SICKNESS ABSENCE POLICY

The aim of this policy is to clarify rights and responsibilities in relation to sickness absence.  It applies to all employees.

The Company is sympathetic to employees who are unwell.  However, employees should attend work whenever possible so that we can serve our customers and so that other staff are not unfairly burdened.

Reporting Absence

If you are unable to attend work, you should telephone your line manager as soon as possible on the day of absence, and no later than 9.30 am.  You should explain why you cannot attend work and when you expect to be able to return.  

Information of staff absence should be passed by your manager to [          ] so that a central record can be maintained and to ensure that sick pay is processed accurately.

After absence of more than seven consecutive calendar days’, a doctor’s note should be submitted.

Sick Pay

You will be paid statutory sick pay assuming you qualify for it.  Any further payments will be entirely at the Company’s discretion.

Absence Management

Following any period of sickness absence (even if just one day), you will be asked to attend a return to work interview with your manager.  This will usually be a brief meeting on the first day back at work.  It will be an opportunity to:

· Welcome you back and check you are ready to return
· Understand the reasons for the absence
· Review your attendance record
· Brief you on developments during your absence and discuss priorities on your return

Brief notes of the return to work interview will be maintained by your manager.

If an employee has a poor attendance record, they may receive a warning that their attendance needs to improve.  If there is a failure to improve, the employee may receive a final written warning.  Ultimately, employment may be terminated if a poor attendance record continues.

In the event of long term sickness absence, the Company may obtain a report from your GP.

Dependant Care Leave

You may take a reasonable amount of time off work in the following circumstances:

· to help when a dependant gives birth, falls ill, is injured or assaulted;
· to make arrangements for the care of a sick or injured dependant;
· to deal with the death of a dependant;
· to cope when care arrangements for a dependant are unexpectedly disrupted:
· to deal with an unexpected incident involving a dependant child at school;

You should tell your manager as soon as possible why you need time off and how long you expect to be away from work.	

Time off for dependant care leave may be paid at the discretion of your manager.





