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[NAME OF COLLEGE/INSTITUTE] 

SICKNESS ABSENCE MANAGEMENT 

POLICY AND PROCEDURE
POLICY STATEMENT

The college/institute recognises and accepts its responsibilities as an employer to take all reasonably practicable steps to ensure that employees are able to work in an environment that is safe and without risk to their health, safety and welfare.

The purpose of this policy and accompanying procedure is to establish a clear framework for managing absence in the interests of our employees and students.  The policy applies to all employees.

It is the responsibility of [name of college/institute] both as an employer and as a service provider to ensure sickness absence is controlled effectively.  This is in the interest of all employees of the [name of college/institute] and all of those individuals and groups for whom a service is provided.

Employees of [name of college/institute] are expected to attend for work regularly.  However, the [name of college/institute] does not require, nor does it wish, employees who are unfit for work to attend.  In complying with this policy, employees are expected to keep sickness absence to a minimum by:

· Maintaining reasonable health standards
· Not permitting a minor ailment to prevent attendance at work
Reliable data on sickness absence is vital to informing effective policy and practice. A standard procedure for the reporting and recording of sickness absence is therefore an essential requirement so that the college/institute can identify patterns and trends and take action at college/institute level if appropriate. The college/institute will adopt a fair and consistent approach to the management of sickness absence across all departments and for all categories of staff.

Statistical information on sickness absence shall be made available, upon request, on at least an annual basis to the Governing Body and to recognised trade unions/staff associations.

The policy also aims to achieve:

· the promotion of employees’ health and welfare

· the identification of changes necessary in working practices or environment so as to reduce the impact of sickness absence

· effective operational management.

The policy recognises the college’s/institute’s obligation under disability discrimination legislation.

[Name of college/institute] is committed to ensuring that employees suffering from ill-health, including physical or mental illness are treated with understanding and sensitivity.
These procedures will at all times be implemented with tact and sensitivity and confidentiality will be maintained.  The application of the procedures will be monitored by the college/institute.
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1.
SICK PAY

1.1
The college/institute provides a supportive occupational sick pay scheme which is designed to alleviate hardship and anxiety on those occasions when employees are unable to carry out their duties due to illness or injury.  Information on where the scheme can be accessed can be found in the relevant statement of main terms and conditions of employment/employment contract and from the HR/Personnel Department.  

1.2
Paid sickness absence is designed to facilitate a full and proper recovery.  Sickness absence is not an extension of leave, an alternative to special or unpaid leave or an entitlement to a certain number of days per year.

1.3
All employees should note that the misuse of the sick pay scheme is regarded as misconduct and will be dealt with under the relevant Disciplinary Procedure.

2.
MONITORING
2.1
[Name of college/institute] views the management of sickness absence as extremely important, both in the interests of the employee and the college/institute and therefore the sickness record of all employees will be monitored by the [HR/Personnel Office].  Throughout this process, all information concerning an employee's health will be treated confidentially and in accordance with the Data Protection Act. 

2.2
Reports will be available from the [HR/Personnel Office] to help line managers monitor sickness levels and full records of absence will be maintained so that line managers have full and accurate information on which to act if an employee's sickness record gives cause for concern.  Statistical information and trends in absence shall be made available, upon request, to the recognised trade unions and provided on an annual basis.  

2.3
If requested, information relating to an employee’s sickness absence will be made available to that employee, in compliance with data protection legislation.

2.4
Monitoring absence in a systematic way facilitates an early identification of potential health problems and instances of working practices or environments which may contribute to sickness absences.

3.
TYPES OF ABSENCE
3.1
Sickness absence whether short term and intermittent or long term can fall into a number of categories

Category 1 - a one off absence

Category 2 - a series of absences due to one diagnosed cause

Category 3 - serious long term illness

Category 4 - absences due to minor unrelated illnesses.

3.2
Management of each type of illness may require a different approach.  

3.2a
In the first category a period of recuperation and possibly therapy will usually be sufficient to enable a complete return to work. Absences falling into the second and/or third category may require an exploration of the possibility of redeployment into another job, redesigning the employee's current job or changing the employee’s work pattern. Absences falling into the third category may lead to ill-health early retirement or termination of employment.

3.2b
In relation to the fourth category, the frequency and pattern of a series of absences due to minor and unrelated illnesses will normally be discussed with the employee, at which time referral to the college's/institute’s occupational health service may be considered to seek to identify if there is evidence of an underlying medical cause.  Such absenteeism also impacts significantly upon the smooth running of the college/institute and may add to the workload of colleagues. In serious cases, where there is no improvement and where there is no evidence of an underlying medical cause this may lead to action under the college's/institute’s disciplinary or dismissal procedures.

4.
SHORT-TERM SICKNESS ABSENCES (FIRST STAGE)

4.1
Short–term absences are defined as those which last for less than 4 weeks. Employees must adhere to the notification procedures as outlined in Appendix 1.  In considering an employee’s record of absence the college/institute will take into account the reason and pattern as well as the total amount of that employee’s sickness absence.
4.2
If, within a rolling 12 month period, an employee has had 4 occasions of sickness absence, or a total of 12 working days sickness absence, or more, the line manager will meet with the employee as soon as possible after his/her return to work in the context of a welfare and supportive discussion.  This meeting will be held in an atmosphere which encourages the employee to outline the reasons for absence, give details of any medical help being provided and to ascertain if the [name of college/institute] can assist in any way.  The employee will be advised of the possibility of referral to the college’s/institute’s occupational health adviser.  

4.3
The standard proforma (copy attached at Appendix 2), available from [HR/Personnel Office] must be completed and lodged with the [HR/Personnel Office] as soon as possible after the meeting.  This will detail the main points covered, details of any assistance offered and state that the employee’s attendance record will be kept under review as per Section 5.  A copy should also be issued to the employee.

5.
FURTHER SHORT-TERM SICKNESS ABSENCES (SECOND STAGE)
5.1
Further short-term sickness absences are defined as absences totalling 8 working days or more, or absences on 3 single occasions, whichever occurs first in the next 12-month period, following the first stage meeting.  In considering an employee’s record of absence the college/institute will take into account the reason and pattern as well as the total amount of the sickness absence.
5.2
Where there are further short term absences, as defined in 5.1, despite the offer of assistance and support from the college/institute, the line manager will meet the employee in a formal interview.  Again, this interview will be held in the context of a welfare and supportive discussion and at this stage the employee may be referred to the college’s/institute’s occupational health consultant for which the college/institute will pay.  It may be necessary, with the employee’s written consent, to request a medical report from the employee’s GP and/or specialist.

5.3
Following such an interview a record will be compiled noting the substance of the interview and any proposed action which could include continuous monitoring, reasonable improvement targets, medical referral, or, based on the evidence currently available, potential movement to the formal disciplinary procedure if attendance does not improve.  A copy of this record will be given to the employee and a copy kept on the employee’s personnel file together with any requests for medical referral.

6
CONSIDERATION OF FURTHER ACTION IN RELATION TO SHORT TERM SICKNESS ABSENCES (THIRD STAGE)
6.1
If, after a further period (specifically defined in each case taking into account the pattern, frequency and reasons given for the earlier absences), there is still an unacceptable level of absenteeism, the line manager should again meet the employee and make arrangements for further evidence to be obtained from the college's/institute's occupational health adviser.

6.2
Following receipt of the college’s/institute’s occupational health adviser's report the following options may be considered:

6.2a 
If the sickness absences are due to an underlying medical condition, the grounds for any subsequent termination of employment will be the inability of the employee to properly discharge his/her duties due to ill health.  The procedure to be followed is that set out at Section10, Para 10.2-10.7 of this procedure.

6.2b
If the absences are not for underlying medical reasons, this will be regarded as gross misconduct and the disciplinary procedure will be invoked.  The employee must be informed that the result of a disciplinary hearing may be dismissal.
7.
LONG TERM SICKNESS
7.1
The circumstances that give rise to an absence of this type are usually quite different to those causing short-term absence.  This is defined as illness or injury which is likely to result in an absence from work of at least 4 weeks or which could result in an employee being unable to return to work.

7.2
Any employee who has been absent on certified sick leave for more than 4 weeks continuously should have been contacted by his/her line manager to ascertain his/her progress and to determine whether there is any practical assistance which the [name of college/institute] could give.
7.3
This should be done in the context of genuine welfare assistance and there should not be any sense of intrusion into private matters or pressure concerning the employee’s return to work.

7.4
Home visits will only take place by agreement with the employee and will be at a mutually convenient time.  The employee can alternatively agree arrangements to meet at a suitable alternative venue.
7.5
If the sickness lasts, or is expected to last, for 6 weeks or more, it may be necessary to arrange an occupational health assessment for this employee through referral to the college’s/institute’s occupational health adviser.  If it is necessary to request a medical report from the employee’s GP or other appropriate agency, this will be done only with the employee’s written consent.

7.6
Following the occupational health assessment, the Director/Principal, or nominee, will consider what subsequent action is necessary, based on the medical report(s).

7.7
In the case of long term absence, the employee should normally give his/her line manager at least one week’s notice of his/her intention to return to work.
8.
RETURN TO WORK FOLLOWING SHORT-TERM AND LONG-TERM SICKNESS ABSENCE
8.1
As soon as possible after return to work, there will be a discussion between the employee and his/her line manager.  The purpose of this discussion will be to welcome the employee back to work, to cover any change within the college/institute or the employee’s work area etc.  

8.2
If any problems of a major nature are perceived (e.g. employee not fully fit) this should be recorded as at 8.1 above and the college/institute may require attendance for medical assessment.
8.3
With agreement, a phased return to work may be considered.  

9.
INCOMPLETE RECOVERY
9.1
If the employee is unlikely to recover sufficiently to enable a return to his/her full previous duties, the possibility of finding alternative or a reduced level of work must be considered.  All reasonable steps should be taken to identify a job that the employee is able to do - where appropriate with the benefit of training and/or the use of suitable adaptations. 

10.
NO PROSPECT OF RECOVERY
10.1
In cases where the occupational health assessment, based on all relevant medical advice, indicates that the employee will not be able to return in the foreseeable future to his/her job, termination of employment on the grounds of the inability of the employee to properly discharge his/her duties due to ill health will be considered.  

10.2
Before any decision to terminate employment is put into effect, the following options will be considered:

(i)
redeployment to a different job;

(ii)
reduction in hours; 

(iii)
change of work pattern: or

(iv) 
use of appropriate adaptations. 

10.3
In considering time scales, the nature of the position held by the employee, the necessity of replacing him/her and the feasibility of providing temporary cover are valid factors to be taken into account.

10.4
The employee will be given the opportunity to meet the Director/Principal, or his/her nominee, and advised beforehand of his/her right to be accompanied by a work colleague or trade union representative before any action is taken.  A minimum of five working days' notice of this meeting will be given.  The employee will be informed of the medical conclusions, asked for his/her views and consulted regarding the options as set out at 10.2 above.  Where one of these options is agreed the Director/Principal, or nominee, will confirm this in writing to the employee within five working days. 

10.5
There may be agreement that termination of employment is the only option.  In this case the college/institute will proceed with the arrangements to terminate the employee’s employment in line with the employment contract.

10.6
Where the Director/Principal, or nominee, believes that it is necessary to terminate employment without the employee's agreement, he/she will forward his/her recommendation of termination to the Staffing Committee of the Governing Body within five working days from the date of the meeting.

10.7
Any determination by the Staffing Committee to dismiss an employee will be notified to the employee within five working days of the decision being taken.
11 APPEALS

11.1 There will be a right of appeal against dismissal.  Any appeal must be made in writing, within five working days of being notified of the determination, to the Chair of the Governing Body, clearly setting out why the employee disagrees with the decision.

11.2
The appeal shall be heard within 20 working days of the notification of the appeal.

11.3
The appeal shall be heard by a panel of the Governing Body, members of which have not been involved at a previous stage.

11.4
The work of the Appeals Panel shall not be invalidated by the absence of one or other of the parties.

11.5
The decision of the Appeals Panel shall be given in writing to both parties within ten working days of the hearing.

11.6
The decision of the Appeals Panel shall be final and there will be no further appeal under this procedure.  

12.
TERMINAL ILLNESS
12.1
In cases where the medical assessment indicates that the employee is suffering from a terminal illness, it would be inappropriate to embark on formal procedures.  
In such circumstances, welfare assistance to the employee and his/her family should be provided as far as possible.

13.
GENERAL NOTES 

13.1
A decision to terminate employment does not automatically qualify an employee for release of pension entitlements where the employee is a member of an occupational pension scheme.  The decision on the release of pension entitlements will be taken by the relevant pension provider following medical assessment by its medical adviser.

13.2
Termination of employment on grounds of ill health constitutes a dismissal.  In such cases the employee will be entitled to notice (contractual or statutory whichever is greater) of termination of his/her employment.

13.3
From the Second Stage (Further short-term sickness absences) of this procedure employees will be afforded the right to be accompanied by a work colleague or trade union representative and the line manager may be accompanied by another member of management.  If required by the employee, a work colleague or trade union representative may accompany him/her at the First Stage and the line manager may be accompanied by another member of management. 

14.
REFERRAL TO OCCUPATIONAL HEALTH 

14.1
An employee shall, if required by the college/institute at any time, with reasonable justification, submit to a medical examination by the college’s/institute’s occupational health adviser subject to the provisions of the Access to Medical Reports Act 1988 where applicable.  Any costs associated with the examination shall be met by the college/institute.

15.
CONDUCT DURING SICKNESS ABSENCE

15.1
To help employees understand what might raise doubts or queries with a line manager concerning any medical statements (or self certificates) the following guidelines should be observed concerning conduct and activities during any periods of absence due to sickness or injury.

15.2
In all cases of sickness, which necessitate taking time off work, employees are expected to do their utmost to facilitate a speedy return to work.  [Name of college/institute] would not under normal circumstances expect employees to:
· Participate in any activities, which are in any way inconsistent with their sickness or which could aggravate their condition or delay recovery.  There may be some instances, however, whereby these activities may be considered by the employee’s medical adviser to be therapeutic.  [Name of college/institute] reserves the right to seek professional medical advice on this matter;

•   
Undertake any other work whether paid or unpaid, without the consent of the Principal/Director, or his/her nominee.
15.3
The above examples are only illustrative not exhaustive.  The type of behaviour expected will depend on individual circumstances and the nature of the condition.  Should an employee be in any doubt regarding the appropriateness of his/her behaviour whilst absent due to sickness he/she should consult his/her line manager.  Permission will not be unreasonably withheld.
15.4
If the college/institute can substantiate that an employee is undertaking activities as outlined at 15.2 above, whilst on sick leave, the college/institute may feel that it is necessary to invoke the disciplinary procedure.

15.5
In the event of substantiated evidence that an employee is not genuinely ill, payment of his/her sick pay may be withheld and disciplinary action will be considered.  The employee must be given a written explanation of the reasons for this decision and provided with an opportunity to explain.

15.6
The employee should be given such opportunities, including the right to trade union representation prior to any decision being made to withhold sick pay.

15.7
An employee who disagrees with a decision to withhold his/her sick pay may submit an appeal to the Director/Principal without prejudice to an employee’s statutory rights.  The Director/Principal, or nominee, may hear the appeal, or nominate another member of management to hear it.  

16.
MEDICAL APPOINTMENTS
16.1
Employees should seek to arrange essential doctor, hospital, dentist, optician or other necessary medical appointments outside working hours, if this is not possible every attempt should be made for the appointment to take place at the beginning or end of a working day or at non-student contact time.  Time off for such appointments will be at the discretion of the college/institute and will not be unreasonably withheld.  Advance notification of such appointments should always be given.  The college/institute/line manager may require proof of such appointments.  

16.2
Non-essential appointments should not be made within the employee’s working hours.


16.3
Where a pattern/programme of appointments is required, the individual should discuss the matter with his/her line manager and reach agreement as to how this may be managed.

16.4
Where the college/institute is of the view that the regularity and pattern of appointments is unreasonable, the college/institute reserves the right to make appropriate arrangements which may include refusal of time off to attend appointments or time off without pay.

APPENDIX 1

SICKNESS ABSENCE NOTIFICATION PROCEDURE
In the event of absence due to sickness, employees must adhere to the procedures as set out below.
In order to ensure that a professional service is maintained, the employee must contact the [HR/Personnel Office], (insert number and extension) on the first day of absence, at the earliest opportunity and no later than one hour after his/her normal start time, giving the reason for absence, an indication of how long the absence is likely to last and details of any outstanding work commitments which need to be attended to.  Only in the event of no one being available in the [HR/Personnel Office], should a message be left at the [local arrangement].  If the employee is too unwell to personally contact the college/institute he/she should ask someone do so on his/her behalf.
On the fourth calendar day of absence or on the next working day thereafter, the employee must, if the duration of absence has not already been specified, inform the [HR/Personnel Office] of his/her condition, and expected duration of absence. 

If an employee returns to work before the eighth consecutive calendar day (including weekends and public holidays) of sickness absence he/she must complete the relevant self certification form (available from the [HR/Personnel Office]) and return it to the [HR/Personnel Office] on his/her first day back.  

The relevant forms for teaching and non-teaching staff are available from [HR/Personnel Departments].  If the absence continues for eight or more consecutive calendar days (including weekends and public holidays), the employee must obtain a medical certificate and submit it to the HR/Personnel Office immediately.  

When sending in medical certificates by post, employees should mark the envelope ‘confidential’ and for the attention of the HR/Personnel Officer.

If the absence continues beyond the period confirmed by the first medical certificate, the employee must continue to submit medical certificates to cover the entire period of absence.  Subsequent medical certificates should reach the HR/Personnel Office within two days of the expiry date of the last medical certificate.  Failure to submit the required medical certification may result in [name of college/institute] withholding sick pay.
The employee should normally give his/her line manager notice of his/her intention to return to work.  On return to the college/institute from sick leave, the employee must inform the [HR/Personnel Office] and report to his/her line manager.
Where it is found that an employee has failed to follow the procedure without just cause or reasonable explanation, the college/institute may invoke the relevant disciplinary procedure.

APPENDIX 2

FIRST STAGE RECORD (STANDARD PROFORMA)
 Confidential 

  
This form will be used following a period of sickness absence which has triggered the first stage of the sickness absence management policy.  It will be held in the personal file of the staff member concerned.

SECTION A – Employee Details
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SECTION B – Details of Absence to be completed by Line Manager 
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� EMBED PBrush  ���








Name 		___________________________________________________________________________  





Department 	_____________________________________________  Grade  _____________________








Dates of Absence 		 _______________________________________________________





Type and Number of Absence (please note number in relevant box(es))





Casual sickness 1 – 3 days 	�





Self certified sickness 		�





Medically certified		 	�





No. of occasions sick in last 12 month period 			______________________





No. of days lost due to sickness in last 12 month period 	______________________





Date return to work interview took place   			______________________





Any agreed action / alteration needed to accommodate individual


______________________________________________________________________________


______________________________________________________________________________


______________________________________________________________________________














Signed Line Manager ____________________________________________


Date 			_____________________________________________


Signed Employee 	 ____________________________________________


Date 			_____________________________________________


Copy to HR _______________________Date ______________________ 	Initials  _______________
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