Horndean Parish Council
STAFF COMMITTEE

NOTICE OF MEETING

A MEETING OF THE STAFF COMMITTEE WILL BE HELD ON

MONDAY 01 APRIL 2019 AT 6.30 P.M. AT JUBILEE HALL.

Members are summoned to attend.

Carla Baverstock-Jones PSLCC, GCILEx, MCMI
Chief Officer

26 March 2019

9.

AGENDA
To receive apologies for absence.
To receive any Declarations of Interest.
To receive and approve the Minutes of the meeting held on the 04 February 2019.

To receive a report and consider the proposed amendments to the Sickness
Absence Policy

To agree to exclude the public and press, in the view that publicity would
prejudice the public interest by reason of the confidential nature of the
business or arising out of the business about to be transacted. (Public
Bodies (Admissions to meetings) Act 1960)

To receive and approve the Confidential Minutes of the meeting held on the 04
February 2019.

To receive a report and agree a recommendation to Council regarding any
proposed changes to staff salaries for 2019/20.

To receive a report and consider the expiry of the probationary period in respect
of a staff member within the Parish Office.

To discuss the Chief Officer's Appraisal.

10. To discuss any proposed changes to the Chief Officer’s salary for 2019/20

Horndean Parish Council, Tyfield House, Blendworth Lane, Horndean, Hants PO8 0AA
Tel. 023 9259 7766 Fax. 023 9257 0550 www.horndeanpc-hants.gov.uk




HORNDEAN PARISH COUNCIL
STAFF COMMITTEE

MINUTES OF THE STAFF COMMITTEE MEETING HELD AT
JUBILEE HALL ON MONDAY 4" FEBRUARY 2019 AT 6:30PM

PRESENT:
Clir R Veitch (Chairman), Clir Mrs L Evans, Clir Mrs E Tickell, Clir |

Weeks

IN ATTENDANCE: Carla Baverstock-Jones, Chief Officer; Cheree Garvey, Office
Manager (Minute Taker).

PUBLIC ATTENDANCE: There were no members of the public present.

Meeting commenced at 6:30pm

SC017 18/19 TO RECEIVE APOLOGIES FOR ABSENCE

Apologies of absence were received from Clir N Wren.

SC018 18/19 TO RECEIVE ANY DECLARATIONS OF INTEREST

There were no declarations of interest received.

SC019 18/19 TO RECEIVE AND APPROVE THE MINUTES OF THE MEETING HELD ON
THE 12" NOVEMBER 2018

It was RESOLVED that the minutes of the Staff Committee meeting held on 12" November
2018 be duly signed as a true record of the meeting.

This was proposed by Clir Mrs E Tickell and seconded by Clir Mrs L Evans

SC020 18/19 TO AGREE TO EXCLUDE THE PUBLIC AND THE PRESS, IN THE VIEW
THAT PUBLICITY WOULD PREJUDICE THE PUBLIC INTEREST BY
REASON OFTHE_CONFIDENTIAL NATURE _OF THE_BUSINESS OR
ARISING OUT OFTHE BUSINESS ABOUT TO BE TRANSACTED

There were no members of the public present.

Public meeting closed 6:32pm.
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Confidential part of the meeting

SC02118/19 TO RECEIVE_AND APPROVE THE CONFIDENTIAL MINUTES OF THE
MEETING HELD ON THE 12" NOVEMBER 2018

It was RESOLVED that the confidential minutes of the Staff Committee meeting held on 12
November 2018 be duly signed as a true record of the meeting.

This was proposed by Clir Mrs E Tickell and seconded by Clir Mrs L Evans

SC022 18/19 TO RECEIVE A REPORT AND CONSIDER THE EXPIRY OF THE FIXED
TERM CONTRACT IN RESPECT OF A STAFF MEMBER WITHIN THE

PARISH OFFICE

A report prepared by the Chief Officer was circulated and Members unanimously agreed to
recommend to Council that the member of staff within the Parish office be employed on a

permanent basis.

SC023 18/19 TO RECEIVE A REPORT AND CONSIDER THE EXPIRY OF THE
PROBATIONARY PERIOD IN RESPECT OF A STAFF MEMBER WITHIN
THE COUNTRYSIDE TEAM

A report was circulated by the Chief Officer and Members unanimously agreed to recommend
to Council that the member of staff within the Countryside Team continue in permanent

employment.

The meeting closed at 6.36pm
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HORNDEAN PARISH COUNCIL

STAFFMEETNG  Date: 01 April 2019
AGENDAITEM: 4z
SUBJECT OF REPORT: Amendment to Sickness Absence Policy

BACKGROUND

The current Sickness Absence Policy was adopted by Council on the 08 September 2014,
being prepared in accordance with the Hampshire Association of Local Councils guidance.

In order to ensure that the policy remains an appropriate document to meet the needs of
both employer and employee, Members may wish to consider inclusion of the following

trigger points:

e Three periods of sickness absence within 6 months will require an absence
review meeting to be held

o Cumulative number of days absent in a set period being more than 10 days in 12
months will require a review meeting

¢ Pattern-related sickness-absence (e.g. a tendency to be off on Fridays or
Mondays; sickness absence taken immediately before or after annual or public
holidays), will result in an absence review meeting.

« Where an employee submits a GP sickness certificate that covers a period of 4
weeks or more, they will be asked to attend an absence review meeting. This
may result in the employee being asked to give permission for their GP to be
contacted or to attend an occupational health appointment.

Trigger points are used in many sickness absence monitoring systems to highlight levels
or patterns of sickness absence that require further attention, and to determine where and
when action by managers may be beneficial.

In addition to the above review meetings, it could be stipulated that employees will receive
a warning once a trigger point is met.

RECOMMENDATION

Members may wish to amend the Sickness Absence Policy to include the above trigger
points. Additionally, with regard to the above first 3 points for a warning to be issued to the

employee at the time of the qualifying absence.

Report prepared by Q
Carla Baverstock-Jones (
Chief Officer
Report



Horndean Parish Council

Sickness Absence Policy

1. Scope
This policy applies to all Horndean Parish Council (“the Organisation”) employees.

2. Purpose
The Organisation aims to secure the attendance of all employees throughout the working week.

However, it recognises that a certain level of absence may be necessary due to sickness or injury.

This policy provides a framework and standards for managing attendance in an effective, fair and
consistent manner across the Organisation, taking into account the needs of the Organisation and
employees. It also explains the Organisation’s absence notification procedure and individual
entitlement to sickness payment during absence from work due to unavoidable incapacity to work

due to sickness or injury.

It should be read in conjunction with employees’ Contract of Employment and any other associated

documents.

3. Related policies

This policy should be read in conjunction with the following Horndean Parish Council polices:

e Annual Leave Policy
e Disciplinary and Dismissal Policy
e Grievance Policy

4. Related forms

This policy refers to the following Horndean Parish Council forms:
e Sickness Absence Self Certification Form
e Sickness Absence Return to Work Interview Form

5. Definitions

e The number of working hours for a full time employee is 37 per week.
e Standard hours for a full time employee are 7.4 hours per day, Monday to Friday, 52 weeks
per year, subject to annual leave entitlement.
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6. Principles

Employees are expected to aid their own recovery, and are advised not to undertake any activity
during absence due to sickness or injury, which could impair this recovery.

Employees will be expected to comply with the advice given by their doctor or any other medical

professional.

For absences of more than 7 calendar days {including weekends), employees must obtain a fit note
issued by a doctor or any other medical professional from the 8th day onwards. Subsequent fit notes
will be required to fully cover absences, which continue beyond the original certification.

Regardless of the length of absence, employees must complete a Sickness Absence Self Certification
Form. This form can be requested from the Parish Office Administrators.

When calculating length of absence (for sickness benefit calculation purposes), only lost working days

are counted.

it is the responsibility of the line manager to monitor and record sickness absence.

7. Notification and certification of absence

If an employee is unable to attend work due to sickness or injury, they should inform their line
manager of the absence, the reason for it and likely duration, on the first day of absence and, wherever
possible, within 30 minutes of the employee’s normal starting time.

The employee should speak personally to their line manager. One of the purposes of this call is to
enable any necessary reorganisation or reallocation of work, and for the line manager to establish an
estimated return date from the employee. Only when the employee is unable to telephone personally
should someone else notify the Organisation on their behalf. Should the line manager be unavailable,
the employee should speak to another appropriate employee. In any event the employee must ensure
the Organisation is notified of their absence by a phone call.

Throughout the period of sickness, the employee must keep their line manager regularly updated.

Regardiess of the length of absence, an employee must complete a Sickness Absence Self Certification
Form and give it to their line manager. If an employee’s absence lasts seven days or less, this form can
be completed on their first day of returning to work. Otherwise the employee must request a copy of
the form, complete and post it to their line manager as soon as possible.

If the period of absence is for more than 7 calendar days (including weekends), a completed fit note
issued by a doctor or other medical professional must also be sent to the employee’s line manager to
cover the entire period of absence (from day 8 onwards). Fit notes issued by a doctor or other medical
professional must also continue to be submitted throughout the absence, regardless of whether any
entitlement to sick pay has ceased. Employees must send the fit notes to their line manager as soon

as it has been issued by the doctor.
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The Organisation may also request a fit note issued by a doctor or other medical professional for
frequent periods of absence of 7 days or less, or where there appears to be an unacceptable pattern
of absence. The Organisation will reimburse all reasonable costs incurred in obtaining the fit note in

these circumstances.

The frequency and timing of contact in the case of absences exceeding seven days will be agreed on a
case by case basis, but, as a minimum requirement, the employee should keep their line manager
informed throughout the period of absence, on at least a weekly basis.

If the employee provides no satisfactory evidence of sickness absence, it will be deemed unauthorised
absence. Any Organisation Sick Pay and Statutory Sick Pay (SSP) may be withheld at the Organisation’s
discretion and disciplinary action {up to and including dismissal} may be taken against the employee.

Disciplinary action (up to and including dismissal) may also be taken against employees who make
fraudulent claims in respect of any period of incapacity for work.

8. Fit notes

An employee’s doctor or other medical professional may indicate on a fit note that the employee “may
be fit for work”. If this option is selected the GP will also identify potential amendments that should

be made, selecting from:

s Phased return to work
o Amended duties

e Altered hours

s  Workplace adaptations

If a fit note is received the line manager will contact the employee and arrange for a meeting with
them. The Organisation may seek advice from an external HR adviser or medical professional as laid
out in Section 15. At this meeting the suggested amendments will be discussed with the aim of

facilitating the employee’s return to work.

If the suggested amendments are not possible the employee will remain on sick leave. If amendments
are possible the employee will return to work, but regular reviews will be carried out to ensure that
the amendments are adequate. It should be noted that any amendments are not to be viewed as a
permanent change to the contract of employment.

9. Return to work interview

Regardless of their length of absence, the employee will be interviewed by their line manager on their

return to work in order to:
e Check on the employee’s fitness to return to work
e Ensure that all the support the employee needs is in place
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e Bring the employee up to date on any changes

A note of all discussions should be kept by the line manager on the Sickness Absence Return to Work
Interview Form, agreed for accuracy and copied to the employee. The Organisation may seek the
advice from an external HR adviser or medical professional as laid out in Section 16.

10. Definition of a day of sickness absence
For the purpose of the administration of sickness absence:

An employee who leaves work due to sickness or injury after having completed half of their normal
daily working hours will have this day counted as a working day. However, the employee must still
comply with the notification requirements and inform their line manager or other appropriate person
that they are leaving work due to sickness or injury.

An employee who leaves work due to sickness or injury after having completed less than half of their
normal daily working hours will have this day counted as a day of sickness absence. However,
employees must still comply with the notification and certification requirements and inform their line
manager or other appropriate person that they are leaving work due to sickness or injury.

11. Organisation Sick Pay

At its discretion and subject to the notification and certification requirements being met, the
Organisation may make sickness payments up to the following maximum levels in any year of service:

Scale of Payment
During 1% year of service (after completing 4 | One months full pay and 2 months half pay

months service)

During 2" year of service Two months full pay and 2 months half pay
During 3" year of service 4 months full pay and 4 months half pay
During 4™ and 5% year of service Five months full pay and 5 months half pay
After 5 years of service Six months full pay and 6 months half pay

For the purpose of calculating half pay, the rate
of pay for the agreed salary month will be used.

The Organisation reserves the right to reduce the number of days for which an employee is eligible to
receive discretionary Organisation Sick Pay in relation to any day taken as sickness absence, whether
or not the employee receives Organisation Sick Pay in relation to that absence.

If an employee is on sick leave during their probationary period and remains so at the end of his/her
probation period he/she is not eligible to receive any Organisation Sick Pay until he/she has returned
to work for a minimum of one calendar month.

If an employee is on sick leave at the end of the service year and remains so at the beginning of the
following service year, the Organisation will continue to make payments based on eligibility in the
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previous year. When the maximum payments have been exhausted based on the previous year’s
service, there will be no further entitlement to sickness payments until the employee has returned to
work in the new service year for a minimum of 1 calendar month.

All employees on sick leave remain subject to their normal terms and conditions of employment,
which include the Organisation’s right to terminate employment by giving notice at any time.

11.1. Calculation of Organisation Sick Pay for full time employees working non-standard hours
Full time employees who work a non-standard week {i.e. do not work 7.4 hours a day, Monday to

Friday) should convert the above entitlement to Organisation Sick Pay into hours, and if off sick, should
deduct hours from total according to how many hours they were due to work on that day.

Organisation Sick Pay - hourly conversion calculation:
Organisation Sick Pay entitlement in days x 7.4 hours = Organisation Sick Pay entitlement in hours
(this should be rounded up to the nearest half hour)

11.2. Calculation of Organisation Sick Pay for part time employees

Employees who are contracted to work part-time hours (i.e. less than 37 hours a week) should firstly
convert the above entitlement to Organisation Sick Pay into hours (using the calculation in 10.1 above)
and then pro-rata this to reflect the number of weekly hours contracted to work. If off sick, employees
should deduct hours from total according to how many hours they were due to work on that day.

Organisation Sick Pay — part time pro rata calculation:
Full time equivalent Organisation Sick Pay entitlement in hours x no. of hours contracted to work + 37
= Pro rata Organisation Sick Pay entitlement in hours
{this should be rounded up to the nearest half hour)

12. Definition of Organisation Sick Pay

Full Pay is the employee’s basic salary only (excluding any variable/additional payments) and will be
inclusive of Statutory Sick Pay payments (see Section 15 below) for which they are eligible.

13. Withholding of sickness payments

The Organisation may exercise its discretion to withhold Organisation Sick Pay (excluding Statutory
Sick Pay) in any of the following circumstances:

e |f the employee does not adhere to the required notification and certification requirements;

e [f the employee is in paid employment elsewhere during any period of sickness absence;

e If the employees doctor or other medical professional advise the Organisation that the
employee is fit to return to work but the employee does not return;
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e If the Organisation believes, after investigation, that there are no good reasons to support a
period (or periods) of sickness absence.

in all of the above four cases, the Organisation may, in addition, take disciplinary action against

the employee, up to and including dismissal.

e [f patterns of absence appear to be forming i.e. Friday/Monday, days following annual leave

e |f the employee is alieging sickness absence rather than using other types of leave i.e.
dependant's leave;

e If an employee is in paid employment elsewhere (e.g. has a secondary job or self-employed in
leisure time) and injury arises in that employment, resulting in sickness absence with
Horndean Parish Council;

¢ If an employee plays sport for financial gain and injuries arise resulting in sickness absence;

e If an employee is injured as a result of failure to comply with Organisation rules regarding
health and safety at work.

The above are examples of circumstances in which Organisation Sick Pay may be withheld but this list
is not intended to be exhaustive and merely serves as a guide. Therefore other circumstances may

also lead to Organisation Sick Pay being withheld.
14. Exceeding sickness payment entitlement

If an employee exceeds their entitlement to Organisation Sick Pay due to the number of sickness
absence days taken in a year, they will no longer be eligible to receive Organisation Sick Pay. The
employee may continue to receive SSP in accordance with Government regulations, providing that a
fit note issued by their doctor or any other medical professional is supplied fully covering the sickness

absence period.

15, Statutory sick pay (SSP)

» [fan employee is no longer eligible for Organisation Sick Pay, they may still be eligible for Statutory
Sick Pay (SSP).

e The Organisation has a legal obligation to pay SSP to all employees who meet the regulations set
out by the Government.

e SSP appears as a separate item on the pay slip and is subject to Tax and National Insurance
deductions.

e The SSP amount is set and amended from time to time by the Government, and is paid via the
normal monthly salary.

» SSP is paid for full days of sickness absence and not part days, and is only payable for standard
contractual working days.

e SSPis limited to 28 weeks in any one period of sickness absence from work. It is only payable if
the employee is sick for 4 calendar days or more in a row. The first 3 qualifying days of any absence
are known as the "waiting days" — therefore, the employee will receive no pay if they have
exhausted their Organisation Sick Pay during the 3 waiting days.

e If an employee has 2 or more spells of sickness of at least 4 days in a row which were within 8
weeks of each other, the first day of sickness is the first day they were off work sick at the
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beginning of these spells of sickness. There will therefore be no need to have the 3 "waiting days".
This is called the "linking period" for SSP purposes.

e Further information regarding SSP can be obtained from GOV.UK website:
https://www.gov.uk/statutory-sick-pay.

16. Occupational Health and access to medical reports

It may be considered appropriate by either the employee or the line manager to seek professional
medical advice on the employee's medical condition. This could be in relation to a current absence or
recent absence history {usually within the last rolling 12-month period) regardless of whether an
employee's absence is considered short term or long term. The purpose of this is to gain as much
information about the employee’s medical condition as possible.

The Organisation may contact (with the employee’s written permission) the employee’s doctor or any
other medical professional and ask them to supply a report on the employee’s state of health and/or
provide direct access to medical records.

in some cases the Organisation may utilise the support of an occupational health provider. The type
of support will depend largely on the employee's condition, but may include a nurse
appointment/nurse contacting the employee at home by telephone, a medical report or an
appointment with an independent doctor nominated by the Organisation to conduct a medical

examination.

An employee’s lack of co-operation by refusing the Organisation consent to contact their doctor or
any other medical professional or to involve an occupational health provider may impede an
employee's ability to return to work. The Organisation’s decision about an employee’s employment
will be based on the information available.

17. Absence as a result of actions by a third party

If any sickness absence is caused, or appears to have been caused, by a third party and this results in
the employee claiming damages against the third party, the Organisation must be notified of the fact
and informed of the progress of any resultant litigation. When making a claim, the employee should
include a claim for loss of earnings. In these circumstances, any Organisation Sick Pay paid to the
employee by the Organisation will be regarded as a loan to be repaid when compensation is recovered

for loss of earnings.

18. Becoming ill whilst on holiday

If an employee is unwell during a period of time that has been booked as annual leave, the employee’s
line manager should be notified as soon as possible. The usual procedure for notification of sickness
applies. It is accepted that, if the employee is overseas during the sickness, it might not be possible to
notify his/her line manager immediately, but every effort should be made as soon as it is practicable.

An employee who is unwell during a time of booked annual leave may apply to have any days of

sickness treated as sickness absence and not annual leave. The employee must satisfy his/her line
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manage that the illness was genuine and the Organisation may request a fit note issued by a doctor
or other medical professional and/or other relevant supporting evidence.

The employee will be entitled to take any days of annual leave that are subsequently treated as
sickness absence as annual leave at another time, subject to the Organisation’s approval.

19. Poor attendance

The Organisation monitors sickness absence levels and will, where appropriate; investigate repeated,
regular or high levels of absence.

Any investigation aims to provide advice, guidance and assistance to the employee and to assess
whether there is any action that the Organisation or the employee could reasonably be expected to
take in order to improve attendance.

Employees are advised that continued poor attendance may result in disciplinary action, which could
ultimately result in dismissal.

In all cases of sickness absence it is important that the employee and line manager maintain regular
contact. The purpose of staying in touch is to review progress, understand the expected date of return
and review the need for any support.

The Organisation reserves the right to discuss with an employee his/her ability or suitability to carry
out their existing job in light of their medical history and/or current medical condition. If poor
attendance gives rise to performance or capability issues in relation to an employee’s ability to
undertake his/her duties, the Organisation may use the Organisation’s Disciplinary and Dismissal
Procedure in isolation or in conjunction with remedial measures, as appropriate, to address the

situation.

A note of all discussions should be kept by the line manager, agreed for accuracy and copied to the
employee.

20. Long-term sickness absence

The Organisation will normally classify a period of sickness absence which has reached 4 weeks as
long-term sickness and the following approach will apply:

¢ The Organisation may seek the advice of an external HR adviser to ensure that a fair procedure
is carried out.

e The Organisation may request the employee’s permission to contact his/her doctor or any
other medical professional to ask for a medical report and/or access to medical records, or
the involvement of an occupational health provider as set out in Section 16.

e An employee who is off longer than this period will be periodically asked to attend meetings
with their line manager on work premises, for the purpose of providing information and
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facilitating an effective return to work. If the employee is too unwell or physically unable to
he/she can expect (with the employee’s agreement) a home visit(s) by their line manager.

¢ Every reasonable effort will be made to support recovery, rehabilitation, and return to work,
including phased return to work and refresher training where appropriate

¢ Reasonable adjustments (either temporary or permanent) to the employee’s working
conditions will be considered, wherever possible and if the Organisation’s circumstances
permit, if these will help the person to stay at work, or accommodate the person’s recovery
and return, or support the management of a disability (in accordance with the Equality Act
2010). Reasonable adjustments to be considered may include an adjustment to working hours
or working equipment being adapted (or special equipment to be provided) as appropriate to
assist the employee in continuing to complete their role. Physical adjustments may also be
considered i.e. a ramp being required for entry to a building, moving furniture or widening
doors).

¢ Alternative employment available at the time will be considered where the person is medically
unfit to carry out their previous duties. However it is important to note that jobs will not be
created for the sole purpose of finding alternative employment.

e The Organisation and the employee will maintain regular contact and the employee will be
made aware of any potential risk to employment e.g. a potential redundancy that may impact
the employee who is absent during the process. In some cases, long term sickness progresses
to incapability, which may result in termination of employment on the grounds of ill health,
however as stated above, alternative employment within the Organisation will be considered
before termination. In such cases the Organisation will seek external advice from an external
HR adviser. Please refer to Section 23.

e A note of all discussions should be kept by the line manager, agreed for accuracy and copied

to the employee.

21. Benefits whilst on long term sickness absence

21.1. Holiday accrual

For short term sickness absence, annual leave will continue to accrue as per the Horndean Parish
Council Annual Leave Policy. Statutory annual leave entitlement (6 weeks, or 30 days for full time
employees working standard hours, including all public holiday entitlement) will accrue during all
periods of long term sickness absence in accordance with the Working Time Regulations 1998. Any
Organisation annual entitlement above the statutory minimum will not accrue. If an employee does
not wish to take annual leave entitlement during long term sick leave, the employee is permitted to
take this later in the annual leave year when he/she has returned to work. Where an employee is
unable to take annual leave entitlement in the respective annual leave year due to continued sickness,
he/she is permitted to carry forward unused statutory annual leave to the next annual leave year. No
payment will be made in lieu of statutory annual leave not taken except in the year of termination of

employment.

An employee may take their statutory annual leave at the same time as long term sick leave. The same
rules apply as per the Horndean Parish Council Annual Leave Policy regarding the notification and
approval requirements for any annual leave which an employee wishes to take whilst on sickness
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absence (the employee should contact their line manager for a Horndean Parish Council Annual Leave
Request/Cancellation Form.

If an employee has exhausted his or her entitlement to Organisation Sick Pay and is only in receipt of
SSP, the Organisation will "top up" the employees pay during any period of pre-approved holiday
taken during sickness absence so that the combined total payment (i.e. SSP added to the "top up"} is

equivalent to normal basic pay.

Where no payments of SSP are being made to the employee, any pre-approved holiday taken during
sickness absence will be paid at normal basic pay.

21.2. Pensions

For employees in receipt of Organisation sickness pay, the employee’s and Organisation’s percentage
contributions will continue as normal during this period, based on the actual gross pensionable salary

received.

For employees on unpaid periods of sickness absence (e.g., those who have exhausted their annual
Organisation sick pay entitlement) will have both theirs and the Organisation’s contributions

temporarily ceased.

In any case where the rules of the pension scheme differ, these will prevail.

21.3. Salary review

Employees who are absent from work due to long-term sickness on their salary review date (usually
1st April) will have their review postponed until their return to work. Should an increase be awarded
this will be effective only from return to work date (not backdated to annual salary review date).

22. Return of the Organisation’s equipment whilst on long term sickness absence

If an employee is off sick for an extended period of time the Organisation may require them to return
the Organisation’s equipment until they are well enough to return to work.

If the employee does not return to work following a period of sickness absence, they will be required
to return all outstanding equipment belonging to the organisation on the date of termination of

his/her employment.
23. Leaving the Organisation on grounds of capability

In some cases, long term sickness progresses to incapability, which may result in termination of
employment on the grounds of incapability (termination will not take place without full consultation
with the employee, medical investigation and a consideration of reasonable adjustments and/or
alternative employment). Such cases will be managed in accordance with the Organisation’s
Disciplinary and Dismissal Procedure by the line manager in conjunction with professional advice from

an external HR adviser. In the event of dismissal the reasons for the dismissal and the circumstances
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leading up to that decision will be documented in writing to the employee. The employee may appeal
against their dismissal in writing to their line manager within 5 working days of their receipt of the
dismissal letter stating the grounds on which they wish to appeal. The appeal will be heard in
accordance with the Organisation’s Disciplinary and Dismissal Appeals Procedure.

If an employee leaves the Organisation on grounds of capability, any outstanding payments due (e.g.
in lieu of holidays accrued but not taken) will be made in their final salary.

In addition, any monies owed to the Organisation by the employee (e.g. as a result of any
overpayment) will be deducted from their final salary. If there are insufficient funds to cover such
costs, the employee is responsible for reimbursing the Organisation for any outstanding amount.

The Employee’s P45 will be sent to their home address after the final payment has been made.

24. Health & safety (H&S)

The Organisation has Health and Safety obligations to all of its employees, particularly employees
returning from long term sickness absence. Should an employee have a concern or question regarding

H&S, they should discuss this with their line manager.
25. Absences for reasons other than sickness

Requests for time off for reasons other than sickness will be considered by the employee’s line
manager in the light of the individual’s circumstances, legal requirements and operational needs.
Unauthorised absences will be dealt with in accordance with the Organisation’s Disciplinary and

Dismissal Procedure.

Absences due to pregnancy-related iliness, maternity leave and time off for antenatal appointments,
paternity leave, parental leave and other statutory leave will not be taken into account when
reviewing an individual's attendance record. Please speak to your line manager for details of time off

rights.

Lateness linked to ill health will be managed in accordance with this policy. Lateness which is not linked
to ill health may be dealt with in accordance with the Council’s disciplinary procedure.

26. Abuse of this policy

Any abuse in the application of this policy will be dealt with in accordance with the Organisation’s
Disciplinary Policy and Procedure and may possibly result in disciplinary action being taken, up to and

including dismissal.
27. Alterations and amendments to this policy

This policy does not form part of an employee’s contract of employment. The Organisation reserves
the right to amend or withdraw this Policy at its absolute discretion, in accordance with the needs of
the Organisation.
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28. Additional information
For further information, please contact the Executive Officer.
29. Amendment Record

Version 2: Final Issue
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