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SICK LEAVE AND SICKNESS ABSENCE POLICY

Purpose
This procedure only applies to Berkshire Maestros (hereafter referred to as Maestros) employees, although not all stages of this procedure will be applied to employees with less than two years’ service. We may also vary this procedure, including implementing it at any stage, omitting stages or changing time limits, as appropriate in any case.

Reporting Absences
If you are absent through sickness or injury you must report this to your line manager, curricular head and where applicable, your area office as soon as possible by telephone on the first day on which your absence begins. Email or text message notifications are not sufficient.  If for any reason you are unable to speak personally to your line manager you should leave a message with the Payroll Officer at Stoneham Court.
Teaching staff must also notify, without delay, the first school at which they are teaching on the first day of illness, the admin office will contact the other schools. If you are jointly leading a school project (IN2MUSIC) you must also telephone the other teacher(s).
The telephone staff hotline is open from 8:30 am (Tel: 0118 9012378).  Please use this number to inform them of any teaching that is to be cancelled (locations and times).

If you are teaching at a Music Centre you must telephone the Music Centre Manager.  Music Centre Managers do not normally work on Mondays. In their absence on Mondays or any other days (before 5pm) excluding Saturdays, you should call the staff hotline number above.  The administration team will make calls to cancel your Music Centre lessons only when your illness or other circumstances prevent you from doing so. After 5pm, notify the Music Centre Manager. In the absence of the music centre manager, you should contact the Area Senior Leader. In all cases of music centre absence, admin should be notified at the first opportunity.
For any absence for sickness or injury, you will be required to provide a ‘Staff Absence Return Form’ (SARF) upon returning to work. If your absence exceeds, or is likely to exceed, one week you must consult your doctor and obtain a medical statement containing the reason for your absence from work.  This statement must be sent by post or delivered personally to the Payroll Officer as soon as you receive it from your doctor.  Further certificates are required until you are fit to return to work.
On your return to work you will be required to complete a Sickness Absence Record Form, signed by your line manager after a back to work interview. The Sickness Absence Record Form-SARF must be returned to the CEO within 5 days of the last day of absence. For absences of less than one week, the SARF acts as a self-certificate.
Failure to complete and submit a SARF in line with this policy will be regarded as a disciplinary matter.
After any 3 periods of absence in a rolling year an interview will be arranged with a member of SMT. 

A period of absence may be of one day’s duration, a significant part of a day or a longer period e.g several days or more.
The requirement to provide self certificates and medical certificates applies to illnesses during school closure periods, even if employees are not normally required to be on duty then, as the Statutory Sick Pay (“SSP”) regulations still remain in force.

All self-certificates and medical certificates are ultimately passed to the Payroll Officer of Berkshire Maestros who is responsible for the payment of contractual and statutory sick pay.
If you suffer an injury at or during the course of your employment with Maestros, you or someone on your behalf must immediately report this to the Health and Safety Officer at Stoneham Court who will be required to record the matter in the accident book.

Statutory Sick Pay
If you are absent from work due to illness or injury and you have complied with the notification requirements described above, you may be entitled to SPP.  Please note that SSP is not payable during the first 3 days of absence due to illness or injury.  Generally speaking, SSP is payable for a maximum of 28 weeks within a 3 year period.  If you have exhausted your entitlement to SSP but remain absent from work you may be entitled to apply for alternative benefits from the government.  You should disclose to Maestros any payments of sickness benefit which you receive.
If employees are not entitled to SSP, they will be notified by the Payroll Officer by sending a special DSS form.  The main reasons why SSP may not be payable are:

· the State retiring age has been exceeded;
· National Insurance contributions have not been paid;
· the appointment has been for less than three months;
· maternity benefit is being paid;
· self-employed (please ask Payroll for more details)

The Payroll Officer of Maestros will retain all self-certificates and medical certificates during any period when SSP is being paid.  If there is no entitlement to SSP, the Payroll Officer of Maestros will forward all certificates to the local DSS office.  Any questions relating to SSP should be referred to the Payroll Officer of Maestros.

Sickness Pay

Other than the statutory payment referred to above, you have no contractual entitlement to any payment by Maestros for absence due to sickness or injury (beyond that which is outlined in your individual contract).  Maestros may however at its sole discretion and subject to the production of satisfactory medical evidence make payment at such rate and at such periods as Maestros shall from time to time consider appropriate.
Sickness absence will be paid in accordance with any contractual terms and conditions. You can be required to submit to an independent medical examination by a medical practitioner appointed by Maestros.
Failure to comply with any of the conditions of the scheme can result in the suspension of your entitlement to sick pay.

The allowance on the following scale will be reduced by state sickness benefits receivable to the extent that sickness pay and benefits would exceed normal full pay.

Maestros may, at its discretion, require a refund of sickness pay in the event of a successful accident claim. Statutory sick pay is not refundable.

Maestros may at its discretion make additional payments in the cases of very severe medical or personal emergency.
Long Term Sickness

This procedure is designed specifically for long term absences and will normally apply for absences of 4 weeks or longer.  Long term absences cause different issues from short term absences for both employees and Maestros.  For example, employees can feel isolated and lose confidence when away from the office for a long period of time. This procedure seeks to assist and support employees while also providing guidance and information to managers to facilitate the smooth running of Maestros.
During long term sickness absences your manager will meet with you to review your diagnosis, prognosis and any assistance which Maestros may be able to provide.  The frequency of these reviews will depend on what is appropriate in the circumstances given your condition and progress towards recovery/improvement. If meetings are not appropriate your manager will keep in contact with you by telephone or in writing, unless such contact would be detrimental to your health.

You are encouraged to inform your manager if you think you may be disabled under the Equality Act 2010.  While Maestros will always seek to help and support you, it is difficult for it to do so without information.  You should be assured that your manager will keep such information confidential except where strictly necessary, (e.g. where a seriously ill employee seeks to return to work against medical advice).  If such circumstances were to arise, the appropriate manager may need to talk to a more senior manager.  Such action will not normally be taken without informing you.

Whether or not you are disabled, you are also encouraged to make suggestions as to how Maestros can support and assist disabled employees.  A productive dialogue in such situations is often one of the best ways of ensuring the quickest, safest and most successful return to work.

Medical Referral

In some cases Maestros may refer you to a doctor or an occupational health physician for medical examinations for advice on the nature of the illness, a likely date of return and any rehabilitation advice. Your manager will meet with you to discuss the advice received, your up to date medical position and any support Maestros can provide to assist your return to work. This will take into account medical advice.

In cases of particularly long term absence, it may be appropriate to ask you to provide regular medical reports from your own doctor/consultant, or a doctor nominated by Maestros.  Where you have notified Maestros that you are suffering from a disability, medical advice will be sought as to how Maestros can comply with its obligation to make reasonable adjustments.

Dismissal on Medical Grounds

Unfortunately, there may be circumstances where it is not reasonably practicable for you to return to work.  For example, if the prognosis is that you will not be able to work for the foreseeable future, taking into account any support Maestros is able to provide, it may not be possible for your employment with Maestros to continue. If this is the case, your manager will meet you if you are fit enough, otherwise Maestros will write to you. At the meeting or in the letter, your manager will:

· discuss your prognosis;

· explain the reason why Maestros cannot support your continued absence;

· review the support that has been provided to date;

· consider alternative positions and, if applicable, explain why they are not appropriate for you; and
· warn you that you may be dismissed on medical grounds.

You will be given the opportunity to put forward suggestions, which will be considered by Maestros.  If no further support can be provided and you are unable to return to work, your employment with Maestros will be terminated on notice.  You will be advised of the reason for the termination of your employment with Maestros.  You will be notified of your right to appeal.

Implementation of a Dismissal Decision

In the case of dismissal, your employment will cease at the end of your notice period. If an appeal is upheld after your employment has been terminated, you will be reinstated and reimbursed in respect of your pay and benefits for the period from the end of your notice period to the date of your reinstatement.
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