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Suffering from stress it might be appropriate to remove, by agreement, a responsibiity ether on a
temporary or permanent basis.

* Where a member of staff s absent for up to seven consecutive calendar days, self-certifcation willbe:
required. After thistime, 2 doctor's medical certficate is needed. A named member of the ofice staff is
responsible for the processing of certfcates and should be kept informed if a member of staf i contacted
‘about another's absence. Sample Company Name's procedures o covering staff will
implemented.

* Care should be taken to re-integrate sensitively a member o stff after a
taken by a senior member of staffto alert the returning staff o new developr The
prioriy should be for the returning member of saff to settle back nto.
outstanding issues as a esult of other responsibiftes.

* Absence due to ibhealth is monitored by a member ofstaff who pydides an annugbbreakdown of al staff
absences. They willaso alert a member of senior management f a or argaof concern is noted at
any time.

‘Where there are concerns
* I concerns are raised Sample Company Name

. meet with the member of staff and discuss th
d. agree a target for improvement a to review the situation informally

about thei health. Thisis
wishes, i tis considered
seriousy at sk There

service manager, even against the member of staff's
Ifare of the service users or the member of staff could be
2 check offtness to return to work i needed prior to an

Examples of employee| elation to absence where discplinary action is appropriate:
e notifcation rules without good reason

B plovidi isfactory reason for being absent from work

B A contiquir of unauthorised absences
B> Failure to provide medical certificates when required
B> Abuse of the sickness scheme by, for example, undertaking paid or unpaid employment elsewhere while:
‘absent on sick leave, engaging in activities which are inconsistent with the nature of the alleged illness or
) ase7tt0
&
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engaging in any activities which agaravate the nature of the iliness or delay recovery aggravate the nature of
the iness or delay recovery

B> Deliberate falsfication of self or medical certificates (potentially gross misconduct)

On each occasion of misconduct,action should be taken, following investigation, in accordance
disciplinary process and in consultation with the directorate HR section. For minor miscondugt the §im is to
encourage improvement to an acceptable standard of behaviour. Standard-setting letter
doctors certificates for the first day of absence can be required. More serious miscon
immediate forma action. Discplinary code gives guidance on the disciplinary proced

Unauthorised absence

‘An employee who has faled to follow the procedure for notfying s consider absent without
permission.

On the employee’s return to work, the manager must ascertain absffice and decide whether there
was an acceptable reason for the failure to notiy. I the reason e then sickness leave is granted
retrospectively

Frequent genuine short-term absence

‘An employee may exhibit a pattern of ntermtént, persistent absence due to ickness which i supported by
‘medical certfcates when necessary. After a 3 continuing pattern has been documented, the:
‘employee should b referred to the organisation s @ccupational Health Physician (OHP) for an assessment on
whether there is an underlying medi it

Itis common to find i such suffers genuine il health, but ll the complaints are minor
and unconnected. Alte ‘underlying medical condition but not one which would result
inthe employee being det ently unfit

I such cases, act + the Sample Company Name capability procedure on the grounds that
the employee’s 5 Brevented them from carrying out theirjob to an acceptable standard over
period of timi ling, medical and other advice, and assistance. Directorate HR should be

B> Whether, n fhe ight of medical advice, the employee will be able to maintain a satsfactory attendance level.

B Whether there are any changes in working arrangements that would allow the employee to improve
‘performance, for example, changes in hours, a period of unpaid leave:

> The possibility of medical redeployment.
seactio
& e
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1, following discussion, none of these options appear to be feasibl, the manager should inform the employee
that the matter will be referred to the Directorate for formal action under the capabillty procedure. The
‘employee can be referred to the directorate HR section for further information.

1, following formal action, the decision i that the employee is to be dismissed on the grounds of ilty,
dismissal i with the appropriate warnings and period of notice and the employee has the right. tothe
‘appropriate Executive Director.

Long-term sickness including industrial injury absences
When an employee has been absent for 4 weeks continuously,or earler, f appr the mandger must
write to establish the state of health and a ikely date of return to work, Letter ‘ome vist at
this stage can help to demonstrate the organisation's concern, boost morale, and aidlgp early retur to work
provided it s carried out n a sensitive and sympathetic manner.
fon about the job and

n the employee i ikely to be able.
or 2 while, or whether they will

Itis also important to refer the employee's case o the medical
‘working conditions for areport on the nature of the lness,
to return, whether they are likely to be able to return full-t
need alternative work.

1fthe medical advice s that the employee s pe
should be informed. They will intite the met

1fthe medical advice s that a reassessment. , the medical adviser will arrange another
‘appointment and inform the director ice may be that the employee s likely to recover

from the iiness in a number of mor ‘medical retirement is inappropriate. f, in the manager's
view, the estimated length of n can be borne by the service, then directorate HR should
be consulted.

The manager and directorate W will Regd to consider:

B> The length of Yand likely length of the continuing absence

b or advice.

B hi continuing absence on the work.

1, having t3ken a balanced view of the above factors, the manager decides that the employee is o longer
‘capable of discharging the terms of their contract of employment, adecision to recommend termination of
‘employment may be appropriate. Directorate HR will then initate the formal capabilty procedure. Should the
decision be to terminate employment, the employee will have 3 rght of appeal to the relevant Director.

) asesctio
&
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Differences of Medical Opinion

1, during the course of an employee's long-term sickness from work, it becomes apparent that there is a
difference of opinion between the Sample Company Name's Occupational Health Physician (OHP) and an
‘employee's own doctor (e.5, the OHP does not recommend that an employee should be retired onillhealth
srounds, but the employee's own doctor isagrees), the following action should be taken.

B> The OHP should be made aware of the difference of opinion (f not already)
B> The OHP and the employee's doctor willaise with a view to resolving the differer

B> In the event that there continues to be a difference, the manager may dec medical
opinion from another Occupational Health Physician.

Where an apparent conflct of medical opinion does not arise until a capal hearing officer may
need to efer the employee back to the OHP for  further review befB ision. The OHP may
consider it appropriate to recommend that a further medical op ht)

Coronavirus

B> if you are showing symptoms of,or have been diagn Coronavirus(for example, you

have 3 igh temperature or a new, continuous cgugh or a 1o your sense of taste or

smell in accordance with Government guidane yogshould seisolate for 10 days and use the

111 Coronavirus service

Bif a member of your household is sheving sympts "or has been diagnosed with Coronavirus,
You must follow guidance for on s solation.
Bif you are in one of the bels or are pregnant, then current Government

adhvice isfor you to folow sial dStghcing, control nfection prevention risks by hand washing and
wear a face maskif you canhdRheep a@istance of 2 metres.

i the high-risk category i they:

imune system; or
BAre pregnant and have a serious heart condition

B-The exception to thisis i a specialist medical professional has advised someone to seff-isolate:
Self-isolation Procedure

Page 040
& amon
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BYou should inform Sample Company Name that you are sel-isolating at your earlest opportunity and, in any
event, no later than 3 hours before your hif starts

BYou should complete the Coronavirus Self-Certification formin the Forms section of this policy as soon as1s.
reasonably practicable and email this to your manager. f an employee cannot emailthe Coronavirus Self
Certfcation form, they must contact their manager who will make alterativ arrangements

‘employee to obtain 3 copy of the form.

Difyou are able and willng to continue to work at home during your sef-isolation, you ple.
Company Name and arrangements, where possible,will be made to allow you to work; re

‘when reporting your absence. You wilno longer be considered to be self-isl
absence until you declare yourself asfit to work and any relevant self-isolation pe

BThe Government has set up an Isolation Notes service 5o that empl are able to
of their inabliy to work due to slf-isolation.

B-What is payable during the period of self-isolation?
B>You could get 5P if you are self-isolating because:
BYou or someane you live with has coronavirus symptom

BYou have been notified by the NHS or pubiic health that you have been in contact with someone
with coronavirus

Bsomeone in your ‘support bubble’ (or your ‘s sehdl if you live n Scotland or Wales) has
coronavirus symptoms or has tested,

surgery
Dselfisolation s sil the term u;
“extremely clinicall vulnerab

Any countries not ‘Government's travel corrdors may require a 10 day self-

solation period. s forced to quarantine as a result of travelling abroad, they
‘must inform Sample: immediately. This quarantine period will be treated as unpaid
absence and entitled to statutory sick pay during this period. Staff should consider
‘maki to travelling abroad, for example by using their holiday entitiement to

any quaranting period on their return or making arrangements with Sample Company Name
to ‘where possible on their return.

When is SSP Payable From?
Bssp is payable for every day the individual is off work with Coronavirus symptoms but remains.
‘payable only from the 4th day of absence for sickness absence not related to Coronavirus.

) s cto
&
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Furlough Leave and Sickness Absence
‘An indvidual will not qualify for SSP i they are on furlough leave.
Terminal iliness.

When a ine manager becomes aware that an employee's absence problem is due to terminaklines advice
should be sought from the directorate HR section.

Referrals to the Sample Company Name's Occupational Health Service

Asindicated in ths section, managers should consider referring employees for tinthe
following circumstances:

P> Following an accident which isor i kel to cause sgnificant absencé

B> When an employee is at work and is suspected of having an i
the medical adviser will usually lrify the position)

B> When an employee has been absent due mmW
weeks

D When an employee s requent short e absenc

B When thre s concern about an employee's ety in eltion to their abiity o carry out an sspect of their
ob

Bhconthifous disease (a phone call to

Fod of 4 weeks and always after &

The manager should inform referral and contact directorate HR who willasist n the.
‘completion of the medical

Notifcation of the date of nt will b sent direct to the employee’s home address. When the
3 printout of the absences with reasons must be sent to the medical

Medical be that:

B> The employee is it for employment in their occupation

B> The employee is unfit at present and either:

) Page 120140
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should be suspended on the appropriate rate of sick pay

requires a medical certfcate from the GP

s permanently incapable of discharging any duties.

s permanently incapable of discharging the duties o the current post but would be fit o bg redeployed
to carry out alternative duties (which must be speced)

In addition, the Occupational Health Service willprovide information and advice relating: the
pointsraised under part C of the referral form.

Personnel department’s role in managing absence.

The directorate R sections wil ensure that the absence management. and procgalres are
implemented within the department, through training, advising, r ,through monitoring
progress towards achieving targets by dirctorate and within ensuring action s taken in
areas where high levels of absence are identified.

s will include:

B-Recruitment and selection - ensuring that
Seeking references from present and/or previ
‘managers.

ofapr employee's absence record are obtained by
loyers andnalysing responses received to advise line:

aware and understand the rules and procedures for
i terms of disrupting work schedules, inefficiency, drop
lleagues, overtime payments and the drop in quality of

Binduction - ensuring that new emp}

B-Probation - asssting
employee's

stages.
b Training - with the knowledge and skilsto effectively manage absence through, for
exam nt, counseling sils and communication skils raining.

ion - providing managers with professional advice and interpretation of absence.

B-Welfare and counsellin - providing a welfare and counselling service to employees to assit them in dealing
with problems affecting their attendance at work.

Page 13040
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B-Referrals to the Occupational Health Service - to establish the medical position of an employee as part of the
process of managing absence, usually following  request from the manager.

B-Records and statistics - ensuring that:

accurate and clear records are kept
computerised absence records are up to date

statistics are regularly produced to measure progress in reducing absence by dir
absence reports are produced for each line manager on a quarterly basis.

Disciplinary procedure
‘Where this procedure must be used in relation to cases of absence,refer to Disi
Capabilty procedure

‘Where this procedure must be used in relation to cases of abse

Medical redeployment

be aditted to the Redeployment Register 0

the work that the employee i it to do and, f t g redeployed in response to an unacceptable:

important that referras to the Occupational Health

have 2 physical or mental impairment which has a substantial and long-term adverse
‘ability to carry out normal day to day activites and, thereby satisy the definition of
inthe Disabilty Discrimination Act?

B> Has the Occupational Health Physician been asked for advice on adjustments to the workplace that may.
facltate redeployment?

) Page 020
& amon
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Bifthe Occupational Health Physician has given such advice, how feasible s it to comply with?

Bis it appropriate to seek more specialst advice on the employee's ablities and appropriate adjustments to
the workplace?

B-Has the Occupational Health Physician advised that redeployment to alternative work or to an iternative.
work environment s likely to lead to an improvement in the employee's sickness absence regérd?

B~ How much service does the employee have with Sample Company Name?
B-Does the employee want redeployment?
st et \

B-How flexible are they about considering alternative types of work?

B-What i the availabity o the type of work that the employee s prepar@to Bsider and capable of doing?

Bisthe case approaching the stage when it will be refe Director under the Capabilty
Guidelines?

B-What period of statutory/contractual notice emy entitled to if they are dismissed?
B-Temporary vacancies may be offered to em seeking permanent redeployment on the grounds of il
health.f such an employee accepts anoffer of a ‘appointment and if they have been given notice of
termination, their notice will freeze i6rthe dur: he temporary contract.

e Handbook

s

Ausigof. ACAS, (2016), Absence from work. [Online] Availabie from:

hitpk:/wwnw acas org Ukindex aspxPartcleid=4199 [Accessed: 10/12/2020]

8. ‘Author: ACAS, (2020), Coronavirus (COVID-19): advice for employers and mployees.
[Online] Available from: hitps://www.acas orn.uklcoronavirus [Accessed: 10/11/2020]

9. Author: NHS, (2020), Coronavirus (COVID-19). [Oniine] Available from:
hitps:/www.nihs ukconditions/coronavirus-covid-19/ [Accessed: 10/1212020]

- Page 150140
& amon

10 Nopart of tis document a may be copled, scaned, reproduced, o ctherwse eecroicly ansmited without rorpermision fom
Ul Heakth Cae Sltons, 2020, Ony Lcenc hlders can use tés oy Unauthorse us s pronite and s subfect t lgal
proceedingsagainst those found 1o us t ithout ermision.




image16.png
LO
GO

hilp
Getting Help

FORMS TO BE USED WITH THIS POLICY: ye
Ttk ofform Torm e enet'y”
e T ) R
e PR o
=

Stress Related Return to

luttra-Healtncare -
[Derived from the.
[Heatn and Safety
[Exceutive

IOT to be used for
ickness absence.

|uttra-Healthcare

[To record absence,
INOT to be used for
ickness absence.

|uttra-Healthcare

[To record seft-isolation
nformation.

|uttra Healthcare.

[To record seft-isolation
information FOR
[PAYMENT

|uttra-Healthcare

(Coronavirus Absence  [To record sel-isolation
Pay Form (Selt-Cert  finformation.
Form)

|uttra Healthcare.

& oo
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SICKNESS ABSENCE SELF.CERTIFICATE FORM

=

| Department

| oo e

Payroll number

Period of absence

Date and time iliness began (including non-working
days)

First notification to (give date, time and method of noification, and name of person
notified)

Oat it forvork (nchng romworkg ) [ ]

Total number of working days absent (include Bank
Holidays)

‘Detalls of sickness absence
Reason for absence

Please describe symptoms

Detalls of treatment

'Did you see a doctor or attend a hospital or clinic? Yes[] No[J

Ifyes, give name and
address.

e e ||

1f o, please describe any self-prescribed treatment or

‘medication
1f you are st away from work due to finess, when are you likely 1o (retum
be fitfor work? jgate)

‘summary dismissal.

Tunderstand thal f | provide inaccurate of false information about my absence I may.
depending on the circumstances, be treated as gross misconduct and result in my

| Envioyeessgnatre |

Date [
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'SELF-CERTIFICATION AND RETURN TO WORK INTERVIEW FORM

= Empioyse
R
o ] Jtocation [ =

Aosence st Apscncecna /:\

‘Self-certifcation (to be completed in conjunction with your manager during the
return-to-work interview)

If your sickness exceeds 7 days, this form must be accompanied by a fit note
‘supplied by your doctor, as evidence that you were unfit for work

Reason for absence and
symptoms.

Did you see a doctor or visita
hospital?

If yes, give nameladdress of
doctor or hospital

State treatment by
doctormospital

1f o, describe any.
treatment/medicine taken —
what effect does this have on
your abilty to work?

Return to work discussion

d

Yes[] nNo[J

Yes[J No[J]
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Are there any patiemsire- Yes[J No[J
‘occuring reasons? (I yes,
dotail)

Yes[] No[J
Are any adjustments required (if

appropriate)? (List) :
Norter of day of s for s

EE

Numbor o days o sick i e N
b

Details of discussion re: next
steps including verbal warning (i
applicable)

[0 w0 |

‘Detalls of return-to-work Interview conversation
(Detail any discussion arising from the above questions)

b

-

signe

Declaration
For completion by employee

| understand that if | provide inaccurate or faise information about my absence it may,
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‘summary dismissal from the company.

my absence.

depending on the circumstances, be treated as gross misconduct and resultin my

| understand and agree to the actions that have been agreed at this mesting i relation to

Signed
(Employee)

Date.

Vi

Retain a copy of this form for your fles

& eanicae

\/\.)
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A= Medical, dental, antenatal
appointment

DP = Development
programme

‘WC = Nat /Eur. Works
Council

SRD = Staf representative:
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Appendix 1
Application for an employee to be admitted to the redeployment register on
‘medical ground

Department:

1. Employees Details

e e
ke E—
2 Otectorste Gotact '\

Name: Telephone Number:

‘medically it o do other work.

Their unacceptable ledelgr sickne is likely to reduce to an acceptable.
level i they are. theigexisting work environment.

They have bgén a ‘astemporarily unftfor their current post, but medically
fitto do other i recovery.
Please. ‘of the type of work the employee is fit o dor

1t of the employee’s sickness record over the previous 12 months. |
confi 1 do not expect the employee to have a continuing high level of sickness
lowing redeployment to a suitable post because | have neither been
i
that there is an underlying medical condition which is ikely to cause a contining

high level of sickness absence; nor that there was no underlying medical reason for
their previous high level of sickness absence; nor
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that their previous high level of sickness absence was for a series of unrelated
‘medical reasons.

4. Reasonable adjustments

If the employee has, or may have a disability as defined by the Disabilty.
Discrimination Act, what ‘reasonable adjustments’ might faciitate their rede

into a suitable post? (NB. This information is for nitial guidance only.

‘employing departments wil stl have an obligation to make their own in
the light of ocal circumstances).

5. Period of time to be allowed for seeking redeployment
(Please tick the appropriate statement)

The Occupational Health Physician has stated t is pérmanently uniit
for their current job and they have been given ‘of employment to
endon........(date).

ollEE of termination of
‘employment. Their situation is being kept un stant review and the

4 to the Managing Director
notice of termination is given.
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(Please attach job description f first referral)

‘Occupational Health Referral

Name of employee: Date of bith

‘Address:

el No. Home el No. Work:

Divison:

Directorate

Job e
(please attach job description i first referral)

Reason for referral

(Please clearly state the informationgfou hape to obtaif from ths referral)
Please attach attendance refld if relevant W the referral

1 confirm the employes ungerstands the Jeason for this referral

Signed: date:

Print nam \

Designation:

“Add

Noi
ion and contact f applcable
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WORK QUESTIONNAIRE — STRESS
Questionnaire adopted from Health and Safety Exccutive
Cause | Question Was thisa "What can be done about It
problem before?_| in the future?
Deman | Did you feel that you had too
ds | many demands on you at

‘work or that your workload
was too great?
Did different people at work
‘demand things from you that
were hard to combine?
Did you have unachievable
deadiines or unrealisic time
pressures?
Did you have to work too

intensively, too hard or too
fast?

Did you have to neglect or
miss out some tasks because:
ou had too much to do?
Did the workload mean that
You were unable to take
sufficent breaks or felt

pressured to worklong.
hours?

0 you think you have an
appropriate work/lfe
balance?

Control | Could you decide when to
take abreak?
Did you feel you had a say in
your work speed?

Did you feel you had a choice,
or some say over deciding.
how you did your work?

Did you feel your time could

(\’
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e flexible?

Suppor | Did your manager give you

t ‘enough supportive feedback
on the work you did?

Have you asked for help with

workload or stress levels

before?

Did you feel you could rely on.
‘your manager to help you
e
Dvuielvoscald
s
e
= )

Did you feel your manager
supported you through any
‘emotionally demanding
work?

Did you feel your manager
‘encouraged you enough at
work?

Have you been offered

occupational health support

or counselling — would this

benefit you?

Have you been offered
sufficent training in how to
cope with the pressures of
yourwork?

Colleag | Did you feel your colleagues

ues | would help you f work
became difficult?

Did you get the respect at
‘work you deserved from your

colleagues?

‘Were your colleagues willng
tolisten to your workelated
problems?

Relatio | Were you personally
harassed, in the form of
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ships | unkind words or behaviour?

Did you feel there was friction
o anger between colleagues?

Were you bulled at work?
Were relationships strained
at work?
Role | Were you clear about what
was expected of you at work?
Did you know how togo
‘about getting your job done?
‘Were you dlear about what
Your duties and
responsibiities were?

Were you dear about your
oals and objectives?

Did you understand how your

work fitted into the overall
aim of the organisation?

L

Change [ Did you have enough
‘opportunities to question

your manager about change
at work?
id you feel consulted about
change at work?
‘When changes were made at

‘work, were you clear about
how they would work out in
practice?

Other | Have you been subject to

violence or aggression or
threatening behaviour at

work?

Is there anything else that
was a source of stress for you,

at work o at home that may
have contributed to you going
off work with workrelated
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Reason for Absence or Isolation (Please tick the option that best suits your circumstances)

Ican confirm that | have tested postive for Coronavirus.
Ican also confirm that am following allrelevant guidelines related to self-isolation.

Please enclose evidence of your positive test with this form. If you are unable to provide
‘evidence of a positive test, please complete the Coronavirus Testing Consent Form to give
us permission to view your testresuts.

Ihave developed atleast one of the following symptoms and | am booking a test or
awalting test resuts:

1) A pew continuous cough | 2) A high fever 37.8c (100.0421) | 3) Change or loss
sense of smell o taste.

More details on the symptoms can be found on the NHS website:

s Youghn geta
Coronavirus folation note at https://111.nhs uk/isolation-note/. \

‘A member of my household or personal support bubble has us or

has tested positive for Coronavirus and has been advised to slf-solaté, 10 days Isolation
(14/12/2020)

Please provide any supporting evidence of your hous POt bbbl reasons for
selfsolation if possible. You can get a Coronavirus tc

https://111 nhs uk/isoltion-note;

I have been contacted by the NHS Track.
contact with someone who has been
advised to self-isolte for 10 days. .

fthe contact has occurred in work ca
completed a rsk assessment whid

confirm that my line manager has
Please enclose evidence from NHS Track &

Trace with this form (Emailor Text.)
K from one

Thave returned to. ‘e non-exempt travel corridor countries and have
been advised to e late upon my return for 10 days based on current
guidance.
unaig, Up to date information about which countries are on the.
I

an be found on the government website:
fdance/coronavirus-covid-19-travel-corrdors

“Coronavirus (Covid19) Notification of Absence & Pay Form.
Form-Version 1

Effective from Monday 26 October 2020 to Sunday 31 January 2021
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You must complete and submit PART A of this form immediately (or as soon as possible) upon either
developing symptoms of Coronavirus or being notified that you have been in contact (lss than 2.
metres for more than 15 minutes) with someone who has tested positive for Coronavirus.

PART B can be completed along with PART A f you have althe information required. f B
can be completed at a later date when the full details of your absence have been confimed. PART B
should be submitted no later than 5 days after your absence start.

This Form should be read and completed in conjunction with the updated Employee Guidance,
Entitlement & Pay Policy ~ Effective from Monday 14* December 2020.

information with the required supporting evidence may mean you
period.

'PART A Initel Notifiat ce

Personal Detais it isimportant for all part of thissection to be completed n full)

Employee Name: % Employee Number:

b Title: ) Monthly (23rd)
Service/Department: Monthly (15th)
Line Manager Name: Monthly (LWD)
e Weekly (Friday)
Service Director: Bank (Tuesdar)
Eml Address: Servce Based
Telephone Number: | )~ Office Based

V7

| When are you completing ths form? (Part A should be completed as soon as possible)

] T = T

Note: This isthe date that you are requesting to be paid based on our dicretionary Coronavirus fund related
to the Sample Company Name Employee Guidance, Entitlement & Pay Policy Version 1)
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| Why are you needing to leave work today/at this time OR Why do you need to be off work today/at this

time?

(Please tick option the best matches you crcumstances)

I have tested positive for Coronavirus

I have developed Coronavirus symptoms

‘A member of my houschold or support bubble has tested positive or has symptoms of Coronavirus

I have been contacted by NHS Track & Trace and advised to sel-isolate

Other Reason (known to my manager)

Can you estimate the length of eave you expect
o take off and i so, what do you belleve thisto
be?

Until1 get a test result

10 days: Symptomatic

10 days: Contact |

1do not know at thisstage.

Detalls of your last day or shift at work

Where was your lastshif or day at work?
(Name of Service / Local Office / Head Office:
Department)

Start Time:

Finish Time:

What type of shift was t?
(e, Support Shit, Floating Support, Home Visis,
Waking Night, Sieep-in, Office Work, Training
etc)

What duties did you undertake whilst ast on
shiftor last in work?

(€8, One to One Support, Personal Care,
Medication Adminitration, Manual Handiing, Peg
Feeding, Citrus, Team Meting, Supervision efc.)

AR

v
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Detalls of recent work related contacts.
(Who else was on that shit o n the office with
you? Did you have a handover with anyone?)

Are there any work colleagues you have been in
close contact with that we need to alert?

(Close contact:less than 2 metres for 15 minutes
plus without appropriate PPE]

Were you following al public and corporate:
Coronavirus measures,including the wearing full

and correct PPE?

Name: Job Tite:

signature (or Date of

verification via personal Signature:

email):
This form s considered like @ timesheet Stil required to be completea). Ican
confirm that this information i true. . 1€l be considered a disciplinary.
‘matter If this form Is submitted folsely.

$w
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Sample Company Name - Absence Management Polcy
Sammary i policy oulines Sample Company Name policy towards|
absencefrom work It alo outlns the procedures th
‘Sample Company Name uses to manage saff sbsenges.
For all Sample Company Name employees. jures
thatshould folowed to report absence. )
DocumentType Poliey For Fu
Verfieaby
Dote Version isued
"Next Review Date
Author
Lead Director/Manager_
Eiectronic Location
Physcal Copy Location
Keywords for
intranet/website location.
Amehament sum
Amendfo | tsued Subject “Acton Date
o
Verson Nome | Ratication | Notes
Number process
Polcy Statemggt
Sample,Cor cognisestha all members ofsaffwillave periods o ime when they may need to

< from Sample Company Name or may be il and require time off. The aims of this policy
umple Company Name’s policy is understood and that agreed procedures take place.

Each incident il be dealt with individually according to the principles o this policy whilst also acknowledging
ance s unique and may require procedures to be applied accordingly. Any request for time off
‘work or bout o ll-health will be dealt with sensitvely and the needs of the individual, alongside those of
‘Sample Company Name, will be considered.
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'PART B - Coronavirus Absence Pay Form (Self-Cert Form)

forms.

‘Once you know exactly how Iong you have to be absent for please complete PART B below and return to the
HR Coronavirus Response Team on CoronavirusHA@samplecompany.com as s00n s possible.

‘The Payroll Department cannot process your Coronavirus absence pay without 2 copy of PART B. Please
ensure you record your Coronavirus absence on your timesheets and these match with the detailson these

Personal Detais i is important for all part of this section to be completed n full)

Employee Number:
Moty (23rd)
Wonthiy (15th)
Monthiy (W)
Weekiy (Friday)
A~ Bank (Tuesdy)
Confirmed Length of First Dt of
Absence / solation Isoltion
10days:am Expected Last Date
Symptomatic of Isolation
10days:ama Dote of
Contact Coronavius Test
(F Applcable)
Other (AsAdvised) [ovs Date ofTest
Results (-
Applicable)
Evidence Atiached | YE5 o Employee
Signature
Please confirm (e TestResuls, Track & Trace Date of signature
evidence: contactex, NHS 111 Iolation Note,
Medicl Certetc)
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‘Coronavirus (Coid-19) - Entitiements 26% October 2020 to Sunday 31 January 2021

“This self-certifcation form only covers you up o the maximum of the 10-day selfsolation period, after this
time your ordinary terms and condtions will apply with regards to sickness entitlement and payméf.

We may look a discretionary pay for anyone who s absent after 10 days due to Corona
sickness needs to be discussed directly with the HR Department in order to ascertain

Introduction

*guidance updated to consider reduction In isolation times for contact isol ravel coridor
quarantine to 10 days*

Originally the government announced that effective from Mond,
(55P) would be paid from day one for any Coronavirus (Covid-£0
absent from work for 4 or more consecutive days. Sample Cor troduced a suite of HR measures
in March and April to supplement sick pay due to Coronavirus will be 2 long-term
public health concern and there is now 2 greater em; Fansmission Sample Company Name
fels it i mportant toflly support our taff who are absent 8felf-slatig due to Coronavirus.

that Statutory Sick Pay.
of isolation if you are off

We have made the decision to extend our disefetionary Coronatirus (Covid-19) fund until Sunday 31° January

2021, This fund allows us to support our val ted employees with speciic measures in place to

minimise the transmission of Cor 5. 1 an is required to self-isolate for a period of 10 days

based on current government ole Name will ensure you receive your standard
contractual pay (excluding overti ments).

« IFany employee has toms, they must not attend their place of work unti they have secured
their test results and foll advice based on the circumstances of the test. You willrecelve.
payment of a standard shi Vour basic hourly rate of pay only (excluding overtime, waking night,
on-call and lees

« Onceyou cived Yous test results and if your results show a negative result you are to return to work
and present directly to your line manager (or relevant senior manager if your line manager is

resume your normal rostered shifts.

fed through a third party such as the NHS Test and Trace services as you have had close
with someone who has Coronavirus, healthcare/social care workers must self-solate f the
trace service advises you to do so. Close contact excludes circumstances where PPE is being
‘worn in accordance with current guidance on infection, prevention and control and where you have not come
within 2 metres of a contact.

- For any employees that are: symptomatic when tested, who have tested positive for Coronavirus, who have
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“an inconclusive test result, or symptomatic saff who have not had a test they can: refurm to work no earier
than 10 days from symptom onset, provided clinical improvement has occurred and they have been afebrile
{not feverish) without medication for 48 hours and they are medicaly fit to return.

« I 2 cough or a oss of or a change in normal sense of smell(anosmia) or taste Is the only persistept symptom

after 10 days (and they have been afebrile for 48 hours without medication), you can return
are medicalyfitto return (these symptoms are known to persis for several weeks n some gases).|

« Al members of a household shared with the individual who has Coronavirus or i 5 ic
solate for 10 days from the day the individual's symptoms started. However, ffany household
set of

evelops symptoms of Coronavirus, they should solate for at least 10 days ir symptoms,
inline with the stay-at-home guidance.

We reserve the right to change this policy f it becomes no longer financialfy viable.

Testing for Key Workers.

If you are demonstrating any symptoms of Coronavirus then efer to the Employee Guidance,
arange for yourself and your
ve a duty of care to yourself, your
. Essential and key workers are being given
rly dentify yourself as a key worker in the

household to get tested on the first day of showing
family, the vulnerable people you support and your coll
priorty testing. Please ensure that when booki test, yob
health & social care sector.

g new tes ities & practices with availability updated on a daily

latest testing advice. The UK Govemment announced
{social Care employees are designated key workers) who
rus test themselves.

basis. Please check your local autho
o Friday 27* March 2020 that
are selfsolating can self-refe,

Jy contracted Coronavirus, 5o you should only request ane f you or
s Coronavirus symptoms. As an essential key worker, ll members of

and retur a positive test whilt in work, we will pay from day one for any.
fy the test results are received within 48 hours. It is essential you are pro-active
i the first 24 hours of any symptoms. Any Coronavirus related absence will ot
procedural triggers.

‘The NHS test and trace service has been established to minimise community transmission of Coronavirus
(Covid-19). I i designed to:
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"~ Ensure that anyone who develops symptoms of Coronavirus can quickly be tested to find out I they have the

« Help trace close recent contacts of anyone who tests positive for Coronavirus and, i necessary, notify them
that they should seff-isolate at home to help stop the spread of the virus.

Therefore, f you have had close recent contact with someone who has Coronavirus, healthy must

fyoudo not provide the required evidence, you will not be paid ofbnavirus absence.

We are required to record this information for Quality isioR Q) tracking and data purposes.

$w
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cQC Fundamental Standards Compliance

Key Lines of Enquiries to meet Absence Management Policy

- Coronavirus Act 2020
- Statutory Sick Pay (General) (Coronavirus Amendr

- Protection from Harassment Act 1997

- Social Security Administration Act 1992

- Statutory Sick Pay (Vedical Evidence) Regulpfons 1985
- Employment Rights Act 1996

- Equalty Act 2010

- General Data Protection Regul:

- Data Protection Act 2018

Relevan eiaton underpining this polc:
- ControlofSubstances Haardous t Heakth Regulations 1998
 Employment Relations Act 1993 @

‘Absence management proc

Dorganisationa s BfSarg plod BEd biannually and monitore b Personnel Sub Commiteee made of R
Director and Managing DigectBhand any other appointed staf.

B> Absence is defined as not attending for work when required to do so
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B> Authorised absence is absence which has been authorised by line management prior to o after ts
occurrence and can be paid or unpaid

P Unauthorised absence is absence which has not received authorisation by line management prior to or
after its occurrence and s always unpaid.

I Un-certificated sickness is absence of 1 to 3 days which does not need a self-certfcatelor
certificate. The employee must inform thei ine manager i line with the absence reportigé p

I Self.certificated sickness i absence longer than 3 consecutive days but less
Saturday and Sunday) and requires a self-certification form to be completed -DS
necessary when state sickness benefit has to be claimed). These are submitt
employee.

B> Medically certificated sickness is absence of more than 7 consecufig days (
‘Sundays) and must be supported by a medical certifcate signed e

Absence management guidelines - the line manag

Recording and reviewing absence

Managers are responsible for recording the of theiPgployees on a weekly or monthly basis and for
nage:

ensuring the nformation s entered onto the apéence ma System. Managers should receive quarterly
reports analysing the absences of each of |

L
luding Saturdays and
practitioner.

Copies of the absence recording

These must be completed on a

Managers are respon: ling, and, where necessary, reducing the absence levels of their employees
re responsible for any other aspect of their employees' performance. The following.

52 summary. s role

B Mfnagers sholid ensure they carefully check references of prospective employees for nformation about

o levels before confirming an offer of employment. If no nformation is avalable about the

attendance recbrd on the written reference, further details should be sought from the referee. I previous

absence [&vef give cause for concern, for example, fthey have exceeded Sample Company Name's trgger

points, it s probably unadvisable to confirm the appointment unless the absence was a one-off lness that is

unlikely to recur.

- B> Managers should ensure that all their employees are familiar with the directorate absence reporting

i [
&
oot s i s i i il it i i
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procedure and the absence rules (copies available from directorate HR) and that these are explained to al
~new employees as part of their induction. It should also be made clear to new employees that attendance:
levels are reviewed as part of the probationary assessment.

- B Managers should ensure that employees understand what s expected of them when absent on
authorised sickness leave. Employees should not undertake any paid or unpaid work or work about the
home, nor engage in any actiity which i incomatible with the liness or may delay recovery ad must keep.
the manager informed about progress and kel date of retuto work.

- B> Managers should conduct back-to-work Interviews every time an employee retumsyfom.
absence.

- B> Managers should review every employee's attendance record, using the quartefly reports supplied by the
directorate HR section. An absence review mesting should be conducted evar timan absene trigger
point i reached.

- B> When managers identify that an abuse of the absence procedure has occurred), they should take
immedate disciplinary action with the advice of the directorate HR-

in Segord

+ B Managers should ensure that they treat all employees consiste with the procedure in

order to set a high standard and demonstrate leadership.

- Guidance is given below on dealing with cases of persistent s ng:-term sickness absence.
Detailed procedure - short-term absence.
B On receiving a call from the employee, the manager nquire sympatheticaly into the nature of the
iliness and likely duration, note the time and calland reaon, and enter the absence on the directorate
recording form. The manager should aso chg work which may need to be covered.

B> 1fan employee s absent and faisto
the employee's return to work. Id be

way, the reasons for this should be established on
,and directorate HR consulted on action to be taken.

B Should the discussion e loyee reveal that the flinessis very minor (for example a
Slight headache),the 10 convince the employee to come in to work, perhaps by offering to

reschedule or reallocate a rous duties.
> Should the emy though they are unfit to attend for work they are fit to do certain duties at
‘home, they can work ‘Such duties are available and if necessary, materials can be delivered to

them. The e en be recorded as absent for the duration of those duties. I however, no
sultable duties! employee willbe recorded as absent. Managers should bear in mind the nature:
and of before discussing home working arrangements and should not put pressure on
emg they say they are feeling too unwell o undertake the work.

> Man: arrange to visita sick employee at home during the absence by prior arrangement with the

‘employee Unless abuse of the sickness scheme is suspected, when a visit may be made without prior
notfication.
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These should be conducted in as private an environment as possible on the day the employes returns to work.
“The aim of the interview is to welcome the employee back to work, o enquire after ther health, to

‘communicate what acceptable levels of absence are and what degree ofilness should be e give rise
to absence (for example, an employee with a slight headache or light cold would normally be expected to
how
f, but it sefves both

Back-to-work Interviews.

attend work whereas a severe migraine or bout of flu s likely to cause absence).

The manager should also receive self or medical certifcates if appropriate and should

‘employee's work was covered in their absence. Usualy, the interview need only be very brief, but it sefves.
to show concern for the employee and to act as a deterrent to unnecessary abseiice. The managdr should be
Satified by the reason for absence before authorising sick pay. However, refus pay without

evidence that a sickness absence s not genuine is unacceptable.

Absence review meetings

—— ﬂ,n.m,m.,,.ﬂm@& -

of frequent shortterm absence, defined as:
B> At least 3 separate periods of un-, self-, or medically ce d absence

Iy’
B> An unacceptable pattern of absence, for exaprfle,regular Fridgy or Monday absence, or absences regularly
occurring on a particular day of the week

B> Any other absence giving rise to copgern

The manager must take a view. st - the levelor pattern of absences are acceptable or

These patterns are termed. ¢ points.

with the absence record avalable for discussion. It should not be
confrontational, but r igation into any underlying problems, medical, work-based, or domestic,
which may | ployee from attending work regularly. The manager should explan the effect
he work performance of the section and where possible, offer counselling, help.
the employee to attend regularly. It is important to remember that the reasons for absence
that confidentilityis very important. There may be situations in which an employee will
information to the immedliate manager and should be given the opportunity to speak to

Itis important that the manager explains what i considered to be a reasonable standard of attendance and
that the meeting produces a decision, preferably jointly agreed, on action to be taken by both manager and
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‘employee and a timescale (generally the following three-month period unless a longer period is ointly agreed
to be necessary) to help achieve this standard.

Awritten, dated record should be made of this decision. This can take the form of a standard setting etter.
Types of action that could be agreed by the manager include:

B Referral to occupational health service

P> Referral to a counselling service
B Purchase of equipment to make work physically easier
ified peri

B> Formal review of employee's attendance performance after a

When agreed, it is mportant that these are carried out.

The manager should also give an indication of the consequences tglachieve the required improvement
within the period. The consequences willvary with the ich may not ahways be easy for the
‘manager to dentify conclusively.

For example, a common situation i that an - hasa of ntermittent short-term absence due to
sickness which appears to be genuine but m; \thrm 4 bk g, s e
imectinga the threst of urter acton may U o bring about an improvement. However, cases of
frequent absences due to genuine si led in terms of the capability procedure.

There are cases where there s nduct, that i, an abuse of the sickness scheme, including
sickness absences which are. ble to poor heaith. Such cases should be dealt with using
the disciplinary procedur

rief period and unrelated to previous absences.

absence it s expected that the member of staff wil alert Sample Company Name as
‘aware that they will be unable to attend. An indication should be given of how long the
absence might be and  day agreed when the member of staff should to let them know of thei retur or
cor absence.

« During a longer absence, a member ofstaff will maintain contact with the l person or with arelative. It
‘may be that depending on the nature of the finss it benefits Sample Company Name and the member of
staff to consider a change of role within Sample Company Name, for example, if a member of staff s
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