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1. References: 

• Adoption Leave Policy 

• Emergency Leave Policy 

• Maternity Pregnancy Paternity Adoption Parental Leave 

 
2. Scope: 

• All Staff 

 
3. Policy Statement: 
 

 

 

 

4. Overview: 
 

During periods of absence due to sickness, illness or injury it is the responsibility of the individual member of 

staff to keep in regular contact with their Line Manager to keep us informed of progress and when they are 

likely to return to work. 

Unauthorised absence (except emergency leave) may make you liable to disciplinary action and could 

ultimately lead to dismissal.  Please refer to the Emergency Leave Policy. 

Wherever possible and in order to ensure the minimum level of disruption to the business, you are requested 

to make GP, dental, optician or hospital appointments in your own time in order that they do not interrupt 

your normal working day. 
 

5. The Procedure (Office and Remote Worker Employees): 
 

5.1 On the first morning of your sickness absence, you must contact the Company and speak to your line 
manager at the earliest possible opportunity and as close to your normal start time as possible. In any 
event, this must be no later than one hour before your normal start time. If you are unable to speak to 
your line manager personally, you should speak to the On-Call Manager or other suitable member of 
office staff. You should give details of the nature of your illness and, if the illness is of a minor nature, you 
should indicate when you believe you will be fit to return to work. You must inform your line manager as 
soon as possible of any change in the date of your anticipated return to work. Contacting your line manager 
by text message or e-mail is not acceptable.   Only when you are physically unable to telephone personally 
should someone else notify your Line Manager on your behalf. If you have been diagnosed as having 
contracted an infectious or contagious disease such as measles or chicken pox, or a pandemic virus, you 
must inform your line manager as soon as possible after your diagnosis. 

 
5.2 For an absence of seven consecutive calendar days or less, you are required to telephone your line 

manager daily in accordance with the reporting procedure set out above. However, the Company may 
relax this requirement in exceptional circumstances, for example in the case of a  

This policy outlines the procedure to be followed when a member of staff is unable to attend 

work due to sickness, illness or injury. It covers both short and long-term sickness. Following the 

procedures detailed in this policy will enable the Company to ensure all sickness records are 

accurate, up-to-date and processed in a timely and consistent manner. 
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pandemic virus affecting a large percentage of the Company’s employees. You will be advised about any 
modified sickness absence reporting requirements at the appropriate time. You must also complete a 
self-certification of sickness absence form immediately on your return to work. You are reminded that it 
is a serious disciplinary offence to provide false information on a self-certification form. 

 
5.3 Should your sickness absence be for a period in excess of seven calendar days, you are required as an 

absolute minimum to contact your line manager on a weekly basis in order to provide an update on your 
illness or injury. A doctor’s certificate, called a Fit Note, must also be obtained. A new Fit Note should be 
provided at all times and when one runs out a new one must be provided within a reasonable time. Your 
Fit Note must be forwarded to your Manager. 
 

5.4 You should have certificates (either self-certification of sickness absence forms or doctor’s certificates) to 
cover the entire period of your sickness absence. 

 
5.5 The Company reserves the right to request a doctor’s certificate for any period of sickness absence even 

though this may be less than eight calendar days. If you incur costs in relation to obtaining a doctor’s 
certificate, the Company will reimburse those costs upon production of a receipt. 

 
5.6 For all periods of sickness absence of half a day or longer, your line manager may require you to attend a 

“back to work” interview on your return to work to discuss the reasons for your absence and, in particular, 
whether it was work-related. Sickness is monitored on a rolling year basis; payment is SSP only or at the 
discretion of your line manager. 

 
5.7 For long-term sickness absence, your line manager may request to visit you at home and will ask for your 

consent to do this and provide you with advance warning of their intentions to do this. 
 
5.8 For long-term sickness absence or frequent periods of sickness absence, the Company may request a 

medical report from your GP or consultant or alternatively request that you visit a doctor selected by the 
Company to undergo a medical examination. The cost of any such report or examination will be met by 
the Company. The Company will only request you to undergo a medical examination where reasonable 
to do so and with your consent.   
 

5.9 The Company reserves the right to withhold sick pay in circumstances where the certification procedure 
described above has not been followed or where there is sufficient reason to doubt the validity of your 
sickness absence claim. In the latter circumstances, the Company may request you to undergo a medical 
examination by a doctor selected by it. 

 
5.10 On being fit to return to work, you must contact your line manager and let them know as far in advance 

as possible of the proposed date of your return. 
 

5.11 If you have been suffering from an infectious or contagious disease such as measles or chicken pox, or a 
pandemic virus, you must not report for work until you are medically fit to do so. This is a precautionary 
measure to prevent the spread of the disease or virus in the workplace. 
 

5.12 Persistent short-term sickness absence is, in the absence of any underlying medical condition or other 

reasonable excuse, a disciplinary matter and will be dealt with in accordance with the Company’s 

disciplinary procedure. If it is subsequently discovered that your sickness absence was not genuine, this 

will also be treated as a disciplinary matter. 
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Sick pay 
 
5.13 To qualify for Statutory Sick Pay (SSP) you must have adhered to the procedure set out above. SSP is 

payable for days that you would have worked except for the first three days of illness which are 
considered the ‘Waiting Days’. 

 
5.14 You will not qualify for SSP where your earnings are below the lower earnings limit in force (averaged 

over the eight weeks preceding illness). If you are not eligible for SSP you will receive form SSP1 from the 
company setting out the reasons for non-payment. 

 

5.15 Any sick pay in addition to SSP will be discretionary 
 
Back to Work Interview 
 

5.16 Your Line Manager will arrange for a back to work interview on your return from any absence. 
 
 

6. The Procedure (Care Staff): 
 

6.1 Whenever possible you should call the Care Co-Ordinators to let them know of the problem at your 
earliest convenience and not later than one hour from when you are due to start work (whether you are 
between assignments or on assignment) so that appropriate cover can be organised in advance of your 
assignment or urgently if you are on assignment. Only when you are physically unable to telephone 
personally should someone else notify the Care Coordination Team on your behalf. If you are late 
notifying absence you may lose part of your sick pay.    
 

6.2 For an absence of seven consecutive calendar days or less, you are required to telephone Care 
Coordination on a daily basis. You must also complete a self-certification of sickness absence form 
immediately on your return to work. Self-certification forms are available from the office. Once you have 
completed the form it should be sent to the office. It is a serious disciplinary offence to provide false 
information on a self-certification form. 

 
6.3 Should your sickness absence be for a period in excess of seven calendar days, you are required as an 

absolute minimum to contact Care Coordination on a weekly basis in order to provide an update on your 
illness or injury and you must provide us with a medical certificate by the eighth day of sickness and for 
any continued periods of sickness. The medical certificate should be sent to office. 

 

Health and safety 
 
6.4 If you are unwell when on assignment care should be taken so that you do not pass on your illness or 

infection to the client. 
 

6.5 If you are unable to continue with your assignment you should contact the Care Coordination Team 
immediately. 

 
Sick pay 
 

6.6 Statutory Sick Pay (SSP) is payable for where you are scheduled to be working (‘Qualifying Days’) 
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6.7 You will not qualify for SSP where you have not started your first assignment or your earnings are below 

the lower earnings limit in force (averaged over the eight weeks preceding illness). If you are not eligible 
for SSP you will receive form SSP1 from the company setting out the reasons for non-payment. 

 

6.8 To qualify for Statutory Sick Pay (SSP) the following conditions must be observed: 
 

• If you are absent from work or unable to work for between four and seven working days including 
weekends and statutory public holidays you must fill in a self-certification form on returning to work.  
Forms can be obtained from the office. 

 

• If you are absent from work or unable to work due to sickness or injury for more than seven days (including 
weekends and statutory public holidays) you must provide us with a medical certificate by the eighth day 
of sickness or injury. It should state your reason for absence and how long you may be away. For 
continued periods of sickness or injury you must provide us with medical certificates on a weekly basis 
(or longer period if agreed by us) to cover the entire period of absence. 

 

Any sick pay in addition to SSP will be discretionary. 

 
Procedure Review 
Review Date: Sections Changed Reasons: 
   
   
   
   
   

 


