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	1
	Purpose

	
	This procedure is to inform all staff of entitlements and how to:
· inform the Company of sickness absence
· request leave
· request leave for special circumstances e.g. study leave or compassionate leave  

	2
	Scope

	
	All staff, full–time and part-time.

	3
	References

	
	· Employment Rights Act 1996
· Employment Relations Act 1999
· Employment Act 2002
· Department for Business Innovation and Skills

	4
	Definitions

	
	None

	5
	Action

	
	
	
	
	Person Responsible

	
	5.1 
	Sickness
The Statutory Sick Pay (SSP) scheme is in place which was introduced on the 6th April 1983.  This applies to employees with less than 1 year’s service and to those who have exhausted their Company Sick Pay entitlement.  After 1 year’s service employees are entitled to Company Sick Pay and employees should refer to their individual ‘Principal Statement’ (Contract of Employment).
Staff reporting ‘sick’ should contact their work base at the earliest opportunity.  Staff must also telephone Human Resources at the Business Centre by 9.00am on the first day of absence, if the office is closed then staff can leave a message on the voicemail box by listening and selecting the correct option.  Failure to do so could lead to loss of SSP or Company Sick Pay and also attract disciplinary action.  (Please refer to Managing Attendance Procedure).
Staff must, unless otherwise agreed,[footnoteRef:1] telephone and speak to their Manager or Duty Manager on the first day, then day 3 and then day 7 of their absence to update them as to their recovery from illness or on days as agreed with the Manager.  After that notification will be by agreement with your Manager. [1:  For example – in-patient, in hospital.] 

The Company will withhold the payment of Statutory Sick Pay (SSP) where it has good reason to believe that the staff member was not incapable of work through illness on one or more of the days being claimed for.  Where agreement cannot be reached on this, the employee has the right to contact HM Revenue & Customs for an impartial decision by an independent adjudicator.
If the staff member is entitled to Company Sick Pay (CSP) but the Company has good reason to believe that the staff member was not incapable of work through illness on one or more the days being claimed for then the Company reserves the right to withhold the payment.  Where agreement cannot be reached on this, staff have the right to raise a grievance (refer to Grievance Procedure).
Staff returning to work should telephone their work base and the Human Resources Department, the day before intending to return to work or earlier if at all possible to advise of this.  This is in order that the Manager can plan ahead and avoids pay being deducted or SSP being paid.
Staff must provide a self-certificate for all absences using the standard form (Company Self-Certificate).  
For absences of more than 7 (seven) calendar days, as from 6 April 2010, a “Statement of Fitness for Work” or commonly known as a Doctor’s ‘Fit Note’ must be forwarded to Human Resources on the eighth calendar day of each subsequent week of absence.  Under certain circumstances, for example if a member of staff has had a high number of absences, they may be required to produce a Doctor’s certificate for shorter periods of absence.
It is the responsibility of members of staff to notify Human Resources when they are fit for work even if it is ‘your day off’ otherwise, it will be considered that you remain off sick.  This could affect the need for a Doctor’s Certificate and could also affect salary payments.
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For example
	Wed
	Thu
	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri

	________________________________________________
Sickness
	___________
Fit for work but days off
	
Return to work



	
	
	Staff would be expected to bring a ‘Fit Note’ for Wednesday and Thursday had they not notified the Company that they were fit for work. 
In compliance with the Company staff care policy, staff will be interviewed by their Line Manager on return from sick leave in order to establish the reason for absence and to ensure fitness for work.  If the illness has been stress-related staff will be advised to consult their GP if they have not already done so. 
A record of this will be attached to the Company Self-Certificate (or ‘Fit Note’ if absence is longer than 7 days) and sent to the Human Resources section.
The Group Operations Manager or the Group Business Manager will follow up any stress-related absences in an effort to identify any potential support mechanisms for the member of staff and indeed causality in the workplace.
“Statement of Fitness for Work” (Fit Note)
If you receive a ‘Statement of Fitness for Work’ from your Doctor then your Doctor may indicate that you may benefit from:-
i)	a phased return to work
ii)	altered hours
iii)	amended duties
iv)	workplace adaptations
and the Doctor may comment on the functional effects of your condition.
Please be aware that if any of the above are recommended/suggested, then it would have to be with the agreement of your Line Manager and the Group Operations Manager or the Group Business Manager.  The Company is not obliged to implement the suggestions.  Each suggestion will be considered taking into account the place of work, job role and current working conditions at that place of work.
If a phased return to work is deemed to be appropriate in the circumstances then the staff member would return to work for at least 50% of their normal working week.  Please note any member of staff returning to work on reduced hours will be paid only for the hours worked.
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	5.2 
	Sick Leave Payment - See contract for contractual entitlements.
	
	

	
	5.3 
	Maternity Leave (and also Adoption)
The Company's policy is to comply with the legislation on maternity/adoption rights.  To this end it is our aim to inform all female employees, of their entitlement to statutory maternity rights including pay/leave and time off in respect of maternity appointments and to ensure that those rights are understood by employees who qualify.  The Human Resources Manager will, on request, provide published literature to staff detailing their rights in this regard.
However, in the first instance an employee who is pregnant must inform the Human Resources Manager and their own Manager at an early stage of the pregnancy in order that a Risk Assessment may be carried out and that the Company can make arrangements for staff cover during the maternity leave period.  At some point in the pregnancy usually, after 20 weeks, the employee must obtain a MAT B1 certificate from their midwife or General Practitioner which states the Expected Week of Confinement/Childbirth and also entitles the employee to Statutory Maternity Pay, if applicable.  Depending on length of service some pregnant employees may only be entitled to Maternity Allowance payable through Jobcentreplus.
The Human Resources Manager will consult up to date literature for the latest information in respect of maternity rights. 
NB	Unless the MAT B1 certificate is provided then the Company is not obliged to make any maternity payments.
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	5.4 
	Paternity Leave/Pay
The Company's policy is to comply with the legislation on paternity rights.  To this end its aim is to inform all male employees, of their entitlement to statutory paternity rights.  As with maternity rights above, the Human Resources Manager will consult up to date literature for the latest information in respect of paternity rights.
	
	

	
	5.5 
	Family Leave
Policy
The Company recognises that at various stages in employee’s working lives, domestic and family commitments and responsibilities can potentially reduce or hinder their ability to fulfil work responsibilities.  Where such conflicts cannot be resolved, this could result in the organisation losing employees.  To prevent such loss of skilled experienced workers and in an effort to help reduce anxiety and stress among our workforce, this Company not only acknowledges those potential conflicts but also offers practical help through its family leave arrangements.
	
	

	
	5.6 
	Parental Leave
Employees who are the parents of one or more children under five years of age and who have at least one year’s continuous service are entitled to a total of 18 weeks unpaid parental leave (effective 8 March 2013).  This leave may be taken at any time (subject to the employer’s agreement) up to the child’s fifth birthday.  This right also applies to employees who have acquired formal responsibility for a child, e.g. guardians.
Employees who have at least one year’s continuous service and who adopt a child under 18 are also entitled to 18 weeks parental leave (effective 8 March 2013).  The right to leave lasts for five years from the date on which the child was placed for adoption, or until the child reaches the age of 18, whichever occurs earlier.
Parents of children in receipt of disability living allowance  can take a total of 18 weeks unpaid parental leave up until the child’s 18th birthday.
Employees who work part-time will receive a pro-rata amount of parental leave.
An employee may not take more than four weeks parental leave per calendar year per child.
Applications for parental leave must be made in writing to the Human Resources Manager and employees may be required to provide evidence of their responsibility for the child and the child’s age.
Employees must give at least 21 days notice of an intention to take parental leave and should specify the dates they wish the period of leave to begin and end.
Employees may take time off immediately after the birth or immediately after an adoption order has been granted provided that they give 21 days notice of the expected week of the child’s birth or adoption.
The Company reserves the right to postpone a period of parental leave requested for up to six months (unless the leave is requested for the period immediately after a child is born or adopted).  Postponement may be necessary when the organisation could not cope or would be harmed by the absence of an employee at the time requested.  Postponement will be confirmed in writing no later than seven days after the employee’s notice to take leave has been received.  This will state the reason for the postponement and set out suggested new dates of parental leave.
Employees will remain employed during all periods of parental leave although most contractual terms will be stopped (unless the employee’s contract states otherwise).  The terms that continue to apply are: the employer’s obligation of trust and confidence, terms concerning notice, redundancy compensation and disciplinary and grievance procedures.  Furthermore, the employee’s obligation of good faith and any express terms prohibiting disclosure of confidential information or participation in a competing business remain active.
No payment will be made for any parental leave taken.
Where both parents are employed by the organisation, each will be entitled to parental leave in respect of each eligible child.
Employees returning from parental leave of four weeks or less will be reinstated in their previous jobs.  Employees returning from parental leave of more than four weeks will be reinstated in their previous jobs wherever possible or, if not, offered similar jobs which have the same or better terms and conditions as their previous role.
	
	

	
	5.7 
	Dependant’s Leave
Employees have a statutory right to take unpaid time off to provide assistance or take appropriate action to deal with an emergency concerning a dependant.
A dependant is a spouse, partner, parent, child or any other person who lives in the same household as the employee but is not a lodger, employee or boarder, or may be any other person who relies on the employee for care, e.g. an elderly neighbour.
Examples of when an employee may take time off include a dependant being taken suddenly ill, a dependant dying or where existing arrangements for the care of a dependant have been unexpectedly disrupted.
Employees should note that in order to take time off for dependants, the situation must have been unforeseen.  Generally, the amount of time off that will be needed should be reasonable and enough for the employee to deal with the emergency.  Time off for dependants should not be used to provide long term care.
Employees who need to take time off for dependants should inform their manager as soon as is reasonably practicable of the reason for their absence and how long they expect to be away from work.
	
	

	
	5.8 
	Annual Leave
It is the Company's policy that employees should be given paid holiday every year.  Its purpose is to provide an extended period of leisure time during which employees can have a break from work, relax and therefore, return to their jobs refreshed.  Employees should have the opportunity to take the holiday to which they are entitled; managers should endeavour to ensure that the workload does not prevent this and also that the needs of the business are taken into account.  Holiday entitlement relates to specific posts and is contained in the Contract of Employment (Principal Statement).

Obtaining Approval
All requests for annual holiday should be made in writing on the appropriate form at the earliest reasonable opportunity and generally no later than 4 weeks before the required start date.  They should be authorised by your Line Manager. 
The Line Manager, who may have to consult their own Line Manager, will consider the application having regard to the needs of the service and the rules on annual holiday set out below.
If approval is not granted the application form should be marked "not approved" with the reasons for refusal and should be signed by the Line Manager and returned to the employee.  
If approval is granted then the Line Manager signs the form in the duplicated sections. 
Once the leave has been approved, only then should the employee commit him or herself to any holiday plans, particularly when a deposit has to be paid.
The leave form will be sent to the Human Resources Section at the end of the relevant month with the Unit’s monthly returns for payroll purposes and for recording on the personnel system and they will retain a duplicate for the employees personnel file and effect any necessary pay adjustments.
Once approval for annual holiday has been given it will not normally be withdrawn.  However, the Company reserves the right to withdraw such approval should the circumstances warrant it.  Where this has to be done because of the needs of the business, every effort will be made to minimise any inconvenience or hardship for the employee.
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	5.9 
	Carrying Holiday Over
The holiday year runs from the 1st April each year and ends on the 31st March in the following year.  Any holiday entitlements not taken during the holiday year will be forfeited or may, subject to agreement with the Group Operations Manager or the Group Business Manager, be carried forward by up to a maximum of 5 days.
Annual holiday entitlement accrues for employees in accordance with the employee’s contract and increases in line with service, again as per the employee’s contract.  No service with any other employer counts for these purposes.  New employees will receive pro rata entitlement initially, if they join the Company part way through the holiday year.
Every effort will be made to meet the needs of new employees in respect of commitments to holidays already made.  New employees should inform the Company of any holiday plans at the earliest opportunity and in any event before they take up their employment.  Where the booked holiday exceeds the new employee's annual holiday entitlement, consideration will be given to granting unpaid holiday up to maximum of 1 week.
Annual leave is not normally permitted during the first three months of employment.  However, requests to take leave during this time should be made in writing to the Group Operations Manager or Group Business Manager with copies to the Human Resources Department and the employee’s Line Manager.  The employee and their Line Manager should be notified via Human Resources Department of the outcome of the request..
All employees whether full-time or part-time are entitled to a proportion of their working year for annual leave and a further proportion for Bank Holidays whether or not they work on a Bank Holiday.
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	5.10 
	Bank Holidays
If an employee works a 5 day week then they will take Bank Holidays as they occur.  If an employee is contracted to work any day of the week then their Bank Holidays are added to their annual leave as per their contract.
Where there are conflicting holiday requirements, priority will normally be given to the employee whose request was received first.
No more than 2 weeks of annual holiday may normally be taken at any one time.  Employees wishing to exceed this limit must make their request to the Group Operations Manager or Group Business Manager at least 3 months in advance.
Any employee who takes annual holiday, which has not been previously approved, will be subject to disciplinary action.
	
	







All staff
GOM
GBM

	
	5.11 
	Illness During Holiday
Employees who are ill during a period of annual holiday may be entitled to treat the days of sickness as days of sickness absence and count them against sick pay entitlement rather than annual leave.  In this event they should adhere to policy on sickness notification.
Staff must inform Human Resources Section within 24 hours of their illness occurring if they wish this period to be treated as a period of sickness or as soon as possible if there is a legitimate reason for the delay and satisfy the Company and their Manager that the illness was genuine by providing a Doctor's ‘Statement of Fitness for Work’ and/or other relevant supporting evidence.  Please note this applies to any length of sickness absence.  Subject to management approval, days of annual holiday lost through illness may be taken again at a later date.
Please note staff will not be paid sick pay for time taken off when they are undertaking cosmetic procedures, i.e. the cosmetic procedure not being required for medical reasons, whilst on holiday and then subsequently decide to claim back holidays.
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	5.12 
	Late Return
If, for any reason, staff know that they will be late returning from holiday they must, wherever possible, contact the Company and notify their late return as soon as possible.  Failure to do so will render the employee liable to disciplinary action for unauthorised absence, this may include termination of employment.
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	5.13 
	Termination of employment
Staff who are working out their notice will be allowed to take annual holiday during this period, provided it has been booked in advance.  Requests to take holiday during a notice period will be approved wherever possible.  However, this may not always be practicable because of the need to complete outstanding work, hand over to a successor, etc.  The Company therefore reserves the right to refuse requests for leave at this time.
Outstanding holiday, which has been accrued but not taken on termination of employment, will be paid pro rata of the leave year allowance until the last date of employment.  A payment will be made in lieu of such holiday and will be subject to deductions for tax and national insurance contributions.
Where annual holidays taken exceed that which has been accrued at the date of termination, the Company reserves the right to deduct the equivalent payments made for such additional days from the employee's final pay.
The Company reserves the right to withhold accrued holiday pay from employees who are dismissed for gross misconduct, or who leave the Company without giving due notice.
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	5.14 
	Special Leave
Requests for special leave should be made on the Absence Request form.  This may be used to request study leave, exam leave or personal reasons etc.  The time off may be paid or unpaid. Supporting documentation is also required i.e. exam timetables.
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	5.15 
	[bookmark: here1]Compassionate leave
Compassionate leave may be granted to employees when a member of their family dies, or is seriously ill or in severe distress.
The amount of compassionate leave granted will be dependent upon the individual employee’s circumstances.
However, as a general rule if a close member of the family dies i.e. a spouse, parent, or child then up to three 3 days will be granted.  If the member of the family who dies is a grandparent, aunt or uncle for example, then 1 day will be granted.
Special circumstances do arise from time to time and representation should be made to the Group Operations Manager or Group Business Manager either in person or by proxy to agree the compassionate leave.
In order for compassionate leave to be granted the employee should contact the Human Resources Section as soon as possible.
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	5.16 
	Jury Service 
You should tell your line manager as soon as you are summoned for jury service and provide a copy of your summons if requested.
Depending on the demands of our business we may request that you apply to be excused from or defer your jury service.
Employers are not required to pay staff while they are absent on jury service. You will be advised at court of the expenses and loss of earnings that you can claim. We pay basic pay to staff who are doing jury service less any amounts you can claim from the court for lost earnings.
	
	



	6
	Documentation

	
	· Absence Request Form
· Request for Leave Form
· Company Self-Certificate
· Managing Attendance Procedure
· Principal Statement (Contract of Employment)
· Grievance Procedure




This procedure/guidance/policy is reviewed by the Executive Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the Senior Manager who has authorised release of this document – see control box, front sheet.
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