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	MANAGER'S e-HANDBOOK : HEALTH AND EMPLOYMENT : 
SICKNESS ABSENCE
1. Purpose 

RBK's Health and Employment Policy Statement stresses the importance which RBK places on the health of the workforce. Although it is recognised that good attendance is a vital factor in the efficient and effective operation of the Council's services, it is also appreciated that from time to time employees will be prevented from attending work because of their own illness. The aim of this procedure is to provide detailed guidance to support these general principles outlined in the Policy Statement. It includes advice on how sickness absence should be managed. It clarifies the responsibilities of employees and managers to ensure consistency and fairness with full regard to the sensitivity of the issue involved and the operational needs of the workplace. 
2. Scope

This procedure applies to the generality of RBK employees and staff at Voluntary aided schools. 
3. Sick Leave - General Conditions 

Employees have a responsibility to take good care of their health for their own well-being and to ensure that avoidable sickness absence is kept to a minimum. However although good attendance is valued, employees who are ill and unable to attend work should be treated with concern and sympathy. To safeguard the financial position of employees during periods of sickness, sick pay is included as part of their conditions of service. Employees' entitlement to sick pay relates to their length of service and is detailed in individual Statements of Particulars. The arrangements for notifying and certifying sickness absence are made available to all employees (see extract from the Employee Handbook at page 5/23/24). It is the responsibility of managers to ensure that all employees are aware of these arrangements and that failure to comply with them could affect entitlements to sick pay. 
4. Contact with the workplace during sick leave 
1. Up to 8 days absence 

When an employee is unable to attend work because of illness, contact with his or her manager is important as soon as possible on the first day of absence. All employees should be aware of whom to contact and by what time in the event of sickness. Wherever possible contact should be made by direct telephone conversation between the employee and manager. In exceptional circumstances for example hospitilisation, a relative or friend may telephone on the employee's behalf. It is appreciated that employees who live alone and do not have a telephone may have difficulties in making prompt contact. During the telephone conversation the employee should advise the manager of the nature of his or her illness, a probable time of a return to work and any specific area of planned work which will need to be covered during the absence. The approach of the manager should demonstrate concern for the employee. Early notification from the employee enables plans to cover workloads to be made promptly and effectively. 

For continued sickness absence, subsequent contacts between the employee and the manager should be on the employee's initiative on the 4th and 8th day. It should not be necessary for the manager to contact the employee at home unless there are exceptional circumstances. The purpose of sick leave should be to allow time for the employee to rest and recover fully. 
2. Absence of 8 consecutive days and over

Employees are required to provide medical certificates for all sickness absence in excess of 7 consecutive days to cover their absence and to ensure qualification for sickness pay entitlements.

The nature and frequency of contact between the manager and the employee in continued sick leave will depend on the employee's state of health. The manager has a responsibility to maintain regular contact to support the employee and to keep in touch with how recovery is progressing. 

Managers are to be aware of the potential sensitivities of the issues involved. The contact should not be perceived as placing pressure on the employee to return to work before recovery is made nor should it be sufficiently infrequent so as to indicate a lack of interest. 

Where absences become protracted and approach three months duration - managers should make arrangements to refer employees for medical advice in accordance with the ill health referral procedure. 
5. Return to Work

It is important for managers to register an interest on an employee's return to work after sick leave, irrespective of the duration of the absence. This discussion should be informal and within the scope of the normal management process. A brief conversation on what the problem was, how the employee is feeling, updating on particular work issues is appropriate to show managerial awareness of the absence and care and concern for the employee. 

The employee's overall sickness record should be kept in mind by the manager and any patterns or levels of absence which are approaching unacceptable levels should be highlighted. It is acknowledged that different patterns of absence may occur with different employment groups. 

Patterns of absence which may arise include: 

· a high level of sickness absence where the employee always returns to work before the need to provide a doctor's certificate; 

· an absence each month where the employee has a sickness absence one month, then annual leave the following month and so on; 

· absences always either at the beginning or end of the week. 
Managers should look at the evidence before deciding whether there is a pattern to the absences and not rely on impressions.

As the discussion on return to work will be brief and informal it will not be necessary to make a note of it, beyond completion of the self certificate, where appropriate. When countersigning the self certificate managers should check that reasons for illness are clear and specific with avoidance of words such as 'ill', 'sick' and 'unwell'. In exceptional circumstances where an employee does not wish the manager to be aware of any medical details, a Human Resources Officer will countersign the form. The confidentiality of any medical information disclosed by the employee to his or her manager will be maintained. 

The availability of the Staff Welfare Officer to provide a confidential counselling service to employees should be mentioned if considered appropriate. 
6. Monitoring 

Managers are responsible for passing on relevant sickness absence information including detail of first and last days of absence and receipt of certificates, to Payroll for appropriate sick pay calculations. Medical and Self Certificates will be kept on personal files. However, although both Payroll and Human Resources will hold detailed information on individual levels of absence, it is the responsibility of managers to monitor the levels of sickness absence of their employees and raise any concerns with employees, where appropriate. Monitoring information is the basis for ensuring that when any action on sickness absence is considered that it is taken fairly and consistently. 

Managers should be aware of cumulative totals of absence and of the patterns of sickness of their employees. They are responsible for triggering action in respect of referrals for medical advice - see the Ill Health Referral Procedure set out in page 5/6.

The production of monitoring sickness statistics on a corporate level is seen as a priority for future development and a pilot is currently underway. Enhanced quality of monitoring information will provide support to managers and ensure that problems are recognised at an early stage. 
7. Formal Action

In the majority of cases sickness absence will be controlled informally by managers being aware of levels of absence of their employees and tackling any potential problems at an early stage. However where sickness absence has reached an unacceptably high level it will be necessary for managers to consider formal action. Consideration of what constitutes an unacceptable level of absence will depend on the circumstances of the individual case, including the operational implications. Provided employees have acted in accordance with the notification and certification procedures, the question of the genuineness of the absence will not be in question. It is the effect the absence has on the employee's ability to carry out their duties which is important. Such formal action would be considered under formal procedures relevant to the employment group which may include: 
· RBK's Procedures for dealing with problems at work involving Conduct/Capability 
· Model Disciplinary Procedure in Schools with Delegated Budgets and Voluntary Aided Schools - as agreed and adopted in schools 
8. If you require any further advice on the procedure contact Human Resources Services, Phillippa Haining, ext 5159 or Marie Gadsden ext 5152. 
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MONTHLY EMPLOYEE ABSENCE RECORD
Absence Details for Month:

________________________________
Year _____________
Name of Department/School:

____________________________________________________

	EMPLOYEE DETAILS
	ABSENCE DETAILS

	Full Name

(eg. Patricia Smith, not Trisha)
	Personal Number

(From Payslip)
	First Day

of

Absence
	Half

Day

A/P
	Last Day

of

Absence
	Half Day

A/P
	Cert Type

M/S/NC


	Medical Cert

End Date

DD/MM/YYYY
	Reason for Absence



	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


For instructions on completion of this form please refer to the Absence Monitoring Procedure.  If you have any queries please call your Personnel department.

	EMPLOYEE DETAILS
	ABSENCE DETAILS

	Full Name

(eg. Patricia Smith, not Trisha)
	Personal Number

(From Payslip)
	First Day

of

Absence
	Half Day

A/P
	Last Day

of

Absence
	Half Day

A/P
	Cert Type

M/S/NC

	Medical Cert

End Date

DD/MM/YYYY
	Reason for Absence



	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


I certify that to the best of my knowledge the above entries are correct, and for all sickness absences a self certificate has been seen.  Where the sickness absence is for 8 days or more a medical certificate has also been seen.
Signature:
____________________________________
Job Title:
______________________________________

Full Name (BLOCK CAPITALS):  _______________________________
Date:
________________________________

Telephone Number:  _______________________________________

Please return the completed form by the 5th of the following month to W S Atkins
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	MANAGER'S e-HANDBOOK : HEALTH AND EMPLOYMENT : 
SICKNESS - EXTRACT FROM EMPLOYEE e-HANDBOOK
If you are sick and need to take time off work, there are a number of things you need to do. Failure to do so may result in the loss of sick pay. 
Your appointment is subject to medical clearance and you will join the sick pay scheme immediately from the date of your appointment. Sick pay allowances are:-
During 1st year's service
-
1 month's full pay and (after completing 4 month's service) 2 month's half pay
During 2nd year's service
-
2 month's full pay and 2 month's half pay
During 3rd year's service
-
4 month's full pay and 4 month's half pay
During 4th and 5th year's service
-
5 month's full pay and 5 month's half pay 
After 5 year's service
-
6 month's full pay and 6 month's half pay 
NB. The Council has a referral procedure which may be applicable if you experience a long period of sickness absence or frequent short term periods of absence. Under these circumstances you may be asked to discuss your current state of health with a member of staff from Human Resources Services. 
A. Notification of Absence 
You must notify your manager or section head as early as possible on the first and fourth days when you are unable to attend work due to sickness. If you work part-time, include week days when you are not at work in calculating the fourth day of absence. 

State when you first became ill even if it was a day when you would not normally have worked, e.g. a Saturday or Sunday, or if part-time a weekday or weekend. 
B. Certificates

RBK self certificate 
So that you can receive sick pay during your first week of absence you must complete a sick certificate. 

· On the first day you return to work obtain a certificate (yellow form) from your department. (If your absence is longer than 1 week the certificate may be sent to your home for completion). 

· Fill in the certificate giving details of your illness. 
· Hand the self certificate to your manager/section head who will countersign it. 
Medical Certificate
· If you are absent for more than 1 week, get a certificate from your doctor or hospital. 
· Send the certificate to your department to be received by the 8th day of absence. 
· If you are still sick when the medical certificate runs out, you must continue to send further certificates to your department. 
If you fail to follow notification arrangements, you may jeopardise your entitlement to sick pay. 
C. Sick Pay 

Your appointment is subject to medical clearance and you will join the sick pay scheme immediately from the date of your appointment.

When you are on sick leave your salary will be made up of occupational sick pay and state sickness benefit.
 

For the majority of employees state sickness benefit, called Statutory Sick Pay (SSP) is paid by the Council as part of normal salary for the first 28 weeks in any one period of illness. Sickness absences which recur within 8 weeks are linked together into one period of incapacity for SSP purposes. SSP will be paid for normal working days on which you are sick. Temporary employees not in the Council's sick pay scheme and employees where working days of the week vary will qualify for SSP for each day of illness. (Those who are sick for more than 28 weeks can transfer direct from SSP to the Department of Social Security for consideration for Invalidity Benefit). 
Certain employees, for example women over 60, low earners, short contract workers and employees who have received state benefits in the previous 8 weeks, are not eligible for SSP. If you are excluded from SSP, the Council will send you a form when you are sick explaining how to claim National Insurance Sickness Benefit (NIB) from the Department of Social Security. 
(NB Married women paying reduced rate National Insurance Contributions do not qualify for NIB but are eligible for SSP). 
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If you need to record further entries please turn over  (
Printed on 02/02/2005





        and remember to sign the form.

