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Purpose
The Church/PCC aims to secure attendance of all employees throughout the working week.  However, it recognises that a certain level of sickness absence may be necessary due to sickness or domestic crisis. It is the Church/PCC’s policy to offer security of employment during such periods, subject to operational requirements.

This policy does not form part of an employee’s contract of employment and the Church/PCC may change this policy from time to time and employees will be notified of any such changes. Employees are however reminded there is a contractual term for Sickness Absence in their contract of employment.   

Scope
[bookmark: _Hlk62034032]This policy applies to all temporary and permanent employees.

General Principles
The Church/PCC encourages a sensitive and constructive approach to addressing matters of ill health which should be handled as efficiently as possible, within reasonable time periods and with clear outcomes agreed and communicated throughout. The intention within the Church/PCC is to:
· promote health, safety and welfare of all colleagues
· ensure efficient use of resources
· identify changes necessary in working practices or environment
· ensure compliance with relevant employment legislation
· support colleagues who are fit to work to continue working
· set out the process to follow when colleagues reach a certain levels of sickness absence, and support lline managers to manage that sickness absence effectively.

Line managers are encouraged, where practicable, to raise informally with employees any matter which gives cause for concern before moving to the more formal stages of the procedure.

If an employee works 50% or more of their contracted hours on a specific day, but cannot work the full day due to illness, then this absence will not be counted as a day off sick. Conversely, if an employee works less than 50% of their contracted hours on a specific day but cannot work the full day due to illness, they will be considered absent from work due to illness.

Definition of Sickness Absence
A short-term episode of sickness absence is defined as a period away from the normal working environment due to illness for a period of between one day and four weeks.

A long-term episode of sickness absence is defined as a period away from the normal working environment due to illness for a continuous period in excess of four weeks.

Responsibilities 
PCC
The PCC is responsible for implementing this policy. 

Line Managers
Line Managers are responsible for:
· informing the PCC, that a member of their team has reported in sick
· maintaining contact with the employee
· meeting with an employee on their return and completing a return-to-work interview where this is deemed appropriate.

Employees 
Employees are responsible for: 
· reporting sickness absence to their Team Manager on the first day of absence and maintaining contact thereafter
· providing a Self-Certification form or medical professional’s Fit Note where applicable 

Procedure
Notification of sick leave
If an employee is unable to attend work because of sickness or injury they must contact their line manager as soon as possible, but by 9.30 am at the latest, in order to advise us of:
· the reason for the absence
· when they expect to return to work

[bookmark: _Hlk62034121]Please note that personal contact is required at all times when contacting the Church/PCC, unless in exceptional circumstances e.g. they are hospitalised.  

If such absence lasts longer than one day, the employee must keep the Church/PCC informed at regular intervals, as agreed with their line manager.

If an employee is absent for a long period of time, the aim of the Church/PCC will be to keep in contact with them at regular intervals to check how they are progressing and to help in any way it can with their recovery. In doing this it may be necessary for a representative from the Church/PCC to contact the employee by phone on a regular basis, or to visit them at home.

[bookmark: _Hlk532570965]If, in the event of the employee’s absence, we are concerned that there may be matters which may impair their ability to fully perform their duties or allow us to fulfil our statutory obligations, they may be required to either attend a medical examination by a doctor of our choice and to disclose its findings to us and they consent to give such authority as is required for the Church/PCC’s appointed doctor to disclose to the Church/PCC the findings of such an examination; or to give permission for us to apply for a medical report from any doctor they are receiving treatment for.  Persistent or long-term absence may result in the termination of employment.

Any unauthorised absence must be explained and failure to do so may be treated as a disciplinary matter.

[bookmark: _Hlk16689207]Employees will continue to accrue annual leave during periods of sickness absence, but are encouraged to take this leave during the same leave year as only 5 days can be carried over into the next leave year.

Return to work interviews
The Church/PCC reserves the right to conduct return to work interviews to discuss the circumstances of the employees absence.

As a general rule, absences of less than 3 days do not need a meeting, whereas for 4 or more days of absence it is recommended that there is a return-to-work discussion between the employee and their line manager. The purpose of the return-to-work discussion is for the line manager to gather relevant facts on the individual’s sickness absence and to ascertain what support may be needed both in the short and longer term. 

[bookmark: _Toc145918475][bookmark: _Toc145918554]Certification
If the absence is likely to exceed seven consecutive days (including weekends and holidays) the employee must consult a healthcare professional and obtain a medical certificate/fit note on the 8th day (please note a healthcare professional is either a doctor, a registered medical practitioner, a registered nurse, a registered occupational therapist, a registered physiotherapist or a registered pharmacist).  

The medical certificate should confirm the healthcare professional’s opinion of the reason for your absence from work. The certificate must be forwarded to the Church/PCC immediately. If further certificates are required, then they must be obtained and submitted in the same way.

The healthcare professional might indicate on the medical certificate that the employee is able to return to work:
· in a phased capacity
· on altered hours
· with amended duties
· following workplace adaptations

The Church/PCC will consider any suggestions but is under no obligation to provide them.  If the Church/PCC does offer adjustments on the healthcare professional’s advice to enable the employee to return to work, the employee is required to take all reasonable steps to accommodate this.  Failure to do so could lead to disciplinary action.

Please note if a self-certification form is not completed, or a medical certificate as appropriate is not supplied, this may impact on the employee’s sick pay arrangements. In addition, failure to follow the reporting procedure and/or failure to provide appropriate certification to cover the entire period of absence may lead to the absence being classed as unauthorised, with the possibility of pay being suspended and disciplinary action being taken in line with the Church/PCC’s Disciplinary policy. 

Payment during sickness 
If an employee is absent from work due to sickness or injury, and they comply with the requirements regarding notification and certification set out above, they will normally be paid the current rate of Statutory Sick Pay (SSP), payable for a maximum of 28 weeks.

SSP is not payable for the first three days of absence.  These are called qualifying days.  For the purposes of the SSP scheme, the agreed qualifying days are the employee’s normal days of work.

It is forbidden for the employee to undertake work for anyone else whilst in receipt of sick pay, whether statutory, or discretionary or contractual Church/PCC sick pay.  In exceptional circumstances if it is felt that undertaking work, whether paid or unpaid, whilst signed off sick would be beneficial to aid recovery, then express written permission must be sought from employees line manager beforehand.

Illness whilst on holiday
If an employee becomes ill whilst on holiday, they must notify their line manager as soon as possible, in accordance with the usual reporting rules above.  The employee must also provide medical evidence as soon as practicable for the entire period of their incapacity, irrespective of the number of days they were affected, if they wish to claim a refund of their holiday allowance.

Sickness Absence Categories 
In order for managers to determine how best to support colleagues during times of ill health, absences are classified in accordance with two broad categories:

· Short Term (intermittent) Absence These are absences that are normally sporadic and may be attributed to seemingly unconnected minor ailments or similar related reasons.
· Long Term Absence 
Long term sickness absence is defined as a period of continuous absence which lasts for a period of 4 weeks or more. Regular contact should be maintained with the employee during prolonged periods of sickness absence to make sure that they are fully supported and still feel part of the team.

It is important to remember that where an employee reaches a point where a more formal meeting is required as a consequence of ill health, this is not considered to be the fault of the individual or a disciplinary issue. Rather it is recognised that because of ill health the employee may struggle to fulfill the duties required of the role and as such, any action taken is based on capability due to ill health. The process to use to address this however is the Disciplinary Policy and Procedure.

Occupational Health 
The line manager may refer an employee to the Occupational Health Service so that we can get expert advice on how the colleague can best be helped to manage any sickness episode(s). Where a referral is made, the line manager will need to make sure that they are asking questions which will help them to make decisions about how to support the employee to return to work safely and to be able to sustain their attendance.

To get the best advice from Occupational Health, the referral will need to include enough detail for the Occupational Health practitioner to understand the nature of the individual’s work. 

Stress Risk Assessment
When stress has been cited by either an employee or their healthcare professional as a possible reason of sickness absence, it is important that this is explored in more detail. The stress risk assessment enables the employee and line manager to work together to identify and evaluate factors that can cause work-related stress.

The Stress Risk Assessment is not simply a survey but should be an opportunity to look at what actions can be taken to reduce the levels of stress experienced.

Emotional Wellbeing
The Church/PCC encourages all employees, if they suffer with a mental health condition, to disclose their situation to their line manager, so that they are aware of specific needs and can support the employee. This could be depression, anxiety, PTSD, post-natal depression, bipolar or any other.  The employee does not have to go into personal details and could just focus on the requirements of their job i.e. whether any reasonable adjustments are required.  The employee should consider how and when to disclose, how much information they want to give and what kind of information.  

The potential benefits of disclosure are:
· it could make it easier for the employee to go to work at times when their symptoms are greater
· it enables the employee to receive the support of their line manager and other colleagues, as disclosure allows
· keeping it secret may be too stressful
· being open can encourage others in the same situation 
· it gives the employee a stronger basis for requesting adjustments to work or the work environment
· it gives us the opportunity to find out more for the employee and to possibly signpost them to specialist support 


Wellness Support Plan (WSP)
The WSP is a means of helping colleagues to think about what they need to do to stay well at work and details what their line manager can do to better support them. It also aims to help colleagues develop an awareness of their working style, stress triggers and responses and communicate these to their line manager. Where time away from work is as a result of a mental health problem, the WSP can be used as part of the return-to-work process to set out what steps can be planned to support the employee’s recovery. 
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Short Term Absence – Outline of Steps (to be read in conjunction with procedure and Manger’s Guidance documents, this is purely illustrative)
 (
Staff member has episode of short-term absence (less than 4 weeks in duration)
) (
Manager, HR & Staff member have a return-to-work meeting on return.  Wellbeing Action plan completed.
) (
Wellbeing Action plan reviewed.
) (
4 or more
 days in duration (but less than 4 weeks)
) (
Staff member still struggling with their health.
) (
Manager checks in with Staff member 4 weeks later.
) (
Consider Occupational Health referral for guidance on support.
) (
Staff member has 4
th
 episode of short-term absence in a rolling 12-month period
) (
Consider Occupational Health referral for guidance on support.
) (
Self-certificate completed (plus GP note if beyond 7 days). Manager & Staff member have ‘Return to work’ meeting on return.
 Wellbeing Action plan is completed.
) (
4 or more
 days in duration (but less than 4 weeks)
) (
Between 1 and 
3
 days in duration
) (
Staff member has 3
rd
 episode of short-term absence in a rolling 
12 month
 period
) (
Self-certificate completed (plus GP note if beyond 7 days). Manager & Staff member have an informal ‘Return to work’ meeting on return.
) (
Self-certificate completed & submitted to man
a
ger. No further action required.
) (
Between 1 and 
3
 days in duration
) (
Staff member has 2
nd
 episode of short-term absence in a 
12 month
 rolling period
) (
Self-certificate completed & submitted to man
a
ger. No further action required.
) (
Self-certificate completed (plus GP note if beyond 7 days). Manager & Staff member have an informal ‘Return to work’ meeting on return.
) (
Between 1 and 
3
 days in duration
)

 (
All is well. No further action required.
) (
Self-certificate completed
.
 Manager & Staff member have an informal ‘Return to work’ meeting on return.
) (
Formal meeting held with Staff member, HR and Manager to consider options including role suitability.
) (
4 or more
 days in duration (but less than 4 weeks)
)

Long Term Absence – Outline of Steps (to be read in conjunction with procedure and Manager’s guidance documents, this is purely illustrative)
 (
Staff Member submits Certificate
 from Health Care professional
 indicating that they will be off work for more than 4 
weeks
, and
 will continue providing 
Certificates
 for the 
entire 
duration of their absence
.
)
 (
Contract 
brought to a close
 on the grounds of capability due to ill health. Notice will be given
.
) (
Course of Action agreed
.
) (
Consider redeployment to another role, ill health retirement
 or 
end of 
contract
.
) (
R
edeployment 
= s
uitable alternative work identified
. T
rial given in new role
.
) (
Ill Health retirement = work with OH to progress.
) (
Manager and HR 
meets
 with Staff member to discuss options
.
 
.
) (
Yes
,
 with some adjustments.
) (
No
) (
OH
 report received
,
 meeting arranged to discuss the OH report with Staff Member
) (
Staff member meets with Manager and/or HR to discuss the 
OH 
referral questions and sign to agree to the referral 
) (
Manager Contacts HR Team to arrange an Occupational Health (OH) referral
) (
Manager to catch up with sta
f
f member 4 weeks post return to check all is well
.
) (
Staff member informs that they will be returning to work soon, no adjustments required. 
) (
Staff Member not yet ready to return
.
) (
Staff member indicates that they wish to return soon but will need some adjustments.
) (
Manager contacts them to discuss their health and 
wellbeing
)
 (
Return to work, no adjustments required.
) (
Consider 
phased
 
return
 to work with adjustments
.
) (
Manager and Staff member catch up 4 weeks post return to check all is well.
) (
Return to work with adjustments
) (
If yes, HR to arrange meeting with staff member and the 
Team 
manager of the r
ole 
being considered.
) (
Consider if 
Short
 term redeployment is appropriate
 until health 
improves.imporves
) (
Maintain
 contact during absence and agree a proposed return date
.
) (
Is the 
staff member
 able to return to the same role?
)
