Northumbria University

Absence from Work and Sickness Allowances

	

	1 
	ABSENCE PROCEDURE 

	
	
	
	

	
	1.1 
	
	If an employee is absent from work the following procedure must be complied with or a loss of salary/wages/SSP may result. 

	
	
	1.1.1 
	On the first day of any absence the employee must notify the University in line with agreed local school or service arrangements of the nature and likely duration of the absence. The employee must specify if the absence is due to Industrial Injury and where appropriate if he/she had been sick on Saturday and/or Sunday. If the employee works part-week, he/she must also specify if the sickness absence began on a non-working day. 



	
	
	1.1.2 
	If an employee is absent for more than 3 working days, then on the fourth day he/she must again notify his/her immediate supervisor that the absence is continuing giving further details of the nature and probable duration of their illness.


	
	
	1.1.3 
	If the absence continues for more than 7 calendar days, a doctor's medical certificate must be obtained, completed and sent to Occupational Health staff at the Health Centre no later than on the 8th calendar day and thereafter at regular intervals until the final certificate is issued. 

	
	
	
	

	
	1.2 
	
	Absence for any reason other than sickness or holiday will be unpaid unless an application for leave of absence with pay ('compassionate' leave) has been approved. 

	
	
	
	

	
	1.3
	
	For all absences, a sickness absence self-certificate should be completed by the employee on their return to work and he/she must notify the Absence Co-ordinator in his/her department of his/her last day of sickness, including where appropriate if the last day of sickness was on a Saturday or Sunday. If the employee works part-week, he/she must also specify if the last day of sickness occurred on a non-working day.

For further details please refer to the University’s Sickness Absence Management Policy. 

	
	
	
	

	2 
	NOTES ON THE ABSENCE PROCEDURE 

	
	
	
	

	
	2.1 
	
	Anyone who has not been accepted into the Sick Pay/SSP schemes must still comply with the above Absence Procedure. 

	
	
	
	

	
	
	
	

	
	2.2 
	
	After the first 7 days, every day of sickness absence, including Saturdays and Sundays, must be certified by a doctor's certificate. Once a doctor's certificate becomes necessary the employee must ensure that such certificate(s) are dated by the doctor so as to provide continuous cover or a loss of salary/wages/SSP may result. If the employee has been sick for more than 7 calendar days, the employee can return to work when his/her current sick note expires, where it is a closed certificate (signing off note). If an employee wishes to return to work before his/her current sick note expires, or for absences of 28 days or more where an open ended certificate has been submitted, he/she must obtain a signing off note from his/her doctor, specifying the return to work date. 

	
	
	
	

	
	2.3 
	
	The University will not as a general rule require employees to obtain private medical certificates for absence of up to 7 calendar days. 

	
	
	
	

	3 
	PAYMENT 

	
	
	
	

	
	3.1 
	
	Payment for absences due to sickness or accident is subject to the employee complying with the above absence procedure and: 

	
	
	3.1.1 
	whether the employee is eligible for Statutory Sick Pay (SSP). (However if the employee is not eligible for SSP then he/she may be eligible for Employment and Support Allowance from the Jobcentre Plus.  See attached link 

http://www.jobcentreplus.gov.uk/JCP/stellent/groups/jcp/documents/websitecontent/dev_015885.pdf
 

	
	
	3.1.2 
	whether the employee is eligible for 'make-up' pay under one of the occupational sick pay schemes (Teachers, Research, Support Staff). 

	
	
	
	


	
	3.2 
	
	As each of the above elements of pay has its own rules on eligibility it is possible for an employee to receive both or only one or neither of the above during a period of absence due to sickness. 


	
	
	
	

	
	3.3 
	
	For details on the occupational sick pay scheme (Teachers, Research, Support Staff) see the appropriate National Agreement. 

	
	
	
	

	4 
	STATUTORY SICK PAY (SSP) 

	
	
	
	

	
	4.1 
	
	From 6 April, 1983 (with amendments from 6 April, 1986) the Government ceased to make sickness benefit payments to most people and, instead the University of Northumbria at Newcastle (along with all other employers) is now responsible. Eligible employees will receive Statutory Sick Pay (SSP), which will be treated like wages/salary in that it is subject to deductions for PAYE, Income Tax, Superannuation and National Insurance Contributions. 

	
	
	
	

	
	4.2 
	
	Who is covered by the SSP scheme? 

	
	
	4.2.1 
	Basically all employees (except those listed below) are covered by the SSP scheme if they are sick for 4 or more consecutive days. This includes married women paying reduced National Insurance Contributions, and may include certain part-time lecturers and casual employees on temporary contracts or paid by the session (e.g. models). 

	
	
	4.2.2 
	Therefore, it is important that every employee follows the above procedure for sickness absence. (paragraphs 1 and 2). 

	
	
	4.2.3 
	The employer does not have to pay SSP to an employee who: 

	
	
	
	- has average gross pay over the 8 week period prior to absence of less than the lower earnings limit for National Insurance Contributions; 

	
	
	
	- has done no work under the contract of service; 

	
	
	
	- has already received 28 weeks SSP from a former employer; 

	
	
	
	- works beyond the fourth week before the expected date of confinement; and has a pregnancy related illness (check payroll section in these circumstances); 

	
	
	
	- goes sick within 57 days of previous claim for state benefits (e.g. sickness, invalidity, maternity). 

	
	
	4.2.4 
	There are other small groups but where an employee is not entitled to SSP he/she will always be sent a statutory notification (giving reasons) no later than 11 days after the sickness absence commences. This exclusion form (SSP 1) will be sent by the University Payroll Office and will give information about claims for sickness benefit which may then be made from the DSS. 

	
	
	
	

	
	4.3 
	
	When is SSP due? 

	
	
	4.3.1 
	There are 3 qualifying conditions attached to the entitlement to SSP: 

	
	
	
	- there must be a 'period of incapacity for work' (PIW) i.e. there must be a spell of 4 or more consecutive days of sickness. (Saturday, Sunday and Public Holidays are counted). 

	
	
	
	- SSP is only payable on agreed 'qualifying days' of sickness (see below). 

	
	
	
	- SSP is not payable for the first 3 days in a PIW. These days are called 'waiting days'. 

	
	
	
	

	
	
	
	Example: 

	
	
	
	Days of the week 
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	Qualifying days 
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	Q 
	Q 
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	Waiting days 
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	SSP 
	
	
	
	
	
	/ 
	/ 
	/ 
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	4.4 
	
	What are Qualifying days? 

	
	
	4.4.1 
	Unless identified below, the qualifying days for employees who are eligible for SSP, will be Monday to Friday inclusive i.e. 5 days. 

	
	
	4.4.2 
	Those with different arrangements for qualifying days are: 

	
	
	
	Security Officers 
	Every day of the week' i.e. 7 days 



	
	
	
	All other  shift 

Workers & part-time workers who do not work 5 days Monday to Friday & those with different  work patterns for term-time and vacation time. 
	The days on which the employee would actually have worked if he/she had not been sick. If the employee would not have worked in a particular week then Wednesday will be the qualifying day for that week.                                                                                                         

	
	4.5 
	
	

	
	
	4.5.1 
	How much is SSP? 

	
	
	
	A single rate of SSP is payable for employees with average earnings above the lower earnings limit in the 8 weeks before sickness begins. When calculating the average weekly earnings any payment that counts for National Insurance Contributions, including overtime, bonuses and backdated pay awards, will count. The average weekly earnings and weekly rates of SSP are revised in April of each year and detailed information is available from University Payroll Office (ext. 4767). 

	
	
	4.5.2 
	These are flat rates payable to all eligible persons and they are not increased to take account of dependants. 

	
	
	
	

	
	4.6 
	
	What happens when the entitlement to SSP ends? 

	
	
	4.6.1 
	If the employee's sickness continues after the maximum SSP (28 weeks) has been received, the employee transfers to the Employment and Support Allowance from the Jobcentre Plus scheme. The University Payroll Services Office will send a SSP1 form and the employee’s latest sick note, if this is still current, to the sick employee at the beginning of the 27th week of SSP entitlement. The transfer form explains that the SSP entitlement is nearly exhausted and gives information about claims for sickness benefit which may then be made from the Jobcentre Plus. Some employees, e.g. married women paying reduced National Insurance Contributions, are not entitled to receive sickness benefit from the Job Centre Plus. 

	
	
	4.6.2 
	The employee must still follow the University notification requirements by sending the doctor's medical certificates to the Occupational Health staff at the Health Centre on his/her base site.

	
	
	
	

	5 
	INDUSTRIAL INJURY AND INDUSTRIAL INJURY BENEFIT 

	
	
	
	

	
	5.1 
	
	SSP also replaced the Statutory Industrial Injury Benefit for absences due to industrial disease or accident. However, under the Occupational Sick Pay Schemes, the allowances for 'normal' sickness and industrial accident are entirely separate. Therefore, the allowance for industrial disease/accident will not be paid to any eligible employee unless form G9 'Report of Accident/Dangerous Occurrences' has been completed, signed by the injured person/First Aider/witness/Nurse as appropriate and countersigned by the Health and Safety Officer. 

	
	
	
	

	6 
	SUMMARY 

	
	
	
	

	
	6.1 
	
	The majority of employees will be eligible for SSP and 'make-up' pay from one of the occupational sick pay schemes (Teachers, Research, Support Staff). However, it is essential that all employees follow the Absence Procedure. 

	
	
	
	

	
	6.2 
	
	Please ask your immediate supervisor if you have any questions on this matter. 

	
	
	
	

	Please note these guidelines are issued for your information and do not supercede the detailed provisions governing SSP and Industrial Injury as covered by the Social Security and Housing Benefits Act 1982 and Regulations. 
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