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Sickness Absence Policy

1 Purpose and Scope of the policy

1.1 This policy relates to all categories of RAINBOWS GB staff and establishes guidelines for managers and staff in relation to sickness absence. It is aimed at enabling sickness absence to be addressed consistently and fairly across RAINBOWS GB and sets out procedures for reporting and recording sickness absence. Accurate sickness absence records are important to enable RAINBOWS GB to identify patterns of sickness and work-related health problems.

1.2 Staff who are ill will be treated sympathetically and every effort will be made to assist recovery and safeguard employment. It is recognised however that the loss of working days through repeated sickness absence can be a significant cost to RAINBOWS GB in terms of work not completed or the costs of arranging absence cover. Repeated sickness absence also places additional pressure on colleagues.


2 Reporting and recording procedures

2.1 Where a member of staff becomes ill while at work and feels too unwell to continue working, his/her manager should give permission for the individual to leave work and where appropriate, seek medical advice. Absence for part of a working day is not recorded as sick leave. 
2.2 A member of staff who is sick and cannot attend work should normally contact his/her manager (or the person designated for the purpose within the department) within 30 minutes of the time when s/he is expected to start work. Staff should not normally ask anyone else to make contact on their behalf unless it is not possible for them to do so. Staff with a flexible or irregular work pattern should make contact as early in the day as possible, if they are expected at work.

2.3 If a member of staff believes that his/her condition may be related to an activity or incident at work, s/he should inform his/her line manager. In such circumstances an Accident Report Form should be completed (if this has not already been done).
2.4 It is the responsibility of Heads of Department to ensure that a record is kept of the whereabouts of the staff in their department/section (for example who is on holiday, sick leave or special leave and the general location of staff working off-site). Heads of Department are responsible for ensuring that all incidents of sickness absence amongst the staff in the department are accurately recorded. When reporting absence from work due to sickness, staff will be required to supply the following information, for the Sickness Absence Record Form (see appendix 1).

· The nature of illness (if the employee does not wish to reveal the exact nature of the illness s/he must indicate broadly the cause of the absence) 

· The anticipated length of absence

· Details of any outstanding or urgent work that needs to be dealt with during the absence 

2.5 Staff are expected to contact their department during their sickness absence at a frequency agreed with their manager. For absences of between 1 and 7 consecutive calendar days a sickness absence record form must be completed and signed by the individual upon return to work. If the absence is likely to exceed 7 calendar days (including non-working days), the employee must obtain a medical certificate from a GP to cover the absence and forward it to his/her department as soon as possible. If the absence continues, medical certificates must be obtained to cover the whole period and if the absence has exceeded six weeks the final certificate must contain the date on which the employee is deemed fit to return to work.


3 Return to Work Following Sickness Absence

3.1 When staff return to work following sickness absence they should report to their manager (or the person designated within their department for this purpose) as soon as possible, check and sign the Sickness Absence Record Form and provide any doctor's certificates that are required to cover their absence.


4 Monitoring Sickness Absence

4.1 Heads of department should regularly review sickness absence to ensure that the department is able to function effectively and to check for patterns that give cause for concern or indicate the possibility of health problems that may be exacerbated by the working environment. If a member of staff's absence pattern gives a manager cause for concern it should be discussed with them informally at the earliest opportunity. 


5 Repeated short term absence

5.1 The absence of a member of staff due to sickness for six periods of absence in a rolling 12 month period or a total of twelve or more calendar days within the same period, will normally trigger a formal Sickness Absence Review meeting between the manager and the individual. This will depend on the reasons for the absence, as a broken leg or post-operative recuperation for example, may require a period of absence exceeding the trigger period and would not normally lead to a Sickness Absence Review meeting.

5.2 A Sickness Absence Review meeting will normally take place where the trigger number of absences (or days absent) is reached. The employee will be given at least seven days written notice of the meeting (unless the employee agrees to less) and s/he may choose to be accompanied by a trade union representative or work colleague. The Sickness Absence Review meeting will give the employee and his/her manager a chance to discuss the absence record, the reason for it and, if appropriate, the improvement that is required over a specific period.

5.4 If during any agreed monitoring period following the Sickness Absence Review meeting, absence exceeds the improvement target this will trigger a second Sickness Absence Review meeting with the Head of Department (or person deputed by him/her) . If, following a second meeting, the pattern of sickness continues and the required levels of attendance are not met, the Capability Procedure will be followed.

5.5 If, after a period of satisfactory improvement, sickness absence levels deteriorate again within the following year, it may be deemed inappropriate to repeat a Sickness Absence Review meeting. In such circumstances the Capability Procedure may be invoked. 

5.6 A member of staff who fails to comply with notification or certification procedures or who otherwise abuses sickness absence procedures may be subject to further action, which could include use of the RAINBOWS GB disciplinary procedures. 

 

6 Prolonged Sickness Absence

6.1 Managers should seek the advice of the Trustees in cases of long-term sickness absence of six weeks or more. 
6.2 The department should maintain contact with the member of staff in order to remain updated about the likely duration of the sickness absence. The member of staff has a responsibility to update his/her manager regularly on his/her likely date of return to work.

6.3 Referral to the Trustees is likely to entail contact with the individual's GP or Consultant which will require consent under the Access to Medical Records Act 1988. Following a prolonged period of sick leave the Trustees may advise a period  of rehabilitation to enable the employee gradually to undertake the full range of duties. This may include an initial period of reduced hours or carrying out alternative duties. Where the hours of work are reduced following a return to work, this would normally be on full pay for a limited period of up to four weeks. 

6.9 If a member of staff is deemed permanently unfit for employment and ill health retirement is not possible, consideration will be given to termination of his/her employment. Every effort will be made to meet with the individual at this point but where this is not possible consultation will take place in writing. Following consultation, if termination of employment is appropriate this will be confirmed in writing by their Manager, and the right of appeal against the decision and the mechanism for appealing, will be explained. 

6.10 In the case of a member of staff whose health problem falls within the definition of 'disability' within the Disability Discrimination Act, the RAINBOWS GB Policy on Disability in Employment will apply.

7 Other Procedures

7.1 At any time during the implementation of the Sickness Absence Policy it may be appropriate to refer to the following RAINBOWS GB procedures.

7.2 The RAINBOWS GB Policy on Disability in Employment will apply where a member of staff becomes disabled while employed or where s/he develops a medical condition which falls within the definition of 'disability' as defined by the Disability Discrimination Act.



Rainbows GB Sickness Absence Record Form


Name:



Department 



Date of first day of absence: 



Date/time of call informing of absence



Date; time and content of follow-up calls 



 



 



 


Nature of illness: 



Contact telephone number: 



Outstanding/urgent work to be dealt with: 



 



 



 



 

Date returned to work 




Completed by:



Line manager 




The following is to be completed by the member of staff when s/he returns to work: -

I confirm that the above information is correct and that I am fit and well to return to work today: -

Signed: 



Date of return to work: 




This form is to be forwarded to the Manager who maintains the sickness absence records and will be retained by the department.
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