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	1 Policy Scope and Purpose

	Scope and Purpose:


	The University is committed to promoting the health and well-being of all our employees and supporting them through periods of ill health.  Various programmes of support such as physiotherapy and counselling services are available through Health, Safety and Wellbeing to seek to maintain employee wellbeing and help prevent absence. There is an ongoing commitment to identify where work related events may potentially impact on attendance and to put in place proactive measures to assist employees where possible. 



	Implications of non adherence
	Poor management of sickness absence, inconsistent treatment of and support for employees who are absent due to sickness. 

	Compliance and Regulatory requirements:


	The Equality Act 2010 (which replaced previous discriminations acts).



	Who uses this process:


	This policy applies to all staff employed by the University of Salford

	Roles and Responsibilities:
	Please see below



	2 Policy Detail


2.0 GENERAL PRINCIPLES

The University is committed to promoting the health and well-being of all our employees and supporting them through periods of ill health.  Various programmes of support such as physiotherapy and counselling services are available through Health, Safety and Wellbeing to seek to maintain employee wellbeing and help prevent absence. There is an ongoing commitment to identify where work related events may potentially impact on attendance and to put in place proactive measures to assist employees where possible. 

The University is also committed to optimising the contribution from all of our employees.  As part of this aim our managers are committed to achieving the lowest possible levels of absence compatible with the health of our employees.  We believe that high standards of attendance lead to higher levels of service provision and higher morale.

This policy has been designed to provide guidelines that enable us to achieve these aims whilst ensuring that our University continues to run efficiently and effectively. Our sickness absence policy aims to provide a fair, sensitive, prompt and consistent framework for handling employee sickness absence. 

2.1 Roles and Responsibilities
2.1.1 Employees
Each employee has a responsibility to carry out his/her role and attend work unless prevented from doing so by illness. 

Employees should not report in sick unless they are genuinely ill and unfit for work.  If an employee reports in sick and he/she is not genuinely ill, the matter will be dealt with under the University’s Disciplinary Procedure.  

When an employee is unable to attend work due to illness, he/she is obliged to follow the notification procedure for reporting sickness absence and to provide medical certificates where appropriate.  This is set out in the Sickness Absence Procedure document.

Employees are expected to attend return to work interviews on their return to work. 

Where an employee has been absent from work due to illness for a continuous period of four weeks he/she should be referred to Health, Safety and Wellbeing for a medical assessment.  However, in certain cases it may be appropriate to refer to Health, Safety and Wellbeing at an earlier juncture than four weeks. This may be appropriate in cases where it is known from the fit note that the absence will be long term and therefore the employee and manager may benefit from support and advice from health safety and wellbeing as early as possible. The purpose of the referral to Health, Safety and Wellbeing is to obtain advice on the effect of the illness on the employee’s ability to carry out their duties and whether support or adjustments may be required. The purpose of the referral is discussed in more detail in the Sickness Absence Procedures document and is to support both the manager and employee to manage the sickness absence and subsequent return to work of the employee.  If an employee has agreed to a referral to Health, Safety and Wellbeing, the University reasonably expects that he/she will make every effort to attend any subsequent appointment for a medical assessment and provide consent for a report to be issued by Health, Safety and Wellbeing to the manager and HR. Depending upon the circumstances, if an employee either fails to attend two appointments or does not consent to a referral, the University has the discretion to act upon the information it holds without the benefit of the opinion of the Health, Safety and Wellbeing Physician.

During a period of illness, employees must endeavour not to carry out activities that that may hinder, or be detrimental to, their recovery and which would impact on their ability to return to work. It is advised that employees seek guidance from their doctor or health safety and wellbeing if required.  

During a period of illness, employees are required to reasonably co-operate with being contacted and communicated with on a regular basis by their manager. It is reasonable that both parties should seek to agree the frequency of contact between both the manager and employee.

2.1.2 Managers

Managers carry the main responsibility for the day-to-day management of absence. 
This includes the following:

· Ensuring that all employees are made aware of the procedures for sickness absence reporting, and inform new staff as part of their induction process.

· Considering suggestions made by a GP on the fit note for an employee about a return to work and ensuring that the actual return date if different from the fit note date are accurately recorded.
· Ensuring that the employee has submitted self certified or medical certificates to cover all sickness absence and to ensure that absence records are accurately maintained and are input onto the payroll system so that Occupational and Statutory Sick Pay is correctly processed.

· Monitoring absence levels within work groups, for the identification of areas of concern and for the development of systems of work that help to minimise absence.  The latter should include ensuring good health and safety standards, proper recruitment, induction and training of employees, effective communication and a reasonable working environment.


· Conducting a return to work interview with the employee on their return to work.  


· Referring the employee to Health, Safety and Wellbeing when appropriate as outlined in the Sickness Absence Procedure by completing a referral form.


· Holding informal and formal meetings with employees as appropriate as outlined in the Sickness Absence Procedure.
· Ensuring that employees with disability related conditions or absences  are supported and assisted appropriately  and any reasonable adjustments required are put in place. 
· Ensuring the fair and reasonable application of the University’s Sickness Absence Procedure.


 Employee sickness must always be dealt with in a confidential and sensitive manner and any paperwork relating to sickness absence management must be stored securely and in line with Data Protection Act guidelines for storage of sensitive personal information.

2.1.3 Health, Safety and Wellbeing

Health, Safety and Wellbeing provides support and advice to employees and managers on the management of sickness absence. Health, Safety and Wellbeing will:

· Offer support and advice to the employee on all health and well being issues that may lead to sickness absence.

· Support the employee whilst they are off sick and throughout their return to work.

· Advise managers and employees on rehabilitation back into the workplace.

· Assist in providing further advice on the new fit note where this is required  

· Advise managers whether there is an underlying medical reason for the employee’s sickness absence levels. 

· Deal with all requests and enquiries in a timely and confidential manner.


2.1.4 Human Resources   
Human Resources provides support and advice to employees and managers on the management of sickness absence.   Human Resources will:

· Ensure newly appointed managers are aware of their role in managing sickness absence.
· Offer support and advice to the employees and managers on the interpretation of the policy and procedure.

·  Provide managers with the appropriate coaching and training to manage sickness absence.

· Review the policy and procedure on a regular basis to ensure it remains up to date and relevant. 
· Provide support and advice to employees and their managers who may  require adjustments to their workplace or jobs due to a disability related condition or absence. 

	3 Related Policies 

	Policy Name

	Location


All listed and related documents can be found on the HR intranet. When any changes in process are being considered, this section should be referred to in order to determine the implications on for associated policies

	4 Related Procedures 

	Procedure Name
	Procedure Owner (include name and position within the University)

	Sickness Absence Procedure

	Linda Walsh, Human Resources

	
	


All listed and related documents can be found on the HR intranet. When any changes in policy are being considered, this section should be referred to in order to determine the implications on associated procedures.
	5 Related Processes

	Process Name

	Location

	
	

	
	


All listed and related documents can be found on the HR intranet. When any changes in policy are being considered, this section should be referred to in order to determine the implications on associated processes.
	6 Monitoring and Performance of the Policy

	Records:


	Records relates to the Sickness Absence Procedure which is separate to this Policy document.   


	Monitoring application of the Policy:


	There will be an annual scheduled review of the Policy undertaken by Human Resources.


	Performance Indicators: 

	KPIs in relation to levels of sickness absence are currently being developed.   



	Training and Support for the Policy:


	Training and Support relates to the Sickness Absence Procedure which is separate to this Policy document.   



	7 Policy sign-off and ownership details

	Document name:


	Sickness Absence Policy

	Version Number:


	1.0

	Status:


	Live

	Equality Impact Assessment:


	Completed on 12 November 2010

	Approved by:


	Keith Watkinson, Executive Director of Human Resources

	Effective from:


	January 2011  

	Date for Review:


	December 2011

	Author:


	Linda Walsh, Human Resources

	Owner:


	Linda Walsh, Human Resources

	Document control:


	All printed versions of this document are classified as uncontrolled. A controlled version of this document is available from Human Resources or in the ‘HR Documents’ section of the Staff Channel. Questions on this process should be initially directed to HR Reception on 0161 295 2121 or HRServices@salford.ac.uk 
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