
 

Sick Leave Policy 
(adopted October 2021) 

INTRODUCTION 

1. Hanham Abbots Parish Council aims to be a caring and compassionate employer and 
recognises the importance of good health as a factor in encouraging its employees to give of 
their best. We recognise however that absence may sometimes be necessary due to sickness, 
or injury. We will support our staff and provide security of employment during any such 
periods. 

  

NOTIFICATION AND SELF-CERTIFICATION 

2. If an employee is unable to attend work due to sickness or injury, he or she should notify the 
Clerk as soon as possible or, if that is not possible, arrange for another person to contact the 
Clerk on the employee’s behalf. Such contact should preferably be made no later than 5pm 
on the day on which the absence first occurs. 

 
3. We recognise however that situations may arise when it is not possible for an employee to 

contact the Clerk. In such cases, if we do not hear from an employee for three days, the Clerk 
will make enquiries with a view to ascertaining what has happened. It is therefore important 
for all employees to provide the Clerk with up to date information on who to contact in the 
case of an emergency. 

 
4. When an employee contacts the Clerk to report in sick, he or she should confirm the reason 

for the absence and, if possible, when he or she expects to return to work. The employee 
must complete a self-certification form for the first seven calendar days of all sickness 
absences and give it to the Clerk. This form should be completed on the employee's return 
to work if their absence lasts seven calendar days or less. If the sick leave lasts more than 
seven days the form can be completed and returned by post. A sample self certification form 
is at Appendix 1. 

 
5. In the event that it is the Clerk who is unable to attend work due to sickness or injury, he/she 

should notify the Chairman of the Council as soon as possible so that cover arrangements 
can be made. In the event that the Chairman is not available, the Clerk should notify the 
Chairman of the Resources Committee. The procedures set out in paragraphs 2 to 4 above 
shall apply accordingly. 

 FIT NOTES 

6. Employees on sick leave must provide the Council with a doctor’s fit note if they are off sick 
for more than 7 days in a row (including non-working days). These can be provided by 
hospital doctors or GPs on the eighth or subsequent day of sick leave. All subsequent periods 
of sick leave must be covered by a fit note. 
 
 



7. A fit note will say that an employee is either “not fit for work” or “may be fit for work”.  If 
the fit note says that an employee “may be fit for work” the Clerk, on behalf of the Council, 
will arrange a meeting with the employee to discuss whether there are any changes that 
could be made that might help the employee return to work (for example different hours or 
tasks). If there is no agreement on any such changes, in accordance with statutory 
requirements, the Council will treat the employee as “not fit for work”. The Clerk will take a 
copy of any fit note provided and will retain the copy for the Council’s records. The original 
will be returned to the employee, who should retain it. 

 KEEPING IN TOUCH 

8. Mindful of its duty of care to its employees, the Council encourages its employees on sick 
leave to keep in touch with the Clerk regarding their state of health, their ability to return to 
work and their likely return date. 

 SICK LEAVE AND ANNUAL LEAVE 

9. Annual leave entitlement is accrued in the normal way while an employee is on sick leave no 
matter how long they are off. Any annual leave entitlement that is not used because an 
employee is on sick leave shall be carried over to the next leave year in its entirety. If an 
employee becomes ill just before or during their holiday, the annual leave can be converted 
into sick leave. Should an employee not qualify for sick pay they may take annual leave for 
the time they are off sick instead. The Council recognises that it does not have the right to 
force an employee to take annual leave when they are eligible for sick leave. 

 SICK PAY 

10. Employees of Hanham Abbots Parish Council are entitled to receive sick pay for the following 
periods: 

During 1st year of service  2 weeks full pay followed by SSP  
 
During 2nd year and thereafter one month’s full pay followed by SSP in each financial year 
 
The Council has discretion to extend the period of sick pay in exceptional cases. 

11. The period during which sick pay shall be paid and the rate of sick pay in respect of any period 
of absence shall be calculated by deducting from the employee’s entitlement on the first day 
the aggregate of periods of paid absence during the twelve months immediately preceding 
the first day of absence. 
 

12. The scheme is intended to supplement statutory sick pay (“SSP”) so as to maintain normal 
pay during defined periods of absence on account of sickness, disease, accident or assault. 
Absence in respect of normal sickness is entirely separate from absence through industrial 
disease, accident or assault arising out of or in the course of employment with the Council. 
Periods of absence in respect of one shall not be set off against the other for the purpose of 
calculating entitlements under this scheme. 

 
13. In the case of full pay periods sick pay will be an amount which, when added to SSP, will 

secure the equivalent of normal pay. In the case of half pay periods sick pay will be an amount 
equal to half normal earnings plus an amount equivalent to SSP as long as the total sum does 
not exceed normal pay. 

 



CONTACT WITH INFECTIOUS DISEASES 

14. An employee who is prevented from attending work because of contact with infectious 
disease shall be entitled to receive normal pay. The period of absence on this account shall 
not be reckoned against the employee’s entitlements under this scheme. 

RETURNING TO WORK 

15. Employees on sick leave for more than 7 days should not return to work until their GP deems 
that they are fit to return. As provided for in paragraph 7 above, when an employee’s fit note 
indicates that he/she may be fit to return to work, the Clerk will arrange a meeting with the 
employee to bring them up to date on any changes and to discuss and agree any adjustments 
that may be necessary to facilitate their return. The Council will make reasonable 
adjustments to an employee’s working conditions, whether temporary or permanent, if this 
is necessary to enable an employee to return to work. 

 BECOMING DISABLED 

16. In the event that an employee becomes disabled within the meaning of the Equality Act 2010 
whilst in the Council’s employ, the Clerk, on behalf of the Council, will similarly arrange a 
meeting with the employee to discuss and agree what adjustments may be needed to enable 
the employee to remain in the Council’s employ. The Council will make any necessary 
adjustments and will review regularly with the employee whether any changes are needed. 

 LONG-TERM SICK LEAVE 

17. As a caring employer, the Council will be sympathetic when an employee is ill. However if an 
employee is unable to work through ill-health or long-term injury or incapacity for more than 
the period of sick leave and pay provided for by paragraph 10 above or for 28 weeks, 
whichever is longer, the Council will need to resolve the situation as it will not be possible 
for it to continue indefinitely. 
 

18. In the case of extended periods of absence on sick leave, the Council may request the 
employee’s permission to contact his or her GP and ask for a medical report on the 
employee's condition once the period of sick leave and pay provided for by paragraph 10 
above has ended. The Council’s data protection policies will apply to any information 
obtained from an employee’s GP. Any such information obtained will only be shared with 
those with an absolute need to know and only with the express consent of the employee. 

 
19. The Council may also require the employee to be examined by a medical practitioner of its 

choice in order to seek a second medical opinion. (A refusal to be examined may lead the 
Council to consider taking disciplinary action against the employee, which could lead to 
dismissal.) 

 
20. No request or requirement under paragraph 18 or 19 above will be made unless and until 

the employee’s period of sick leave and pay provided for by paragraph 10 above, or 28 weeks 
if that is longer, has expired. 

 
 

 

 

 



 EARLY RETIREMENT ON HEALTH GROUNDS 

21. In the event that an employee who has been a member of the Local Government Pension 
Scheme (“LGPS”) for two years or more: 

• has become disabled within the meaning of the Equality Act 2010, or 

• is suffering from chronic ill health or incapacity, and has been off sick for more 
than the period of sick leave and pay provided for in paragraph 10 above (or 28 
weeks whichever period is longer) and there seems little or no prospect of the 
employee returning to work, 

the Council may discuss with the employee the possibility of early retirement on health 
grounds. In such cases an opinion referred to in paragraph 19 above would  need to be sought 
by the Council from an independent occupational health physician as to whether the 
employee: 

• will be permanently unable to do his/her job until normal pension age, and 

• is not immediately capable of undertaking gainful employment. 

 EMPLOYEES WHO OPT OUT OF LGPS 

22. Employees who opt out of the LGPS or who have not been members of the LGPS for two 
years do not have the option of early retirement on health grounds. Where in the opinion of 
an independent occupational health physician it is clear that the employee is permanently 
unable to do his/her job, the Council will have no option but to discuss the situation with the 
employee with a view to resolving it. 
 

23. The Council will consult fully with the employee and will give consideration to the possibility 
of alternative employment or working flexibly or part-time. However it is possible that the 
consultations may result in mutual agreement to terminate the contract of employment. 
Only as a last resort would the Council seek to dismiss an employee who is long-term sick. 
Any such action would proceed in accordance with the Council’s disciplinary policy and the 
employee could take their case to an employment tribunal if they think that they have been 
unfairly dismissed. 

 RETURN OF ANY EQUIPMENT OR DOCUMENTS 

24. If an employee is off sick for an extended period of time (e.g. one month or more) the Council 
may ask them to return any Council equipment or documents held at home until they are 
well enough to return to work. If the employee does not return to work following a period 
of sickness absence, they would need to return all outstanding Council equipment and 
documents held at home on the date of termination of his or her contract of employment. 

 ABUSE OF THIS POLICY 

25. If an employee abuses the sickness scheme or is absent on account of sickness due or 
attributable to deliberate conduct prejudicial to recovery or the employee’s own misconduct 
or neglect or active participation in professional sport or injury while working in the 
employee’s own time on their own account for private gain or for another employer, sick pay 
may be suspended. The Council will advise the employee of the grounds for suspension and 
the employee shall have a right of appeal to the Council. If the Council decides that the 
grounds were justified then the employee shall forfeit the right to any further payment in 
respect of that period of absence. Repeated abuse of the sickness scheme may lead to 
disciplinary action. 
 
 
 



 
 

APPENDIX 1 

  
  
  
  
  

HANHAM ABBOTS PARISH COUNCIL 
  
  
  

Sick Leave Self Certification Form 
  
  
  
  
  
Name of Employee…………………………………………………………………………………………………………….…….. 
  
  
  
Date Sick Leave started……………………………………………. 
  
  
  
Date Sick Leave ended……………………………………………… 
  
  
  
Number of Days of Sick Leave taken……………………… 
  
  
  
Reason for 
Absence……………………………………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………………………………………………… 
  
   
  
  
Signed…………………………………………… 
  
  
Date……………………………………………. 
 


