Absence and Sickness Procedure
Introduction
<NAME OF THE ORGANISATION> aims to provide a safe and healthy work environment for its employees, and to encourage employees to attend work by creating a culture where contribution is valued and where they feel motivated, rewarded and equipped to fulfil their potential. However, there will inevitably be times where employees are absent and this policy, in line with the <NAME OF THE ORGANISATION> corporate values of integrity, impartiality, fairness, and best practice, provides guidelines for the management of issues relating to absence and sickness.
Reporting Requirements

If you are absent from work on account of sickness or injury you or someone on your behalf should inform your Manager of the reason for your absence as soon as possible on the working day on which you are first absent and as and when required by your Manager thereafter. On reporting absence you must give the following details:

· The cause of absence.

· The likely date of return (where this can reasonably be anticipated)

· Any appointments/deadlines/work issues affected by your absence.  

1.  Unauthorised absence
Any unreported sickness absence will be classed as unauthorised absence. Sickness pay may be withhold or deduct from salary a day’s pay for each day of unauthorised absence.  
2.  <NAME OF THE ORGANISATION>’S Sick Pay Scheme
Manchester Council for Community Relations (<NAME OF THE ORGANISATION>) will pay Statutory Sick Pay (SPP) where appropriate in accordance with the legislation in force at the time of absence. Any payment of salary in accordance with paragraph 2 below will go towards discharging the <NAME OF THE ORGANISATION>'s liability to pay Statutory Sick Pay.

2.1
On each week day during which you are unable to attend work because you are sick or have been injured <NAME OF THE ORGANISATION> will ensure that you receive a normal day's net pay provided that:-

i. you notify your absence or arrange for it to be notified to <NAME OF THE ORGANISATION> as soon as possible by telephone on the first day of absence; and

ii. you furnish <NAME OF THE ORGANISATION> with a medical certificate for that day if <NAME OF THE ORGANISATION> so requests; and

iii. you complete the prescribed form of notification of sickness absence (Self Certification of Sickness) immediately upon your return to work;

iv. If your absence continues for more than 3 days you must notify the Council of the nature and probable duration of your illness;

v. If your absence continues for more than seven days, you must obtain and send to <NAME OF THE ORGANISATION> a doctor's certificate confirming the medical condition and the time covered by the medical certificate.  If your absence continues beyond the period covered by the initial certificate, subsequent doctor's certificates must be submitted. 

2.2
Payment during any absence for sickness or injury is subject to compliance with the rules about notification and certification set out in paragraph 2.1 above.  Payment will be made as follows:

i.   Your normal remuneration under paragraph 5 of your contract of employment for a total of 30 working days in any twelve calendar months less any statutory sick pay or social security sickness benefit to which you may be entitled; and

ii.   After four months continuous service, half of your normal remuneration under paragraph 5 of your contract of employment for an additional 60 working days in any twelve calendar months less any statutory sick pay or social security sickness benefit to which you may be entitled.

Thereafter payment during sickness absence is entirely at the discretion of <NAME OF THE ORGANISATION>.

2.3
Where a single period of sickness absence runs over from one calendar year to the next your entitlement to sick pay will be limited in the new calendar year to the balance of any outstanding entitlement under clause 2.2 in respect of the previous year until such time as you return to work in the new calendar year for a continuous period of at least 2 months when the entitlement under clause 2.2 will then apply to you in full in respect of the remainder of that year.

2.4
<NAME OF THE ORGANISATION> reserves the right to ask you at any stage of absence to undergo a medical examination and you agree to the results being disclosed to <NAME OF THE ORGANISATION> which will be entitled to discuss the examination and the results with the person who carried it out.

2.5
The above provisions do not limit or restrict <NAME OF THE ORGANISATION>’s right to review the effect of any illness on your continued employed by it and <NAME OF THE ORGANISATION> reserves the right to require you to be examined at any time by an independent doctor at its expense for the purpose of providing guidance to <NAME OF THE ORGANISATION> on any such review.

2.6
In consequence of a careful consideration on your case, <NAME OF THE ORGANISATION> considers that you will not in the future be able to perform your contract of employment, it may terminate your employment on notice even if you have not received your full entitlement to sick pay.

2.7
If you are absent by reason of incapacity through illness, injury or accident (hereafter referred to as "the Incapacity") as a result of any act, omission, or breach of statutory duty of a third party in respect of which damages are or may be recoverable you shall forthwith notify <NAME OF THE ORGANISATION> of that fact and of any claim, compromise or settlement or judgement made or awarded in connection with the Incapacity that <NAME OF THE ORGANISATION> may reasonably require and you may be required by <NAME OF THE ORGANISATION> to refund to <NAME OF THE ORGANISATION> any sum (not exceeding the amount of damages recovered by you under such compromise, settlement or judgement less any costs borne by you and not exceeding in the aggregate the remuneration paid to you by way of salary in respect of the period of incapacity) as <NAME OF THE ORGANISATION> may determine.

3.  Victims of Crimes of Violence
3.1
If you are absent from work because of an injury in respect of which a claim may be made to the Criminal Injuries Compensation Authority and you are otherwise qualified to receive sick pay, you will receive sick pay without being required to refund any proportion of it from the sum which the Compensation Authority may award.

3.2
Where an award has been made by the Compensation Authority, <NAME OF THE ORGANISATION> is free to discount wholly or partly the period of sick leave occasioned by the injury in calculating your future entitlement to sick pay, as it sees fit on consideration of all the material circumstances.

Abuse of the sickness absence policy

It must be recognised that deliberate abuse of the sickness policy can amount to gross misconduct which may lead to disciplinary action being taken against you. 

