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 Procedure/Guidance 
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STAFF ABSENCE 

1 Purpose 
This procedure is to inform all staff of entitlements and how to: 

➢ inform the Company of sickness absence,  
➢ request leave,  
➢ request leave for special circumstances e.g. study leave or 
compassionate leave.   
 

2 Scope 
 All staff, full –time. Part-time and casual. 
 

3 References 
Employment Rights Act 1996 
Employment Relations Act 2004 
The Work & Families Act 2006 

 

HOLIDAYS 
 
OUR HOLIDAY YEAR     
Our ‘Holiday Year’ runs from 1st April to 31st March. 
 
YOUR HOLIDAY ENTITLEMENT 
Your current holiday entitlement, based on your working time, will be detailed in your 
Principal Statement of Terms and Conditions of Employment. The allocation of 
annual holiday will always comply with or exceed the statutory minimum entitlement 
(part-time employees, or those employees with variable working hours or days, 
receive a pro-rata entitlement). 
 
If you start or end your employment partway through the holiday year, your 
entitlement will be calculated as a ratio of the annual entitlement, based on 
completed service in that year. In these cases, the entitlement may be rounded up to 
the nearest half or full day. 
 
Additional holiday entitlement will be granted, based on length of completed and 
continuous service (7½ hours, or one day, after three completed years, and 15 
hours, or two days, after five completed years).  Additional entitlement will take effect 
from the first full Holiday Year following completion of the required number of years’ 
service. 
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RECOGNISED AND RECURRING BANK HOLIDAYS 
The 8 recognised and recurring Bank Holidays are, in calendar order: 

• New Year’s Day 

• Good Friday 

• Easter Monday 

• Early May Bank Holiday  

• Spring Bank Holiday 

• Summer Bank Holiday 

• Christmas Day 

• Boxing Day 
 
Some members of staff are required to work Bank Holidays, in which case alternative 
days of holiday leave may be taken. 
 

SCHOOL HOLIDAYS  
Unless specifically and separately pre-authorised, the allocation of holiday 
entitlement for teaching staff will be scheduled School Holidays. 
 
ADDITIONAL PUBLIC HOLIDAYS 
In some years, there may be additional public holidays announced, which do not 
necessarily re-occur in following years (e.g. to celebrate a royal event or other 
special occasion). Such days will not be considered as being an automatic holiday 
entitlement, and therefore a day’s leave, if required, must be applied for and duly 
authorised. In these circumstances, the leave would then be deducted from your 
overall annual entitlement. 

 

GENERAL CONDITIONS REGARDING HOLIDAY LEAVE 
The granting of Holiday Leave is subject to a number of conditions: 

 
1. You must complete a Holiday Leave Request Form and secure the 

appropriate authorisation in advance. 
2. Holiday Leave will not necessarily be granted on a first come, first 

served basis. Fairness and consideration for each employee’s specific 
and individual circumstances, together with our staffing requirements 
at any particular time, will always be taken into account before a 
holiday request is granted. 

3. You should not book any holidays with tour operators etc. until you have 
had your holiday request granted.  We will not be held responsible for any 
financial loss you incur as a result of having a holiday request refused. 

4. We would normally expect you to provide us with as much notice as 
possible of your holiday plans, ideally more than four weeks in advance of 
your proposed leave, thus giving us sufficient time to respond to your 
request. 

5. We would normally expect you to limit your holiday leave to a maximum 
of two weeks at any one time, although we will consider all requests on 
an individual case basis. 

6. During your first year with us, you can only take your holiday leave 
entitlement as it is accrued with your length of service. Bank Holidays 
only accrue as they occur. 

7. If you do not use all of your leave entitlement during any Holiday Year, 
you cannot carry any remaining days forward into the following year 
(unless an agreement has been made in exceptional and legitimate 
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circumstances). It is your responsibility to ensure that all your holiday 
leave due in any Holiday Year is taken. 

8. Holiday Pay is calculated on your normal basic rate of pay. If your 
basic rate varies, then the average rate over the twelve-week period 
immediately preceding your holiday dates will be calculated. 

9. If you terminate your employment during a holiday year and you have 
not taken your accrued holiday leave, we may require you to take any 
remaining holiday entitlement during your notice period. You would be 
paid the outstanding balance of any holiday pay that is due to you. 

10. If you have exceeded your accrued holiday leave at the point when 
your employment ends, then we are entitled to recover the excess 
payment. 

 

ILLNESS 
 

WHAT TO DO IF YOU ARE UNABLE TO COME INTO WORK BECAUSE OF 
ILLNESS     
If you are unable to come into work because you are ill, you should notify us as soon 
as possible, always on your first day of absence, and before your usual starting time 
on that day. Please ensure that you let us know in advance of your expected start 
time. 
 
It is not sufficient to report off sick by sending a text message, or by leaving a 
voicemail message, or by asking another member of staff to inform us of your 
absence. You must speak verbally to avoid any doubt to your Registered House 
Manager.  If you are unable to speak to that person or if it is out of office hours then 
you must call the On Call Manager. 
 
Please keep us fully informed of your situation. If you have a Doctor’s Certificate, you 
must contact us on the day it expires, whether or not you are returning to work at that 
time. On your return, we may ask you to complete a questionnaire regarding your 
absence. 
 
EXPECTED BEHAVIOUR DURING SICKNESS ABSENCE 
If you are off work for sickness or injury, we expect you to: 
 
➢ Rest and recuperate, unless specifically advised otherwise by your GP 

or other qualified medical advisor; 
➢ Refrain from any strenuous activity or activity that a reasonable person or 

healthcare professional would conclude is inconsistent with the reason 
you are off work; 

➢ Comply with the directions of any healthcare professional. 
 
You should not: 
➢ Undertake any work or employment whether paid or unpaid; 
➢ Participate in any activity which a reasonable person or healthcare 

professional would find inconsistent with the reason you gave for 
being off work. 

 
 

STATEMENT OF FITNESS FOR WORK (FIT NOTES) AND SELF-CERTIFICATION     
If you are ill, and you think you may be off work for seven days or more, you must 
obtain a Statement of Fitness for Work, or Fit Note, from your Doctor or GP. We 
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need to receive this from you as soon as possible after you have been given it. To 
ensure that we pay you correctly, you must contact us each time that a new Fit Note 
is issued to extend your period of absence.  
 
If you are ill for less than seven days, you must complete a Self-Certification form on 
your return to work; and you may be asked to attend a Return to Work interview. 
 
SICK PAY     
You will be entitled to Statutory Sick Pay (SSP) provided your salary or wages are above 
the minimum levels set down in the regulations. If you are eligible, you will be paid SSP 
for sickness periods of four days or more (the first three days are unpaid). SSP is subject 
to usual tax and NI deductions. 
 
Any other payment whilst off sick is at the absolute discretion of Management, and 
will not constitute any contractual entitlement or precedent. 
 

MEDICATION     
If you have been given any medication that may affect your ability to work properly 
and safely, then it is important that you disclose that information to us. Your welfare 
and the welfare of your colleagues and those you may come into contact with, 
remains paramount.     
 

MEDICAL INFORMATION     
In relation to sickness or illness, there may be occasions when we ask your 
permission to contact your Doctor or GP for further information. Similarly, we reserve 
the right to ask you to undergo an examination by a Doctor or GP of our choice, at 
our expense. These requests can help to ensure our full compliance with health and 
safety legislation, and will only be undertaken in relation to your employment with us. 
 

ACCIDENTS AT WORK     
If you are involved in an accident at work, or in relation to your work, you must report 
the accident to us immediately.  No matter how trivial any injury might seem, you are 
responsible for ensuring that an entry is made in the Accident Register (either by you 
or on your behalf) without delay. You should record the nature of the accident, where 
and when it occurred, what injuries were sustained, what first aid or other treatment 
was administered and by whom, and the details of any witnesses. If the entry is 
made for you, please ensure that you acknowledge the accuracy of the entry with 
your own signature as soon as possible. If the accident results in a period of absence 
from work, then the usual sickness rules apply. 
 
MENTAL HEALTH ISSUES 

 

Checklist of Procedures to follow: 

• If an employee is absent from work with mental health issues, a member of 
the Senior Management Team should contact the employee to see whether 
they would like a welfare visit and if so, who they would feel most comfortable 
visiting them. 

• Following this visit, the Senior Management Team would then meet to discuss 
the visit. 

 

Returning to work following absence: 

• Manager to meet with the employee and complete the standard return to work 
form. 
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• Complete additional return to work questionnaire. 

• Ask employee if they feel any reasonable adjustments need to be made. 

• Senior Management Team to then meet to discuss reasonable adjustments 
and whether changes can be made. 

 
 
LONG-TERM ILL HEALTH ISSUES 
If you are unfortunate enough to be suffering from a long-term ill health issue, then 
please try to keep us informed of your progress. We may contact you from time to 
time (by letter, if most appropriate) to discuss your progress. If your return to work is 
unlikely within a certain timescale (such as when a long-term prognosis indicates that 
a likely return to work cannot be foreseen) we may consider discharging you from 
your employment due to an impossibility, or frustration, of contract.  This decision 
may be taken irrespective of any period of sick pay that may be outstanding, or any 
permanent health insurance policy that may be in place for you at the time. Before 
any decision is taken, you will have had a reasonable period in which to recover and 
assess your long-term prognosis. We will also consider whether there are any 
alternative jobs you could perform, or adaptations that could be made to enable you 
to continue with your existing job. We will also take into account any relevant medical 
advice that is available. 
 
FALSE REPORTING OF SICKNESS     
Sick Pay can be withheld if we believe that a sickness claim is fraudulent. False 
reporting of sickness, or failure to follow the sickness procedures detailed previously, 
are matters that can result in a disciplinary investigation. 

 

FLEXIBLE WORKING 
 

MAKING A FLEXIBLE WORKING REQUEST 
All employees with at least 26 weeks’ continuous service with Woodlands have the 
right to request flexible working.  Flexible working refers to any working pattern that is 
adapted from the ‘standard’ hours of work operating within a workplace to suit an 
individual’s needs. If an employer wants to consider, negotiate or simply grant a flexible 
working request, they can do so for any employee. 
 
EXAMPLES OF FLEXIBLE WORKING 

• Flexi-time:  An employee chooses when to work, usually by having a period of 
time when they must work, and then having the option to make up their hours 
around that by starting earlier or finishing later. In some cases, if an employee 
completes their weekly contracted hours by a certain day, they may be able to 
have a day off without losing any pay, or in other circumstances by utilising 
their holiday entitlement. 

• Part-time:  An employee works fewer hours per week than the standard 
‘working week’, either by working fewer days, or fewer hours per day, or a 
combination of the two. 

• Job-sharing:  Two employees share a role that is designed for one employee, 
and split the workload accordingly. The job-share may be an equal split, or 
one person may work more or less time than the other.  

• Compressed hours:  An employee works the same number of hours per week 
as standard, but over fewer days. For instance, an employee may work 40 
hours per week by working 10 hours per day over 4 days, rather than 8 hours 
per day over 5 days.  
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• Annualised Hours:  An employee has their hours calculated over a twelve-
month period. They would usually have a number of set shifts to make up part 
of the hours, and they would then choose when to complete the remaining 
hours. 

• Staggered Hours:  An employee works the standard hours, but has different 
start, break and finish times to other employees.  
 

The above are only examples. There may be other working patterns and practices 
that suit an individual business and its employees better, and there are no limitations 
as to how flexible working may be organised.  
 
HOW SHOULD A FLEXIBLE WORKING REQUEST BE MADE? 
The employee must state that they are making a ‘statutory request for flexible 
working’. The change being requested must be detailed (including the proposed start 
date), and the employee must state how he or she believes the change would impact 
on our business organisation. If these points are not presented in this way, the 
request can be considered as invalid.  
 
OTHER TERMS AND CONDITIONS OF EMPLOYMENT 
The employee should take into account that some other terms and conditions of 
employment may be affected by a flexible working request; for instance, a requested 
reduction in working hours or days would have a pro rata effect on pay and holiday 
entitlement. 
 

OUR OBLIGATIONS 
We are not obliged to grant flexible working requests.  However, under the 
legislation, there is a duty to seriously consider an application for flexible working in a 
reasonable manner. We can reject the request if there are good business reasons 
for doing so.  
 
GRANTING A REQUEST 
If it is decided to grant the request, we will inform the employee and confirm the 
change (and commencement date) in writing. The employee will be reminded at this 
point that he or she will not have the statutory right to make any further flexible 
working requests for a period of 12 months. 
 
REFUSING A REQUEST 
If the request is refused (either wholly or in part) we will arrange a meeting with the 
employee to discuss the reasons why the request cannot be granted, and negotiate 
any potential alternatives. 
 
The employee will then be provided with the decision in writing, whether that is to 
confirm that the request has been reconsidered and granted (even if under 
negotiated terms) or rejected. Normally the written decision will be provided within 14 
days of the meeting. 
 

MAKING AN APPEAL 
If an employee is unhappy with our decision regarding a flexible working request, he 
or she should utilise the formal grievance process (as detailed in this Handbook). 
 
The overriding intention is to ensure that all flexible working requests are handled in 
a reasonable manner, and given fair and proper consideration.  
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PARENTAL LEAVE 
 

THE RULES 
The rules and procedures with regard to parental leave change often; so we will 
provide you with more comprehensive details regarding maternity leave, paternity 
leave, adoption leave, shared parental leave, Statutory Maternity Pay, Statutory 
Paternity Pay, and all the current entitlements, as and when appropriate at the time. 
 

MATERNITY     
If you become pregnant, we will be very keen to ensure that we provide you with a 
caring and safe working environment, and that you are fully aware of your rights both 
during and after your pregnancy. We would therefore ask that you inform us as soon 
as possible of your pregnancy so that we may conduct any necessary Risk 
Assessments. 
 
You will be entitled to Maternity Leave regardless of whether you work full or part time; 
there are no minimum hours of work or length of service. However, your entitlement to 
receive Statutory Maternity Pay (SMP) is dependent on whether you meet qualifying 
criteria as set by HM Revenue & Customs.  
 

PATERNITY     
If you qualify, you may be entitled to paternity leave and Statutory Paternity Pay 
(SPP). If you are unsure as to whether you are entitled to paternity leave and pay, 
please ask us and we will inform you of the current qualifying rules. 
 

PARENTAL RESPONSIBILITIES   
We appreciate and understand that parental responsibilities may, on occasions, 
create some difficulties for you in relation to your working time. We will always seek 
to solve any problems with you, so please do not be afraid to ask if necessary. If we 
can make adjustments to assist you with your responsibilities, we will endeavour to 
do so. 
 
If you need to know more about your rights in relation to any form of parental leave, 
please let us know so that we can provide you with the current rules and regulations. 
Most importantly, if you are intending to take any time off for any reason, please let 
us know in advance wherever possible. 
 

OTHER ABSENCES FROM WORK 
 

LEVELS OF ABSENCE AND ABSENCE RECORDS     
We are a caring employer, and we recognise genuine and understandable reasons 
for absence. However, we also monitor and record levels of absence, which allows 
us to identify and investigate high absence levels. A fair and reasonable assessment 
of the circumstances of each individual case will be undertaken. Action under the 
disciplinary procedure may therefore be taken in appropriate circumstances. It may 
also be necessary to contact you or visit you at home on occasions, in order to 
confirm the validity of an absence. 
 

UNAUTHORISED ABSENCES     
You should always let us know if you intend to take time off, for whatever reason, as 
unauthorised absences may result in disciplinary action. If you are unable to come into 
work, you should inform us as soon as possible, and always on your first day of absence 
and before your usual starting time on that day.  
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DOCTOR AND DENTIST APPOINTMENTS ETC     
Please try to arrange appointments of a personal nature outside your working time. 
We will always try to be understanding, but we are not obliged to pay you if you are 
absent from work in these circumstances (except in the case of antenatal visits if you 
are pregnant). 
 
LATENESS     
If there is an occasion when you are unable to get to work on time, please contact us 
and let us know your expected time of arrival. If you fail to inform us, or you are 
habitually late, then you may face disciplinary action. 
 
 
COMPASSIONATE LEAVE     
Please inform us as soon as possible should you require compassionate leave in order 
to attend a funeral, or to assist in the arrangements. Leave will always be granted 
following a death within your immediate family and in other circumstances, paid or 
unpaid, at our discretion. All requests for compassionate leave will be considered 
sympathetically, on an individual basis, and where possible accommodated. 
 

JURY SERVICE     
If you receive a Jury Services Notification (also called a Jury Summons), you should 
bring this to our attention immediately. We do not have to pay you whilst you are 
away on jury service, but you will receive compensation from the Court for your time 
away from work. You need to obtain a form from the Court (Certificate of Loss of 
Earnings) which we will complete for you. You should return to work on any days of 
adjournments, unless the Court has instructed you otherwise. 


