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SICKNESS BENEFITS          








These guidelines, which apply to all staff, summarise the main provisions for sick leave and sick pay, and should cover most situations. Any queries or requests for further information should be addressed to the Human Resources Department.   

1.
Introduction – Staff who are unable to work owing to illness or injury may claim sick leave and sick pay in accordance with Appendix 1 subject to the following provisions.  Details of Sick Leave provisions can also be found in your Statement of Main Terms and Conditions of Employment.  

2.
General

2.1
The University reserves the right to require a member of staff to submit to a medical examination by a medical practitioner nominated by the University.  Any expenses incurred in connection with such an examination will be met by the University.

2.2
The amount of sick pay will be calculated on the basis of contractual pay, including contracted overtime.  Statutory Sick Pay (SSP) and any benefits under the National Insurance Acts are deducted from full pay, and from half pay where half pay and SSP/NI benefits together exceed normal full pay.  In no circumstances will sick pay exceed normal full pay.

2.3
Staff may be entitled to receive Statutory Sick Pay when their right to contractual sick pay expires if they do not have sufficient service to qualify for the maximum period of paid sick leave.  Further information should be sought from the Human Resources Department.

3.
Sick Leave Year

3.1
Lecturers, Senior Lecturers, Principal Lecturers. For sick leave purposes, the year shall be deemed to begin on 1st April of each year.  In the case of a member of staff who is sick on 31st March, the leave year will be extended and the new sick leave year will not begin until he/she has returned to teaching duty.

In the case of a (Senior) Lecturer who has transferred from another Higher Education institution any sick pay received during the current year shall be taken into account in calculating entitlement to sick pay and sick leave.

3.2
Other Staff Groups.  Sick pay benefits will be calculated by reference to the 12 
months immediately preceding the first date of absence.  

4.
Notification Procedure

4.1
A member of staff who is unfit to attend work must notify his/her supervisor or Dean/Director of Professional Service or nominee at the earliest opportunity, and if possible not later than 30 minutes after the time he/she was expected to start work or by 9.30 am, whichever is the earlier time.  Thereafter the member of staff will be expected to keep his/her supervisor informed about the likely date of return to work.  

4.2
If the absence continues for more than 3 calendar days the member of staff will be required to complete a Self-Certified Sickness Declaration form (SC2), obtainable from Faculty’s/Professional Services or from the Staff Intranet.

4.3
If the absence continues for more than 7 calendar days a medical certificate will be required to cover the period of absence from the 8th day until return to work. In line with government requirements, a member of staff should retain the original fit note and provide the University with a copy. 
4.4 All absences must be reported to the Human Resources Department by the designated sickness absence administrators as soon as possible following the first date of absence and immediately on return to work.

5.
Accidents at Work

Where an absence (which must be covered by a medical certificate) is due to an accident which occurred in the course of employment, sick pay will be at full pay rate until recovery, or for a period equivalent to the individual’s entitlement to full sick pay, (i.e. up to 6 months), whichever is the shorter period.  Thereafter, the situation will be reviewed for a decision on any extension of the sick pay period.  Such absences will not be reckoned against the member of staff’s contractual sick pay benefits (although they are reckonable for entitlement to Statutory Sick Pay)

6.
Sick Leave during Annual Leave

6.1 Lecturers, Senior Lecturers, Principal Lecturers.

6.1.1
Where an absence extends into a period of closure or a period forming part of a lecturer’s personal holiday entitlement, the rate of sick pay will continue to be paid at the rate applicable at the beginning of the period concerned.  That is:

· Where the lecturer is on full sick pay, s/he will continue on full pay for the period of closure/holiday period, but the closure/holiday period is not counted as sick leave.

· Where the lecturer is on half sick pay: s/he will continue on half pay for the period of closure/holiday period, but the closure/holiday period is not counted as sick leave.

· Where the lecturer has exhausted his/her sick pay s/he will continue to receive no pay
6.1.2
When a lecturer is ill immediately before a period of closure, or holiday period as above, and the following conditions are met:

· S/he produces a medical certificate to confirm that s/he is fit to return to work, and

· S/he actually returns to work on the first day following the period of closure,

then s/he will be deemed to have returned to duty from the date of the medical certificate.

6.1.3
If a lecturer falls sick during a period of closure or a period of personal holiday entitlement, he/she is required to notify the absence, and submit a Self-Certificate or Medical Certificate in accordance with the normal procedure.

6.2
Other Staff Groups.

A member of staff who submits a medical certificate after falling ill during a period of annual leave will be regarded as being on sick leave from the date of the first medical certificate, and annual leave will be suspended from that date.  

7.
Leave Arrangements

7.1
Public Holidays which fall during a period of sick leave will be deemed to have been 
taken.

7.2
Staff will continue to accrue contractual annual leave during any period of paid sick 
leave, but not during unpaid sick leave.  

7.3
The rules and limitations on carry over of annual leave will continue to apply.  

7.4
Staff who are discharged on the grounds of ill health will be paid for outstanding annual leave, subject to 7.3 above.

8.
Exceptions

8.1
Sick pay will not be payable in the following circumstances:

· In the event of an accident resulting from participation in sport as a professional, or when absence is attributable to misconduct on the part of the member of staff.

· Where absence is caused by the actionable negligence of a third party, for example, following a road traffic accident.  In these circumstances, a sum not exceeding sick pay allowance will be advanced to the member of staff, and will be recoverable when the claim for damages has been settled.

· Where absence is caused by surgery for purely cosmetic reasons and which is not supported by the individual’s GP as, for example, having therapeutic benefit.
8.2
If the University has reason to believe that a member of staff has failed to observe the conditions of this scheme, or has been guilty of conduct prejudicial to his/her recovery, then sick pay may be suspended.  In such circumstances the University will inform the member of staff of the grounds on which sick pay has been suspended, and the member of staff will have the right of appeal through the Grievance Procedure.

8.3
Where a member of staff is absent because of injury in respect of which a claim is made to the Criminal Injuries Compensation Board, s/he will be entitled to receive sick pay and no reimbursement will be sought by the University.  If an award is made, the period of absence will be discounted for sick leave purposes.

9.
Return to Work

Staff who have been absent for an extended period, more than one month, should notify their manager of the date they expect to return to work as early as possible.  This will enable the manager to liaise with the Human Resources Department and seek medical advice, if applicable to ensure a safe return to work.

APPENDIX 1 – CONTRACTUAL PAID SICK LEAVE

	
	
	

	
	Managerial, Researchers and Support Staff
	Lecturers, 

Senior and

Principal Lecturers

	
	
	

	In 1st year
	Full (months)
	1
	1

	
	Half (months)
	2*
	2*

	in 2nd year
	Full (months)
	2
	3

	
	Half (months)
	2
	3

	in 3rd year
	Full (months)
	4
	4

	
	Half (months)
	4
	4

	in 4th year
	Full (months)
	6
	6

	
	Half (months)
	6
	6

	in 5th year
	Full (months)
	6
	6

	
	Half (months)
	6
	6

	> 5 years
	Full (months)
	6
	6

	
	Half (months)
	6
	6


* after 4 months’ service
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