SICK LEAVE

(a)
Staff who are unable to report for work because of illness should telephone the Human Resources Adviser before 10:00 am on the first day of absence.  On their return to work, if the absence has been for seven days or less including weekends, a member of staff must complete a sickness self-certification form in accordance with the statutory sick pay regulations and submit it to his or her senior officer for authorisation. 


Copies of the sickness self-certification form (APPENDIX E) is available from the Human Resources Adviser or from the computer network system.

(b)
When absence owing to sickness continues beyond seven days then a medical certificate signed by a doctor is required.  If the sickness is prolonged, further certificates will be required at appropriate intervals. In this instance, a sickness self-certification form to cover the first seven days of absence will, if necessary, be posted to the member of staff for completion and return.

(c)
During absence through sickness the employee will be paid the following:


(i)
full salary for the first thirteen weeks


(ii)
half salary for the next thirteen weeks


(iii)
thereafter such sum (if any) as the employing body may in its discretion consider appropriate.

(d)
The payments referred to in paragraph 13 (c) will be deemed to include all statutory sick pay to which the member of staff may be entitled OR will be reduced by the amount of any benefits paid to the member of staff by the Benefits Agency as the case may be.

(e)
Full details of the statutory sick pay scheme can be obtained from the Human Resources Adviser.

(f)
The duration of sick pay for employees with less than two years' service shall be at the discretion of the Secretary in consultation with the senior officer, but will normally be for a period of not more than three months. The DBF will then have the right to request a full medical from an independent medical source. The full policy and procedure for sickness absence can be found at APPENDIX N.
DIOCESAN CHURCH HOUSE 




APPENDIX E

EMPLOYEE ABSENCE STATEMENT
Surname:……………………….
Other names ………………………………………….

*Delete whichever inapplicable

I have been absent from work from ……………………………..(date)

I returned to work on …………………………………………….(date)

I first notified ……………………….on ………………………… (date)

of my inability to attend work due to:

*A.
Sickness or non-industrial injury
C.
Absence with permission

  B.         Industrial injury or prescribe            D.
Other absence

industrial disease

PLEASE COMPLETE APPROPRIATE SECTION A, B, C, OR D BELOW

A.
SICKNESS OR NON-INDUSTRIAL INJURY

Describe symptoms or injury: …………………………………….

Did you see a doctor or visit a hospital?
YES/NO*

If YES give name and address of doctor or hospital, date/time of visit,

and treatment prescribed/advice given:

Name: ………………………….

Address: ……………………………………………….

…………………………………………………………

Treatment Prescribed/Advice Given:
…………………………………………..

If NO describe any treatment/medicine taken: …………………………………………

B.
INDUSTRIAL INJURY OR PRESCRIBED INDUSTRIAL DISEASE
I believe I am suffering from the effects of:

Either
1. An industrial injury ............................ which occurred on   ....................... (date)

I reported the accident to  ......................... on .................................. (date)

or
2. A prescribed industrial disease .................which I reported

to ...............................  on ........................................ (date)

If you have visited your doctor or a hospital please also completed Section A above.

I understand that Church House may wish to seek a report from my doctor and I agree to this.

C.
ABSENCE WITH PERMISSION

The reason for my absence was ...........................................................................

I discussed this with .......................... (name)  on .....................................................

and received permission for the absence.

D.
OTHER ABSENCE

The reason for my absence was (please explain fully) ...................................................

..............................................................................................................................

..............................................................................................................................

.............................................
........................................

(Signature)



(Date)

TO BE COMPLETED BY HEAD OF DEPARTMENT OR CENTRAL SERVICES MANAGER

This Statement has been completed and signed in my presence 

*

) from …………………….. to ………………………..inclusive




)

*Payment is recommended
)

) *in accordance with any entitlement under the

) Sickness and Industrial Injury Payment

   Scheme

*Payment is not recommended for *whole/part of period because ………………………………………

………………………………………………………………………

 (Signature of Employee's Principal)………………………….
(Date)………………………………..

POLICY AND PROCEDURE TO DEAL WITH MANAGEMENT OF SICKNESS ABSENCE

The Diocese of Chichester is committed to treating staff fairly and consistently and in line with employment practice, to promoting the health and well-being of staff and supporting them through periods of ill health.  However, the diocese also needs to operate efficiently and effectively and be able to meet operational requirements.

This policy is designed to ensure through effective management that:

Staff absence is kept to a minimum through health promotion, flexible working practices and work design.

Staff with health problems receive appropriate support through their managers, Human Resources and Central Services department and appropriate external occupational health appointments arranged by the CDBF.

Staff are assisted to return to work, wherever and whenever practical and appropriate, through agreed rehabilitation programmes or workplace adjustment.

PREVENTION OF SICKNESS ABSENCE

Health promotion and prevention

The diocese carries out a pre-employment risk assessment to ensure that the employee will work within a safe environment. 

Preventative measures can be taken in terms of training, where relevant, on handling heavy goods, strain injuries (such as upper limb disorder) correct posture, ergonomics and eye tests. Advice is available from the Central Services department.

Flexible working practices

The diocese believes that flexible working practice may help to reduce staff sickness absences by enabling staff to balance work and home responsibilities. The diocese therefore offers a range of employment contracts to cover term-time/job share/ and part-time.

Training

The diocese offers access to a range of courses that can help, indirectly to reduce staff absence.  These include time management, assertiveness and how to cope with pressure.

SUPPORT FOR STAFF WHO ARE SICK

The diocese offers generous sick pay schemes outlined below:

SICK LEAVE

(a)
Staff who are unable to report for work because of illness should telephone the Human Resources Adviser before 10:00 am on the first day of absence.  On their return to work, if the absence has been for seven days or less including weekends, a member of staff must complete a sickness self-certification form in accordance with the statutory sick pay regulations and submit it to his or her senior officer for authorisation. 


Copies of the sickness self-certification forms are available from the Human Resources Adviser (Appendix E) or from the intranet.
(b)
When absence owing to sickness continues beyond seven days then a medical certificate signed by a doctor is required.  If the sickness is prolonged, further certificates will be required at appropriate intervals. In this instance, a sickness self-certification form to cover the first seven days of absence will, if necessary, be posted to the member of staff for completion and return.


(c)
The duration of sick pay for employees with less than two years' service shall be at the discretion of the Secretary in consultation with the senior officer, but will normally be for a period of not more than three months. The DBF will then have the right to request a full medical from an independent medical source.

(d)
During absence through sickness the employee will be paid the following:


(i)
full salary for the first thirteen weeks


(ii)
half salary for the next thirteen weeks


(iii)
thereafter such sum (if any) as the employing body may in its discretion consider appropriate.


(iv)
any employee who is absent on sick leave for at least a year, and who has exhausted company sick pay is not legally entitled to receive four weeks’ statutory paid holiday.

(e)
The payments referred to in paragraph (c) will be deemed to include all statutory sick pay to which the member of staff may be entitled OR will be reduced by the amount of any benefits paid to the member of staff by the Benefits Agency as the case may be.

(b) Full details of the statutory sick pay scheme can be obtained from the Human Resources Adviser.

Absence reporting procedures


It is important that staff and managers understand their individual obligations with respect to the absence reporting procedures so that there is no misunderstanding as to what is required.  Any member of staff who is unable to attend work because of illness must (wherever practical) inform the Human Resources Adviser by telephone by 10.00 am on the first day of illness.


Keeping in Touch


Departmental managers and the Human Resources Adviser (as appropriate) should keep in regular contact with anyone who is off on long-term sick leave. What form the contact takes will need to be determined on a case by case basis.


Referral to Occupation Health


Where a member of staff has been off sick and receiving full sickness benefit for a period of twelve (12) weeks, she/he will be notified by the Human Resources Adviser that referral to an independent medical advisor may be made, depending on the circumstances of the illness.


RETURN TO WORK


Return to work interview


Wherever appropriate, when the member of staff returns to work following a period of illness she/he will meet with her/his manager and Human Resources Adviser informally to discuss the absence and any support that may be necessary.


Short term adjustments


Where appropriate, to enable an employee who has had an illness for a significant period of time to return to work successfully, it may be possible for a phased return to be agreed, e.g. working half days rather than full days/carrying out part of the normal duties.


Carrying out other duties


A decision by the manager, following consultation with the employee and Central Services department will need to be reached on the length that these arrangements should be sustained.


Longer term adjustment


Where appropriate, it may be possible to make particular work adjustments to an employee to carry out the full requirements of the job.


Review


It is important for both the manager and employee to review progress to ensure working arrangements support the recovery of the employee and meet the needs of the diocese.  This will help ensure that the return to work is successful.  Reviews will take place on a regular basis and the outcomes will be recorded.

