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1. Introduction 

1.1 This policy outlines our arrangements for reporting and managing sickness absence and 

for providing sick pay. 

1.2 Abuse of this policy, including failing to report absence properly, providing false 

information, or falsely claiming sick pay, will be treated as misconduct under our 

Disciplinary Procedure. 

1.3 This policy does not form part of any employee's contract of employment and may be 

amended at any time. 

1.4 Please note: if you attend work while unfit for duty we reserve the right to send you home 

without pay. 

 

 

2. Entitlement to Sick Pay 

2.1 After completing six months of continuous service, employees are entitled to: 

• Up to one month's full pay in any calendar year, and 

• Up to one month's half pay in any calendar year, minus any statutory benefits 

received. 

2.2 Employees must comply fully with the notification and certification requirements set out 

in this policy to receive company sick pay. 

 

3. Statutory Sick Pay (SSP) (Reforms Effective October 2025) 

3.1 From October 2025, employees will qualify for SSP from the first day of sickness 

absence (the previous three-day waiting period will no longer apply). 

3.2 SSP eligibility will no longer depend on meeting a lower earnings limit. 

3.3 SSP is payable for up to 28 weeks at the government-set rate, which is reviewed annually 

in April. 

 

 

 



4. Reporting Sickness Absence 

4.1 If you are unable to attend work due to illness or injury, you must: 

• Telephone the Clerk as early as possible, and no later than 30 minutes after your 

scheduled start time. 

• Confirm the nature of your illness, the expected duration of your absence, and any 

urgent work arrangements. 

• It may also be considerate to inform your fellow Scheme Managers about your illness 

or absence.   

 

5. Certification Requirements 

5.1 For sickness absence of up to seven calendar days, you must complete a self-

certification form, available from the office. 

5.2 For sickness absence of more than seven calendar days, you must obtain a doctor's 

certificate (a "fit note") and also complete a self-certification for the first seven days. 

5.3 If your doctor indicates that you "may be fit for work" under certain conditions, you must 

inform your manager immediately. We will discuss possible adjustments. If appropriate 

adjustments cannot be made, you will remain on sick leave and a review date will be set. 

 

6. Sickness Absence Meetings 

7.1 The objectives of an initial sickness absence meeting may include: 

• Reviewing the reasons for your absence and medical evidence. 

• Exploring options for support or adjustments to facilitate your return. 

• Setting clear expectations for attendance improvement, if appropriate. 

• Where long-term absence continues, discussing a phased return-to-work plan. 

 

7. Capability and Mobility 

8.1 If your role requires you to hold a valid driving licence and you lose your licence or are 

no longer medically fit to drive; this may affect your continued employment. We will explore 

reasonable adjustments where possible, but continued inability to fulfil the role's essential 

requirements may lead to action under the Capability Procedure. 

 

 


