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SICKNESS ABSENCE POLICY
Policy Statement

The Company aims to secure the attendance of all employees throughout the working week and this policy is designed to encourage employees to achieve and maintain acceptable standards of attendance. However, the Company, in recognition that from time to time absence from work may occur and wishes to addresses this in a fair and consistent manner. The personal nature of absence from work requires each individual case to be evaluated and the policy allows scope to adapt to individual circumstances.

Scope

All employees who consider ScotNursing Ltd. to be their principal employer.
Responsibilities

Management is responsible for managing their employee’s absence from work. Occupational Health play a key role in supporting this process by providing a referral and feedback process advice on rehabilitation and the formulation of a specific return to work plan, if warranted. Human Resource Advisers gives advice and guidance related to all employment matters.

Employees of the Company who are unable to attend work are responsible for informing their line manager at the earliest opportunity on the first day of absence from work and give at least one days notice of their return to work.
Sick Pay

The Employee will be entitled to receive sick pay for unavoidable absence due to sickness. The Company will, during such absences, pay on the following basis:

Less than 2 years service


Statutory Sick Pay only

2 years and over



2 weeks full pay on receipt of relevant







forms / sick line

For longer periods of illness


Additional 2 weeks full pay per year


or hospital admissions and if


of service up to a maximum of 10 weeks
over 2 years service




Entitlement to sick pay will be accrued over a twelve month period in arrears, and any sick pay given will reduce the amount due in any 52 week period
In each case the Company Sick Pay will be deemed to include any Statutory Sick Pay entitlement, which the employee would receive during the absence
Procedure 

1  Initial Call

When an employee calls in sick, the employee himself / herself, if possible must contact their line manager.  This should be done by telephone not e-mail, and before 9.30am on the first day of absence, or no later than two hours after the normal time of starting work. If the immediate line manager is unavailable you should contact another senior member of staff, or person responsible for Human Resources. Please note when calling in sick you should give the following information: 
·  A valid reason for your absence
·  Do you intend to consult their GP

·  The date on which the illness started 

·  The date on which you expect to return to work 

·  How you can be contacted if necessary  

2  Ongoing Contact


Employees will be expected to make contact with their line manager not less frequently

than twice per week during any period of absence, and you should inform your line


manager if the illness is likely to last longer than first expected. 

    
3     Certification

You must complete a self-certificate on return to work in cases of absence between four


and seven days (including sickness at week-ends). 


A medical certificate must be submitted to the line manager for absences greater than

seven days. In exceptional circumstances, where the illness is of a personal nature, the certificate may be forwarded to the Human Resource Adviser, who may agree to inform the Line manager that you are ill without giving a reason. Where there is a risk of contagion to staff or clients, this will not apply.

Failure to provide a doctor’s medical certificate will result in delay in payment or non

payment of Statutory Sick Pay and may result in disciplinary action being taken against the employee
Unauthorised Absence
Absence that has not been notified according to the above procedures should be treated as unauthorised absence, unless a reason is subsequently given which you consider to be acceptable. If you do not report for work and do not inform your immediate line manager or other senior member of staff why you have not attended, your line manager will make all reasonable efforts to contact you, e.g. by telephone, by writing to you or by visiting you (if appropriate) and should record any actions taken. The Company Human Resource Adviser will be informed as soon as possible. A decision on the best way to proceed will be made, in conjunction with the Human Resource Advisor.
Return To Work Interview

When you return to work after sickness absence or unauthorised absence, your immediate line manager will arrange an interview with you on your first day back, or as soon as possible thereafter. 

The purpose of the return to work interview is:

· To give the manager the opportunity to check that you are fit enough to return to work 
· To allow the manager to express a proper interest in your welfare

· To give you an opportunity to voice any concerns you may have, and to identify any domestic, welfare or work related problems in an appropriate forum

· To raise the option for you to see the Occupational Health Advisor, if necessary, either through self or management referral

· To allow the manager opportunity to update them on events that may have occurred during your absence.

Where there is any doubt about whether you are is fit enough to be back at work, the advice of the Occupational Health Service should be sought in the first instance, and it may be necessary to request a certificate of fitness to return to work from your GP.

Short Term Absences
In the event that you have a number of periods of short term absence in excess of three periods in the previous 26 weeks, your line manager will follow a staged approach to dealing with this:
1 An absence Review meeting will be arranged within seven days of your return to work interview. 
This is a formal meeting held between yourself and your line manager, during which time your manager will discuss with you the reasons for your periods of absence and offer support. Its purpose is to get to the ‘root cause’ of the absence issue.

2 If short term absences continue then a referral to Occupational health may follow as well as further review meetings with your manager. Decisions relating to how best to proceed will be taken in consultation with Occupational Health and Human Resources and any decisions which affect future employment within the company will be taken in consultation with all concerned. 

Long Term Absence

When you have been absent for a continuous period of two weeks or more. Your manager will also follow certain procedures. You may be:
· Referred to the Occupational Health Service for an assessment

· Review meeting with your manager where you can discuss the consequences of your not returning to work within a stated period of time
· You have the right to be represented, at this meeting 
Maintaining contact
In cases of long-term absence, either your line manager or a nominee (who should be a senior member of staff) will contact you periodically, and you also should maintain regular contact. In appropriate circumstances, you may be invited to the workplace from time to time to reacquaint yourself with your colleagues, meet new colleagues, or catch up on news. Your manager will also consider appropriate ways in which you can keep in touch with developments in your place of work and the Company (e.g. by posting you regular copies of the Bulletin).

Home visits

In appropriate circumstances, e.g. if the illness lasts a considerable length of time, or if you have no-one to assist at home, the manager may ask to visit at home and may be accompanied by the Occupational Health Advisor, a Human Resource Adviser, depending on the individual circumstances. The purpose of this visit would be:

· To discuss how recovery is progressing

· To discuss any concerns about  absence from work

· To review the support that could be provided

Further action

In situations where the long-term absence jeopardises the work of a department and there is no likelihood of  returning to the existing post in an acceptable period, the alternative options described above for short-term absences should be considered, as well as consideration to agreeing a phased return to work. 
Doctor, Dentist, & Hospital Appointments

These should, wherever possible, take place outside of normal working hours. If this is not possible, you should try to make an appointment at the start or end of the day the time absent from work will then be made up in consultation with your manager
Your line manager may request to see an appointment card. If the appointment keeps you away from work for more than three hours, this will be recorded as sickness absence.

Leave & Absence From Work Which Is Unrelated To Sickness

Reasons for absence may come to light, which are unrelated to your personal health. Where there is a legitimate need for you to take time off work for reasons unrelated to sickness, alternative means of granting time off work will be considered. Separate guidelines on compassionate leave, leave without pay, parental leave and time off to care for dependants are contained within other policies in this handbook
Sickness During Annual Leave

If you are ill while on holiday, this time should be regarded as sick leave provided that you can provide a doctor’s certificate confirming that you would not have been fit enough to carry out your usual duties at that time. Post-dated certificates, i.e. covering a period prior to the doctor’s appointment, will not be accepted.

Related Policy Documents

· Management of Health & Safety at Work Regulations 1999 : 

           Risk Assessment

· Management of Stress in the Workplace

· Maternity Leave Policy

· Paternity Leave Policy

· HR Disciplinary procedures
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