
Sickness/Absence Policy

Notification
1.    If you are absent from work for any reason other than a planned
holiday, you must report your absence to your Manager by no later than
8.30am. You must keep your Manager informed during your absence by
contacting him/her on a daily basis (or, if your absence exceeds 7 days, by
contacting him/her on a weekly basis).

2.    Any absence of seven days or less should be covered by a self‐
certificate. For absences of more than seven days, you should provide a
Statement of Fitness for Work from your GP. 

3.    Failure without good cause to comply with these notification
obligations may result in disciplinary action and/or the non‐payment of
Company Sick Pay and/or Statutory Sick Pay (SSP).

Unauthorised Absence
4.    Absence which has not been reported under the absence notification
procedure above will be treated as unauthorised absence. Unjustified
unauthorised absence will be dealt with under the Company’s
Disciplinary Policy.

Medical Appointments
5.    You are normally expected to ensure that any medical appointments
are made in your own time and outside normal working hours. Where
this is not possible, reasonable time off will be allowed provided you
make all reasonable attempts to ensure that the time of the
appointment causes as little disruption as possible and obtain prior
permission from your Manager.

6.    Time off for hospital appointments will be granted, provided that the
appointment is substantiated with an appointment card (if requested by
your Manager) and prior permission from your Manager has been
obtained. 



Company Sick Pay
7.    It is the Company's policy to pay sick pay for genuine sickness
absence. Company Sick Pay will comprise basic salary (inclusive of any
SSP) and will be payable for such period(s) (if any) as the CEO, acting with
the authority of the Board, may determine in their absolute discretion. 

8.    In order to qualify for Company Sick Pay, you must have completed 3
months' service with the Company and have complied with the
requirements relating to notification of absence and the provision of
medical certificates set out above. 

Sickness/Absence Policy

Statutory Sick Pay
9.    If you are not entitled to or have exhausted any entitlement to
Company Sick Pay, you may be eligible for SSP, subject to meeting the
relevant eligibility criteria. Entitlement to SPP commences when you
begin employment with the Company and is payable for a maximum
period of 28 weeks. Qualifying days for SSP are set out in your contract of
employment.

10.    No SSP will be payable for the first three qualifying days of any
period of incapacity from work (PIW). Any two PIWs which are separated
by a period of no more than eight weeks will be treated as a single PIW.


