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	[bookmark: _Toc200005258] Introduction

	1.1
	As an organisation we need to measure and record annual leave, sickness absence, and to know when and why we need to act. This is why we record and keep all records relating to absence, in line with our Data Protection Policy and Privacy Notice. These records will be primarily kept on the HR system. As an employee, you need to know that you work for someone who cares about your health and welfare and as such we ask you follow this policy. 


	1.2
	We follow the NHS Sickness Absence Toolkit (Sickness Absence Toolkit | NHS Employers), this aids managers on how to deal with sickness and absence for staff, explaining that their role is to be supportive whilst ensuring they have the information to ensure day to day running of Coventry and Rugby GP Alliance (CRGPA).




	[bookmark: _Toc200005259]Purpose

	2.1
	The purpose of this policy is to provide information to staff and line managers on how to manage and record their annual leave, sickness or other absence and what is included in other absences.




	[bookmark: _Toc200005260]Scope

	3.1
	This policy applies to those members of staff that are directly employed by Coventry & Rugby GP Alliance and for whom Coventry & Rugby GP Alliance has legal responsibility. This excludes contractors, agency staff and zero hour/bank contract staff. 



	[bookmark: _Toc200005261]Definitions

	4.1
	Annual Leave – The number of paid leave days provided by an employer annually to an employee.


	4.2
	Sickness Absence – The phenomenon of being absent from work due to various causes such as a virus, musculoskeletal or psychosocial complaints.


	4.3
	Managerial Discretion – The administrative authority to make decisions and choices with some degree of flexibility, while maintaining compliance with policies and procedures.


	4.4
	Carer/Dependant Leave - leave entitlement for employees to provide care or make care arrangements for a dependant with a long-term care need.



	[bookmark: _Toc200005262]Roles and Responsibilities

	[bookmark: _Toc200005263]5.1      CRGPA Board 

	
	CRGPA Board has overall accountability for the quality and standards of care delivered by CRGPA including compliance with this policy. 


	[bookmark: _Toc200005264]5.2      Chief Executive

	
	The Chief Executive on behalf of the organisation has a responsibility to ensure that processes have been established with regards to staff sickness and other absences.


	[bookmark: _Toc200005265]5.3      Managers/Heads of Service

	
	Managers/Heads of Service are responsible for:  

· Keeping detailed records of annual leave, sickness and absences. This includes documenting conversations with staff during their sick leave and any meetings held after their return.
· Ensuring that any sickness absence report is accurate in terms of length of time off.
· Knowing and understanding the reporting procedure including who is responsible for reporting.
· Knowing where to find the contact information and referral procedures for your occupational health service.
· Ensuring a sickness return to work meeting is completed within a timely manner after return date of the employee.


	[bookmark: _Toc200005266]5.4       All CRGPA staff (including Bank/Contracted/Temporary Staff)

	
	You must take responsibility for your own attendance at work and, if you are ill, your recovery and return to work. We expect you to:

· Comply in a timely manner with our notification and certification procedures, whether set out in this policy and maintain communication with us while you are absent from work.
· Co-operate with a reasonable request for, and undergo, a medical and/or occupational health examination to produce a report from your GP and/or another doctor nominated by us and/or an occupational health adviser. 
· Provide sufficient information to us, as and when required, to keep us informed of your condition and prognosis.
· Co-operate with us to implement any advice from medical and/or occupational health practitioners in order to facilitate a timely return to work.
· Adhere to the policy and do nothing to aggravate or delay recovery, such as working for another employer or taking part in inappropriate social or sporting activities.




	[bookmark: _Toc200005267]Disability

	
	Where any employee has a condition that would be classified as a disability, they have a duty to inform CRGPA of this. Any information will be treated in the strictest confidence but will allow the Organisation to support and make any reasonable adjustments necessary.




	[bookmark: _Toc200005268]Annual Leave

	
	Annual leave entitlement is usually 27 days FTE (full time equivalent) plus bank holidays unless otherwise agreed.  Within CRGPA annual leave is provided on a rolling years basis between 1st April and 31st March. This will increase with number of years of service in line with the employee handbook.

For example:
· 0 – 5 years full service = 27 days annual leave (FTE)
· 5 – 10 years full service = 29 days annual leave (FTE)
· 10 years + = 33 days annual leave (FTE)

Annual leave should be taken within the allocated year and cannot normally be carried over into the following year unless agreed with the line manager and CEO, except in circumstances such as long term sick or maternity leave.

Annual leave is to be requested at least 6 weeks in advance of the start of the requested leave date on the HR system and will be subject to approval by your line manager. The booking of holidays, flights or other travel is not advised until the leave has been approved to avoid disappointment.

Annual leave requests for the Christmas period should be requested no earlier than September. Leave taken the previous year will be taken into consideration. No travel should be booked until this leave is approved.

For staff that have been TUPE (transfer of undertaking (protection of employment) The agreement may differ, and employees should refer to their contracts.

[bookmark: _Hlk193806267]Standard Fixed Working Pattern
[bookmark: _Hlk193805194]For employees following a standard fixed working pattern (specific hours per day), Cezanne automatically calculates leave using the following formula:

Annual leave (in days) for a given day = (Number of working hours on that day as per the working pattern) ÷ 7.5


Flexible Working Pattern
For employees with a flexible working pattern, the same formula applies. However, as holidays are entered manually into the HR system by the employee or line manager, they need to calculate leave based on the staff member's scheduled hours for that day (according to their rota).

Examples:
1. If a staff member takes a Thursday off and was scheduled to work 8 hours that Thursday, the calculation would be:
· For that Thursday: 8 ÷ 7.5 = 1.07 days

2. If an employee works two days per week, with 7.5 hours on Monday and 6 hours on Tuesday, and takes both days off that week, the leave deduction will be:
· Monday: 7.5 ÷ 7.5 = 1 day
· Tuesday: 6 ÷ 7.5 = 0.8 days
· Total leave deducted: 1 + 0.8 = 1.8 days

Accordingly, 1.8 days is to be inputted into the HR system and this will be deducted from their leave balance. The overall leave balance entitlement depends on the annual leave plan, the time of the year when the individual has joined, and the FTE ratio.

If any support is required to calculate an employee’s daily hours please contact HR at crgpa.hr@nhs.net 

Annual Leave Cancellation

CRGPA actively encourages all employees to take their annual leave entitlement to support their health, wellbeing, and work-life balance. Once annual leave has been approved, we understand plans can change however, employees should make every effort to take the leave as planned. 

Requests to cancel approved annual leave should be made as soon as possible. Where a request to cancel annual leave is made with less than two weeks' notice before the start of the leave period, approval will be subject to discussion with, and at the discretion of, the employee's line manager, considering individual wellbeing, staffing levels and operational requirements.

Employees should not assume that cancellation requests will be automatically approved. Line managers will consider requests fairly and consistently while supporting employees to take their annual leave entitlement within the leave year.”


	
	




	[bookmark: _Toc200005269]Reporting

	8.1
	CRGPA Reporting

All unauthorised absence whilst employed under CRGPA must be reported to your manager, or other previously agreed person, at least one hour before the start of your working day. Contact should be made directly by you, via telephone, not text message, and only in exceptional circumstances should partners, parents or friends call on your behalf. 


	8.2
	ARRS Reporting

All unauthorised absence whilst employed under the Additional Roles Reimbursement Scheme (ARRS) service must be reported to the Practice/s, you are due to work from, to ensure that they have sufficient time to contact the patients affected. 

You will need to email both the ARRS generic email inbox – crgpa.pcnsupport@nhs.net and your Line Manager to make CRGPA aware of your absence and for how long you may be absent from work.

You will also need to log onto the HR system to document the sickness absence. You can log Sickness (Short Term, less than 4 weeks), Sickness (Long Term, above 4 weeks) or Accident at Work.  You need to make sure you add as much detail to the free text box as possible about your absence. 

As standard practice you will be asked to give the reason for your absence, an indication of when you may return and details of any outstanding work that needs to be attended to in your absence. Depending on your reason given you may be asked further questions as part of the Sickness Absence Toolkit (appendix 1). 


	8.3
	All Employee Reporting

If your absence continues for more than one day you must keep your manager informed on every subsequent day for the first seven calendar days, and then as agreed with your manager, but as a minimum on a weekly basis until your return.

If the absence is due to sickness and continues for seven days or less (Saturday and Sunday included), you must complete a Self-Certification form (appendix 2) on the HR system which will be reviewed by your line manager.

If the absence continues for more than seven days (Saturday and Sunday included), a ‘Statement of Fitness for Work’ (also known as a ‘Fit Note’) signed by your GP or other treating doctor must be obtained and sent immediately to your manager, and thereafter for as long as the absence continues. This is then to be uploaded by the manager onto the HR system and linked to your sickness absence record and update the total number of sickness days.

During all periods of absence your manager will maintain contact with you and complete the following: 

· Review whether they can do anything within the Organisation to support you. 
· Plan how to cover your workload and keep the service running.
· Discuss dates and options for your return to work.
During periods of long-term absence holiday will accrue in line with the statutory allowance this is to be taken within 18 months.

Sickness absence is to be recorded in the HR system by either yourself or your line manager. Please ensure this is discussed at time of sickness with regards to who is responsible.




	[bookmark: _Toc200005270]Emergency or Elective/Planned Surgery

	
	Emergency surgery is the term used for operations that require immediate admission to hospital, usually through the accident and emergency department. Emergency surgery is usually performed within 24 hours and may be done immediately or during the night for serious or life-threatening conditions.

If you require emergency surgery as a result of a health condition, your period of time for recovery will be granted as per section 12. 

Planned/Elective surgery is the term for operations planned in advance which include non-essential surgical procedure that the employee has chosen to undergo for personal reasons that is scheduled in advance, such as cosmetic surgery. Time off for absence due to any medical intervention that you have chosen to undertake (elective, rather than being medically advised), will not be treated as sickness absence. However, any time off sick resulting from such medical intervention will be treated as sickness absence.

Planned essential surgery is a surgical procedure that your GP or other treating doctor has advised you undertake due to medical reasons such as hip or knee replacements. These medical interventions will be treated as sickness absence.

Whether or not a procedure is deemed elective or essential will need to be discussed with your line manager to determine the reason for the leave and whether or not this absence policy applies, in reference to pay and time off. When this has been determined, the employee and line manager should agree an appropriate explanation for the reason for absence to their own team. Each case will be dealt with based on the individual circumstances. HR advice can be sought in exceptional circumstances.
If you are uncomfortable discussing a potential procedure with your line manager, please contact a director, another member of the management team or HR.




	[bookmark: _Toc200005271]Statement of Fitness to Work (Fit Note)

	
	[bookmark: _Toc190858779][bookmark: _Toc200005272]Where a Fit Note indicates that you may be partially fit for work, the doctor may have suggested ways of helping you get back to work; your line manager will discuss this with you. If you return to reduced hours, your pay would reflect this. If we aren’t able to make any adaptations or adjustments to help you return to work, your line manager will explain the reasons to you and will set a date for review. You may then use the doctor’s certificate as if the doctor had advised ‘not fit for work’. 




	[bookmark: _Toc200005273]Statutory Sick Pay (SSP)

	
	You will be entitled to receive Statutory Sick Pay (SSP), subject to regulations, for a maximum of 28 weeks in any rolling period of entitlement. Payment of CRGPA Sick Pay, if any, includes any SSP. 

You will only receive SSP when you are absent for four or more days’ sickness, and only on days on which you would normally be working. SSP is not payable for the first three days of absence (called waiting days). The rate of SSP will vary depending on your normal weekly earnings and the statutory rate. You must also comply with our sickness absence reporting procedures and provide either a Self-Certificate, for absence of seven days or less, or a Fit Note, for over seven days. 




	[bookmark: _Toc200005274]CRGPA Sick Pay

	
	[bookmark: _Hlk193806567]If you are absent from work due to sickness or injury and subject to the correct notification and certification process, the Organisation may, at its absolute discretion, from the start of your employment continue to pay you your full salary for one month (calculated on working days in that month) followed by half pay for one month (also calculated on working days in that month) (whether consecutive or not) in any rolling period of 12 months.
After five consecutive years of service CRGPA may, at its absolute discretion, continue to pay you your full salary for two months (calculated on working days in that month) followed by half pay for two months (also calculated on working days in that month) in any rolling period of 12 months. 

After 10 consecutive years of service CRGPA may, at its absolute discretion, continue to pay you your full salary for four months (calculated on working days in that month) followed by half pay for four months (also calculated on working days in that month) in any rolling period of 12 months.

Full Pay
     Full pay under the Occupational Sick Pay scheme is inclusive of Statutory Sick Pay and shall not exceed the employee’s normal pay for the period. Where it does, the full pay will be reduced accordingly.

Half Pay
     Half pay means half the amount normally payable for the period except that half pay plus Statutory Sick Pay together must not exceed full pay. Where it does the half pay will be reduced accordingly.
For clarity, if you exhaust your entitlement to discretionary CRGPA sick pay, you will not become entitled to any further CRGPA sick pay until a full period of 12 months following you last payment of CRGPA sick pay has passed.

The CRGPA shall set off its liability to pay SSP against salary paid to you and the CRGPA may also deduct from any salary paid to you the amount of any other State benefits to which you are entitled (whether claimed or not). You must inform the Organisation concerning such payments.

You will not be entitled to CRGPA sick pay if:

· You have failed to comply with the notification of sickness absence and certification requirements set out in this policy.
· Your incapacity has been caused by your participation in dangerous sports or activities.
· You refuse to attend a medical examination or to agree to your doctor preparing a medical report when reasonably requested to do so by the Organisation.
· Disciplinary proceedings are pending against you.
· You make any false or misleading statement about your fitness to work.
· You are discovered to be working elsewhere during your period of sickness absence, whether or not this is during your normal hours of work.  
If any sickness or injury is caused by the actionable negligence of a third party in respect of which compensation is or may be recoverable, you must notify your manager immediately. You must also inform them of any claim that you pursue. Should any settlement, award or judgment be made in connection with the sickness or injury, you must give your manager such particulars as soon as possible. 
Any sick pay over and above SSP paid to you during a period of sickness absence shall be treated as a loan only if compensation is subsequently recovered by you from the third party. It is a condition of the CRGPA’s sick pay scheme that any payments made under it are repaid in full if compensation is later recovered from a third party. CRGPA reserves the right to deduct the amount of any such payments made to you and subsequently recovered from a third party from your future ongoing salary payments.

ARRS Sick Pay 
Please refer to your individual contract to see any entitlements you may have.
TUPE Staff Sick Pay
For staff that have been TUPE (transfer of undertaking (protection of employment) The agreement may differ and employees should refer to their contracts.



	[bookmark: _Toc200005275]Holiday during absence

	
	If you wish to take holiday whilst absent (in receipt of CRGPA Sick Pay or SSP) you should book leave, and have it authorised in the usual way, and this must be approved by your GP. Sick Pay will not be paid in respect of any period that is taken as holiday.

The normal restrictions on carrying over holiday entitlement will apply. As such, any holiday accrued but not taken by the end of the holiday year will be lost. The exception to this is if you have not had the opportunity to take your minimum Statutory holiday entitlement due to being absent for the whole or part of the holiday year. If this is the case, please speak to your line manager.
  



	[bookmark: _Toc200005276]Returning to Work

	
	When you return to work following any period of absence, your manager will conduct a return-to-work interview. This is to establish the reason for your absence, that you are in fact fit to return to work and whether we can do anything to assist you in returning to work.
If you are taking any medication that may impact your ability to work safely, please discuss this with your line manager.
Our disciplinary procedures will be used if an explanation for absence is not forthcoming or is not thought to be satisfactory.




	[bookmark: _Toc200005277]Management of Short-Term Sickness Absence

	15.1
	As a standard procedure, line mangers review the sickness absence (absence less than 4 weeks) record of their direct reports on a regular basis. Where your line manager is concerned about the level or pattern of absence, they may conduct an informal meeting with you, to discuss with you any factors that might be contributing to your absenteeism and any support that you may require to enable you to maintain good attendance in the future. This might include referring you to Occupational Health if it is felt appropriate.
You will discuss and agree an action plan with your manager to address any issues or implement any reasonable adjustments that will support you. 
The following triggers will initiate an informal meeting to discuss attendance:
· Three episodes of absences within a rolling six-month period.
· Four episodes of absence within a rolling twelve-month period.
· Any pattern of absence that raises concern regarding attendance.

If any of these triggers are met, your line manager will hold an informal meeting with you. The purpose of this meeting is to discuss the factors contributing to your absenteeism and any support needed to help you achieve and maintain good attendance going forward. This may include a referral to Occupational Health if deemed necessary.

During the meeting, you will work with your manager to create an action plan that addresses any identified issues and implements reasonable adjustments to support your attendance. A target of achieving no more than one absence for six months will be established, contingent upon the assessment and accommodation of all agreed arrangements as best as possible.

A record of this meeting, including the agreed action plan, will be documented, and uploaded to the HR system for reference by the line manager. HR will be informed, and a letter will of concern will be issued you for with the target of no more than one instance of absence for the next six months.
Where an attendance target is achieved, there will normally be no requirement for further action. If, however, you had more than one instance of sickness absence during those six months, the Organisation may initiate a formal disciplinary procedure outlined in the Disciplinary Policy.


	15.2
	Long-term Absence or Absences

	
	In cases of long-term absence (any absence 4 weeks or above), we will normally keep in regular contact with you in order to keep up to date with your state of health and when you might be expected to return. The contact will usually be with your manager. The frequency of such contact will vary according to the particular circumstances and may, for example, be weekly, fortnightly or monthly.

We may seek to understand your medical condition by obtaining a medical report. We will then seek to meet with you to discuss the terms of the medical report(s) obtained and any recommendations made (including whether any measures can be taken by us to assist you in returning to work) and your own view on the situation.




	[bookmark: _Toc200005278]Occupational Health

	
	CRGPA uses Occupational Health support staff with work related illnesses and injuries while promoting the overall health and well-being of employees. 

CRGPA might use occupational health to help them, and staff make decisions about:
·  A worker who is struggling with their physical or mental health
· The right reasonable adjustments for someone who is disabled.
· Someone who has been off sick for a long time or is returning to work after sickness absence.
· How to reduce the amount of time people need to take off sick
· Keeping to other health and safety regulations
· Managing risks to mental health, such as too much pressure at work or bullying

For further information and support please speak to HR, crgpa.hr@nhs.net





	[bookmark: _Toc200005279]Termination of Employment

	
	Whilst CRGPA will endeavor to support you throughout periods of prolonged sickness, however, the impact on colleagues and the Organisation will be taken into consideration and we may be unable to plan work effectively. If it is found to be impossible for the employer and employee to find a resolution in returning to work safely, it may therefore be necessary to terminate employment so that a replacement may be recruited. HR advice should be sought at this stage before taking action.





	[bookmark: _Toc200005280]Ill-Health Retirement

	
	Sometimes employees may become very ill and permanently incapable of doing their current job. In these situations, you should always look at options for redeployment or alternative duties in the first instance. However, if these options are not possible, they may apply for ill health retirement.

Ill health retirement is only available to members who are under the retirement age for the NHS Pension Scheme. If an employee is over the retirement age, they do not need to apply for ill health retirement can apply for their NHS pension as normal. The only exception is when an ill member has a life expectancy of less than 12 months.

The NHS Business Services Authority has information online to help you guide staff through the ill health retirement online application, including in-depth information on who is eligible to apply.

Tailored information is available for:

· Employees via the knowledge base and member hub
· Employers via the employer hub.
Managers should make themselves familiar with the process, to help employees navigate their way through it as easily as possible. Please contact HR or occupational health department for information and support.

Employees should fill out form AW33E if they still work in the NHS, or form AW240 if you no longer work in the NHS but have had two years membership of the pension scheme. All forms can be found on the NHS Pensions website.

Applications will be assessed by a medical adviser, and if successful the employee will receive their pension. The pension will be based on their accumulated entitlement, but without any reduction for early repayment.

Should employees recover and return to NHS employment, the pension will be reduced, this is called abatement.

If you are diagnosed with a serious condition expect to live no longer than a year, they can apply for a one-off, tax-free lump sum payment.

In this case, they will need to have some HMRC personal lifetime allowance (LTA) and fill in form AW341, which can be found on the NHS Pensions website.

To apply for ill-health retirement the member of staff:

· Must work for the NHS or have recently worked for the NHS.
· Have at least two-years membership in the NHS pension scheme.
· Should be younger than normal state retirement age.

Three copies of any application must be completed. These are:

· One for the employee,
· One for their line manager,
· One for the finance team



	[bookmark: _Toc200005281]Other Absence

	18.1
	Paid other absences may be granted at the line managers discretion of up to five days. These are a benefit and not a right and should all be requested at the earliest convenience on the HR system informing your line manager in person via the telephone, not text message. The line manager will then use their discretion as to whether this can be granted.

· Carer/Dependant Leave – If an employee needs to care for a dependant due to short term sickness or ill health.
· Compassionate Leave – If an immediate family member passes away, by immediate family member we mean, mother, father, sister, brother, partner, husband, wife, or child. This can also be applied when an employee requests to attend a dependant’s funeral. Compassionate leave can also be granted for hospital appointment if the employee is suffering from a long term/serious illness that requires regular hospital attendance.
· Flexi-Bank Holiday in Lieu – This relates to anyone that works on a bank holiday and has previously discussed with their line manager that they will take this time back in lieu.
· Jury Duty – This is to be discussed with your line manager who will in turn discuss with HR and finance. Proof of the request of your presence at Jury service should be submitted which includes the likely number of days you will be participating.
· Maternity/Paternity Leave – As per the Maternity/Paternity/Neonatal Policy
· Neonatal Leave – As per the Maternity/Paternity/Neonatal Policy
· Study Leave – As per the Study and Training Policy
· Unpaid – Leave that an employee wishes to take unpaid such as medical appointments, to be discussed with line manager, HR or occupational health and proof of appointment provided, if these cannot be arranged outside of your normal working hours, career breaks or sabbatical, this request should be made in writing to your line manager. They will make the decision with the affect this will have on the organisation in mind and may not always be granted. Any request made that is over five consecutive days of leave is to also be sent to HR and the CEO.
· Antenatal Appointments – Thes should be submitted in writing to your manager, with a copy of the appointment letter/text message.
· Unpaid Parental Leave – Eligible employees can take unpaid leave to look after their child’s welfare, for example, spend more time with their children, look at new schools, settle children into new childcare, and spend time with family. Parental leave is unpaid, and employees are entitled up to 18 weeks leave for each child or adopted child, up to their 18th birthday. This is limited to 4 weeks per child, each year, for each parent, unless otherwise agreed by the employer. You must take parental leave as whole weeks rather than individual days. For further information please see Unpaid parental leave: Entitlement - GOV.UK. This request is to be submitted in writing to the line manager.

Any other reason for absence such as personal or domestic emergencies must be submitted to your line manager in writing where possible, who will seek guidance from the senior leadership team and/or HR. These include but not exclusive to:

· Mental Health
· Disability
· Being bullied
· Fire
· Flood
· Accident





	[bookmark: _Toc200005282]Consultation

	19.1
	CRGPA Staff will have the opportunity to comment on any drafts and/or amendments to this policy via CRPGA Staff Zone following presentation at Policy Review Group.



	[bookmark: _Toc200005283]Implementation

	20.1
	This Policy will be available to all persons working for CRGPA.  An electronic copy will be available on CRGPA Policy Portal.  

	20.2
	This policy will be implemented through application of the policy in practice



	[bookmark: _Toc200005284]Training and Support 

	21.1
	All employees will be offered relevant training commensurate with their duties and responsibilities. Employees requiring support should speak to their line manager in the first instance. Support may also be obtained through Human Resources



	[bookmark: _Toc200005285]Review 

	22.1
	This policy will be reviewed every three years by the Policy lead and in accordance with the following on an as and when required basis:

· Legislatives changes
· Good practice guidelines
· Case Law
· Significant incidents reported
· New vulnerabilities identified
· Changes to organisational infrastructure
· Changes in practice



	[bookmark: _Toc200005286]Monitoring and Compliance

	23.1
	Monitoring and review of legislative changes and national/local developments which may impact on the content of this policy will be the responsibility of the Policy author and/or Policy Owner.

Where any changes are required the Policy Author and/or Owner will be required to amend the policy and arrange for its presentation at the next available Policy Review Group for review and ratification. 

Compliance with this policy will be reviewed annually, on the anniversary of the policy ratification date.



	[bookmark: _Toc200005287]Version Control

	
	
	Version
	Date
	Author
(name and Designation)
	Comments

	1.0
	March 2025




May 2025

October 2025
	HR Dept
Sarah Forsyth, Chief Nurse





Dale Ball, Head of People

	Updated following HR Dept creating with Roz Payne and Jackie James review and update

Updated following Policy Review Group comments

Updated from HR perspective

	1.1
	June 2026
	Sarah Forsyth, Chief Nurse and Operations Officer
	Updated to include cancelling of Annual Leave






	[bookmark: _Toc200005288]Equality Impact Assessment

	25.1
	As part of its development, this procedural document and its impact on staff, patients and the public has been reviewed in line with Coventry & Rugby GP Alliance’s Equality Duties.  The purpose of the assessment is to identify and if possible remove any disproportionate adverse impact on employees, patients and the public on the grounds of the protected characteristics under the Equality Act.
 



	[bookmark: _Toc424980679]	
	Yes/No
	Comments

	1.
	Does the document affect one group more or less favourably than another based on:-

	
	Race
	No
	

	
	Religion/Religious Belief
	No
	

	
	Gender 
	No
	

	
	Gender Reassignment
	No
	

	
	Sexual Orientation
	No
	

	
	Age
	No
	

	
	Any Form of Disability, impairment or mental health problems
	No
	

	
	Marriage and civil partnership
	No 
	

	
	Pregnancy/Maternity
	
	

	2.
	Is there any evidence that any groups are affected differently?
	No
	

	3.
	If any potential discrimination has been identified, are there any valid, legal or justifiable reasons?
	NA
	

	4.
	Could the document have a negative impact?
	No
	

	
	If so, can the impact be avoided/reduced?
	NA
	

	
	If not, what alternative is there to achieving the document without the negative impact?
	NA
	

	5.
	Name and Designation of 3 staff members who have contributed to or considered this assessment 
	
	Daljit Sandhu
Dale Ball
Sarah Forsyth

	6.
	Date of Assessment
	
	October June 2025




	13.2
	 Any potential discriminatory impact which has been identified must be referred back to the author of the document for consideration of additional actions to reduce or remove the potential discriminatory impact.
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	Sickness Absence Toolkit – Example questions
When your member of staff calls in sick, always ask your staff the following questions:
1. What’s the reason for the absence?
2. How long do you think you’re likely to be off?
3. Is there any work you’ve been doing that needs to be picked up while you’re off?
Your organisation’s sickness absence policy may have suggested questions that you should ask.
Depending on the reason they give, you may also want to find out:
· Are there any adjustments that you could make that would enable them to come to work?
· If the illness is infectious, is there a specific period of time that they need to remain off work once they are symptom free?
· If the reason for absence is musculoskeletal (MSK), could you refer them to a rapid access service either within your organisation or as part of your integrated care system (ICS), if you have this available? 
· If the reason for absence is related to a mental health issue, could you refer them to a counselling service or a mental health hub (if you have this available)?
· If they are fit to work but physically unable to come in, is there another area they can work in or could they work from home?
· If they are likely to be off for longer than a few days, when will they next get in contact to give you an update and is there any further steps, they will be taking in the meantime that would be helpful for you to know and/or support with
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Appendix 3 – Letter of concern template
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Date


Private and Confidential
Name
Send via email: XX

Dear Name,

Letter of Concern

Following your meeting with myself and xxxxxxxxx, on xxxxxxxxxxx, I am writing to advise you of my concerns regarding your Conduct as listed below.

· Detail conduct 

During the meeting, we discussed XX  

List the expected standard/targets you expect going forward. List any reviews/support/training etc. 

I must notify you that any further conduct issues may  result in formal action being taken under the disciplinary policy. A copy of this letter has been saved to your employee file. 

Should you have any questions or concerns regarding the above, please do not hesitate to contact me.

Signature

Name
Title
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Statutory Sick Pay (SSP)
Employee's statement of sickness
About this form

Statutory Sick Pay (557) s money paid by employers o their employees who satisfy the conditions for
payments when they are | and unable to work.

Please il n Your statement below when you have been sick for & days or more n  row.

Your Statement:

Aboutyou
Surname or family name Fist namets)
Tite-enter MR, MRS, MISS, M, or other tide NationalInsurance Number
Date of Birth Clock or payroll number

]

‘About your sickness. Please give brief detals

What date did your sickness begin? What date did your ickness end? Ifyou do not
@] opee vt bk

T dates you put i these 2 boxes may not be days you normaly work. I you are sick for more than 7 days,
your employer may ask you for a medical statement of ftness for work it note rom your doctor.

What date did you last g0 to work before your What time did you insh work on that date? (enter
sickness began? time in 26 hours)

]

Was your sickness caused by an ncident at work or




image3.png
OLG IFyou entered ‘yes', you may be able to get Industrial
ves Irjuries Disablement Bencfi. Ifyou want information
aboutclaiming this beneft, 3k at any obeentre Plus

office r 50 0 www.gov.uk

signature * Date

]

Phone number

Wnatto donext
Please:
« Give your completed form to yaur employer. I ill elp them to decide ifyou can get SSP.
« Keep acopy for your own information.
1Fyou can get SSP, your employer wil pay you n the same way they usually pay your wages

If you cannot get SSP, your employer must give you orm SSP 1 to tellyou why. You can use form S5 1
to supporta claim for Employment and Support Allowance.

1fyou disagree with your employer's decision you can ask HM Revenue & Customs for a decision about
Your entilement. You must do this within 6 months of the first day that you're notfed of your
employers decision. Phone our statutory Payments Disputes Team on 03000 560630

Other help while you are sick

« You can get more information about other help while you are sick n leaflet DWPO14 Help f
youreillor disableg"

You can get leafle: DWPO14 from:
-any Jobcentre Plus office

- mostadvice centreslie the Citizens Advice Bureau
~any post offic (except in Northern Ireland)

-50 0 www.gov.uk

« Ifyou do not have much money coming in while you are sick, you may be able to get 2 Social
Securty benefit You should contact any Jobcentre Plus office or g0 to www.gov.uk

« Iryoulive in Northern Ireland to find out more nformation go to www.nidirect.gov.uk

Also, you can phone the Senefit Enquiry Line for people with disabilties. The phone callis free. The
number i 0800 220 674,

1fyou have any problems with hearing or speaking and use textphone minicom 028 9031 1092. The
phone calis free.
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Ifyou do not have your own textphone system, they are available to use at the Citizens Advice Bureau
and main libraries

= 1fyou want © know more about S5? g0 to www.gov.uk/statutory-sick-pay or
www.nidirect gov.uk

Penalties

‘We may charge penalties where a person, either fraudulently or negligently, gives incorrect information
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