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 MANAGING SICKNESS ABSENCE POLICY

Covers:
· Our overall approach to absence management
· Requirements for notification of absence (including self certification and Fit Notes)

· Work related absence
· Return to work arrangements including RTW interviews
· Accidents and hazardous activities

· Equality Act 2010

· Sickness during annual leave

· Sick pay

ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

MANAGING SICKNESS ABSENCE POLICY

1.  
Overview  

 
Sickness absence management
1.1     The aims of managing sickness absence are to achieve:

· Increased attendance at work

· Increased communications with staff

· Greater awareness of employees’ absences

· A pro-active approach to managing absence

· Identification of cases of abuse of sickness pay

· Improved performance management

The council recognises that absence has a detrimental effect on the efficient delivery of services and the morale of other staff who will be affected by additional workloads. It is essential therefore that absence is managed effectively from an early stage and that individual employees are treated in line with good employment practice. A certain level of absence due to sickness is inevitable and justified absence will be treated sympathetically.

The management of sickness absence is often sensitive, complex and unpredictable. Guidance and advice on individual cases should be sought from the HR Business Partner Team at an early stage.

1.2      Action taken under the policy

Actions required to manage sickness absence, whether short or long term are provided for within the Procedure for Managing Sickness Absence (the Procedure)

1.3      Interface with Capability and Disciplinary procedures

Some absence problems can result in issues concerning reduced job performance and/or misconduct where for instance there is unauthorised absence. In these cases the provisions of the Capability or Disciplinary procedures may apply.
2.      Principles 

Often absences will be of a transient nature with no underlying health reason. The council will not let unacceptable levels of absence of this nature go unchallenged, however the procedure offers a clear opportunity for improvement at an early stage.  

In summary the policy requires arrangements to be in place to:
· Ensure that the notification of sickness absence is consistent and effective.

· Identify the signs of a developing problem relating to absence from work at an early stage.

· Provide for remedial action to avoid recourse to the latter stages of the procedure wherever possible.

· Identify a progressive series of stages which can be undertaken if the necessary improvement is not forthcoming (the Procedure).

3. 
Notification of Sickness Absence
 
Employee’s responsibility

3.1
An employee who is unable to attend work due to sickness must verbally, on his/her first day of absence, notify the manager at the latest within one hour of the normal starting time. Where possible the employee should outline the reason for the absence and give an indication of the likely duration of the illness.

If the employee is unable to indicate the likely duration of the illness they should contact their manager on each subsequent day of absence.  If an employee is signed off with a medical certificate for a long period of time, they will not need to call in every day.  The employee should, however, be in regular contact with their manager, especially towards the end date of any certificate.
When the manager is not available the employee must speak to a deputy or senior officer who will ensure that the manager is informed at the earliest possible time.

During any absence it is the employee’s responsibility to keep the manager informed of its likely duration and of any projected return to work date, as soon as it is known. Failure to comply with this provision may result in the manager withholding sick pay for a period.

For absences of longer than seven calendar days employees must provide a signed Statement of Fitness for Work to their manager for the period of continuing absence. Sickness payments may be affected if statements are delayed.  Repeated failures to notify or provide statements for sickness may be grounds for disciplinary action.

Manager’s responsibility

3.2
It is the manager’s responsibility to keep in touch with the employee if the sickness continues for an extended period. 

The manager will arrange for an initial entry of the employee’s absence to be made on iTrent. 
· Absence of seven days or less: If the employee is absent for seven calendar days or less the employee will complete a self-certification form on return to work and send it immediately to their manager, who will arrange for the details of the absence to be entered on iTrent.
· Absence of eight days or more:  If the employee is absent for eight or more calendar days they must obtain a Statement of Fitness for Work and send it immediately to their manager, who will arrange for the details of the absence to be entered on iTrent.
Work related absence

3.3
Any incident arising or connected with work activity including injuries, accidents, illnesses and/or diseases must be reported to the manager at the earliest opportunity. The manager must then follow the appropriate reporting mechanism including any communications with the Health and Safety Team.

4. 
Return to Work
Absences of eight calendar days or more require the employee to submit a Statement of Fitness for Work. This replaced the sick certificate in April 2010 and enables Doctors to advise if an employee may be fit for work and to provide some advice on adaptations to their work to facilitate a return to work. A guide for Employers from the DWP can be accessed at:
DWP Employers Guide
The statement enables Doctors to identify ways that adaptations at work may facilitate an earlier return to work such as phased return, altered hours, amended duties or workplace adaptations. It also allows the Doctor to provide information on the functional effects of the condition and to recommend a referral to Occupational Health.  This facility complements the role of Occupational Health and therefore management may make referrals to Occupational Health as appropriate.
On receipt of a statement where the Doctor has identified that the employee may be fit for work, consideration of the options needs to be undertaken and a discussion held with the employee about the practicality of the options. Further advice can be obtained from the HR Business Partner Team. (Also see section 6.1)
In the event that adaptations can be made the employee can return to work on those terms. The statement will indicate a time period or specific date for which any adaptation will apply and whether or not an employee needs to be seen again by the Doctor. If they do not need to be seen by the Doctor the employee will return to work and normal duties at the specified time, unless they return to their Doctor for a review.
If following consideration adaptations cannot be made the employee will remain absent for the time specified on the statement. (Refer to section 6.1) 
Appropriate management action such as Occupational Health referral or the application of the managing sickness absence procedure may be required.

Full pay will normally be paid during the time limited incremental return to work.  The time not at work will not be regarded as sick leave. These provisions will be subject to the phased return to work being for a time-limited period which would usually be no longer than 4-6 weeks.
Early return to work

4.1
An employee may wish to return to work before the date/time period specified on the statement. This is only possible with management’s permission.  There is no requirement for them to obtain a statement from their Doctor to confirm that they are fit to return.  In the majority of cases an early return to work will only be possible if the employee’s case has been reviewed by the council’s Occupational Health advisor. If appropriate a telephone consultation will be arranged to expedite this.
     Return to work interview

4.2
The Procedure for Managing Sickness Absence Part 1 Short Term Absence sets out arrangements for Return to Work Interviews which should be carried out for every employee after every period of absence.
Where an employee has been absent for a longer period (3 continuous weeks or more) the manager should meet with the employee immediately upon their return to work.  The main purpose of this is to confirm that any agreed arrangements to support the employees return to work are in place and whether any additional measures are required.  In all long term absence cases the manager should maintain regular contact with the employee but the meeting is a good opportunity to check that the employee is fully up to date on developments whilst they have been away.
5. Accidents and Hazardous Activities
Where a member of staff is absent as a result of an accident (including a road traffic accident) and damages may be recoverable from a third party they are not entitled to receive sickness pay. However an advance equal to the sickness pay may be made, conditional upon the employee refunding to the council the total amount, or proportion of the amount, represented by the damages received.
6. Additional Guidance
Equality Act 2010 (replacing the Disability Discrimination Act (DDA))
6.1
The disability discrimination provisions within the Equality Act 2010 need to be given careful consideration when dealing with any matter involving ill health.   Managers need to consider whether an illness has been caused by a long-term disability or whether it may have led to the employee being considered as having a disability.  In either case there may be a need to institute a ‘Reasonable Adjustment’ to the post or working conditions. The Statement of Fitness for Work does not alter the council’s obligations under the Equality Act.
The application of the Equality Act and its impact in terms of the requirement to make reasonable adjustments is complex and in all cases the HR Business Partner Team must be involved for the full duration of cases to ensure continuity and appropriate advice. 

    Sickness during annual leave

6.2
If an employee becomes ill during a period of annual leave, they must inform their manager at the earliest opportunity if there is a likelihood that the illness may delay a return to work.

If they wish to have their leave reinstated for the period of sickness they must provide a statement from a doctor for the complete duration of the absence (i.e. from the first reported day of sickness).  This will be at the employees own expense.
Sickness pay 

6.3
The employee’s contract of employment outlines the entitlement to sickness payments. The payment provision exists to assist employees who are absent due to sickness and does not imply a right to take the equivalent amount of sick leave.  The Council is under no obligation when considering long term ill health cases to consider the amount of full or half pay provision already paid or any remaining period.  Management action can therefore take place at an appropriate time irrespective of the employee’s sick pay entitlement.
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