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BRADLEY STOKE TOWN COUNCIL

ABSENCE POLICY

Policy Statement

Bradley Stoke Town Council is committed to improving the health, wellbeing and attendance of all employees. We value the contribution our employees make to our success. So, when any employee is unable to be at work for any reason, we miss that contribution. This absence policy explains:

· what we expect from managers and employees when handling absence

· how we will work to reduce levels of absence of  employees
Bradley Stoke Town Council welcomes the continued involvement of employees in implementing this policy.

Key Principles

The organisation’s absence policy is based on the following principles:

1.
As a responsible employer we undertake to provide payments to employees who are unable to attend work due to sickness. 

2.
Regular, punctual attendance is an implied term of every employee’s contract of employment – we ask each employee to take responsibility for achieving and maintaining good attendance.

3.
We will support employees who have genuine grounds for absence for whatever reason. This support includes:

a.
‘special leave’ for necessary absences not caused by sickness

b. 
a flexible approach to the taking of annual leave

c. 
in cases of long-term sickness absence, phased return to work may be implemented as detailed in ‘May Be Fit to Return to Work’ section below .

4.
We will consider any advice given by the employee’s GP on the ‘Statement of Fitness for Work’. If the GP advises that an employee ‘may be fit for work’ we will discuss with the employee how we can help them get back to work – for example, on flexible hours, or altered duties.

5. 
We will use an occupational health adviser, where appropriate, to:

a. 
help identify the nature of an employee’s illness

b. 
advise the employee and their manager on the best way to improve the employee’s health and wellbeing.

6. 
The Town Council’s Disciplinary Procedures will be used if an explanation for absence is not forthcoming or is not thought to be satisfactory.

7. 
Bradley Stoke Town Council respects the confidentiality of all information relating to an employee’s sickness. This policy will be implemented in line with all data protection legislation and the Access to Medical Records Act 1988.

Notification of Absence

If an employee is going to be absent from work they should speak to their Line Manager or Town Clerk at least half an hour before their start time. They should also:

· give a clear indication of the nature of the illness and

· a likely return date.

The Line Manager/Town Clerk will check with employees if there is any information they need about their current work. If the employee does not contact their line manager by the required time the line manager will attempt to contact the employee at home.

An employee may not always feel able to discuss their medical problems with their line manager. Managers will be sensitive to individual concerns and make alternative arrangements, where appropriate. For example, an employee may prefer to discuss health problems with a person of the same sex.

Evidence of Incapacity

Employees can use the company self-certification arrangements for the first seven days absence. Thereafter a ‘Statement of Fitness for Work’ is required to cover every subsequent day.


A ‘Statement of Fitness for Work’ from the employee’s doctor must be submitted to the employer not later than the eighth calendar day of absence (including Saturday and Sunday) and subsequent doctor’s statements need to be concurrent and forwarded to the office within 24 hours of issue by the Doctor.
If absence is likely to be protracted, i.e. more than four weeks continuously, there is a shared responsibility for the Town Council and the employee to maintain contact at agreed intervals.


An employee who falls sick during the course of annual leave shall be regarded as being on sick leave from the date of a doctor’s statement.  Doctors are unable to backdate medical statements.


Where an employee is receiving sick pay under the scheme, sick pay should continue if a public holiday falls during sickness absence and no substitute public holiday should be given.


It is the employee’s responsibility to ensure that all necessary sickness certification is submitted to the office as soon as possible. 

‘May be fit for some work’

If the GP advises on the Statement of Fitness for Work that an employee ‘may be fit for work’ we will discuss with the employee ways of helping them get back to work. This might mean talking about a phased return to work or amended duties.

If it is not possible to provide the support an employee needs to return to work – for example, by making the necessary workplace adjustments – or an employee feels unable to return then the Statement will be used in the same way as if the GP advised that the employee was ‘not fit for work’.

Return to Work Discussions

Managers will discuss absences with employees when they return to work to establish:

· the reason for, and cause of absence

· anything the manager or the company can do to help

· that the employee is fit to return to work.

If an employee’s GP has advised that they ‘may be fit for work’ the return to work discussion can also be used to agree in detail how their return to work might work best in practice.

A more formal review will be triggered by:

· frequent short-term absences

· long-term absence.

This review will look at any further action required to improve the employee’s attendance and wellbeing.  

Absence due to disability/maternity

Absences relating to the disability of an employee or to pregnancy will be kept separate from sickness absence records. The Town Council refer employees to our Equality Policy.
Sick Pay
The Bradley Stoke Town Council sick pay scheme is intended to supplement Statutory Sick Pay and Incapacity Benefit in order to maintain normal pay during defined periods of absence because of sickness, disease, accident or assault.

Absence through normal sickness is entirely separate from absence through industrial disease, accident or assault arising out of or in the course of employment with the employer.  Periods of absence in respect of one shall not be set off against the other for calculating entitlements under the scheme.


Employees are entitled to receive sick pay for the following periods:


LENGTH OF SERVICE                  Full Pay Period

Half Pay Periods


During 1st year of service:

1 month’s full pay and
2 months half pay

(after completing 6 months service) 







During 2nd year of service:

2 months full pay and

2 months half pay


During 3rd year of service:

4 months full pay and 

4 months half pay


During 4th & 5th year of service:
5 months full pay and 

5 months half pay


After 5 year’s service:


6 months full pay and 

6 months half pay.

Bradley Stoke Town Council shall have discretion to extend the period of sick pay in exceptional circumstances.

The period during which sick pay shall be paid and the rate of sick pay, in respect of any period of absence, shall be calculated by deducting from the employee’s entitlement on the first day the aggregate period of paid absence during the twelve months immediately preceding the first day of absence.

In the case of full pay periods, sick pay will be an amount which when added to Statutory Sick Pay and Incapacity Benefit receivable will secure the equivalent of normal pay.  In the case of half pay periods, sick pay will be an amount equal to half normal earnings plus an amount equivalent to Statutory Sick Pay and Incapacity Benefit receivable, so long as the total sum does not exceed normal pay.

Normal pay includes all earnings that would be paid during a period of normal working, but excluding any payments not made on a regular basis.

The social security benefits to be taken into account for the calculation of sick pay are those to which an employee is entitled on the basis that the employee has satisfied so far as is possible:

a. the conditions for reporting sickness as required by the employer

b. the claiming of benefits

c. the obligation to declare any entitlement to benefits and any subsequent changes in circumstances affecting such entitlement.

Sick pay may be suspended if an employee abuses the sickness scheme; or is absent on account of sickness due or attributable to:

· deliberate conduct prejudicial to recovery, the employee’s own misconduct or neglect  

· active participation in professional or dangerous sports 

· injury whilst working in the employee’s own time, on their own account, for private gain or whilst working for another employer

Bradley Stoke Town Council shall advise the employee of the grounds for suspension and the employee shall have the right of appeal to the Chair of Bradley Stoke Town Council.  If the Town Council decides that the grounds of suspension of sick pay were justified then the employee shall forfeit the right to any further payment in respect of that period of absence.  
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