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Policy Statement
It is an aim of ( Name of church / organisation) is encourage high levels of attendance and to promote the health and wellbeing of employees.  Where absence occurs due to sickness there is a commitment to ensuring that employees are supported during periods of absence and their return to work, whilst at the same time seeking to balance the care of the individual with the requirement to provide an efficient service. 
Purpose
The Attendance Management Policy is intended to assist all employees and their Line Managers in dealing with time off from work where the reason for absence is sickness. It also aims to ensure that all employees are aware of the reporting procedure for sickness absence and that managers understand their role in managing absence and supporting employees. 
Scope
This policy applies to all employees regardless of age, sex, sexual orientation, race, religion or belief, disability, marital status, pregnancy or maternity or gender reassignment status.   
1.     	SICKNESS ABSENCE 
1.1 	Employees who are absent from work due to sickness must inform their Line  
Manager on the first day of absence within one hour of their normal expected  
start time. Where there are extenuating circumstances and they are unable to inform themselves, the individual may ask a relative to inform on their behalf. Notification should be as soon as possible. 
1.2 	Where an employee stops work for sickness reasons during a working day, they must notify their Line Manager as soon as possible. Such absences will be counted as a half a day’s sick leave. 
1.3 	Where an employee is not fit to work due to any illness they should not work in any capacity including working at home; this must be counted as sickness absence. 
1.4	 If the absence extends beyond three days (including weekends and Bank Holidays), further contact should be made giving, if possible, an indication of when the employee expects to return to work. 
If the absence extends beyond seven days (including weekends and Bank 
Holidays) the employee must obtain a Doctor’s Fit Note and forward it to their Line Manager as soon as possible. 
1.5	Failure to follow the certification process outlined above may be considered misconduct and occupational sick pay and SSP (statutory sick pay) may be withheld during this time.
2.0 	FIT NOTES  
2.1	Where a fit note is marked “may be fit for work” by the employee’s General Practitioner, the GP may set out the possible adjustments that could be made to working practices to facilitate their fitness for work.    Examples are:  
· phased return to work
· amended duties
· altered hours
· workplace adaptations
· lighter duties

2.2	These are recommendations only and should prompt a discussion between the employee and the Line Manager to determine whether such adjustments can be accommodated and for how long. Where a phased return is recommended the plan for this must be agreed and should last for no longer than 8 weeks by which time there is an expectation that the individual should return to full time working. Where this is not achievable due to on-going health issues discussion must be held about a temporary reduction in contracted hours with a review period set for a further discussion. In all discussions a balance will need to be struck between individual needs and the needs of the organisation.
2.3	Where there is any doubt about fitness for work or where an employee fails to make a complete and meaningful return to work following a period of illness and a reasonable period of adjustment, the Employer reserves the right to seek an independent medical report from an Occupational Health Consultant. 
2.4	The Employer also reserves the right not to allow an individual to return to work where there is concern about their fitness to return until there is satisfactory evidence from an Occupational Health Specialist that they are fit to return.
2.5	The view of the Occupational Health Physician can take precedence over a GP. A GP cannot make judgements about demands of work, or different types of work the employee can do on a temporary basis, and is likely to respond to his patient’s views ahead of any wider considerations. The relationship is between GP and patient, not GP and employer.
2.6	Where a Doctor’s Fit Note states that the employee is not fit for work they should remain off work completely until the end of the period of the Fit Note.  The Fit Note should state whether or not the Doctor needs to reassess the employee at the end of the period, if not the employee can immediately return to work on expiry of the Fit Note. 
3.0      RETURN TO WORK INTERVIEWS 
3.1      In all circumstances, a return to work interview will be arranged by the line
manager for the employee. This will confirm fitness to return to work, update employee on any changes that may have taken place in the workplace during their absence, confirm whether any necessary support is required and make arrangements for this as appropriate. It may also be advisable to arrange for a review meeting after a fixed period where this is deemed to be necessary.
4.0 	SICK PAY 
4.1	Employees, who are entitled to Statutory Sick Pay (SSP) under the Social Security and Housing Benefits Act 1982, will have their SSP paid by the Employer. SSP is not payable for the first three days (qualifying days) absence in a period of entitlement, unless the first day of sickness is less than eight weeks after any previous period of sickness. 
4.2	Entitlement to SSP is dependent on the employee’s weekly earnings satisfying the minimum qualifying amount. SSP is payable for all qualifying days during a period of sickness absence, subject to a maximum of twenty-eight weeks.
4.3	It is important that sickness absence is correctly reported and recorded because of the Employer’s responsibility to pay SSP. Satisfactory records of staff sickness are essential to satisfy the authorities, if called upon to do so, in respect of the accuracy of the payments made to employees and of the employers corresponding deductions from their monthly NI and PAYE remittances to HMRC. 
4.4    For the purpose of counting the number of days absent on sick leave and assessing an employee’s right to SSP, Saturdays, Sundays and Bank Holidays are reckoned as working days. 
4.5	Any payment of occupational sick pay will be made in accordance with the Employee’
4.6 	The Employer reserves the right not to make payment for any period of sickness absence resulting from injury in the course of any sporting activity or dangerous leisure pursuit. These activities may be defined as any activity or pursuit where it might be reasonably expected that an injury could occur that would necessitate time away from work including as examples: 
· Sky diving
· Mountain/rock climbing  
· Motor/horse Racing 
· Scuba diving  
· Parachute dives 

Employees are advised to take out adequate insurance for such eventualities. 
4.7 	In the event that any absence through illness or injury is due wholly or in part to the actionable nuisance, negligence or breach of any statutory duty of a third party and should employees recover any sums in respect of their loss of earnings resulting from the said action, employees shall repay the Employer any monies paid. In cases where a third party is involved, employees will, as far as is reasonably practical, diligently prosecute their claim against the said third party. 
4.8 	Where an employee is absent from work due to sickness for either of the following:
a period of 4 continuous weeks 
or
a total of 10 working days made up from several short absences within a calendar year,
this will trigger a review meeting with the Line Manager to advise the employee that they have hit a trigger for absence which has brought about a review. They will be advised that their attendance will be kept under review to ensure that it remains within acceptable levels.
Where there is on-going short term persistent absence the employer reserves the right to request a medical examination to determine the employee’s fitness to continue in the job for which they were employed or to determine whether any support measures are required to enable improved attendance.
5.	LONG TERM SICKNESS 
5.1	Employees should be aware that although the Employer is sympathetic towards genuine illnesses, it is not realistic for sickness-related absence to continue forever. ( Name of church / organisation) will be eager to get any employees on long-term sickness absence back into the workplace as appropriately and effectively as possible, but the employment may need to be reviewed if this cannot be achieved. Where there is evidence that an employee may not be able to return to their substantive duties, there will be a full consultation with the employee, together with an independent occupational health investigation, in order to inform whether consideration of redeployment or alternative employment are appropriate. 
5.2	If there is regular or persistent absence due to long term sickness, injuries etc., and options for redeployment have been explored and exhausted, consideration may be given to dismissal on ill health capability grounds. See section 9 below in relation to dismissal for more information on this aspect. 
6.	UPDATES DURING SICKNESS ABSENCE
6.1	Employees are expected to keep their Line Manager updated with details of their health and expected date of returning to work. 
6.2	Line Managers will keep in touch regularly, normally by phone call or video conferencing, with the employee to discuss the current situation so that each side is kept up to date with developments. The Line Manager should keep a note of all contact.  
6.3	Formal review meetings may be required where the absence is continuing over a long period of time with no end date in sight. A record of these meetings should be made and retained.

7.	MEDICAL APPOINTMENTS
7.1   	Attendance for non-urgent visits to appointments with a Doctor, Hospital, Dentist, Optician or for any other medical or alternative treatment that has been recommended by a Doctor where the employee has to make an appointment to attend, should be out of working hours wherever possible. Where arrangement of appointments is out of the individual’s control, Employees should advise their Line Manager at the earliest opportunity if they are to be absent due to such appointments.
  8.	DISABILITY
8.1        The Employer has a duty to make reasonable adjustments where an employee has a disability covered by the Equality Act 2010. 
8.2	The duty to make reasonable adjustments covers elements, such as making changes and adjustments to working hours, adjusting existing equipment, provision of different equipment and amending workplace practices, if the employee is placed at a substantial disadvantage. It may also involve physical changes, such as to the building entrance points, or alterations to the floor plan, furniture etc.  The employee will be consulted fully on these. 
8.3	The duty to make the adjustments is ‘reasonable’ so if the suggested adjustment is not viable it will not be made. It may also be the case that no reasonable adjustments are possible to facilitate a return. There may be no alternative roles or employment available and if there is no prospect of the employee being able to return to work in the near future, it may be inevitable that a decision to dismiss is the last and only option. 
9.	DISMISSAL AND THE RIGHT TO APPEAL
9.1	If long term sickness absence or persistent short term absence leads to a recommendation for dismissal, the matter will be considered at a formal meeting conducted by a relevant nominated person or persons. The employee will be provided with the reasons for the potential dismissal in writing and will have an opportunity to state their case at the dismissal hearing. 
9.2	The reasons for dismissal will set out the circumstances that led to the decision to dismiss.   Employees have the right to appeal the decision and they should do so within five working days, to a nominated person setting out the reasons for their appeal. 
9.3	The appeal should be heard by somebody who has had no previous dealings with the case.  The person who took the decision to dismiss should attend the Appeal Hearing to present the rationale for their decision. The Appellant will be provided with the opportunity to state their case. 
10.	PROTECTING OF DATA 
10.1	All personal data obtained during sickness absence procedures will be handled with the utmost integrity and confidentiality and in line with our data protection legislation and best practice.  
