South Littleton Parish Council - Sickness and Absence Policy

1. Purpose
This policy sets out the procedures for reporting, managing and recording sickness and absence.
The Council aims to take a fair, supportive and consistent approach to employee wellbeing, while ensuring the continuity of essential Council functions.
This policy follows recognised sector good practice and employment legislation.

2. Scope
This policy applies to the Clerk, who is the Council’s sole employee. It covers:
a) sickness absence (short-term and long-term)
b) certification requirements
c) medical appointments
d) absence monitoring
e) return-to-work arrangements
f) reasonable adjustments
g) unauthorised absence

3. Reporting Sickness Absence
3.1 First Day of Absence
If the Clerk is unwell and unable to work, they must notify the Chair of the Council (or the Vice-Chair if the Chair is unavailable) as soon as reasonably practicable and no later than the start of the working day.
The Clerk should confirm:
a) when the illness began
b) the general nature of the illness (if comfortable sharing)
c) the expected duration of the absence
d) any urgent work requiring attention
3.2 Ongoing Contact
During sickness absence, the Clerk should maintain regular contact with the Chair (normally every 2–3 days or before a Fit Note expires) unless a clear return date has already been agreed.

4. Certification Requirements
4.1 Self-Certification
For absences of up to 7 calendar days, the Clerk must complete a self-certification form on return to work.
4.2 Fit Notes
Where absence lasts longer than 7 calendar days, the Clerk must provide a Fit Note issued by an authorised health professional.
If a Fit Note states that the Clerk may be fit for work subject to adjustments, the Council will consider reasonable adjustments or alternative working arrangements.

5. Sick Pay
The Clerk is entitled to:
a) Statutory Sick Pay (SSP) if eligible under statutory rules; and
b) any occupational sick pay provided for in the Clerk’s contract.
The Clerk must provide the required evidence for processing sick pay.

6. Medical Appointments
Where possible, routine medical appointments should be arranged outside of working hours.
Where this is not possible, reasonable paid time off will be permitted for essential appointments, provided the Clerk gives the Council as much notice as possible.

7. Short-Term / Frequent Absence
The Council will monitor patterns of short-term absence.
Where there are concerns (for example, frequent short absences or emerging patterns) the Chair may invite the Clerk to a supportive meeting to:
a) discuss any underlying issues,
b) identify available support, and
c) agree expectations for attendance.
This is a supportive process and not disciplinary unless there is evidence of misconduct.

8. Long-Term Sickness Absence
Long-term sickness is defined as a period of continuous absence lasting four weeks or more.
In such circumstances, the Council will:
a) maintain appropriate and sensitive contact
b) request Fit Notes as required
c) seek consent to appropriate medical or occupational health advice where needed
d) consider temporary adjustments or prioritisation of essential work
e) explore reasonable adjustments or a phased return-to-work plan
Any decisions will take into account medical advice, operational needs and the Clerk’s wellbeing.

9. Return-to-Work
9.1 Return-to-Work Discussion
After any sickness absence, the Chair will hold a confidential return-to-work discussion with the Clerk to:
a) confirm fitness to resume duties
b) review the reasons for absence
c) discuss any ongoing health needs
d) agree any temporary adjustments or phased return arrangements
9.2 Reasonable Adjustments
Where medical advice indicates that adjustments would support the Clerk’s return, the Council will consider all reasonable options within its operational capacity.
This may include amended duties, temporary reductions in hours, or other practical changes.

10. Unauthorised Absence
If the Clerk fails to follow the reporting procedure or does not provide appropriate certification, the absence may be treated as unauthorised.
Unauthorised absence may lead to formal action under the Council’s disciplinary procedure, where applicable.

11. Confidentiality and Data Protection
All information relating to the Clerk’s health and absence will be treated as strictly confidential and stored securely in accordance with data protection legislation.
Only those with a legitimate need to know (typically the Chair and any authorised councillor) may access this information.

12. Equality and Reasonable Adjustments
The Council recognises its duty under the Equality Act 2010 to consider reasonable adjustments for employees whose health conditions may amount to a disability.
Adjustments will be discussed with the Clerk and implemented where appropriate and feasible.
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