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Sickness Absence Policy
How the Company manages sickness absence fairly and consistently, including how to report absence and what support is available.
	How to use this template: fill the highlighted boxes in the document control panel below, then read through and adjust the wording to fit how your business actually works. Edit this Word version, then save or export to PDF when it is final. Wherever the policy says “the Company” it means the organisation named in that panel.
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1. Purpose
This policy sets out what to do when you are unable to work due to illness, and how the Company supports employees and manages attendance fairly.
2. Reporting absence
If you cannot attend work, you must notify the person named above by the reporting time, on the first day of absence, explaining the reason and your expected return. Keep the Company updated for continued absence.
3. Certification
1. For absence of up to seven calendar days, you complete a self-certification form on your return.
1. For absence of more than seven days, you must provide a fit note (statement of fitness for work) from a healthcare professional.
4. Sick pay
Statutory Sick Pay (SSP) may be payable if you meet the qualifying conditions, at the current rate set by the government. Any company sick pay is at the Company's discretion and stated in your contract.
5. Return-to-work discussions
A short return-to-work conversation is normally held after each absence. It is supportive, helps identify any adjustments, and confirms fitness to return.
6. Long-term and frequent absence
The Company will keep in reasonable contact during long-term absence and may seek medical advice and consider reasonable adjustments. Patterns of frequent short absences may be reviewed with the employee.
7. Confidentiality and review
Health information is handled confidentially in line with the Company's data protection policy. This policy is reviewed at least annually by the responsible person named above.
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