
 

 
 
 
 
Fintry Development Trust Sickness Absence Policy  
 
The purpose of this policy is to provide guidance about arrangements for sick pay and for reporting 
and managing sickness absence.  
 
About this policy  
This policy deals with sick pay, reporting sickness absence and how we manage sickness absence. 
Failing to report absence under this policy or falsely claiming sick pay will be treated as misconduct. 
This policy does not form part of your contract of employment and we may amend it at any time.  
 
This policy is only applicable to employees.  
 
How to report that you are sick  
• Where you are unable to come to work because you are sick or where you have suffered an injury of 
some sort it is important that you telephone your line manager or inform the Board, as early as 
possible and within 1 hour of your normal start time.  
 
Providing evidence of sickness  
• It is important that you fill in and send to the Manager or the FDT Board, a self-certification form for 
sickness absence of up to seven calendar days.  
• Where the sickness absence lasts for more than a week, you must provide us with a relevant 
doctor's certificate, called a fit note, which will state why you are not fit for work.  
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/46
4395/fit-note-patients-employees-guidance-sept-2015.pdf 
 
As we have explained above, you must also complete a self-certification form in relation to the first 
seven days.  
• If your sickness absence is going to continue when the fit note or Doctor's certificate expires, it is 
your responsibility to provide us with a new certificate covering your continued absence.  
• Where your doctor provides a fit note stating that you 'may' be fit for work, it is important that you tell 
the FDT manager or Board. We can then discuss with you, arrangements for your return to work. 
 
Where, for whatever reason, appropriate steps cannot be taken so that you can return to work, you 
will remain on sick leave. The position will be reviewed at an appropriate interval.  
 
Fit for Work service  
• The Fit for Work programme is a government-funded occupational health assessment service. The 
intention behind the programme is to help employees get back to work when they have been absent 
with sickness.  
• If you are absent with sickness for four weeks, either we or your doctor may suggest referring you to 
the Fit for Work service.  
Your Doctor can, where he or she believes it is appropriate, suggest that a referral is made earlier 
than 4 weeks.  
 
Sick pay  
• We [do OR do not] provide contractual sick pay over and above any statutory sick pay to which you 
may be entitled. [Confirmation of your contractual sick pay entitlement will be provided by your 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/464395/fit-note-patients-employees-guidance-sept-2015.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/464395/fit-note-patients-employees-guidance-sept-2015.pdf


manager [or the Human Resources team]]. [Any contractual sick pay will be inclusive of your statutory 
sick pay]. Board decision for another date. 
• You may be entitled to receive statutory sick pay if you meet the statutory requirements.  
Statutory sick pay is not paid for the first three consecutive days of sickness absence. Statutory sick 
pay may be payable for up to 28 weeks.  
Meeting with you about your return to work  
• When you have been absent with illness, your line manager may hold a return-to-work interview with 
you. The reason for the meeting is to check that you are fit enough to return to work and consider 
whether there are any steps that could be taken to facilitate this.  
It is also our opportunity to speak with you about any issues regarding your absence record.  
 
Dealing with long-term sickness absence or frequent short-term absences  
• In circumstances where you have been absent for a long period or you have had frequent short-term 
absences, we will follow the process outlined below.  
• It is important for us to understand the reasons for your absence. We want to know whether there 
are things we can do to help you improve your attendance and your health. In some circumstances 
we may need to get medical information about your illness before deciding on a course of action.  
• We may need to meet with you to discuss your absence, the medical information or other related 
issues. We will give you reasonable notice of the meeting and location. 
• Where you are unable to attend the meeting, at the time specified, it is very important that you let us 
know as soon as possible. We will then seek to arrange another time where you are able to attend.  
• Where it is relevant, we will consider whether reasonable adjustments may need to be made to the 
sickness absence procedure, or to your role or working arrangements.  
 
Medical assessments  
• In appropriate circumstances, we may ask you to consent to attending a medical assessment by a 
doctor or occupational health adviser. Sometimes it may be that a specialist medical practitioner is the 
right person for you to see and we will discuss that with you.  
• We will ask you to agree that any medical report produced may be disclosed to us. Ideally, we would 
want to discuss the information with the occupational health adviser or doctor.  
• All medical reports will be kept confidential.  
 
First sickness absence meeting  
• This meeting will be to discuss the reasons for your absence, the likely next steps and prognosis.  
• We will also want to discuss whether to obtain a medical report and whether there are any steps that 
you and the Trust could take to improve your health.  
• Where the sickness absence is of a long-term nature, it may be appropriate to agree a return-to 
work programme.  
• For regular, short-term absence concerns, the Trust may set you targets for improvements.  
If the sickness absence does not improve  
• We will monitor your progress following the first sickness absence meeting.  
Where you have not been able to return to work from longer term sickness or if you are unable to 
meet any targets set for short term absences, we will invite you to another meeting.  
• The point of the second meeting is to assess whether the absence situation is likely to improve. 
Where it is appropriate, we will consider redeployment opportunities.  
• Where we believe that it is unlikely that you will return to work from long term absence or where you 
have not been able to meet the targets for improving short-term absences, you may be given a written 
warning that you are at risk of dismissal.  
Where the circumstances require, we will agree a further review period and a meeting to follow.  
 
Final sickness absence meeting  
• Where there is no improvement in reaching any targets set for reduction of short-term absences or 
you have been unable to return to work from long-term sickness, we will invite you to another 
meeting. 
• This meeting will include an assessment of whether or not to terminate your contract of employment. 
• We will consider any points that you want to raise in relation to your sickness absence and the likely 
prognosis. Appeal against decisions under this policy  
• Where you want to appeal against decisions taken under this procedure, you must set out your 
appeal grounds in writing.  



You will be required to submit your appeal within one week of the date on which the decision you are 
challenging was sent to you.  
• We will seek to hold an appeal meeting within three weeks of receiving your appeal.  
• We will seek to deal with your appeal fairly and reasonably.  
 
The decision will be provided to you in writing, usually within two weeks of the appeal hearing.  
• You will have no further right of appeal under this policy.  
• Where you lodge an appeal against dismissal, the date of dismissal does not change. If your appeal 
is successful, the dismissal will be revoked and you will receive any relevant back pay and your 
continuity of service is restored. 
 
COVID -19 Employee sick leave and sick pay policy addendum 
 
This is intended for FDT staff members in the event of becoming unwell and unable to work due to 
COVID-19.   
 
For any other health issues, the normal sick leave/sick pay requirements found in the staff contract 
and as outlined above, apply  
Employees are expected to comply with all Government guidelines to protect themself and those 
around them.  
 
Sick leave.  
 
In the event that the employee is unwell and unable to work due to suspected COVID-19, a member 
of the Board should be informed as soon as possible,  
and in any event no more than two hours after your normal starting time. 
  
Contact must be made again on the fourth day of absence and at regular intervals thereafter. 
If the employee is self-isolating, and cannot work because of coronavirus (COVID-19), an ‘isolation 
note’ online should be obtained from NHS 111, the employee does not have to go to their GP or a 
hospital.  
https://www.gov.uk/taking-sick-leave 
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