Employee Guide to Sickness Absence Policy

At the Church (name), we know that working is an important part of your wellbeing and there will be times when you can’t come to work due to illness. We want to support you and help you come back to work as soon as possible.

Absence Reporting 
If you can’t come to work, you need to let us know. You need to call, or Email/Teams message, your line manager at least one hour before the time you are due to start work. 
It’s important you make the call or write the email/Teams message yourself; this is so that we can support you. For example, you may need some adjustments that we can get in place for you returning to work and we’ll need to ask you some questions to do so.

You’ll need to let us know:
· Why you’re absent and how long you expect to be off work
· Details of any urgent or outstanding work that needs to be picked up while you’re off

It’s important that you follow the Sickness Absence Reporting procedure for every absence. If you don’t, this may be viewed as unauthorised absence which may result in your pay being withheld. This also may be viewed as a personal conduct matter, which may lead to action being taken against you under the Disciplinary Policy. 
If you become ill when you are at work and need to leave, you need to let your line manager, or another line manager know; it’s important we know you have left. For example, if we need to evacuate the building.

Keeping in Touch 
During the time you are off work you need to stay in touch with your line manager so we can continue to support you. Your line manager will let you know when you need to call and update them on how you are doing. Your line manager may also need to call you from time to time and will agree with you how and when to keep in touch with you. 
It’s important to stay in contact with your line manager as well as providing Fit Notes (see Sickness Certification). You should call at the latest, the day before your Fit Note expires to let them know if you will be returning to work. You should also keep your line manager updated on any new information about your sickness and how you are progressing.

Sickness Certification 
You can self-certify for the first seven calendar days of your sickness using the self-certification form. If you’re going to be off for more than seven calendar days, you will need to get a Fit Note from your doctor or other medical professional to cover your absence from the eighth day onwards. You need to provide your line manager with the Fit Note without delay. Any sickness absence needs to be covered by self-certification or a Fit Note. Any uncertified gaps may be classed as unauthorised absence.

Return to Work Meeting
When you return to work your line manager will meet with you on your first day back to find out how you are and if there are any support and adjustments required. Your line manager will also update you on any important information you may have missed. At the meeting you must complete the self-certification form, and your line manager will complete the Return-to-Work Form with you.

As part of the return to work your line manager will let you know if you have reached an absence trigger and need to attend an informal or formal Attendance Review Meeting. If you have not met a trigger but your line manager is concerned about your attendance, they will discuss this with you informally to identify if there are any adjustments or support you may need.

Absence Trigger – Short Term and Persistent Absence

Using absence triggers is an important way of managing attendance. 
· Informal Attendance Review Meeting
Your line manager will write to you to let you know when and where the meeting will be. The meeting is a two-way discussion between you and your line manager. Your line manager will discuss your absences and the following with you:
· Next steps from previous attendance review meetings (if applicable).
· Occupational Health report (if applicable). 
· What, if any, adjustments and/or support is in place, and if this needs to be reviewed. 
· Additional adjustments and/or support you may need.

After you and your line manager have had a full discussion, your line manager will confirm any next steps put in place in the form of an informal improvement plan and agree with you when these will be reviewed.

· Formal Attendance Review Meeting (s)
This will be held if you exceed the sickness absence trigger points. Your line manager will write to you to let you know when and where the meeting will be. As this is a formal meeting you can be accompanied at the meeting by a trade union rep or a work colleague. Your line manager will be accompanied by another manager at the meeting who will take notes. In some cases, a member of Diocesan Office HR team may attend instead of another manager. 

The meeting is a two-way discussion between you and your line manager. Your line manager will discuss the following with you:
· Your absences that have given cause for concern. 
· What, if any, adjustments and/or support is in place, and if this needs to be reviewed. 
· Next steps from previous attendance review meetings (if applicable). 
· Occupational Health report (if applicable).

After you and your line manager have had a full discussion, the meeting will be adjourned. This gives your line manager time to decide what the outcome of the meeting should be. The meeting can have one of three outcomes:
· No further action, but a reiteration of your previous Informal Review plan
· A deferment, whilst seeking Occupational Health or Medical Practitioner Advice
· Formal action, this could be: 
· Stage 1 formal improvement plan –the warning of the need to improve attendance levels will be live on your record for 26 weeks
· Stage 2 formal improvement plan – The warning of the need to improve attendance levels will be held on you record for 52 weeks.
· Stage 3 hearing - Dismissal on the grounds of capability, where you already have a prior warning, or where the circumstances of your absence otherwise make it appropriate,

Long Term Absence
Long term sickness absence is where you are absent for a period of more than 4 weeks. If you are unable to return after 4 weeks your line manager will arrange a review meeting with you to discuss your ill health and the support, we can offer to help you return to and remain at work. We will work with you throughout your absence and will implement reasonable adjustments where possible. 

During your absence, your line manager will hold review meetings with you regularly. There are no set timescales for review meetings – it depends on your medical condition and your circumstances. Your line manager will arrange to meet you at appropriate times as your absence progresses. This may be for example, after receiving an Occupational Health report or if you have met with your GP or specialist. 

The meeting is a two-way discussion between you and your line manager. Your line manager will discuss the following with you:
· Your health conditions and what progress you are making. 
· What adjustments and/or support is in place, and if this needs to be reviewed. 
· Next steps from previous attendance review meetings (if applicable). 
· Occupational Health report (if applicable). 
·  if you can return to work in the near future. 
· Options that may be available if you are unable to return to your role

Sickness and Holidays
If you’re off sick and have pre-booked holiday that you’re too unwell to take, you can ask for the holiday to be cancelled so you can take it another time. If you are already on holiday and you become so unwell that you wouldn’t have been able to attend work, you can ask for these holidays to be cancelled if your illness seriously disrupts your holiday. You will need to follow the absence reporting procedure and get a Fit Note from your doctor covering the entire period of holiday you were unwell (including the first seven calendar days). 

If you are on sick leave and you want to go on holiday you need to let your line manager know. We may want to refer you to Occupational Health to ensure going on holiday will not be detrimental to your recovery. Where an absence is broken by a period of annual leave the sickness before and directly after the period of annual leave will be treated as a single absence. 

When you are off sick you continue to accrue annual leave. You will not accrue bank holiday leave unless this would take you below your statutory leave entitlement of 5.6 weeks per year.

Personal Conduct Matters
In some cases, the Disciplinary Policy may apply rather than, or as well as, the Sickness Absence Policy. Such conduct matters include, but are not limited to:
· If you don’t follow the absence reporting procedure.
· If you don’t follow the Keeping in Touch procedure. 
· If we have reasonable grounds to believe that your sickness absence isn’t genuine. 
· If you give inaccurate or misleading information about your sickness absence.
· If we have reasonable grounds to believe you are doing activities (other work, sports, hobbies, etc.) that may delay your recovery or make your condition worse. 
· If you undertake any other employment, whether paid or unpaid without prior consent.
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