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	Policy Name
	                              Sickness Policy


	Eligibility
	This policy applies to All employees of the B&S Group on a fixed term permanent contract or variable hour contract.

	Policy Statement


	B&S Group is committed to promoting the health, safety and wellbeing of its staff.
The sickness absence policy aims to ensure that sickness absence is managed in a consistent, supportive and effective way so that operational and service levels are maintained.
Providing appropriate support to facilitate staff retention and return to work after illness, for example through a phased return, counselling, occupational health, flexible working, reasonable adjustments and in some cases redeployment.
Tackling issues which may result in absence due to work related stress or dignity at work issues.

	Manager Responsibility
	All Managers have a responsibility to ensure that employees have a return to work meeting after every absence and reasonable adjustments are made (if needed) to support the health and safety and wellbeing of the individual.
Return to Work form are found on the Intranet under HR Forms 

http://hr.bnsgroup.co.uk/intranet/HR_Forms.asp


	Types of Sickness
	Short term sickness - This is where an employee has been absent from work through sickness or injury on a number of occasions within a defined time frame or absences which fall into a pattern over the same period. See the triggers for sickness below.
Long term sickness -  When an employee has been or is expected to be absent from work for more than 4 consecutive weeks. 


	Triggers for sickness
	Informal Stage (1): Initial sickness review meeting
You will be required to attend an initial sickness review meeting with your line manager if your sickness falls into one of the below triggers:
                                       Triggers
· In any rolling 3 month period, sickness absence totalling 3 days or more; although one isolated absence of three days would not necessarily require action

· In any rolling 6 month period, sickness absence totalling 4 days or more; although one isolated absence of four days would not necessarily require action
· In any rolling 12 month period, sickness absence totalling 6 days or more; although one isolated absence of six days would not necessarily require action
· A pattern of absence that is of concern (e.g. Mondays/ Fridays or absence following bank holidays or annual leave)
Purpose of meeting:
The initial sickness review meeting should aim to:
· Identify any contributing issues and how these may be resolved;

· Establish whether there is an underlying medical condition or disability (this may involve seeking further medical advice);

· Consider what other support may be needed; and

· Encourage a member of staff to improve their attendance at work through agreed attendance targets.

Potential outcomes:
You may be asked to attend an appointment with an Occupational Health Practitioner and your manager will agree attendance improvement targets for a monitoring period of between 1 and 3 months.

Adjustments or other support may be agreed such as changes to working patterns, counselling or additional management support.

Your manager will take a written note of this meeting and you may be advised that if attendance does not improve, this may become a disciplinary matter.

Formal Stage (2): Formal sickness review meeting

A formal review meeting will be held with your Line Manager and HR if your attendance remains of concern.
You have the right to be accompanied by a trade union representative or work colleague from within B&S Group. If your companion is unable to attend the meeting within this timescale, you should notify HR of this and a further appointment will be made as soon as possible within two working days. In exceptional cases B&S Group may extend these timescales depending upon the individual circumstances of the case.

Reasons for a formal meeting may be that:

· Sickness targets have not been met; or

· There has been no sustained improvement; or

· Employee has hit one of the triggers or

· The pattern of absence is a cause for concern
You will be given 2 working days written notice to attend a meeting under this policy.

Purpose of meeting

At this meeting, your manager will:

· Review your attendance;

· Discuss how this may be improved;

· Review the improvement targets;

· Discuss any management support or other needs.
· Ascertain if the absence is capability or conduct 
Potential Outcomes

We may request a medical report from your Doctor, or you may be asked to attend an Occupational Health appointment if a referral has not yet been made.

Your manager will continue to monitor your attendance and set improvement targets.

If your manager is concerned about your level of sickness you may be advised that your sickness will be considered a disciplinary issue and managed under the disciplinary procedure.  Your manager will write to you inviting you to attend a disciplinary meeting to consider your attendance and will give you a copy of your attendance record and other relevant supporting documentation.

Long Term Sickness

Long term sickness absence is defined as 4 weeks continuous absence. Intermittent absence that amounts to 20  or more working days (160 hours or more pro rata for part time staff), in a 12 month rolling period, will also be managed under the long-term sickness and capability process, with due regard to the Equality Act 2010 and the Code of Practice on Disability in Employment, where the reasons for absence are related to an underlying medical condition or disability.

Managing long term sickness issues involves HR holding a monthly sickness review meeting with the member of staff to:

· keep in touch;

· Discuss and review the length and reasons for absence;

· Establish a return to work date; and

· Facilitate a return to work/improve attendance levels.
Sickness absence related to mental health issues e.g. depression, anxiety, stress or because of a physical impairment an employee will automatically be referred to Occupational Health. 

	Sickness Reporting
	If Employees are absent due to sickness on a normal working day, they must notify manager, or HR:
· By telephone as soon as possible and no later than 30 minutes before the employee’s shift/working day

· Stating the reason for absence; and

· The expected duration of sickness absence where known
If employees do not contact the line manager within an hour of normal start time the line manager or HR will contact Employees at home. 
It is important that the EMPLOYEE speaks to their line manager or HR unless they are incapacitated or hospitalised. 
Employees are required to call their Line Manager or HR every day up until the seventh day, after which a medical certificate will be required to cover sickness absences. The certificate needs to cover the total period of sickness up to the return to work date and it needs to be provided to HR.
If employees fail to follow the above process this may be treated as Absence without official leave (AWOL) which will be treated as a serious disciplinary offence potentially constituting gross misconduct. 

	Certification of Sickness Absence
	Sickness absence less than 7 days
The first 7 calendar days of continuous sickness absence (i.e. including non-working days), Employees do not need to obtain a certificate from their Doctor to cover absence. 
When Employees contact their line manager or HR to inform them about absence and the reasons for this, the line manager or HR will record this information.  On their first day back at work Employees must complete a self-certification form which can be obtained from the intranet under HR forms.  It is the employee’s responsibility to inform their line manager if they think the sickness absence record is incorrect upon their return to work.

If employees leave work due to sickness absence before Employees have completed 2 hours work (pro rata for part time staff), the absence is recorded as a full day’s absence.
Sickness absence that exceeds 7 days
For absences that exceed 7 continuous calendar days (including non-working days) employees must provide a ‘Statement of fitness for work’, Medical certificate, employees can obtain this from their G.P. 
Employees are responsible for ensuring their medical certificates reach their manager and HR promptly. Periods of absence that are not covered by a certificate will not qualify for statutory sick pay. If the G.P. provides advice that an employee may be fit for work employees should notify their manager as soon as possible.
Employees should send their certificates to HR who will arrange for this to be logged electronically and passed to the payroll team for processing. If the certificate is not received by the twelfth consecutive day of sickness, employees may not be entitled to SSP.
Medical Certificate options
An employee’s Doctor will give an employee a certificate confirming that employees are unfit for work for a specific period / until a specific date. The Doctor may advise that employees are able to return to work and, in these circumstances the Doctor can suggest options that may help employees to return to work. 
All suggested adjustments have to be validated by the manager to ensure it fulfils the needs of the business.
· Amended duties – This involves changes to job and duties, if an employee is unable to complete all normal duties and these may be amended in discussion with the manager.
· Workplace adaptations – This involves changes to the employees work environment that may relate to, for example, use of equipment, accommodating mobility issues or other changes that may facilitate a return to work. A health and safety risk assessment and occupational health advice may be sought depending upon the nature of the changes suggested.

· A phased return – This allows employees, initially, to work a reduced number of hours and increase the hours gradually until employees return to normal full-time hours. This arrangement is normally agreed for a short period, normally of up to 4 weeks. Employees will only be paid for the hours they work. 
· Altered hours – This may be recommending a different work pattern and using forms of flexible working; for example, allowing a later start time or changing work patterns to accommodate treatment sessions.
In some cases, the Doctor or Manager may recommend that occupational health advice is sought.

	Company Sick Pay
	Employees do not automatically have an entitlement to company sick pay,  
Company Sick days can be paid but only at the manager’s discretion if employees have:
· No live disciplinaries on file

· Successfully passed probation

· Not on a performance plan

HR have the right to override any decisions made. 

	Statutory Sick Pay
	Statutory Sick Pay (SSP) is money paid per week once an employee has been absent for 4 days or more in a row. It is paid by the employer for up to 28 weeks and the amount is set by the Government. See. https://www.gov.uk/statutory-sick-pay.
To qualify for Statutory Sick Pay (SSP) you must:

· have been ill for at least 4 days in a row (including non-working days)

· earn at least the lower earnings limit per week

· tell your Line Manager you are sick before the deadline as above in reporting 
· B&S Group need medical forms (either self-certifications or Medical certificates) in order to pay Statutory Sick Pay.

Employees who are not eligible for SSP, will be sent the SSP1 by payroll. The SSP1 form should then be completed to claim Employment and Support Allowance.

	Returning to Work

	When completing the Medical Certificate, The Doctor will say whether employees need to be reassessed before returning to work. If absence continues, employees will need to ensure that all absence is covered by a certificate.

If employees do not need a further assessment, the return date will be the next normal working day after the end of the sickness period stated.

	Return to work discussions
	All employees will have a return to work discussion with their manager, normally on their first day back at work.  If employees work outside normal office hours it may not be practicable to have a face to face conversation, for example, if employees work evenings/ nights or remotely. In such cases the conversation may be by telephone or email.

The purpose of a return to work discussion is to ensure that the line manager is aware of issues which affect the attendance at work and state of health so that the appropriate support and action may be taken. For example, the employee’s line manager should be made aware of whether:

· Employees have an underlying medical condition;

· Any adjustments are needed if employees have a disability;

· Employees are suffering from stress which may relate to personal issues or to issues at work;

· There are personal issues outside work which are affecting employee’s attendance.

Return to work discussions and sickness review meetings may help to improve attendance and resolve absence issues, as health and other associated problems are discussed openly in a supportive way with a view to addressing issues at an early stage.

Absence is monitored over a 52-week rolling period. Sickness absence, will be calculated from the date of review for the previous 52-week period. If a period or pattern of absence continues beyond 52 weeks, such previous absence may be considered as part of the ongoing absence review.

The content of return to work discussions will vary depending upon the length, type of absence and concerns in relation to employee sickness record. It is likely to be a brief conversation about employee health and offer of support. However, it may be a more detailed discussion or meeting depending upon the issues.
The line manager should:

· Acknowledge and welcome employees back to work;

· Find out the reason and cause of absence if this is not known;

· Make sure employees are well and fully fit to return to work, taking into account any recommendations from the Doctor where relevant;

· Identify whether there is any additional support the Business could provide; and

· Bring employees up to date with any changes or news.

A copy of the return to work meeting will be placed in employee’s HR file.

In some cases, an employee may not feel able to discuss their medical condition with their line manager. In these circumstances, the employee may request to speak to another manager about the reasons for their absence or speak to HR.

Sickness information will be held confidentially and access restricted to authorised personnel within B&S Group. Under the Data Protection Act, sickness information is considered sensitive data and the organisation is committed to ensuring that such data is treated confidentially and not shared more widely than is necessary, in accordance with the Act.

	Policy Issue Date
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