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SICKNESS POLICY AND PROCEDURE  
  

Date of Issue: 29th March 2021 
  
Whereas Ascend Adventure seeks to secure the full attendance of all its employees, it recognises 
that a certain level of absence due to sickness or injury may be unavoidable.   However, it is the 
organisation's intention to keep that level to a minimum and the following procedure is designed 
to ensure that in doing so fair and consistent treatment is received by all its employees.  Ascend 
Adventure aims to provide a healthy working environment for all employees. 

  
REPORTING SICKNESS   
It is essential that an employee who is unable to attend work makes contact with his/her Line 
Manager (or the Operations Director) as early as possible during his/her scheduled day/shift.  All 
absence must be reported within 1 hour before the start of the working day/shift. Where no 
expected work start time exists employees must endeavour to contact their line manager as early 
as possible on the first day of absence. Employees should not normally ask anyone else to make 
contact on their behalf unless it is not possible for them to do it. Employees with a flexible or 
irregular work pattern should make contact as early in the day as possible, if they are expected at 
work.  
  
When reporting absence from work due to sickness, employees will be asked to give as much of 
the following information as possible:  

• The nature of the illness.  If the employee does not wish to reveal the exact nature of 
the illness s/he must indicate broadly the cause of the absence. If they are not willing to 
disclose this, the nature of the illness should be described as personal.   

• The anticipated length of absence.  If an employee is unsure of the likely date of return, 
s/he should keep in daily contact with their Line Manager or the Operations Director 
so that appropriate cover can be arranged.  

• If the absence is expected to be of 7 calendar days or more.  Any steps s/he is taking in 
relation to it e.g. details of any doctor's appointments arranged.   

• Work related issues.  Details of any outstanding or urgent work that needs to be dealt 
with during the absence.   

• Contact information.  Details of how s/he can be contacted if necessary, especially 
where the employee is staying at a different address during their absence.   

The above information is required so that: -   
• Their manager knows the reason for the absence  
• Their manager knows the likely length of the absence  
• Their manager can arrange cover if necessary  
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In the absence of both the Line Manager or the Operations Director, a message should be left with 
a relevant work colleague.  Messages should not be left on voice mails.  

  
Employees receiving a message regarding the absence of a work colleague must note the fact in 
writing and ensure that this is forwarded to the Line Manager as soon as possible.  

  
Failure to follow this procedure correctly may result in Sick Pay being unavailable/witheld and 
disciplinary action being taken.  
  
If an employee is absent from work and no message has been received, Ascend Adventure 
reserves the right to telephone the employee or visit them to ascertain what the cause of the 
absence is and its likely duration. Unauthorised absence is considered to be misconduct and will 
be considered in accordance with Ascend Adventure’s Disciplinary Procedure. 
 

 ABSENCE OF LESS THAN ONE WORKING DAY 
 Part days worked are not recorded as Sickness Absence.  If an employee reports part way through 
a shift that they are sick and can no longer continue, this sickness absence is not recorded.   Where 
there is a pattern of absence of this nature, this will be explored and where necessary appropriate 
action taken. 

 
SICKNESS OF 7 DAYS OR LESS DURATION   

• For absence due to illness or accident of 7 days or less duration an Ascend Adventure 
"Self-Certification for Sickness Absence" form must be completed on the employees 
return to work.    

  
• The employee’s immediate line manager must complete the "Self-Certification for 

Sickness Absence" during an informal meeting and the employee’s signature obtained 
on the form.  The purpose of the meeting is to identify the reason for the absence and 
the likelihood of any recurrence.  

  
• In the case of frequent and persistent short-term absences, the meeting will aim to 

identify the frequency and causes for the absences giving every consideration to the 
employee’s personal problems and identifying possible ways of resolving them.   
Standards of improvement will be agreed and a review period set.  

  
• Employees must complete a "Self-Certification for Sickness Absence" and send it to 83 

King Street, Norwich, NR1 1PH or info@ascendadventure.co.uk, addressed to their line 
manager.  The line manager will then complete the form and return a signed copy by 
post or email.    
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• In the case of frequent and persistent short-term absences, the line manager may 
request a meeting at a location to be decided. The meeting will aim to identify the 
frequency and causes for the absences giving every consideration to the employee’s 
personal problems and identifying possible ways of resolving them.  Standards of 
improvement will be agreed and a review period set.  

  
• Where there are underlying medical problems, the employee may be advised to seek 

proper medical attention either from their own GP or an Ascend Adventure appointed 
Doctor.  A medical report could be requested, if appropriate.  The procedure and the 
employee’s rights under the Access to Medical Reports Act 1988 are available from the 
Operations Director.  

  
SICKNESS OF 8 DAYS UP TO 12 WEEKS  

• For absences of 8 days or more duration a Doctor's Certificate must be obtained and 
should be forwarded to the Operations Director at the earliest opportunity.  This is in 
addition to the "Self-Certification for Sickness Absence" which should still be completed 
during an informal meeting between the employee and the Line Manager following the 
employee’s return to work.  

  
• In the case of Long-Term Sickness lasting more than 8 days but less than 12 weeks an 

informal meeting (if /when appropriate) will be held with the Line Manager and the 
employee concerned to ascertain the reasons for the absence and its likely duration.  

  
• Ascend Adventure will, where appropriate make contact with the employee on a regular 

basis either by telephone or visits to ascertain the employee’s on-going progress and the 
likely date of return.  

  
• Following a four-week period of absence, or before where appropriate, the employee 

may be asked to see an Ascend Adventure appointed Doctor and a medical report could 
be requested from the employee’s GP, if appropriate.  Ongoing reviews will take place as 
necessary up to the employee’s return to work.  The procedure and the employee’s 
rights under the Access to Medical Reports Act 1988 are available from the Office 
Manager. Refusal to attend a medical with an Ascend Adventure appointed Doctor or 
give permission for a medical report to be prepared could result in disciplinary 
action/dismissal. 

  
SICKNESS LASTING MORE THAN 12 WEEKS  

• Throughout the period of absence Ascend Adventure will continue to keep in touch with 
the employee on a regular basis.  
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• Further medical reports or meetings with an Ascend Adventure appointed Doctor may 
be requested depending on the nature of the absence.  

  
• If the employee’s absence record does not improve or the long-term absence continues 

to the point that it is having an adverse effect on the Organisation a further meeting will 
be arranged and unless there is reason to believe that the absence is likely to improve in 
the near future, then the following possibilities will be explored: -  

  
a) The possibility of light duties and/or alternative employment.  
b) The possibility of amendments to the workplace to accommodate the individual.  
c) The possibility of the employee being dismissed on the grounds of capability.  

  
An Ascend Adventure appointed Doctor may advise that an employee is fit to return to work in 
some capacity even though s/he has a GP's medical certificate for Statutory Sick Pay purposes. 
The line manager, in consultation with the Operations Director, will make a decision on the 
course of action to follow in such circumstances, based on the advice provided by an Ascend 
Adventure appointed Doctor. Any decision may affect entitlement to Organisation Sick Pay but 
entitlement to Statutory Sick Pay would not be affected.  
 

 UNAUTHORISED ABSENCE 
Failure to follow notification procedures is likely to result in absence being recorded as 
unauthorised.  Employees will not be paid for any period of unauthorised absence and disciplinary 
action may be considered in such circumstances. 

 
 EMPLOYEES WITH MORE THAN ONE JOB 

Employees may have more than one job, either with the same employer or with a different 
employer.  It would be unusual for the employee to report sick for one job and be fit to attend 
work for the other. This would also apply to self-employment or unpaid work.  To do so and/or 
claim sick pay may be considered an act of fraud.  Fraud is classed as gross misconduct and may 
result in dismissal from employment and criminal charges.   

 
 MISUSE OF SICK LEAVE ARRANGEMENTS 

Employees must not take sickness absence instead of, or to supplement their annual leave. If an 
employee has been refused annual leave, flexi time, time off in lieu or special leave, but then 
subsequently reports sick, the line manager will investigate the circumstances.  False use of sick 
leave arrangements amounts to fraud.  Fraud is classed as gross misconduct and may result in 
dismissal from employment and criminal charges. 

 
 

Date of Next Review  
  

28th March 2024 
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Sickness Self-certification Form  
  

To be completed in all cases of sickness absenteeism.  A Self-Certificate is required if the absence is up to 
seven calendar days.  A medical certificate(s) signed by your doctor is/are required to cover any period of 
absence for more than seven calendar days.  

  
PART A: To be completed by employee   

 Employee name:    

First day of sickness (please include weekends and 
holidays):    

Last day of sickness (please include weekends and 
holidays):    

Date returned to work:    

Total number of days that you were unable to work:  
  

Reason for sickness absence:    

Did you visit your GP/ hospital/ other?    

  

I certify that the above information is true and I acknowledge that false information will result in 
disciplinary action.  I confirm that I am now fit to carry out my normal duties.  

Signed:   Date:   
  

  
PART B: To be completed by Line Manager   

  
I confirm that to the best of my knowledge, the above information is correct  

Signed:   Date:   
  

  
Name of Line Manager:  

Please send completed form to Melanie Wheeler, Operations Director, on return to work at 
info@ascendadventure.co.uk 


