M E M O R A N D U M

To:

Members of staff

From:

Deputy Director of Human Resources 

SICKNESS ABSENCE – PAYMENTS AND NOTIFICATION

1.
The state system of sickness payments known as Statutory Sick Pay (SSP) requires employers to make sickness payments for up to 28 weeks of sickness.  This period of time will not be restricted to the tax year in which the illness began and periods of incapacity for work (i.e. four or more days of sickness) will link with each other if they are separated by less than 8 weeks.  Where an illness (or a series of linked illnesses within a three-year period) lasts for more than 28 weeks, eligibility for SSP ceases and the sick employee becomes eligible for National Insurance sickness benefit.

2.
The rate for SSP is currently £81.60 per week (from April 2011) and the lower earnings limit, which employees need to earn to qualify for SSP, is currently £102.00 (from April 2011) per week.  This means that, for almost every employee, sick pay entitlement under the University's occupational sick pay scheme will be greater than the SSP payment.  SSP rules provide for the employer to offset SSP payments against occupational sick pay.    For an employee whose gross pay in any week is greater than the amount of SSP due, the amount of SSP will simply be shown on the pay slip, for information.  Where an employee earns less than the appropriate amount of SSP, the difference between gross pay and SSP will be paid on top of gross pay.

3
SSP is due for 'qualifying days' and the University and the Trades Unions have agreed that, for all employees of the University, the qualifying days shall be five per week, Mondays to Fridays inclusive.  For employees who do not have set days of work or whose patterns of work include Saturdays and/or Sundays, this has no effect on the occupational sick pay entitlement.  

4.
The University's occupational sick pay scheme takes account of SSP regulations and a copy of the revised arrangements is attached, for your information.

5.
The rules for notification of sickness absence, and the evidence required to show that an employee is sick, are the same for both the occupational sick pay scheme and for SSP.  These rules are set out in paragraph (9) of the attached document.  Please note that the personal sickness certificate, should be sent to the Finance (Payroll) Section and the Statements of Fitness for Work (Fit Notes) sent, when completed, to Human Resources.  If an employee prefers to forward the certificates via the Head of School/Department or Section, this will be acceptable.


(a)
on the first day of illness, notify your Head of School/Department or Section, preferably by telephone but otherwise in writing.  Please try to get a message in as early as possible on the first day of sickness absence.



If your illness starts at the weekend, please 'phone as soon as you can and do not wait until the first day you would have worked;


(b)
if the illness lasts to a fourth day (not normally including Saturdays and Sundays), you must, as soon as convenient, on or after the fourth day complete a personal sickness certificate and send it to the Finance (Payroll) Section;


NB:
personal sickness certificates are obtainable from the Finance (Payroll) Section, Human Resources, departmental offices and offices of administrative sections;


(c)
if the illness lasts to an eighth day (including Saturdays and Sundays), you must obtain a Statement of Fitness for Work (Fit Note) and send it to Human Resources;


(d)
if the illness continues after the eighth day, you must obtain further Fit Notes  at intervals, usually weekly but at longer intervals if the doctor so decides, and send these to Human Resources (via the Head of School/Department or Section, if you wish).

6.
If you have any queries about the operation of the sick pay scheme, please contact the Finance (Payroll) Section.
Alan Charnock
Deputy Director of Human Resources
May 2011
