies for ensuring that necessary work gets done. It may also be necessary to discount all or some disability-related absences for the following purposes:

· performance appraisals, especially when linked to bonuses, ongoing professional development and pay rises

· references

· selection criteria for promotion

· selection criteria for redundancy

In some cases Disability Leave may also be treated separately by making discretionary adjustments to sick pay or leave entitlement (such as a discretionary extension of contractual sick pay, allowing unpaid 'disability leave' or allowing additional time off as part of annual leave).

(A model Sickness Record Form and self certification form are included in the section on Personnel Forms at the end of this pack)

4. RETURN TO WORK CONTACT

After each period of sickness absence the line manager should, as part of their normal working contact, see (or talk to by phone) all employees in private either on their return to work or as soon as possible thereafter. Employees will also need to countersign their sickness record (‘self-certify’). The aim of this contact is to ascertain that employees are fit for work and to check whether there are any continuing health problems or if they need support in any way. The idea is not to give any sort of disciplinary warning or threat or to treat every case as suspicious. It is, rather, an opportunity to express concern.

5. EMPLOYEES WITH DISABILITIES

In all cases of sickness absence the line manager must ascertain if the ill health or mental health of the employee comes under the definition of disability (as defined within the Disability Discrimination Act 1995), note this on the sickness absence record if the employee concerned explicitly agrees and act accordingly. (You may choose to keep separate records for “Disability Leave” as opposed to “Sickness Leave”.) In general this will mean considering whether ‘reasonable adjustments’ can be made to the employee’s working environment or to their job description in order to accommodate the disability. It should also mean that “trigger points” are used to consider such adjustments and not as disciplinary concerns when conducting the review procedures outlined below. It may also involve seeking specialist advice from an appropriate employment / disability agency. Where no reasonable adjustment is identified or where the resources of the organisation make such an adjustment impossible or impracticable, the procedures will proceed as described below.

SECTION B

6. SHORT TERM OR INTERMITTENT SICKNESS ABSENCE

Intervention levels - Trigger points

The following trigger points will operate for formal management intervention in cases of short term sickness absence:

1. Where the employee has had four separate absences lasting a working week or more within a twelve month period or
2. Where a full time employee has had twelve days of ‘self-certified’ absence (5-day a week staff), 9½ days (4-day a week staff), 7 days (3-day a week staff) or 5 days (2-day a week staff) within a twelve month period, or

3. Where any unacceptable trend is identified (e.g. repeated absences linked to weekends or other breaks).

First Formal Review Meeting

(The policy allows for either the Chief Officer or the Chair to be involved at this stage if the matter is felt to warrant it. Which of these you choose will depend on the size and structure of your organisation.) 

Where an employee has reached one or more of these trigger points, the line manager will carry out a review of the record at the conclusion of the current period of sickness and will formally discuss the issue with the employee. The [Chief Officer/Chair of the Board of Trustees] will be consulted and may also be present at this meeting if appropriate. The extent of the [Chief Officer’s/Chair’s] involvement at this stage will depend on a number of factors, including the pattern of absence, the employee’s record and general sickness absence levels within the team. This meeting will not necessarily imply disciplinary action, but will primarily aim to resolve difficulties, from both the perspective of the organisation and the individual employee. Since this is a formal meeting, the employee will be advised of their right to be accompanied by a trade union official or other mutually acceptable companion of their choice and will be given sufficient prior notification of the meeting to make any necessary arrangements.

An employee who prefers not to discuss his/her medical condition with the [Chief Officer/Chair] because of the sensitive or personal nature of the information, may choose instead to have the matter referred to a member of the Board of Trustees of the same sex as themselves.

Following the review of the sickness record, the [Chief Officer/Chair] and line manager will need to agree with the employee an appropriate course of action. Some of the options for consideration are:

· Agree there is no need for immediate action

· Agree to continue to monitor the situation over a specified timescale (maximum one year)

· Attempt to resolve any working difficulties, especially (but not exclusively) by making “reasonable adjustments” if the absences are related to a disability.

· Advise the employee to consult his/her GP

· If the timing is appropriate, seek a medical opinion from the employee’s GP or another nominated medical practitioner for the purposes of a report on her/his health as it relates her/his absence from work and fitness for her/his employment. As required by law, [your organisation] will always seek the written permission of the employee concerned before contacting their GP or another medical practitioner.

The outcome of the meeting will be confirmed in writing within three working days.

(See model letters for seeking medical reports in the Personnel Forms section. Seeking medical reports should not be done without good reason and it may be more appropriate to do this at a later stage when the medical situation may be clearer.)

Review period

In the period following the initial meeting the line manager may undertake follow-up action and discuss the matter further with the employee as necessary. The sickness record will be kept under review and if there is no satisfactory improvement within the specified timescale as determined at the initial meeting, a second formal meeting may take place.

Second Formal Review Meeting

Where absences continue at an unsatisfactory level, for example when time off for sickness continues at levels similar to those set out in section 2 above, the employee may again be required to meet formally with the line manager and the [Chief Officer/Chair of the Board of Trustees] to explore reasons for continuing absence. The [Chief Officer/Chair] must be involved at this stage.

The employee will be told in writing that the purpose of the meeting is to formally express concern about the continuing level of absence with an outline of the details causing concern. He or she will be given the opportunity to be accompanied/represented by a trade union official or other mutually acceptable companion of his or her choice and will be given sufficient notice of the meeting to make necessary arrangements (at least three working days). At the meeting, the [Chief Officer/Chair] will again outline the cause for concern and the employee (or his/her representative) will be given a chance to respond.

Before deciding on any action, the [Chief Officer/Chair] should consider:

· the overall sickness record

· any medical evidence, including any factors relating to a recognised disability

· any mitigating factors/explanations presented by the employee

· the degree of disruption caused by the absence

· the likelihood of improvement

· the employee’s length of service and past work record.

The [Chief Officer/Chair] may choose one or more of the following options:

· agree that there is no need for immediate action but to keep the sickness record under review for a specified period (maximum of one year)

· attempt to resolve any working difficulties especially (but not exclusively) by making “reasonable adjustments” if the absences are related to a disability.

· defer a decision pending further medical reports or other evidence concerning the employee’s health as it relates to her/his absence from work and fitness for her/his employment. As required by law, [your organisation] will always seek the written permission of the employee concerned before contacting their GP or another medical practitioner.

(See model letters for seeking medical reports in the Personnel Forms section. Seeking medical reports should not be done without good reason and you need carefully to consider the timing of such a request and exactly what you want to establish. However you should not normally consider dismissal on health grounds without first attempting to gather relevant medical evidence.)

· consider transferring the employee where possible or appropriate

· formally notify the employee in writing that their attendance is unacceptable and that this is having a detrimental effect on the performance of their duties and set a timescale for improvement (maximum of one year)

· formally notify the employee in writing that their employment is liable to be terminated due to incapability on grounds of ill-health unless an acceptable standard is reached within a given timescale.

Final Review meeting

(The statutory 3-step procedure for dismissal will apply at this stage. Please see the Disciplinary procedures for more detail.)

If another review period has been stipulated at the second formal meeting, and it is apparent that the desired improvement has not taken place, and there are no acceptable mitigating circumstances identified, then a further review meeting may be held on the same terms as the second meeting. The Chair of the Board of Trustees must also be involved at this stage [or a further member of the Board if the Chair is already involved]. The employee will be notified in writing that this meeting could result in the termination of her/his employment due to incapability on grounds of ill-health. The employee must always be given the opportunity to be represented/accompanied when termination of employment is a possibility.

Any decision to terminate employment will be made by the line manager, [the Chief Officer/Chair] and the [Chair or additional member of the Board of Trustees] involved above. 

Appeal

The employee will have a right of appeal against a decision to terminate employment to a panel of up to three people selected from the remaining members of the Board of Trustees. Such an appeal will normally be held within 2 weeks of the original decision to dismiss, but may be delayed by agreement of the appeal panel for an additional 3 weeks to gain further medical information. The employee will be responsible for the cost of any additional medical reports required at this stage, assuming that [your organisation] has already completed a reasonable process of requesting medical information.

Non-attendance at Review Meetings

Where an employee fails to attend a sickness absence review meeting without evidence of good reason for non-attendance, then the [Chief Officer/Chair] and line manager (and Board of Trustees’ Chair or other representative at Stage 3) will decide how to proceed. The employee will be informed of their decision in writing within three working days. 

SECTION C

7. LONG TERM SICKNESS ABSENCE

(It is important to ensure that you do not discriminate against an employee on grounds of a disability. Where sickness absence is the result to a condition which falls under the Disability Discrimination Act, you must make every effort to make “reasonable adjustments” to work practice and equipment to enable the employee to remain in work. This is of course good practice with regard to any employee experiencing long term medical problems.)

Long term sickness is regarded as a continuous absence of four consecutive weeks or more.

It is important to recognise that dealing with long-term sickness is not usually a disciplinary issue. Warnings to genuinely sick employees on grounds of ill health are inappropriate.

Many cases of long-term sickness involve substantial personal and medical confidentiality and all staff involved in the monitoring procedures must respect this.

A key element in the management of long term sickness is to maintain regular agreed contact with employees. This contact is important both to ensure that the employee feels supported/informed during their absence and to assess the likely duration of the absence for operational purposes. Contact should, if possible, be two-way and may be achieved by post, by telephoning the employee at home, arranging for the employee to visit the office or by visiting the employee at home (with prior agreement and notification). The purpose of the contact is to:

· provide appropriate support

· enquire into the medical position

· establish whenever possible when the employee will be able to resume work

· ascertain what steps the employee and/or employer can take to aid recovery

· determine what action, if any, to take.

Initial review

Where an employee has been absent for a continuous period of [four weeks] or longer, the line manager and [Chief Officer/Chair of the Board of Trustees] will meet, together with the employee if appropriate and if they wish to be present, to determine future action. The employee need not be present if this would cause stress or anxiety or if the situation is clear. The line manager will report on her/his discussions with the employee and following the meeting will report back to them to confirm the substance of any options or decisions. These could include:

· no further action

· offering support to the employee, both in relation to the medical condition and also with regard to any working difficulties and any personal or emotional difficulties. This could, for instance, involve changes in hours, location, duties or physical aids/adaptations

· considering a phased return to work

· examining the possibility of alternative employment, either in or outside the team

· determining if and when further review meetings will be held to consider developments.

(If you feel that the circumstances around a long-term absence are unlikely to be clear after only 1 month, you may wish to delay an initial review meeting for 2 or 3 months. Alternatively, you could follow the above model but assume that in most cases the final option of further review meetings will be adopted.)

Further review meetings/ seeking medical reports

The nature of further review meetings to reconsider the above options will depend on the circumstances of the case. It is important that the situation is monitored and regularly reconsidered in the light of medical or other developments, so that both the employee and the organisation can be helped to manage the situation and to make informed decisions. However, it is also important to treat the matter sensitively and with due regard to the effects of stress and anxiety on an employee who is genuinely sick. Reviews should be approached in the spirit of offering support. Further review meetings may thus be more or less formal. 

In some cases, where it is possible that termination of employment may become an option, the employee should be made aware of this and invited to bring a companion/representative to any meetings. Written notice should be given of meetings and the outcome should be recorded and agreed. If appropriate, these review meetings may involve the Chair of the Board of Trustees. 

Further reviews may also decide to seek a medical report from the employee’s GP for information about her/his health as it relates to her/his absence from work and fitness for her/his employment. As required by law, [your organisation] will always seek the written permission of the employee concerned before contacting their GP or another medical practitioner. Seeking medical reports should not be done without good reason, for instance to get a diagnosis of the operational implications of the absence and to identify any appropriate support measures. To ensure that a relevant report is prepared, as much background information should be given as possible (e.g. current duties, job description, sickness record) together with a clear indication of the advice required. [Your organisation] will pay any necessary doctor’s charges for supplying this information.

(See model letters for seeking medical reports in the Personnel Forms section)
Final review meeting

Unless there are exceptional circumstances, no employee will be dismissed on medical grounds where medical reports indicate that they are likely to return in the foreseeable medium term. 

However, if the medical prognosis warrants it, a final review meeting may be held with [the Chair of the Board of Trustees/ an additional member of the Board] to consider medical retirement or termination of employment on the basis of ill health incapability. This meeting may make the decision to terminate employment so the statutory 3-step procedure must be followed. 

The employee must always be given the opportunity to be represented/ accompanied when termination of employment is a possibility. Any decision made must be communicated to the employee in writing within three working days.

Appeal

The employee will have a right of appeal against a decision to terminate employment to a panel of up to three people selected from the remaining members of the Board of Trustees. Such an appeal will normally be heard within 2 weeks of the original decision to dismiss, but may be delayed by agreement of the appeal panel for an additional 3 weeks to gain further medical information. The employee will be responsible for the cost of any additional medical reports required at this stage assuming that [your organisation] has already completed a reasonable process of requesting medical information.

Support for those returning after long term absence

It is important to recognise that for some employees a return to work can be stressful and that anxiety can build up around this time. Prior to the employee’s return the line manager must meet with them / make contact and find out what sort of support will help their re-introduction to the workplace e.g. reduced hours, reallocated duties (temporary or permanent), re-training, supervisory support or other reasonable adjustments. It is vital that a re-entry strategy is developed for employees returning after a period of long-term absence. However, the level of support offered must be realistic within the resource constraints of [your organisation].

Other relevant policies:

Written statement of Employment Particulars

Health & Safety

Recruitment

Grievance and disciplinary procedures

Performance management procedures

Relevant legislation:

Disability Discrimination Act 1995

Dispute Resolution Regs 2004

The Data Protection Act 1998

The Social Security Contributions and Benefits Act 1992

Access to Medical Reports Act 1988

Further information

See model letters for seeking medical reports in the Personnel Forms section.

Acas have a useful “Self help guide” at 

www.acas.org.uk/index.aspx?articleid=1206 

The Disability Rights Commission produces useful leaflets about “reasonable adjustments”. You can find these on www.drc-gb.org.uk under “Employment Publications”, especially EMP11 “Sick Leave, sick pay and medical appointments”
SECTION D

EXAMPLE SICK PAY SCHEMES

The following schemes are given as examples not as recommended models. Each one demonstrates a different approach and you may adapt or combine them in any way you choose. 

Acas produces a useful “Self help guide” to producing a company sick pay scheme on their website: http://www.acas.org.uk/index.aspx?articleid=1206. They suggest that you consider: 

· who is covered (be careful not to discriminate against fixed term or part time workers) 
· the level of benefit (i.e. how long the employee is on full pay, how long on reduced pay, whether contractual sick pay is linked to length of service and/or absence records, whether contractual sick pay is calculated over a calendar year or a rolling period, how long an employee should be back at work to be eligible for a new period of contractual pay) 
· whether you will pay during the first few days of sickness 
· what happens if the absence is due to workplace injuries 
· notification and certification procedures 
· any exclusions and 
· whether sick pay can be reclaimed if the employee is sick while on holiday.
Experience shows that it is especially important to consider how (and whether) entitlement will continue to be earned if an employee is absent for periods exceeding one year, whether because of continuous or recurring sickness.

Case law suggests that the rigid observance of normal criteria for administering contractual sick pay may in some circumstances be said to discriminate unfairly against someone who has been absent because of a disability as defined under the Disability Discrimination Act 1995. In order to make “reasonable adjustments” to working conditions in respect of a disability, you should consider disregarding any absence caused by such a disability when reckoning length of absence. Please refer to the above policy and to Personnel Forms 1 & 2 at the end of this pack for suggestions about how sickness absence might be recorded to allow for this. Remember that what is considered a “reasonable” adjustment will depend on your organisation’s needs and resources.

In order to comply with Age Discrimination legislation workers with more than 5 years service should not continue to accrue more favourable terms and conditions of work than those who have less than 5 years service. Therefore benefits based on length of service should not continue to increase beyond the 5th year.
Example 1

During the probationary period the Statutory Sick Pay (SSP) regulations will apply.

After satisfactory completion of the probationary period, sick pay will be paid in accordance with the SSP Regulations but [your organisation] will pay employees their usual salary on the waiting days and will pay the difference between SSP and the employee’s usual salary for up to 4 weeks in any one year (from 1 April to 31 March). (NB Most organisations would prefer to base benefits on a rolling year, not a calendar year as here.)
Example 2

Providing that the procedure for notification and certification has been followed, Statutory Sick Pay will be supplemented by [your organisation] to a maximum of 12 weeks full pay and 12 weeks half pay. 

Where the level of sick pay is less than Statutory Sick Pay levels, the employee will be entitled to the SSP amount.

Sickness payments will be calculated on a cumulative basis within a rolling 12 month period, e.g. a person returning to work in April after 13 weeks sickness who has a further 4 weeks period of sickness in August will receive half-pay for this second period.
Example 3

When your appointment has been confirmed you will be entitled to company sickness payments. The maximum number of weeks for which sickness payments are paid in a 12-month period is:
· During the first year of service, 4 weeks full pay and 4 weeks half pay.

· During the second year of service, 2 months full pay and 2 months half pay.

· During the third year of service, 3 months full pay and 3 months half pay.

· During the fourth year of service, 4 months full pay and 4 months half pay.

· During the fifth year of service and thereafter, 6 months full pay and 6 months half pay.

Any periods of paid sickness absence (including self-certified absence) in the 52 weeks immediately preceding the commencement of a new period of sickness absence will count against the above entitlement (ie a “rolling year”).

Once the full entitlement for one 52 week period has been paid, entitlement to pay for a following period of sickness will only occur if the periods of sickness are separated by more than thirteen weeks. The thirteen weeks is deemed to begin on the last day of sickness. 

In cases of prolonged sickness outstanding holiday pay will be paid and the sick pay reduced by the number of holiday days which are paid.
Example 4

You will be paid for a limited amount of time off sick.  This will be calculated according to the number of years you have been continuously employed by [your organisation] (see below). Full pay/half pay refers to your agreed rate of pay at the hours (pro rata for part timers) worked at the time you are sick.

In your first three months of working for [your organisation] you will not be paid for time taken off sick, except where Statutory Sick Pay applies.

If you have more than 3 months but less than 2 years continuous employment with [your organisation], you will be paid up to 3 weeks full pay, and 3 weeks half pay for time you take off sick in any one period of 12 months.

If you have more than 2 years continuous employment with [your organisation] you will be paid up to 6 weeks full pay, and 6 weeks half pay for time you take off sick in any one period of 12 months.

If these amounts are less than the statutory minimum sick pay, you will be paid the statutory minimum amount.

Example 5

In the event of absence through sickness or incapacity, the employee will in any twelve month period be entitled to sickness pay as follows:-

a)
during the probationary period, two week’s pay inclusive of any Statutory Sick Pay;

b)
after the probationary period but during the first year of continuous employment, one month’s pay inclusive of any Statutory Sick Pay;

c)
after two years of continuous employment, two month’s pay inclusive of any Statutory Sick Pay or National Insurance benefits.

d) 
after three years of continuous employment, three months pay inclusive of any Statutory Sick Pay.

e) 
after four years of continuous employment, six months pay inclusive of any 
Statutory Sick Pay.

Example 6

Sick leave with pay is as follows:

Years of service

Full Pay


Half Pay
1st  and 2nd 

 
1 month


1 month

3rd to 4th


2 months


1 month


5th and further years
3 months


1 month

Periods of paid sick leave are accumulated during a rolling 12-month period. Staff will only be given the stated period of paid sickness leave once during the rolling period.

Example 7

You are entitled to sickness payments, in any one period of twelve consecutive months, on the basis shown below. The contractual benefit shown is inclusive of any statutory sick pay (SSP):

	Length of service
	Contractual benefit
	Total months sick pay

	under 6 months
	1 month full pay
	1

	6 to 11 months
	1 month full pay, 2 months half pay
	3

	12 to 23 months
	1 month full pay, 1 month 90%, 2 months half pay
	4

	24 to 35 months
	1 month full pay, 3 months 90%, 4 months half pay
	8

	36 to 48 months
	1 month full pay, 4 months 90%, 5 months half pay
	10

	over 4 years
	1 month full pay, 5 months 90%, 6 months half pay
	12
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