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The FAN Charity – Policies 
Sickness and Absence Policy 

 
 
  

 
Policy 
 
The FAN Charity understands that from time to time there may be various 
reasons why you need to be absent from work and wishes to assist you with 
this where possible within the needs of the organisation. This policy covers all 
employees of the FAN Charity including part-time staff and those on fixed 
term contracts. The reason for setting out the details of each type of absence, 
including sickness,  is to ensure that all employees understand their 
entitlements, and to ensure consistency is applied to all requests. 
 
The FAN Charity aims to ensure that if you are absent through illness or injury 
you will be treated in a fair and reasonable manner, whilst ensuring that the 
services provided are able to continue at all times. This policy sets out the 
procedures to be followed if you are absent through illness, including your 
responsibilities. 
 
In adopting this policy, an element of responsibility is also placed on staff not 
to abuse sickness absences and to follow the procedures below. If you do not 
follow these procedures, it may be treated as a disciplinary offence. 
 
Procedure 
 
If you are unexpectedly late or prevented from coming to work for any reason, 
you must comply with the following procedure: 
 

 you must contact your line manager or Chair of Trustees by 10am, or 
as soon as possible on the first day to explain the reason for your 
absence.  When notifying your manager of an absence due to 
sickness, you should indicate the date on which the illness 
commenced, the nature of the illness and if possible, the date you 
expect to resume work. If your absence continues after the first day, 
you must keep your line manager informed and are expected to phone 
in on each day of absence, unless agreed otherwise with your line 
manager. 
 

 For periods of sickness greater than 3 and  less than 7 calendar days, 
you must complete and print a self-certificate: Employees Statement of 
Sickness This should be given to your manager on your return to work 
or, if you are absent for longer than  7 days, can be completed and 
returned by post  
 

 For periods of sickness of more than 7 calendar days you must provide 
a medical certificate ‘fit note’ from your GP or a hospital doctor and 

https://public-online.hmrc.gov.uk/lc/content/xfaforms/profiles/forms.html?contentRoot=repository:///Applications/PersonalTax_iForms/1.0/SC2&template=SC2.xdp
https://public-online.hmrc.gov.uk/lc/content/xfaforms/profiles/forms.html?contentRoot=repository:///Applications/PersonalTax_iForms/1.0/SC2&template=SC2.xdp
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send it to The FAN Charity, c/o Oxfam, Park House, Greyfriars Road, 
Cardiff CF10 3AF.  
 

 For periods of absence longer than 7 calendar days, continue to send 
in consecutively dated medical certificates as necessary and keep your 
line manager informed on a regular basis.  
 

 If the absence is more than 7 calendar days, on your return to work 
your line manager will complete a return to work interview. This should 
be done on your first day back at work, or as soon as possible 
thereafter.  

 
Sickness during holiday 
 
If you fall ill immediately before or during an agreed period of annual leave 
you must follow the normal sickness reporting procedure as set out above. It 
is accepted that, if you are abroad during the sickness, it might not be 
possible to notify your manager immediately, but every effort should be made 
as soon as possible. Any days of sickness during a time of booked holiday will 
be counted as sickness absence and not holiday. 
 
STATUTORY SICK PAY (SSP)  
 
In order to qualify to receive sick pay, you must comply with this notification 
procedure and meet certain qualifying criteria set by the government.  Most 
employees have a right to statutory sick pay (SSP) as long as they earn more 
than the lower earnings level currently £112 per week.  NB No payment is  
payable for the first three qualifying days of absence. (A qualifying day is a 
day on which you are normally expected to work under your contract of 
employment).  FAN will inform WCVA if an employee is sick, the dates of 
sickness, and days of week regularly worked that have been missed.  WCVA 
will arrange SSP to be paid from the FAN charity account.   
 
The FAN Charity is responsible for making SSP payments for any period (or 
'linked' period) of incapacity for work: which lasts for 4 consecutive calendar 
days or longer; up to a maximum of 28 weeks; where linking occurs - if there 
are 8 weeks (56 calendar days) or less between two such absences; and no 
linked period can run for more than 3 years. If you are earning less than the 
lower weekly earnings limit for National Insurance Contributions purposes or if 
you had a previous claim for certain state benefits in the period of 57 days 
immediately before the first day of incapacity you may not be entitled to 
receive SSP.  In these circumstances the employer will complete SSP1  to 
say why they are not paying SSP.  The employee will take this to DWP along 
with sick/fit note to start a claim for benefit.   
 
Where concerns over your health arise whether you are at work or absent due 
to ill health The FAN Charity will seek your permission to have an 
independent medical opinion or an opinion from your GP. The purpose of this 
is to enable the FAN Charity to understand the diagnosis and prognosis of 
your ill-health, in order to support you to make decisions about your work.  
 

https://www.gov.uk/statutory-sick-pay/eligibility
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/423809/ssp1-print-may-2015.pdf
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You will be required to give your consent to a request for medical information 
because in the absence of this information about your condition, it is difficult to 
make informed decisions. Once the report is available, the FAN Charity will 
discuss it with you, and if appropriate, consideration will be given as to 
whether suitable alternative work or other adjustments are available.  
 
 
 


