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1.0
Policy
Employees are entitled to time off when, as a result of illness or injury, they are unfit or unable to carry out the work assigned to them. Employees have a duty to ensure they are in a state of good health such as would enable them to give regular, efficient and largely uninterrupted service. St. Attracta’s Residence acknowledges however, that there will be occasions when through genuine employee illness or injury this is not possible. 
Given the team based operation of the home it is vital that staff maintain contact with their manager during any period of absence and that they notify the home of any possible absence at the earliest opportunity.  
2.0
Responsibility
2.1
All staff:  Inform the nurse in charge at the earliest possible time when they are ill and unable to attend work.
2.2
Director of Nursing & General Manager:  Monitoring and control of absenteeism levels, including sick leave and evaluate compliance to procedures.  
2.3
Staff have a responsibility to be at work in line with their planned roster.  Failure to attend for whatever reason on a regular basis is not acceptable.  It is an employee responsibility to ensure they are fit to attend work.  A sick certificate is not sufficient to explain all absence and should not be seen as a justification for frequent absences.  
Procedure
3.0 
Notification of Sick Leave
3.1

When an employee is unable to attend work due to sickness they shall notify the Nurse on Duty at the earliest possible time: 
· If possible the night before a day shift or at least eight hours prior to their starting time for day duty, or 
· by 12.00 midday prior to their starting time for night duty on the first day of the absence

· This notification should include the nature of the illness.  

3.2

Employees who are aware of the anticipated duration of absence/return to work date should immediately advise the senior nurse on duty.  The nurse must complete the sick reporting diary; this should also be completed when an employee is sent home sick from work.  
3.3

The employee shall advise the senior nurse on duty of their intention to resume duty or otherwise by 12.00 noon on the day prior to his/her expected date of return to work.

3.4

In the event that the sickness relates to a work related injury/incident this should be notified to the nurse in charge immediately upon its occurrence. 
3.5

In the event of an emergency or unforeseen illness the employee should notify the home as soon as is reasonably possible.  

3.6

It is an employee’s responsibility to maintain reasonable contact with St. Attracta’s Residence during a period of absence.  

3.7

Should an employee need to leave site at any time during their shift or earlier than their finish time they should request permission from the nurse in charge before leaving.  
3.8


Failure to comply with these notification requirements may result in recourse to the disciplinary process.



4.0


Provision of Medical Certificates

4.1


An employee who is absent due to illness or injury for more than 2 shifts (days/night) shall submit a medical certificate on the third day or night covering the full period of absence, and the certificate shall:

· be given by a registered medical practitioner, bearing his/her address and signature

· confirm the name of the patient and state the nature of the illness

· be dated and confirm the expected duration of the illness

· state a probable date of return to work
4.2
A medical certificate shall be produced promptly at weekly intervals, except where St. Attracta’s Residence has, on an individual basis, agreed otherwise.
4.3
Where an employee is absent due to illness for consecutively one day each side of rest day/days they are required to submit a medical certificate for the full duration of the illness.

4.4
St. Attracta’s Residence reserves the right not to accept a medical certificate submitted and/or to refer the employee for Occupational Health assessment on behalf of St. Attracta’s Residence.

4.5
Acceptance of a medical certificate will not prevent St. Attracta’s Residence from forming 
the opinion that the employee is unable to give regular service.
4.6
An employee who is on sick leave for a period in excess of 2 consecutive weeks shall, prior to resuming work, be certified by the same doctor as fully fit to resume the full range of duties of his/her job.
4.7
Where the employee has not contacted St. Attracta’s Residence, or where there is concern for the employee's welfare, St. Attracta’s Residence may contact the employee at home.
5.0

Employee Entitlements (including Entitlements when on Annual Leave) 
5.1
Where an employee becomes ill while on annual leave and the illness would normally warrant absence from work and certification, they shall immediately contact their Director of Nursing and immediately submit a medical certificate. St. Attracta’s Residence may restore such annual leave to the employee to be taken at another time.
5.2

Where an employee is absent on sick leave and scheduled for annual leave they shall:

· return to work before proceeding to annual leave or

· submit a certificate from the certifying doctor that s/he is fit to resume duty
5.3
Where an employee goes home sick, having completed less than 50% of rostered time, this will be recorded as a half day sick absence;  more than 50% of rostered time will be recorded as full attendance.

5.4
Where a day off falls between two sick days, this is counted as three sick days and requires certification.
5.5
Uncertified sick leave cannot be taken immediately before or following annual leave.
5.6
Where an employee is repeatedly absent on days prior to or immediately after days off, St. Attracta’s Residence may treat such absence as 3 days and request a medical certificate.
5.7
Where the employee is suffering from any infectious disease they shall immediately notify the Director of Nursing and take appropriate precautions against the spread of infection.  
5.8
Immediately upon resuming work following sick leave, the employee shall report to the Clinical Nurse Manager/Director of Nursing.
5.9
Where an employee wishes to return to work but is unable to carry out their full duties due to medical restrictions a discussion must take place before their return to assess if the required changes are possible.  The discussion will focus on the extent, duration and implications of such restrictions.  Each case will be assessed individually. 
6.0
Review of Sick Leave 
6.1
Staff members who have more than three instances of absence in a 6 month period will be required to attend a meeting with their manager and/or HR.  This is regardless of the duration of each instance of absence.  The purpose of this meeting will be to discuss the absence and to assess if any disciplinary action is required.  At a minimum the meeting will result in a caution.  Further instances of absence will escalate the employee through the disciplinary stages up to and including dismissal.  
6.2
The General Manager & Director of Nursing shall monitor and control absenteeism levels, including sick leave, which includes:

· Ensuring absent employees adhere to the reporting and certification procedures.
· Record all absences due to illness and, where appropriate, ensure appropriate medical certification is received.
· Maintain regular contact with employees during sick leave absence.
6.3
St. Attracta’s Residence reserves the right to refer an employee to attend the company doctor.   In the case where the employee is referred to the company doctor St. Attracta’s will cover the cost of the appointment.  

6.4
Where St. Attracta’s Residence has reason to believe that a period of sick leave is not wholly genuine or that the system is being abused the employee may be subject to disciplinary action. 
6.5
Long term absences will be managed closely by the home and reviewed on a case by case basis to assess suitable next steps.   

6.6
An unexplained absence which lasts for more than 5 days is considered job abandonment and may result in termination of the employee.  

7.0
Probation Period

In the event that you have three or more instances of absence during the probationary period (first 6 months of employment) your probation will be automatically extended and reviewed again at that time.  
8.0 
Payment during Sick Leave
From 1st January 2022 employees will be entitled to be paid sick leave for up to 3 sick days per annum. 

In order to qualify for sick pay you must:

· Have completed 6 months of employment with St. Attractas residence and passed your probation period.  
· You will need to provide a sick certificate from your GP as unfit to work on the date specified.  

Sick pay will be paid by employers at a rate of 70% of an employee’s wage, subject to a daily threshold of €110. 
Your sick pay will be paid as part of your monthly wages and subject to tax.  In order to qualify you must supply your sick certificate by the 30th of the month for any sick days the previous month.  It is your responsibility to supply this on time and not the responsibility of St. Attractas to request this. Late submissions will not be accepted.   
If you are sick for more than 3 days you may claim social welfare benefit.
The management of St. Attracta’s Residence may, at its discretion, make appropriate payments during sick leave where they determine it is appropriate to do so, and where such a payment is deemed reasonable.  
9.0
Review and Evaluation

A periodic review shall be undertaken to determine compliance to this policy and procedure. This shall be carried out by the Director of Nursing via a review of records.   The evaluation shall aim to determine adherence to the process including: 

9.1
Staff inform home as soon as possible when sick leave is required

9.2
Medical Certificates are provided where employee absent for more than two days or one day if seeking sick pay. 

9.3
Where staff member is sick, on annual leave, the General Manager is informed.  
9.4
Where staff are sick for more than 2 weeks they are certified as fit to return to work before returning 

9.6
Staff sick leave is reviewed by the DON/General Manager.
10.0
Clarification

Failure to comply with any aspect of this policy may result in disciplinary action.  This policy is a guidance document and if clarification or interpretation is required please contact the Director of Nursing/ General Manager.  

11.0
Managing attendance during COVID-19 

· Staff with underlying medical conditions or who are immunosuppressed may be certified off work by their GP if a risk to their health is identified during COVID -19.
· The National Public Health Emergency Team requires that all staff have their temperature measured twice a day, once being at the start of each shift.

· In addition, at the start of each shift, all staff should confirm verbally with their line manager that they do not have any symptoms of respiratory illness, such as fever, cough, shortness-of-breath or myalgia. 

· Staff who become unwell at work should immediately report to the PIC and should be sent home and advised to contact their GP by telephone. If they cannot go home immediately, they should be isolated in a separate room until they can go home.
· Staff members who test positive for COVID-19 may return to work 7 days after symptom onset (or date of diagnosis if no symptoms) provided they have had no fever during the last 2 days. 
· Derogations to return to work for healthcare workers who are close contacts of COVID-19 cases can be applied with appropriate caution in the Nursing Home, given the high risk of adverse outcomes in these groups in the event of severe staff shortages leading to resident safety issues

· Guidance will be sought from HIQA/HSE/NPHET/Public Health and any other relevant experts in the event that any staff are Covid positive on the best and most current case management to ensure the staff and nursing home are carefully managed and protected.

· Any staff who are absent during Covid 19 will be dealt with on a case by case basis.

· Ongoing absence without a substantive justification will be dealt with as unauthorized absence.  
· Ongoing absence without sufficient communication from the staff member will be dealt with as unauthorized absence. 
· The DON/GM will contact staff who are out sick with COVID -19 or out as close contacts on a regular basis.
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