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Sickness Absence Policy

1. Purpose 

1.1 This policy demonstrates the commitment to promoting the health and wellbeing
of our employees. 
The primary objective of this policy, along with associated guidance, is to support and effectively manage absence caused by ill-health or injury which renders a employee unfit for work. This policy aims to ensure that support for employees who are unfit for work is considered as soon as possible. 

2. About this policy 

2.1 This policy sets out our procedures as it relates to; 

2.1.1. Sick Pay;
2.1.2. Reporting sickness absence; and
2.1.3. Managing sickness absence. 

2.2 This policy is only applicable to those who are under a contract of employment
      with IZ Energy. This policy does not apply to agency workers, consultants or self-
      employed contractors. 

3. Reporting Sick Absence 

3.1 If you are unable to come to work due to sickness or injury, you must notify your immediate supervisor / manager via telephone call as early as possible. 

3.2 If your resumption time is 9:00am, you are to inform your manager no later than 30mins after to notify of your inability to come to work. 

3.3 If you cannot reach your line manager via telephone, you are to follow up with a txt message as early as possible on that day. 

3.4 Upon notifying your supervisor / manager of your sickness or injury, you are to provide an indication of the expected duration of absence. You are also required to keep your supervisor / manager updated on your progress. 


4. Self-Certification / Medical Certificate

4.1 Sickness or injury absence of which lasts for 7days or more (including weekend), a medical certificate from a registered healthcare provider is required. 

4.2 The medical certificate should include the diagnosis, expected recovery timeline, and fitness to return to work date.
4.3 In an event that your absence continues beyond the expiry date of your medical certificate, you must provide another certificate to cover the period of extension. 

4.4 You are self-certified for sickness for up to 7days only. You will need to complete and sign a self-certification form to cover you for those 7days, of which will be placed on your personal HR file. 

5. Statutory Sick Pay

5.1 You may qualify for Statutory Sick Pay (SSP) if you meet the relevant statutory requirements. The qualifying requirements are;

5.1.1 You must be unfit for work for 4 consecutive days

5.1.2 The day(s) of which you are unfit for work must fall within a period where you are entitled to SSP

5.1.3 The day(s) of which you are unfit for work must fall on the day of which you are contracted to work.  

5.1.4 You will be paid a standard daily rate in line with your current salary for the first 3 qualifying days of sickness absence. 

5.1.5 If you are eligible for Statutory Sick Pay and you are sick for 4days or more, you will be paid a reduced daily rate in line with SSP sickness guidelines for all the days you are off sick. 

5.1.6 SSP will start from the fourth day of absence and may be payable for up to 28days 

5.1.7 During approved sick leave, employees will receive a percentage of their regular salary for the first 28 days. After that, sick leave will be unpaid unless covered by applicable statutory benefits.

5.1.8 Statutory benefits such as short-term disability, will be administered in accordance with local laws.

6. Long term sickness 

6.1 SSP will start from the fourth day of absence and may be payable for up to 
      28days

6.2 You may be able to claim Employment and Support Allowance (ESA) or 
                  Universal Credit. If you're going to be off work for more than 28 weeks,      
                  IZ Energy can complete a form called SSP1 which means you could apply for   
                  Employment and Support Allowance (ESA) before your SSP ends.



7. Sickness Occurrences / Triggers 

7.1 If an employee has up to 5 sickness occurrences within a 12-month period it will 
trigger a sickness review. 
	
7.1.1    A sickness review meeting will be conducted by the line manager, 
who will investigate accordingly - in line with IZ Energy’s policy and procedures. 
7.1.2 The employee will be placed on a sickness and monitoring record until a follow up meeting is held by the line manager. 
7.1.3 Should sickness absence continue within the 12-month period, further investigation will take place by the line manager, where appropriate action will be taken. 
7.1.4 The employee will be removed from the sickness and monitoring record after the 12-month period from the date of the sickness trigger. 
8. Return to work

8.1 Before returning to work, employees must provide a fitness certificate from a
 healthcare provider if their sick leave exceeded 7 days (Including weekends).

8.2 IZ Energy reserves the right to request a fit for work evaluation to ensure the  
employee can safely resume their duties.

8.3 Upon your return to work, you will be requested to attend a back to work interview   
with your supervisor / manager to address the following; 

8.3.1 To make sure that you are fit for work along with agreeing necessary changes to facilitate your return to work. 

8.3.2 To address any concerns relating to your absence record

8.3.3 To provide you with an update on any changes relevant to your 
            department and your role. 

9 Leave Abuse

9.1 Instances of suspected sick leave abuse will be investigated. If an employee is found to have provided false information or engaged in fraudulent behaviour, disciplinary action may be taken.

10 Communication

10.1 Clear and open communication regarding illness and return-to-work plans is     
encouraged. 

10.2 Employees should keep their supervisors informed about their health status and 
        any changes in their situation.

10  Confidentiality

10.2 Employee health information will be treated confidentially and shared only          
      with those who have a legitimate need to know.

11 Contact Information

11.2 Employees must ensure their contact information is up to date in case the   
      company needs to reach out during their absence.
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