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[bookmark: _Toc135334016]Introduction

Morley Town Council recognises that employees will, from time-to-time, be unable to come to work because they are ill. The following policy sets out:
· how you should report any absences from work due to sickness 
· how you will be paid if you are off work due to sickness 
· what we regard as an unauthorised absence and how such absences will be handled 
· our approach to short-term absence 
· when we might seek a medical opinion in relation to your health and how we might go about doing that 
· our approach to long-term sickness absence 
· the support measures in place for your return to work following a period of sickness 
· other reasons why you may need to take time away from work and our approach to them
The Council has other policies in place to deal with time off work for personal reasons/family reasons/compassionate leave.
Please note that this Policy applies to all employees but does not form part of your contract of employment. We reserve the right to amend or remove this policy.

[bookmark: _Toc135334017]Reporting Procedure

If you are unable to attend work for any reason you must call your line manager or Liaison Councillor (as applicable)  as soon as possible before you are due to start work. 
If you know the previous day then you are encouraged to contact your Line manager/ Liaison Councillor to give as much notice as possible. 
Your Line Manager/ Liaison Councillor may ask you to provide some details about the reason for your absence, when you became ill, whether you are going to see a doctor and/or any medication you may have taken to let us know how long you are likely to be off work. We realise that you might not know this straight away – we just ask that you keep us informed as your absence develops. The more information you provide to us, the easier it will be for us to manage and support your absence. Your Line Manager/Liaison Councillor may also ask you to confirm your contact details and to arrange when you should next contact them.
In exceptional circumstances if you are unable to telephone (e.g. because of hospitalisation) a friend or relative should contact your Liaison Councillor on your behalf. 
For each subsequent sick day after the first day of absence you should generally telephone your Line Manager/ Liaison Councillor as soon as reasonably practical at the start of your shift, however managers may use their discretion to agree different arrangements with you if appropriate.

[bookmark: _Toc135334018]Absences up to 7 calendar days

For the first seven days of absence (including any non-working days, weekends and bank holidays), we will generally allow you to self-certify. This means that you do not need to provide us with a fit note from your doctor. 
When you return to work/at a return-to-work interview you must ensure that you complete and sign a self-certification form.

[bookmark: _Toc135334019]Absences of more than 7 calendar days

If you know that you will be absent for more than a week (seven calendar days), you should inform your Line Manager/Liaison Councillor when you report your absence. The first seven calendar days of sickness can be self-certified, however periods of sickness that last longer than 7 calendar days require medical evidence. This is normally a doctor’s fit note, also known as a “statement of fitness for work”. 
You need to provide medical evidence for the whole period of sickness absence from day eight. 
You should arrange to get the original copy of your statement of fitness for work to your Line Manager/Liaison Councillor as soon as possible. If you have difficulties with this initially, please provide an electronic copy by email or text as agreed with your Line Manager/Liaison Councillor. It is your responsibility to ensure your fit note is delivered to your line manager/ Liaison Councillor. If we do not receive the appropriate documentation it may delay any sick payment due to you and your absence may be recorded as unauthorised. 
Your GP may advise that you are ‘fit for work’ with recommendations. If your fit note provides this information, then we will generally arrange a meeting with you to discuss whether we are able to put these measures in place (which will depend on the needs of the business and our resources and capabilities). If we are not able to facilitate your return, then you will continue to be treated by us as if you are not fit for work.
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We are aware that sickness absence may result from a disability. At each stage of the sickness absence meetings procedure (both long-term and short-term), consideration will be given to whether there are reasonable adjustments that could be made to the requirements of a job or other aspects of your working arrangements that will provide support at work and/or assist a return to work. 
If you consider that you are affected by a disability or any medical condition which impacts your ability to undertake your work, you should inform your line manager/ Liaison Councillor. Any information you provide will be handled in a confidential manner.

[bookmark: _Toc135334021]Your Entitlement to Sick Pay

Your contract of employment sets out your pay entitlements when you are off sick. Any entitlement in your contract overrides this policy.
Payment of any contractual sick pay is conditional upon you complying with the procedure as set out in this policy.
Unless your contract of employment sets out any enhanced entitlement, you will usually be entitled to receive Statutory Sick Pay (SSP) for the first 28 weeks of absence. 
The rate of SSP is set by the Government and changes every year. 
You will not receive any payment of SSP during the first three days of any absence. These are known as ‘waiting days’. SSP becomes payable after completion of these ‘waiting days’. 
In order to receive SSP, you must make sure that you follow our rules on reporting absence.

[bookmark: _Toc135334022]Medical Advice

There may be occasions that we want to obtain advice on your fitness for work from occupational health advisers or a doctor. This could include to: 
· establish when you might be able to return to work; 
· ask for guidance on your condition, for example if we need to understand more about your condition and/or what support you need; and 
· discuss any reasonable adjustments that could be made to accommodate a long-term condition you may have. 
Where a report from your GP or consultant is necessary, you will be informed of your rights under the Access to Medical Reports Act 1988 and we will ask for your written consent to obtain a report. 
If you refuse to provide consent for us to contact your GP or consultant, or unnecessarily delay providing consent, it may mean that any decision regarding your employment may be made without the benefit of up-to-date medical advice.

[bookmark: _Toc135334023]Sickness and Annual Leave 

When you are off work sick, you continue to accrue holiday. 
You may request holiday whilst you are off sick. In such cases, you will be paid holiday pay rather than sick pay for the days which you request to be treated as holiday. This is at the discretion of the Council.
If your sickness absence spans two holiday years, then you may be able to carry forward untaken holiday from one year to the next, subject to certain restrictions. 
If you fall sick while on annual leave, we will consider allowing you to convert your holiday to sick leave. 
This is subject to the following strict conditions: 
· You must contact the Council by telephone on the day that you are ill and in line with the absence reporting process outlined above - not upon your return to work. 
· The total period you were sick must be fully certificated by a medical practitioner (where it exceeds 7 calendar days). This applies even if you are abroad.
· You must submit a written request no later than 5 working days after returning to work setting out how much of the holiday period was affected by sickness and the amount of leave that you wish to take at another time. 
If you fulfil all the above conditions, the Council will consider your request to grant you the same number of days’ replacement holiday leave as the number of holiday days lost due to sickness or injury. You may also have to repay any holiday pay that you have received.
If you are ill before the start of a period of planned holiday, and are therefore unable to take the holiday, the Council may agree to your request to postpone the holiday dates to another mutually agreed time. You must submit a written request to your Line Manager/ Liaison Councillor to postpone the planned holiday and this must be accompanied by medical evidence confirming that you are unfit, or are likely to be unfit, to take the holiday.

[bookmark: _Toc135334024]Return To Work Meeting

On your first day back at work after any period of sickness absence your Line Manager/Liaison Councillor will arrange to meet with you. If this is not possible on your first day back (for example, because your Line Manager/ Liaison Councillor is not available), the meeting will take place as soon as reasonably practicable. 
The purpose of the return-to-work meeting is to: 
· welcome you back to work; 
· talk to you about the reasons for your absence and whether or not you needed to consult a doctor or attend hospital; 
· if your sickness was for 7 calendar days or less, you can self-certify for this period; 
· if your sickness lasted for 8 calendar days or more, then your Line Manager/ Liaison Councillor will check that you provided a fit note from your doctor to cover the whole period, 
· Discuss whether the Council feels it is appropriate to refer you for a medical report 
· explain that the purpose of a return-to-work meeting is to monitor your absence / attendance to identify any problem areas and offer support where appropriate; 
· inform you if you have hit a trigger point, and the consequences of having done so (see Sickness Absence Management below).
· ask what we can do to help you to maintain good attendance and try and understand the reasons why you may be failing to reach our attendance standards.

[bookmark: _Toc135334025]Sickness Absence Management

If your levels of sickness are a concern, then you may be invited to a formal hearing. 
The triggers that are used to determine this are: 
3 occasions of sickness OR 10 working days in a rolling 12-month period
This trigger will be pro-rata for part-time employees so for example if you work 3 days a week your trigger would be 1.8 occasions OR 6 working days.
As part of your return to work meeting your Line Manager/ Liaison Councillor will discuss with you if you have hit a trigger and will determine if it is appropriate to refer you to a formal hearing.
We will make reasonable adjustments to the process set out below to take account of individual circumstances and any disabilities. For example, absences relating to pregnancy will be discounted and absences relating to a disability will generally be subject to a higher trigger level, supported by medical evidence.
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If a trigger point is hit, then you will generally be invited to a formal hearing at which your absence levels can be discussed. You will usually receive 48 working hours’ notice of the meeting. 
The letter will advise you who will be present and that you can be accompanied by a fellow worker or trade union official. If they are unable to attend at the proposed date and time, you should propose an alternative date and time within 5 working days of the original date.
The sickness review meeting will be chaired by your line manager/Liaison Councillor and another member of staff will be present to take notes of the meeting. Notes can be written or recorded. 


At the meeting, the line manager/Liaison Councillor will: 
· explain to you that the purpose of the meeting is to discuss your high level of absence the previous 12 months; 
· make clear to you that the aim of the meeting is to find ways to improve your attendance; 
· allow you to share your views; 
· try to establish any underlying reasons for your poor attendance level, for example an on-going health issue or personal problems; 
· gather as much information as possible on any underlying reasons identified. This will be done without putting undue pressure on you to reveal more information than you want; 
· discuss and agree any steps that can be put in place to help you improve your attendance; 
· if there is an underlying health problem, your line manager/Liaison Councillor will discuss if it is appropriate to refer you to occupational health or encourage you to book an appointment with your doctor, if this has not already been done; and
· after a short adjournment, determine if it is appropriate to issue you with a formal sanction.
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The potential outcomes of a stage 1 review hearing are: 
· A stage 1 warning may be issued which will remain on your personnel file for 12 months and may be taken into consideration if you hit a trigger again during this period. The 12-month period will begin on the day after the warning is issued. 
· No further action (see No Further Action below). 
The outcome of the meeting will be confirmed in writing to you within 5 working days and you will have the right to appeal if you disagree with the decision. Your letter may also advise of steps that have been agreed to help you improve your attendance, and any support that we can provide to you.

[bookmark: _Toc135334028]Stage 2

If you have a live stage 1 warning and you reach the Council sickness trigger again, your line manager/ Liaison Councillor may invite you, in writing, to a stage 2 absence formal review hearing, giving you 48 hours notice of the meeting. This will be held in the same manner as a stage 1 absence formal review hearing and you will have the right to be accompanied by a work colleague or trade union representative.
The potential outcomes of a stage 2 hearing are: 
· A stage 2 formal warning may be issued which will remain on your personnel file for a period of 12 months and may be taken into consideration if you hit a trigger again during this period. The 12-month period will begin on the day after the warning is issued. 
· No further action (see No Further Action below). 
The outcome of the meeting will be confirmed in writing to you within 5 working days and you will have the right to appeal if you disagree with the decision. Your letter may also advise of steps that have been agreed to help you improve your attendance, and any support that we can provide to you.

[bookmark: _Toc135334029]Stage 3

If you have a live stage 2 warning and you reach the Council sickness trigger again, your line manager/ Liaison Councillor may invite you in writing to a stage 3 absence formal review hearing, giving you 48 hours’ notice of the meeting. This will be held in the same manner as stage 1 and 2 absence formal review meetings and you will have the right to be accompanied by a work colleague or trade union representative. 
The potential outcomes of a stage 3 hearing are: 
· It may be appropriate to find alternative employment within the Council if a suitable role is available (see Alternative Employment below) 
· No further action (see No Further Action below). 
· Dismissal on the grounds of capability due to ill health. 
The outcome of the meeting will be confirmed in writing to you within 5 working days and you will have the right to appeal if you disagree with the decision.

[bookmark: _Toc135334030]No Further Action 

At any stage during the process, the outcome of a sickness review hearing could be that your line manager/Liaison Councillor decides that it is not appropriate to issue a formal warning at that time. Under these circumstances your period(s) of absence (for which you were invited to the meeting) will still remain live moving forwards, unless your Liaison Councillor advises you otherwise, in writing. 
If you were already on a warning on the date of your hearing, that warning will remain live until the original 12 month period expires. Your outcome letter will confirm that no further action has been taken and provide an explanation for the decision together with any steps or support that has been agreed.
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Alternative Employment 

If, because of ill health, you are unable to return to your own job, the Council will consider alternative employment, although the company is not obliged to create positions for this purpose. 
If you are able to return to work in an alternative role, revised terms and conditions will be agreed with you before such a return.

[bookmark: _Toc135334032]Appeal Meetings 

You have the right to appeal any formal warning that is issued at any stage of the process. You should lodge your appeal within 5 calendar days of receiving written confirmation of the sanction imposed on you. 
The appeal should be sent in writing to the Line Manager/Liaison Councillor named in your outcome letter and set out the grounds on which you believe that the decision was flawed or unfair.
An appeal hearing will be convened, where possible, within 10 working days after the appeal is lodged. The appeal hearing will be chaired by a different Councillor than the Liaison Councillor who made the original decision, and they will be accompanied by another member of staff who will take notes of the meeting. 
You are entitled to be accompanied by a fellow employee or a trade union official. 
At the hearing, the chair will review the decision to impose the warning and you will be entitled to make representations about the appropriateness of that decision. The chair may inform you of their decision that day; following a short adjournment or they may adjourn to make further enquiries and deliver their decision in writing. 
The outcome of the appeal will be confirmed to you in writing, explaining the grounds on which the decision was reached. 
The outcome of the appeal will be final.

[bookmark: _Toc135334033]Long Term Sick 

If your absence lasts longer than 28 days you will be classed as long-term sick. It is important that the Council maintains contact with you whilst you are on long-term sickness absence to: 
· monitor your progress in terms of your return to health; 
· to see what support we can offer and actively maintain engagement with the Council; 
· provide you with information so that you can make informed decisions (for example, in relation to sick pay entitlement); 
· encourage a return to work as early as possible; 
· facilitate a phased return to work if required, by making reasonable temporary or permanent adjustments; 
· ensure that you remain informed about any developments or events in the workplace. 
Once you have reached 28 days’ continuous absence, your line manager/Liaison Councillor will agree the frequency of contact with you. Contact should be on a regular basis and at least weekly.


[bookmark: _Toc135334034]Welfare meetings 

One of the most effective ways of maintaining contact whilst off sick is through a welfare meeting. 
Welfare meetings will usually be conducted by your line manager/ Liaison Councillor accompanied by another appropriate member of staff. You may also be accompanied during the visit if you wish, for example by a family member. These meetings will generally take place at the company premises unless you are too ill to travel. In these situations a welfare meeting can take place at your home. If you would prefer your line manager/Liaison Councillor not to visit at your home, another location (such as a local cafe) could be mutually agreed. 
A record will be made of the meeting. 
In order to support your return to work we may discuss possibilities such as a phased return to work, temporarily adjusting your duties, or redeploying you permanently if you cannot return to your previous role for any reason. We may also conduct a risk assessment depending on the nature of your condition. 
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Our priority is always to try and provide you with the support you require to get you back to work however we understand this may not always be possible and we may get to stage where you have been absent for a lengthy period or your overall percentage of absence is high and you still feel unable to return to work. 
In this situation we will look to arrange a formal meeting to discuss the options available to you and the business. 
The Council will always want to have up-to-date medical information where possible before making any decisions. 
In this situation you will be invited, in writing, to a formal meeting. You will be given a minimum of 48 hours’ notice and the meeting will be chaired by your line manager/Liaison Councillor with another member of staff present to take a record of the meeting. 
The meeting can take place at the office, at your home, or at a mutually convenient location for you and the Council. 
At the meeting, your line manager/ Liaison Councillor will: 
· establish how you are doing and the likely continued length of your absence, bearing in mind the advice in your fit note or any medical report; 
· discuss with you what steps can be taken to support your return to work (for example, a phased return, amended job duties, altered hours of work, or workplace adaptations) and ask if you are able to give an indication of when you may be able to return to work; 
· explain to you your sick pay entitlement; 
· Advise when the Council is at a stage where we cannot continue to hold your role open. At this time, we will outline all options available which could include termination on the grounds of ill health. 
The Line Manager/ Liaison Councillor will adjourn the meeting to allow you and the Council to consider all the options available. 
You may choose to use this time to visit your GP or specialist for further guidance. The meeting will reconvene for you to meet with your line manager/ Liaison Councillor again who will ask you if you are able to provide us with a reasonable date when you can return to work. 
If you can then a support plan will be put in place to help you return on the date you specify. 
If you are unable to provide us with a return-to-work date, then the Council may have no alternative other than to dismiss you on the grounds of ill health. A dismissal would be with notice or pay in lieu of notice and you will have the right of appeal.
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The Council aims to keep policies up to date and right for everyone. Therefore, this policy may be amended from time-to-time, and it does not form part of your contract of employment.
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