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Sick Leave Policy

Notes on All Documents
1. The sections highlighted in Red are related to Legislation and should not be changed without reference to an appropriate professional

2. Sections highlighted in Yellow indicate where you should personalise these for your needs, i.e. people/company names etc

3. Sections highlighted in Green indicate areas which you can personalise to suit your needs

4. Sections highlighted in Blue are explanatory commentary that should generally be deleted before use

5. Policy documents can be downloaded and personalised to suit the needs of your business

6. If you wish to offer employees more than legislation demands there are no problems with this.  However, it is strongly recommended that you ensure consistency about what you offer.  For example, enhanced sick leave may be offered to all staff, or to all management staff.  But if you offer it to one staff member only, it gets very confusing administratively, and can create undesirable differentials between employees which can lead to unhappiness between staff.
Notes on This Policy
1. Sick leave entitlements are legislated, therefore you will find that many of the sections in this policy are highlighted in red.

2. Abuse of sick leave is an all too common problem.  Please see the Guide to identifying and managing sick leave issues for more information.

3. Please note sick leave entitlements are NOT pro-rated for part-time employees.  They are entitled to 5 days sick leave if they work an average of 10 hours per week or greater
Legislation Relevant to this Policy
1. Holidays Act 2003

2. Health And Safety In Employment Act 1992 

Associated Documentation
1. Quick Guide to types of leave
2. Quick guide to identifying and dealing with sick leave issues

3. Annual leave Policy
4. Leave form
Document reference for document updates and version control
Policy Title: Sick leave policy

Reference: Leave 05 Feb 11
SICK LEAVE POLICY
Summary Policy Statement

Sick leave is provided in the event of an employee’s illness, or their spouse/partner or dependent being sick or injured and needing care. 

Notifying Manager of Absence

To assist the smooth running of the business, all reasonable effort must be made to personally notify the manager verbally of the employee’s need to take sick leave either before that day or before the normal start time on any day of absence.  Sending text messages is not considered to be verbal notification.  

In cases of absences exceeding 1 day, employees must notify their manager verbally on a daily basis for every scheduled workday missed, except where a medical certificate has been submitted in advance of the absence.

Statutory Sick leave entitlements

After 6 months service any employee who has worked more than an average of 10 hours per week is entitled to 5 days sick leave per annum.  Unused sick leave can be accumulated to a maximum of 20 days.
	Months of employment
	Sick leave entitlement

	0 to 6 months
	No sick leave

	6 to 18 months
	5 days sick leave

	18 to 30 months
	Further 5 days in addition to unused sick leave from pervious period


Sickness commencing prior to Annual leave

Where an employee is sick or injured (or their spouse/partner  or dependent is sick or injured) before commencing scheduled annual leave and sickness overlaps with the period of annual leave, the employee is entitled to take the period scheduled annual leave as sick leave where the sick leave period overlaps with the annual leave period.
Sickness during Annual Leave

Where an employee is sick or injured (or their spouse/partner or dependent is sick or injured) during annual holidays, the employee may take the period of sickness or injury as sick leave rather than annual holidays.   The employer must agree to this. 

Sick leave over and above entitlements

Unless specified below any sick leave over and above the statutory entitlements will be unpaid.

Additional paid sick leave

Any additional sick leave will be detailed in your employment agreement.

Requests for additional paid sick leave

At the sole discretion of the company, they may award sick leave over and above the statutory entitlement, or that detailed in an employment agreement.  This will be for exceptional circumstances only, and each situation will be decided on its individual merits.

Payment of sick leave on termination

There will be no payment on sick leave on termination. 

Medical Certificates

The company has the right to request a medical certificate for any absence of more than 3 consecutive calendar days.  This medical certificate will be at the employee’s expense.

The company reserves the right to request a medical certificate for absences of less than 3 consecutive calendar days.  This medical certificate will be at the company’s expense.
Sick Leave form

Following return to work from sick leave, a Leave Form must be completed, authorised and forwarded to the appropriate person for recording on the employee file. 

Concern Regarding Use of Sick Leave

Where there are concerns about the authenticity, frequency, length or pattern of an employee’s absences on sick leave, the Company will deal with the issue as an employment relationship problem.  

1. The company will advise the employee as early as possible after the manager has a concern;

2. Meet with the employee to identify and clarify any issues or concerns relating to the absences

3. Request medical information from the employee, medical practitioner or specialist 

If after consideration the company has a view about the authenticity of the sick leave or has a continued concern about the pattern, length and frequency of the absences disciplinary action may be taken.  

Where the company, after consultation with the employee, determines the absence is not related to sick leave (and therefore unauthorised) or the employee has not provided proof, when it has been requested, the company may decline the employee’s sick leave application, deduct payments already made or withhold payment until proof is provided.
Medical Retirement

If an enquiry indicates a medical condition or injury will continue to impact on the needs of the business and a reasonable period has already been provided for recovery, or a doctor has determined a person cannot work, then the company may terminate employment on medical grounds.
Disclaimer

This policy is intended as an outline guide only, and not an exhaustive list of all possible aspects of this topic.  Any action that could be held to be in breach of either the specified elements of this document, or the intended spirit of this document may be considered to breach of company policy and therefore subject to action up to and including disciplinary action.

Serious breaches, or repeated breaches may result in action up to an including summary dismissal.

LEAVE FORM

NAME
……………………………………

DATE
……………………………………

Reason for Leave (please tick): 

	(
	Description

	
	Personal Sickness

	
	Sickness of dependant (parent, spouse, child).  NB this is deducted from sick leave entitlement.

	
	Annual leave

	
	Bereavement

	
	Time in Lieu for working public holiday

	
	Other.  Please provide details:

	
	


First working day of absence 
…………………………………… 

Last working day of absence  
…………………………………… 

Number of working days absent
……………………………………

Employee Signature

……………………………………

Managers signature

……………………………………
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