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SICKNESS POLICY





1. Purpose
This policy explains how to report sickness absence, what evidence is required, how we keep in touch during absence, and how we support employees to return to work safely. It also explains how Statutory Sick Pay (SSP) is handled.
2. Who this policy applies to
This policy applies to all employees. It does not apply to self-employed subcontractors.
3. Key principles
· We treat sickness absence seriously and manage it fairly and consistently.
· You must follow the reporting rules so we can protect clients and arrange cover.
· We keep records of sickness absence.
4. Reporting sickness (Day 1 rules)
4.1 When you must report
If you are unable to attend work due to sickness or injury, you must notify us on the first day of absence at the earliest opportunity and no later than [INSERT TIME], or at least 2 hours before your shift starts.

4.2 How you must report
You must report sickness personally by:
· Telephone call to [INSERT NAME/ROLE] on [INSERT NUMBER].

If you cannot get through, you must:
1. call again within 10 minutes, and

2. if still no answer, send a WhatsApp/SMS to [INSERT NUMBER] stating you have tried to call and requesting a call-back.

Not acceptable: social media messages/DMs, messages via colleagues, or email (unless we have expressly agreed this in advance).


4.3 What information you must provide
When you call, you must provide:
· the reason for absence and main symptoms 
· whether you believe it may be infectious/contagious
· which shift(s) you cannot work (and any key client visits affected)
· the expected duration of absence / likely return date
· a contact number you can be reached on
4.4 Keeping in touch during sickness
You must keep in touch as follows:
· If you are off for 1 day: update us by [INSERT TIME] that day about whether you expect to return next shift.
· If you are off for more than 1 day: you must provide an update daily by [INSERT TIME], unless we agree a different schedule.
· If you are off long-term: we will agree a contact plan (see section 9).
If we request a reasonable update and you do not respond, this may be treated as a conduct issue.
5. Evidence (self-certification and fit notes)
5.1 Absence of 1‑7 calendar days
For sickness lasting 7 calendar days or less, you must complete a self-certification form on your return.
5.2 Absence of more than 7 calendar days
For sickness lasting more than 7 consecutive calendar days, you must provide a fit note from a GP or other authorised medical professional.

You must provide fit notes to cover the full period of absence. If a fit note expires and you are still unfit for work, you must provide a new fit note without delay.
6. Return-to-work interviews (mandatory)
A return-to-work interview is required after every sickness absence, even if:
· you were absent for part of a shift, or
· you were absent for a short period (e.g., a few hours).


The purpose is to:
· confirm you are fit to return
· identify any support or adjustments needed
· confirm the absence record is accurate
· check for patterns and trigger points
7. Statutory Sick Pay (SSP)
If you are eligible, SSP will be paid in accordance with statutory rules in force at the time of your absence.
We do not operate a contractual sick pay scheme unless stated in your contract.

SSP may be affected if you do not follow the reporting and evidence rules in this policy, where permitted by law.
8. Infectious illness and client homes
Because we work in client homes, you must tell us if your symptoms may be infectious.

You must not attend work if you have symptoms that create a significant risk to clients or colleagues (for example, vomiting/diarrhoea). We may require you to remain off work for a minimum period after symptoms stop, in line with public health guidance and client safety.
You must follow hygiene requirements, including handwashing and use of PPE where required.
9. Long-term sickness absence
Long-term sickness absence is normally a continuous period of 4 weeks or more.
During long-term absence:
· we will keep reasonable contact with you
· we may request medical information or an occupational health referral (with your consent)
· we will consider reasonable adjustments and a phased return where appropriate
If you are unable to return to work within a reasonable timeframe, we may consider capability procedures, following a fair process.
10. Failure to follow this policy
Failure to follow the reporting, contact, or evidence requirements may:
· delay or affect SSP where permitted by law, and/or
· be treated as a disciplinary matter.
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