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PART ONE – GENERAL

1	PURPOSE AND SCOPE

1.1 We are committed to improving the health, wellbeing and attendance of all employees, valuing the contribution we all can make to the workplace.  Central to the philosophy of the Sickness Absence Management Policy is that our people are the most important asset within our organisation. As such, employees can expect a fair, consistent and caring approach to sickness absences.

1.2 The Ministries Council (MC) is committed to doing all that it can to support employees when they are absent, to enable them to return to work when they are fit to do so and aims to be as flexible as possible in the transition between sickness and return to work. 

1.3 It is intended that this policy should be used positively and constructively. At all stages, discussion with employees and managers will focus on exploring ways to improve attendance and thereby ensuring that the work of the congregation/presbytery is carried out. The particular circumstances of each case will be considered and relevant support measures implemented where these can contribute to improved attendance levels.

1.4 Initial and ongoing training will be provided to all line managers to ensure that, in implementing this procedure, a balance is achieved between supporting our employees, the needs of the congregation/presbytery and overall consistency in practice.

PART TWO - OPERATIONAL GUIDANCE

[bookmark: _Toc220915234]The purpose of this guidance is to inform you of what you can expect when you are unable to attend work due to sickness and require to take a period of absence.	

2	Roles / Responsibilities 
[bookmark: _Toc220915235]2.1	Employees should:
1. Attend work, unless you are unfit to do so;
1. Advise your line manager of any illness or condition which affects your ability to attend work or undertake the duties of your post to a satisfactory level;
1. Raise concerns with your manager if you believe your job is affecting your health or contributing to your illness;
1. Report sickness absence promptly to your line manager and by 09.15am on the first day of your absence from work, or within 15 minutes of your scheduled start time.  If your line manager is unavailable you should contact the HR Department;
1. Ensure that the appropriate self-certification absence form / GP issued fit note is provided on time to cover all absences and thereby ensuring payment of sick pay;
1. Return to work forms should be completed and returned to HR within 3 days of your return to work. 
1. Maintain contact with your line manager, or other appointed manager/HR, during periods of sickness absence;
1. Co-operate fully with the Occupational Health Service (OHS) if a referral is required.

[bookmark: _Toc220915236]2.2	Line Managers should:
· Ensure and monitor the health, safety and wellbeing of their direct reports,  including the use of risk assessments to identify and manage hazards impacting on the physical and mental health within the workplace;
· Proactively apply their responsibilities in relation to the notification/ certification required for sickness absence;
· Fairly and consistently apply policy and procedures to manage absences; Depute Faith Nurture Forum will also ensure that all their line managers are applying procedures consistently and fairly, to ensure equality;
· Ensure return to work interviews are completed on the day of the employees return and that relevant paperwork is completed and returned to HR within 3 days of the employees return.;
· Be sensitive and supportive to individuals affected by ill health, and at all times keep issues regards causes of sickness confidential;
· Maintain reasonable contact with individuals during periods of sick absence.  

2.3	The Human Resources Department will:
1. Provide support and guidance to individuals and line managers in managing  sickness absence and ill health;
1. Monitor and report trends in sickness absence;
1. Manage the Church’s OHS (Occupational Health Service) provider and make recommendations for, or approve, referrals for individuals;
1. Monitor the overall application, impact and effectiveness of the Sickness Absence Management policy and procedure;
1. Provide training to managers on implementing the procedure and on any associated areas where support or development is required;
1. Maintain confidentiality.  All discussions between individuals and the HR team and/or your line manager regarding your sickness absence, and all medical records, notes and documents, produced in the course of such discussions, will be treated as confidential and will not be disclosed to any third party without your consent.

[bookmark: _Toc220915238]2.4	Occupational Health Service (OHS)
We use OHS for medical advice to help inform management decisions.  At some stage during sick absence an OHS referral will be considered. 
· We use external OHS providers and at a cost to the organisation which is part of the HR budget.  
· OHS employ doctors and nurses who are specialists in the field of fitness for employment and the fitness of the employment for the employee. Referral to OHS is a supportive measure to enable managers and the HR team to provide informed support to employees.
· OHS referrals are made for a variety of reasons such as to provide guidance on how to support employees who are long term sick, have frequent short term absences, where health may be affecting work performance or work capacity, where a work process may be affecting health, , for information about general fitness for new duties or a new post, for advice on phased resumption to work following sick absence, for advice on reasonable adjustments to employment or any combinations of these factors. You are asked to cooperate with this procedure.
· A referral to OHS can be made at any time, dependent on the nature/severity of the reason for sickness absence; however it is likely that once an absence had reached 4 weeks an OHS referral will normally be suggested and discussed. 
· Should you be absent due to a mental health issue, in order to support you as effectively as we can, consideration will be given to asking OHS for guidance as early as possible.

OHS will also:
· Support HR and managers in the management of absence by providing an objective assessment of the reasons for absence and professional opinion and advice on measures to achieve improved attendance; including advising on possible reasonable adjustments;
· Provide advice and guidance to the HR team and managers on any additional support measures for employees;
· Guide  employees on what steps they can take to improve their health and wellbeing;
· You may also ask to be referred to OHS if you consider it would be helpful.

[bookmark: _Toc220915245]3 	Not fit to attend work
3.1	On the first day of sickness absence, you should contact your line manager in the first instance, in person, by telephone, and by no later than 09.15am, or 15 minutes after your normal starting time, stating the reason for absence and giving an indication, where possible, of your likely return. 

If your line manager is not available, employees should contact the HR team on 0131 240 2270 (line open from 9am).

Communication by e-mail, text or social media is not acceptable unless circumstances would prevent use of the telephone.

[bookmark: _Toc220915246]4	Self-Certified Sickness Absence
4.1	You must complete a Return to Work form (available on the Intranet) for each period of illness.  On your first day back, your line manager will meet with you to conduct a return to work interview to ensure that you feel well enough to have returned to work, to brief you on any work activity missed and to countersign the Return to Work form before returning the form to HR where absence will be recorded and the form retained on your personnel file. Forms should be returned to HR within 3 days of returning to work.

[bookmark: _Toc220915247]5	Certified Sickness Absence
5.1	In cases of illness lasting more than 7 calendar days you are required to obtain a Statement of Fitness to Work (fit note), which must be signed by a Medical Practitioner and sent, marked Private and Confidential, to your line manager who should note the position and forward this without delay to the HR Department. Any further statements necessary to cover your absence should also be submitted immediately upon receipt. Failure to do so may have an impact on sickness absence pay.
If your fit note indicates that you  ‘may be fit for work’, your GP/Medical Practitioner will indicate the information needed for your line managers, in conjunction with the HR team, to decide whether it is possible to make the adjustments required to facilitate a return to work. Sometimes, it may not be possible to make the changes required. If this is the case, this will be fully discussed with you, and you will not be able to return to work until you have fully recovered. 
[bookmark: _Toc220915248]
6	KEEPING IN TOUCH
Whilst you are sick you should expect your line manager or the HR team, if more appropriate, to remain in contact with you

6.1	The MC will apply its responsibilities regards duty of care and will seek to maintain contact with employees who are absent from work due to sickness.  

This will usually be your line manager, or in some circumstances the HR team. This is particularly important in cases of long-term absence, as this will enable decisions to be taken on the basis of up to date information and with the interests of both you and the Congregation/Presbytery in mind.

6.2	Maintaining contact with you when you are sick will be handled sensitively with due consideration to the nature of your incapacity. In many cases contact by letter, e mail or telephone will be the most appropriate. In some cases it will be necessary to meet with you and this should normally take place at your place of work, although under certain circumstances meetings can be arranged elsewhere. On occasions, to be supportive to you and with your permission, the method of contact may be a home visit. The methodology for keeping in contact will be agreed with you in advance.

6.3	The HR team will provide advice on the appropriate method of maintaining contact. If a home visit is agreed, this will be pre-arranged and mutually agreed.  Line Managers or HR will normally arrange to visit you at home, but always accompanied with another suitable person and you will be notified in advance to their identity.  It will usually be a member of the HR team to accompany the line manager or the HR team will provide advice on who would be a suitable person to attend.

6.4	You are obliged to do all that you can to ensure a return to optimum health and to work.  If you participate in activities which may be reasonably viewed to be inconsistent with the stated reasons for being absent from work, or which may aggravate your condition, then this may result in your sick pay being stopped and disciplinary action being taken.  In particular, if you undertake any other employment whilst on certified sickness absence, without prior written authorisation from your Depute of Faith Nurture Forum, you will be subject to disciplinary action.

[bookmark: _Toc220915250]7	Return to work
7.1	As part of the general procedures for managing sickness absence and towards attendance, you should have a Return to Work interview with your line manager on your return to work after every absence. This meeting is intended to welcome you back to work and give you and your manager an opportunity to consider any welfare issues or support that may be required to be addressed.

7.2	When you return to work your Line Manager will:
1. Welcome you back, ensure you are recovered and feel able to attend work;
1. Update you on any work / relevant issues you may have missed;
1. Discuss your recent period of absence and your previous absence history as necessary
1. Discuss any underlying health issues;
1. Give you an opportunity to discuss any issues / concerns;
1. Advise you if absence levels are causing concern and next steps;
1. Offer appropriate help / support.

7.3	A brief note of the discussion will be recorded on the Return to Work form, signed by both you and your line manager and forwarded to the HR team.

[bookmark: _Toc220915251]8	 Disability
8.1	If you have a condition which means that you are disabled within the scope and definitions of the Equalities Act 2010, advice may be sought from the OHS to ensure that we may support you fully.  Where appropriate, and after consulting with you, reasonable adjustments will be made to accommodate your short or long-term requirements so as to prevent such disadvantage. 

8.2	Sickness records of employees insofar as related to their disability will be considered separately from their sickness records and the trigger levels outlined in Paragraph 13 will not automatically apply to such absences.

9 	Sick pay Entitlement
9.1	Employees with under 5 years’ service
Employees with under 5 years’ service are entitled to full salary for the first 3 months (65 working days)of illness and half salary for the next 3 months (65 working days) of illness in any rolling period of 12 months. Thereafter the absence will be unpaid.

9.2 	Employees with 5 years’ service and over 
Employees with 5 years’ service and over are entitled to full salary for the first 6 months (130 working days) of illness and half salary for the next 6 months (130 working days)of illness in any rolling period of 12 months. Thereafter the absence will be unpaid.

10	Exclusions to Sickness Pay
10.1	There is no entitlement to any sickness pay under the Employers Sick Pay Scheme or to Statutory Sick Pay (“SSP”) where:
1. You have knowingly entered false information on any form relating to your absence. This is regarded as serious misconduct which could result in disciplinary action being taken;
1. The MC considered that there may be substantive grounds to question the legitimacy of the employee’s claim for sickness pay;
1. Your illness or injury was incurred through outside paid employment.

10.2	In the event that consideration is being given to non-payment of sickness pay, you will be asked to meet with the HR Manager to discuss the situation. You will be entitled to be accompanied by a representative or work colleague at this meeting.
[bookmark: _Toc220915252]
11	Sickness during Pregnancy
11.1	During pregnancy, you must follow normal sickness absence notification procedures, whether the absence is pregnancy related or otherwise, and it will be dealt with in the normal manner. If you go off sick with a pregnancy related illness within the 4 week period leading up to the commencement of your maternity leave, you will automatically be placed on maternity leave with effect from the first date of such absence.

11.2	Should this absence be unrelated to pregnancy, then you will continue on paid sick leave until the date originally specified as being the Maternity Leave start date.

[bookmark: _GoBack]11.3	Sickness absences due to pregnancy related illnesses will be disregarded for consideration of absence management action, and the MC will make every effort to support you. Please refer to the Maternity Leave Policy or speak to the HR Department for further support/guidance.

[bookmark: _Toc220915253]12	 Annual Leave Implications
12.1	Reinstatement of Annual Leave
In circumstances where any employee falls ill whilst on a period of annual leave, reinstatement of annual leave due to sickness absence will be permitted on production of a Statement of Fitness to Work (fit note), regardless of whether the period of sickness is less than 7 calendar days. This also applies to leave taken as TOIL or flexi-leave.  Public holidays cannot be reinstated.  There is never a charge from an NHS doctor for providing a fit note if you're off sick from work for more than seven days.  Your GP may make a charge to issue a fit note for absences of under 7 days which will be at the employees’ expense but can be reclaimed from MC.

12.2	Accrual of Annual leave
Annual leave will continue to accrue during long term sick absence. For part time employees, the public holiday element of their annual leave entitlement will not accrue, in the same way that full time employees do not accrue public holidays that occur during an absence.

If a long term sick absence spans the end of one annual leave year and the beginning of the next  and annual leave has been accrued, the statutory annual leave amount can be carried forward to the next annual leave year. 


 PART THREE - MANAGING SHORT TERM SICKNESS ABSENCE
Whilst the aim of this guidance is to provide support and assistance, there will be occasions where acceptable levels of sick absence appear to be moving towards unacceptable levels. Part 2 and 3 of this guidance details in general the administrative procedure involved, however the particular circumstances of each case will be considered on an individual basis 

[bookmark: _Toc220915254]13	Frequent Short-Term Sickness Absences
13.1	These arrangements will apply in cases where the frequency and level of an employee’s short term sickness absence gives cause for concern.
 
13.2	There will be consistency in the identification of patterns of frequent, short-term absence that may require management action.  Due consideration will be given to the circumstances of each case. In order to balance these factors, absence trigger levels will be used to identify employees with patterns of absence which require to be monitored more closely.

13.3	In general terms the trigger level that will apply under this part of the procedure is 10 or more working days lost in a rolling 12-month period or 5 or more occasions of absence for full time employees and part time employees who work every day. For part time employees who do not work every day the pro rata trigger points are:
		Working:
		4 days per week		8 days		or 4 occasions of absence
		3 days per week		6 days		or 3 occasions of absence
		2 days per week		4 days		or 2 occasions of absence
		1 day per week			2 days		or 2 occasions of absence
 
13.4	Absences at or above this trigger level will not automatically result in action under this part of the procedure but will result in a review of the general pattern of absence of the employee concerned. Managers in conjunction with the HR team should consider whether the frequency and level of absence requires action or whether continued monitoring is required.

[bookmark: _Toc220915255]14	Informal Action
14.1	The HR team will monitor sickness absence for all employees on an ongoing basis and highlight to line manager any short-term absences which reach the trigger points. 

14.2	An informal and confidential discussion will then be arranged. The line manager should invite the employee to attend, and
· Explain that their levels of sickness absence are causing concern;
· Discuss the reason and patterns of absences;
· Discuss their general attendance record;
· Explore any underlying health / personal problems;
· Offer support / advice and direct the employee to any professional body that may be appropriate;
· Consider carefully the reasons given by the employee for their level of absence in the context of their general attendance record;
· Indicate clearly to the employee the required improvement (where appropriate) in their attendance record and the duration of the review period ( normally 3 months)

14.3	The manager will also consider taking any other steps which might assist the employee to achieve an acceptable improvement e.g. any potential adjustments to the employee’s working hours or conditions, referral to OHS, offering the services of Employee Counselling service or seeking assistance for the employee from an external agency. Advice from the HR team should be sought on these matters.

14.4	A reasonable period of review is 3 months in order to improve and to maintain improvement.  If it is apparent there has been no sustained improvement or there is further deterioration within this period, further advice may be sought depending on the nature of the sickness absence, which may result in disciplinary action may be taken. 

14.5	Informal discussion is part of a manager’s interaction with employees to ensure the smooth running of the congregation/presbytery, and is not part of the formal procedure for Attendance Management, nor is it always a pre-requisite to the formal procedure. It is good practice to record the fact that such an informal discussion has taken place and to note the main points and action agreed. It is the manager’s responsibility to do this; they should give the employee brief note of the points agreed. 

14.6	If, during the review period, the employee’s attendance record has improved, or agreement has been reached on a plan of improvement, the employee will be advised accordingly. Absence levels should be reviewed in 3 months to ensure continued improvement.

14.7	If, during the review period, the attendance record has not improved, OHS advice may be sought before considering further action. The HR Team will complete the referral to OHS. This referral will contain relevant details including:
1. The employee’s sickness absence record with particular reference to the frequency, duration and reasons for absence, including any apparent pattern;
1. A summary of the employee’s main duties;
1. Any relevant information provided by the employee

14.8	In particular the referral shall request the OHS Adviser’s opinion on whether there is any underlying medical condition or disability, which is causing, or contributing to, the employee’s level of sickness absence and whether the absences are work related.

14.9	On receipt of the OHS report, a member of the HR team, the manager and the employee will meet to discuss its content. If there are reasonable adjustments which require to be implemented, then the consideration and, if appropriate, implementation of such adjustments will form a part of the absence management procedure to support the employee to recover or manage the situation.

[bookmark: _Toc220915256]15	Stage One Formal Disciplinary Action 
15.1	This formal procedure should not usually be invoked as a first step in managing attendance but it is recognised that this may be appropriate in particular circumstances. Any proposal to invoke the formal procedure must first be discussed with the HR team.

15.2	Line Managers should:
1. Gather information to support their concern;
1. Confidentially raise and discuss their concerns with the Depute of Faith Nurture forum or HR team
1. With the support of the Depute of Faith Nurture Forum, discuss with the HR Team who will then write to the employee setting out specifically the grounds for concern and informing them that the formal disciplinary procedure is now considered appropriate. 
1. Assist any investigation of, in conjunction with the Depute of Faith Nurture Forum or senior manager and HR team, the poor attendance record. This may include reviewing previous informal discussions, considering action taken by the employee to improve health, considering Occupational Health Reports and any other relevant circumstances.

15.3	Stage One Initial Absence Meeting
A formal disciplinary meeting should then be arranged with the employee, giving at least 5 days’ notice, to review and discuss their attendance record, offer support, and agree a plan to improve attendance. This meeting will include a representative from the HR team, usually an HR Advisor.  The employee has the statutory right to be accompanied at this meeting.

15.3.1		At the meeting the line manager and the HR Advisor should discuss with the employee;
1. Their absence record
1. Why their absence is unacceptable
1. The OHS Report (if any)
1. Any underlying health condition
1. Possible courses of action which could be taken to improve the employee’s attendance record
1. Where no underlying health problem is identified, the reasons for the level of absence
1. The improvement required by agreed dates

15.3.2	It is the line manager’s responsibility to ensure that the main points and actions agreed are recorded. The employee should be advised that a failure to improve attendance levels will result in a move to the next stage in the formal disciplinary procedure and that this could ultimately result in dismissal. The manager should give the employee a copy of the note of the meeting within 5 days, agree the record and ensure the note is signed.

15.3.3	The period of review will be usually be 6 months unless it is apparent earlier that there has been no improvement or a further deterioration or that an agreed period of time (which may be longer than 6 months) is required e.g. to consider the effects of medication/ongoing treatment.  

15.3.4	It is the manager’s responsibility to ensure that actions agreed by them are implemented in good time.

15.3.5	It is the employee’s responsibility to take any action/ advice necessary to attain optimum health.


15.4	Stage One Absence Review Meeting
15.4.1	At the end of the agreed review period (or earlier if there has been no improvement or a significant deterioration), the manager should arrange to meet the employee formally to review attendance and if there has been no improvement, to move to Stage Two of the Formal process. At least 5 days’ notice of the meeting will be given and the employee must be informed of the right to be accompanied.  A representative from the HR team will also attend.

15.4.2	At this meeting the following will be discussed:
· The employee’s absence record 
· Where there is an underlying health problem, any improvement or deterioration in this problem;
· The impact of any of the measures implemented and whether there are any other possible courses of action which could assist the employee;
· Where there are no underlying health problems, the reasons for any continued high level of absence and whether there are any other support measures that might assist in improving the employee’s attendance;

15.4.3 The outcome of this review meeting will be either;
· Significant improvement in attendance / acceptable level of attendance achieved, in which case all documentation will be placed on the employee’s personal file and will be removed after 12 months; or
· No significant improvement in attendance, in which case the absence management procedure will continue. A Written Improvement Warning will be issued. The employee may exercise their rights to appeal against the decision to issue either a first or final written warning provided they do so in writing within ten working days of receipt of the letter intimating such decision. 
Note: If an appeal is lodged, the monitoring of absences will continue until such time as the Appeal Group issues a decision.

15.7.4	If it is agreed that there has been no improvement and that the next stage of the formal process should be implemented, the meeting should continue and discuss:
· Possible courses of action which could be taken to improve the employee’s attendance record
· Where no underlying health problem is identified, the reasons for the level of absence
· The improvement required by agreed dates, usually with a review period of up to 6 months.

15.7.4	The manager should record the meeting and to ensure that the main points and action agreed are recorded. The employee should be advised that a failure to improve attendance levels will result in a move to the next stage in the formal procedure, which could be consideration of dismissal. The manager should give the employee a copy of the note of the meeting, within 5 days, agree the record and ensure the note is signed.

15.7.5	The manager should write to the employee within 5 working days of the meeting to confirm whether the required improvement in attendance has been achieved and the matter is now at an end or alternatively whether attendance has not improved sufficiently and that a written improvement warning will be given with a further review period agreed.
15.7.6	It is the manager’s responsibility to ensure that actions agreed by them are implemented in good time.
15.7.7	It is the employee’s responsibility to take any action/ advice necessary to attain optimum health and to make every attempt to attend work.

[bookmark: _Toc220915257]
16	Stage Two Formal Disciplinary Action 
If it appears that the employee has failed to show the improvement required at Stage One, Stage Two will be invoked and a plan for improvement put in place. See 15.7.4 

16.2	Stage Two Absence Review Meeting	
16.2.1	At the end of the agreed review period (or earlier if there has been no 
improvement or a significant deterioration), the manager should arrange to meet the employee formally to review attendance, and if there has been no improvement, to move to Stage Three of the Formal process. At least 5 days’ notice of the meeting will be given and the employee must be informed of the right to be accompanied.  A representative from the HR team will also attend.

16.2.2	At this meeting the following will be discussed:
· The employee’s absence record since the Written Improvement Warning
· Where there is an underlying health problem, any improvement or deterioration in this problem
· The impact of any of the measures implemented following the Stage Two Meeting, and whether there are any other possible courses of action which could assist the employee
· Where there are no underlying health problems, the reasons for any continued high level of absence and whether there are any other support measures that might assist in improving the employee’s attendance


16.2.3 The outcome of this review meeting will be either;
· Significant improvement in attendance / acceptable level of attendance achieved, in which case all documentation will be placed on the employee’s personal file and will be removed after 12 months; or
· No significant improvement in attendance, in which case the absence management procedure will continue. A Final Written Improvement Warning will be issued. The employee may exercise their rights to appeal against the decision to issue a final written warning provided they do so in writing within ten working days of receipt of the letter intimating such decision. 
Note: If an appeal is lodged, the monitoring of absences will continue until such time as the Appeal Group issues a decision.


16.2.4	If it is agreed that there has been no improvement the next stage of the formal process should be implemented, the meeting should continue to discuss:
· Possible courses of action which could be taken to improve the employee’s attendance record
· Where no underlying health problem is identified, the reasons for the level of absence
· The improvement required by agreed dates, usually with a review period of up to 3 months.
· Employees should be aware that should there be no improvement, or deterioration in absence levels, that they may be dismissed. 


16.2.5	The manager should record the meeting and to ensure that the main points and action agreed are recorded. The employee should be advised that a failure to improve attendance levels will result in a move to the next stage in the formal procedure, which could be consideration of dismissal. The manager should give the employee a copy of the note of the meeting, within 5 days, agree the record and ensure the note is signed.

16.2.6	The manager should write to the employee within 5 working days of the meeting to confirm whether the required improvement in attendance has been achieved and the matter is now at an end or alternatively whether attendance has not improved sufficiently and that a written improvement warning will be given with a further review period agreed.
16.2.7	It is the manager’s responsibility to ensure that actions agreed by them are implemented in good time.

16.2.8	It is the employee’s responsibility to take any action/ advice necessary to attain optimum health and to make every attempt to attend work.

[bookmark: _Toc220915258]17	 Stage Three Formal Disciplinary Action
17.1	If it appears that the employee has failed to show the improvement required at Stage One and Stage Two, Stage Three will be invoked and a plan for improvement put in place. See 16.2.4 

17.2	Stage Three Absence Review Meeting	
17.2.1	At the end of the agreed review period (or earlier if there has been no 
improvement or a significant deterioration), the manager should arrange to meet the employee formally to review attendance, and if there has been no improvement, to move to Stage Three of the Formal process. At least 5 days’ notice of the meeting will be given and the employee must be informed of the right to be accompanied.  A representative from the HR team will also attend.

17.2.2	At this meeting the following will be discussed:
· The employee’s absence record since the Final Written Improvement Warning
· Where there is an underlying health problem, any improvement or deterioration in this problem
· The impact of any of the measures implemented following the Stage Two Meeting, and whether there are any other possible courses of action which could assist the employee
· Where there are no underlying health problems, the reasons for any continued high level of absence and whether there are any other support measures that might assist in improving the employee’s attendance

17.2.3 The outcome of this review meeting will be either;
· Significant improvement in attendance / acceptable level of attendance achieved, in which case all documentation will be placed on the employee’s personal file and will be removed after 12 months; or
· No significant improvement in attendance, in which case the absence management procedure will continue.

17.3	Stage Three – Dismissal 
A further meeting with the Depute of Faith Nurture Forum and the Head of HR or in their absence, the HR Manager, will be arranged with the employee. At least 5 days’ notice should be given in writing; setting out the reasons for the concern and that there is a risk of dismissal.  The statutory right to be accompanied should be provided for.  

17.3.1	The Depute of Faith Nurture Forum and Head of HR will:
1. Hear evidence from all parties
1. Answer any questions
1. Review all of the action that has been taken

17.3.2	The Depute of Faith Nurture Forum and Head of HR may then decide:
1. That no further action be taken
1. If the matter is serious but they believe that the employee has not been given the time, support and assistance to improve, or that there has been a significant procedural flaw causing a substantial disadvantage or unfairness to the employee, they may refer it back to the line manager for action to recommence at either the Written or Final Written Warning Improvement stage
1. However if they believe that dismissal is the right course of action because of the employee’s failure to improve, they may take the decision to dismiss the employee.

17.3.3		They must write to the employee within five working days of the date of the meeting to intimate the decision, reasons for the decision and advise on the employee’s right of appeal if the decision has been made to dismiss the employee. The appeal must be submitted to the Solicitor of the Church, as Secretary to the Personnel Appeals Group within 10 working days of receipt of the written decision.  If the decision is to dismiss it is only the Head of HR or in their absence the HR Manager in consultation with the Depute of Faith Nurture Forum that can take the decision to dismiss on the grounds of capability due to unsatisfactory attendance. 

[bookmark: _Toc220915259]18	 Notice
	The following periods of notice will be given for dismissal on the grounds of capability due to unsatisfactory attendance.

	Continuous employment for
	Notice on dismissal

	up to 4 weeks
	None

	4 weeks to 5 years
	1 Month

	Thereafter increasing by 1 week per year up to 12 years
	 1 week for every year of continuous service up to a maximum of 12 weeks




[bookmark: _Toc220915260]PART 4 – MANAGING LONG TERM SICKNESS ABSENCE

19	 Long Term Sickness Absence
19.1	Long-term sickness absence is regarded as continuous absence from work of at least four weeks due to ill health.

19.2	As detailed in paragraph 6.1 above, contact should be maintained by managers with employees who are off sick. 

19.3	When a case of long-term absence is identified, the line manager should consult the HR team. Where it is considered the absence may continue for some time, the line manager will arrange regular formal review meetings with the employee, taking into consideration the nature of the sickness absence, ill health or treatment.  The line manager will, where possible/appropriate, be accompanied by a representative from the HR team. The first review meeting should normally take place within six weeks, followed by monthly, or as agreed appropriate.

19.4	Employees will be invited to all formal meetings by letter and will be reminded that a work colleague or trade union representative can accompany them.

19.5	Normally meetings will be held at the employee’s workplace. Where the nature of the employee’s illness makes this unsuitable and subject to the employee’s agreement, the meeting may take place at the employee’s home or elsewhere.  As detailed in 6.3 guidance on home visits applies.

19.6	The purpose of the meetings is to:
1. Communicate care and respect for the individual who is unwell
1. Discuss the reasons for the employee’s absence
1. Discuss whether appropriate treatment / support is being sought from healthcare professionals
1. Discuss the likely duration of the absence
1. Consider what support / reasonable adjustments the employer can consider in order to facilitate return to work
1. Discuss any other issues concerning the employee’s future fitness to return to their post
1. Discuss any concerns about the absence.

19.7	Following the meetings the line manager should confirm the substance of the discussion in writing to the employee.

19.8	The HR team may decide that OHS should assess the employee and in such circumstances will complete the referral to OHS. This referral will contain relevant details including:
1. The employee’s sickness absence record with particular reference to the frequency, duration, reasons and any apparent pattern of absence
1. A summary of the employee’s main duties
1. Any relevant information provided by the employee

19.9	OHS referrals will be made as often as considered necessary.

19.10 	Regular contact will be made as detailed above until the employees resumes work or it is considered that the sickness absence is causing serious concern and may not be sustainable (see Para 20.1 below)

20	Dismissal for Long Term Sickness Absence
20.1	If the stage is reached where an employee’s long term sickness absence is causing serious concern, up to date advice from OHS will be sought by the HR team. If it is considered that the absence is no longer sustainable, the Depute of Faith Nurture Forum and the Head of HR or in their absence, the HR Manager will arrange a final absence review meeting with the employee and their representative giving 5 days’ notice. That meeting will:
· Inform the employee of the OHS opinion
· Advise the employee that the absence can no longer be accommodated and the reason why this is the case
· Listen to evidence from all parties
· Answer any questions
· Consider any issues raised by the employee or their representative

20.2	Where the Managers conclude that other options including reasonable adjustments and alternative employment within MC cannot be pursued, the employee shall be advised that they will be dismissed on grounds of capability due to ill health. Notice periods are detailed in Para 18 above. The employee will also be advised of their right to appeal this decision, see Para 17.4 above.

[bookmark: _Toc220915262]22	Employee Returning To Work – Reasonable Adjustments
	Prior to an employee returning to work following long term sickness, the Depute of Faith Nurture Forum and the HR team, in consultation with the employee concerned and taking into account medical advice from OHS, will consider whether it is necessary and possible to make any temporary changes to the employee’s working hours, range of duties and / or other working arrangements in order to assist the employee’s rehabilitation back to work.

23	Phased Return to Work
In some cases, a phased return to work may be agreed. A phased return to work will allow a gradual increase in hours and duties. It is anticipated that this paid phased return will normally be over a 4 week period in the majority of cases; however, this could be less or more than 4 weeks depending on individual circumstances and will be reviewed as necessary.

24	Review
The HR team will review this guidance on an ongoing basis and the MC will review the Policy as required.






















Appendix A – Process Flowchart
Absences have reached trigger level
HR notifies line manager to start informal process.
Informal Meeting held and absence improvement plan implemented and reviewed after 3 months.
Has there been an improvement?
Stage One Initial Absence Meeting 
Obtain OHS report, if not already done so.  
Formal Procedure implemented.  Advise 6 month Review period and implement an improvement plan
Advise employee absence will continue to be monitored for a further 3 months and then no further action no further action to be taken.
Stage One Absence Review Meeting
Review absence for the last 6 months, if:
· Improvement, no further action
· No Improvement or deterioration, First Written Warning Issued and action plan for the next 6 months agreed.
Stage Two Absence Review Meeting
Review absence for the last 6 months, if:
· Improvement, no further action
· No Improvement or deterioration, Final Written Warning Issued and action plan for the next 3 months agreed.
Stage Three Dismissal Meeting
Meeting held with the Depute Faith Nurture and Head of HR to discuss the Absence process. The Outcome of this meeting could result in the employee being dismissed.
Stage Three Absence Review Meeting
Review absence for the last 3 months, if:
· Improvement, no further action
· No Improvement or deterioration, Advise that a further meeting will be held to discuss the outcome which could result in dismissal
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