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Swift Office Cleaning Services 
 

Sickness Absence Policy and Procedure 
 
Policy 
Swift Office Cleaning aims to secure the attendance of all employees throughout the working week.  However, 
it recognises that a certain level of absence may be necessary due to sickness. 
 
It is Swift Office Cleaning’s policy to offer security of employment during such periods, subject to operational 
requirements and the conditions below. 
 
If you cannot work because of coronavirus (COVID-19) 
www.gov.uk/statutory-sick-pay 

You could get SSP if you’re self-isolating because: 

• you or someone you live with has COVID-19 symptoms or has tested positive for COVID-19 

• you’ve been notified by the NHS or public health authorities that you’ve been in contact with someone 
with COVID-19 

• someone in your support bubble (a support bubble is a support network that links 2 households) has 
COVID-19 symptoms or has tested positive for COVID-19 

• you’ve been advised by a doctor or healthcare professional to self-isolate before going into hospital for 
surgery 

• You could get SSP for every day you’re off work. 
 

You cannot get SSP if you’re self-isolating after entering or returning to the UK and do not need to self-isolate 
for any other reason. 
 
If your illness is not related to COVID-19 
If your illness is not related to COVID-19, you can get SSP from the fourth day you are off work sick. 
 
If you’re off work because of coronavirus (COVID-19) 
How many days you can get SSP for depends on why you’re off work. 
 
If you’re self-isolating because you or someone you live with has symptoms or has tested positive for COVID-
19 
You must self-isolate for at least 4 days to be eligible for SSP. 
You can get SSP for every day you were self-isolating if you started on or after 13 March. 
If you started self-isolating before 13 March, you can get SSP from: 

• the fourth day you were sick - if you had COVID-19 symptoms 

• 13 March - if you were self-isolating because someone you live with had symptoms 
 
If you’re self-isolating because of contact with someone with COVID-19 
You should self-isolate if you’ve been notified by the NHS or public health authorities that you’ve come into 
contact with someone with COVID-19. 
You must self-isolate for at least 4 days to be eligible for SSP. 
You can get SSP for every day you were self-isolating from 28 May. 
If you’re self-isolating because someone in your ‘support bubble’ or extended household has symptoms or has 
tested positive for COVID-19 
You should self-isolate if someone in your ‘support bubble’ (or your ‘extended household’ if you live in 
Scotland or Wales) has symptoms or has tested positive for COVID-19. 
You must self-isolate for at least 4 days to be eligible for SSP. 
You can get SSP for every day you were self-isolating from 6 July. 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works
https://www.gov.uk/guidance/making-a-support-bubble-with-another-household
https://www.gov.uk/uk-border-control
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You are not eligible for SSP for any days away from work before 6 July. 
 
If you’re self-isolating before surgery 
If you’ve been advised by your doctor or a healthcare professional to self-isolate before going into hospital for 
surgery, you can get SSP. 
You must self-isolate for at least 4 days (including non-working days) to be eligible for SSP. 
You can get SSP for every day you are self-isolating. 
You are not eligible for SSP for any day you were self-isolating before 26 August. 
 
Proof if you’re self-isolating because of coronavirus (COVID-19) 
If you’re self-isolating and cannot work because of COVID-19, you can get an ‘isolation note’ online from NHS 
111 if you’re off work for 7 or more days. You do not have to go to your doctor or a hospital. 
If you’ve been notified by the NHS or public health authorities that you’ve come into contact with someone 
with COVID-19, your notification is proof. 
If you’ve been advised by your doctor or healthcare professional to self-isolate before going into hospital for 
surgery, your letter confirming the date of your procedure is proof. 
You cannot get SSP if you’re self-isolating after entering or returning to the UK and do not need to self-isolate 
for any other reason. 
 
Proof if you were ‘shielding’ because of COVID-19 
Shielding has stopped in the UK. 
You can no longer apply for a new shielding note or a replacement shielding note. 
 
Procedure 
 

Statutory sick pay (SSP) 
Swift Office Cleaning does not operate a sickness benefit scheme.  Statutory Sick Pay is paid for up to a 
maximum of 28 weeks to employees who are incapable of work and who satisfy the conditions for payment.  
The employee's SSP qualifying days are either Monday to Friday or, in the case of part-time employees, those 
days that he or she normally works.  If the employee is eligible for the payment of SSP, it will be subject to the 
deduction of tax and National Insurance contributions.  The first 3 days of sickness, known as ‘waiting days’ are 
unpaid. 
 

Notification and certification 
If the employee is unable to attend, he or she must notify their manager before 12.00 mid-day on the first day 
of absence, indicating if possible when he or she expects to return to work. 
 

Eligibility 
To qualify for Statutory Sick Pay (SSP) you must: 

• be classed as an employee and have done some work for your employer 

• have been ill for at least 4 days in a row (including non-working days) first 3 ‘waiting days’ are unpaid. 

• earn an average of at least £120 per week (this amount is subject to updates from the Government) 

• tell your employer you’re sick before their deadline – before 12.00 midday on the first day of absence. 
Agency workers are entitled to Statutory Sick Pay. 
 

Exceptions 
Employees don’t qualify for SSP if they: 

• have received the maximum amount of SSP (28 weeks) 

• are getting Statutory Maternity Pay or Maternity Allowance - there are special rules for pregnant 
women and new mothers who don’t get these payments 

• are off work for a pregnancy-related illness in the 4 weeks before the week (Sunday to Saturday) that 
their baby is due  

https://111.nhs.uk/isolation-note/
https://111.nhs.uk/isolation-note/
https://www.gov.uk/uk-border-control
https://www.gov.uk/statutory-sick-pay-employee-circumstances-that-affect-payment#your-employee-is-pregnant
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• were in custody or on strike on the first day of sickness (including any linked periods) 

• are working outside the EU and you’re not liable for their National Insurance contributions 

• received Employment Support Allowance within 12 weeks of starting or returning to work for you 
 

Linked periods of sickness 
If you have regular periods of sickness, they may count as ‘linked’. To be linked, the periods must: 

• last 4 or more days each 

• be 8 weeks or less apart 
You’re no longer eligible for SSP if you have a continuous series of linked periods that lasts more than 3 years. 
 
You can get a fit note from your GP or hospital doctor. If your employer agrees, a similar document can be 
provided by a physiotherapist, podiatrist or occupational therapist instead. This is called an Allied Health 
Professional (AHP) Health and Work Report. 
 
The employee must complete a self-certification form for the first seven calendar days of all sickness absences 
and give it to their manager.  This form can be completed on the employee's return to work if their absence 
lasts less than seven calendar days.  Otherwise, they must request a copy form and complete and post it to 
their manager as soon as possible. 
 
If the employee is absent by the eighth day (including Saturday and Sunday), they must send a fit note, issued 
by their GP, to their manager. This fit note must be the original signed document.  Current fit notes must cover 
subsequent periods of absence. The employee should also keep in touch with their manager regarding their 
condition and likely return to work date. 
 
If the employee does not follow this procedure, they may be dealt with under Swift Office Cleaning’s 
disciplinary procedure.  Furthermore, the employee's statutory sick pay (SSP) may be withheld. 
 
Private medical certificates 
In some circumstances, Swift Office Cleaning may require the employee to provide private fit notes for all 
absences from work due to sickness, regardless of their duration.  Swift Office Cleaning will reimburse him or 
her fully for the cost of obtaining these certificates. Examples of such circumstances include: 
 

• a history of exceptional absenteeism 

• an appearance or disposition such that management is concerned that the employee may not be 
receiving adequate medical attention.  

 
Form SSP1 
If you’re not eligible or your SSP ends you may be able to apply for Universal Credit or Employment and 
Support Allowance (ESA). You can use form SSP1 to support your application. 
If your SSP is ending your employer must send you Form SSP1 either: 

• within 7 days of your SSP ending, if it ends unexpectedly while you’re still sick 

• on or before the beginning of the 23rd week, if your SSP is expected to end before your sickness does 

• If you do not qualify for SSP your employer must send you form SSP1 within 7 days of you going off 
sick. 

 

Return to work 
The employee will not be allowed to return to work until their GP deems that they are fit to return.  Requests 
for temporary adjustments to the employee's working conditions will be considered by Swift Office Cleaning 
and will be accommodated wherever possible and if organisational circumstances permit. 
  

http://www.hmrc.gov.uk/manuals/spmmanual/spm10550.htm
https://www.gov.uk/universal-credit
https://www.gov.uk/employment-support-allowance
https://www.gov.uk/employment-support-allowance
https://www.gov.uk/government/publications/statutory-sick-pay-employee-not-entitled-form-for-employers
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In the case of extended periods of absence, Swift Office Cleaning may require that the employee's fitness to 
return is confirmed by a medical practitioner of Swift Office Cleaning’s choice.  Regardless of their length of an 
absence, the employee will be interviewed by their manager on their return to work to: 
 

• check on the employee's fitness to return 

• ensure that all the support the employee needs is in place 

• bring the employee up to date on any changes 
 
On return to work, the employee should report to their line manager before beginning work to complete a 
self-certificate for the first seven days of illness and they must countersign this.  No matter how short the 
period of sickness, it must be covered by a self-certificate and/or doctor’s certificate. 
 
Fit notes 
You must give your employer a fit note if you’re off sick for more than 7 days in a row (including non-working 
days).  An employee’s GP might indicate on a fit note that the employee “may be fit for work”.  If this option is 
selected the GP will also identify potential amendments that should be made, selecting from: 
 

• Phased return to work 

• Amended duties 

• Altered hours 

• Workplace adaptations 
 
If a fit note is received the Works Director will contact the employee and arrange for a meeting between the 
employee, The Works Director and the line manager.  At this meeting, the suggested amendments will be 
discussed to facilitate the employee’s return to work.  
 
If the suggested amendments are not possible the employee will remain on sick leave.  If amendments are 
possible the employee will return to work, but regular reviews will be carried out to ensure that the 
amendments are adequate.  It should be noted that any amendments are not to be viewed as a permanent 
change to the contract of employment.  
 
Occupational health assessments to help employees return to work after an absence of four weeks or more 
If deemed appropriate, after four weeks of sickness absence employees may be invited for an assessment by a 
Fit for Work occupational health professional.  Where appropriate, a Return-to-Work Plan will be agreed upon 
between the advisor and employee. 
 
Within two working days of a referral, the employee will receive an in-depth consultation with an occupational 
health professional who will explore all the issues that might be preventing a return to work.  If the employee 
gives consent, Fit for Work professionals can also work directly with the employer to help achieve a return to 
work. The Return to Work plan will provide evidence of sickness for pay purposes, replacing the need for a fit 
note. 
 
The Fit for Work referral service is complemented by a telephone advice line and website, both of which can 
be used by anyone requiring work-related health advice, including employees, employers and GPs: 0800 032 
6235 www.fitforwork.org 
 
Medical examination 
Swift Office Cleaning reserves the right to require the employee to be examined by a practitioner of their 
choice to seek a medical opinion.  (A refusal to be examined may lead Swift Office Cleaning to take disciplinary 
action against the employee, up to and including dismissal.) 
 

http://fitforwork.org/?utm_source=Website&utm_medium=PressRelease&utm_campaign=EmployerlaunchpressreleaseSept15
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Access to medical reports 
To gain as much information about the employee's medical condition as possible, Swift Office Cleaning may 
also request the employee’s permission to contact his or her GP and ask for a medical report on the 
employee's condition. The employee may ask to see this report. 
 
Extended absences 
Swift Office Cleaning will be sympathetic when an employee is ill, but the employee should appreciate that if 
they are persistently absent through ill-health or long-term injury or incapacity, it will not be possible for the 
situation to continue indefinitely, and their employment may be reviewed or terminated.  Termination will not 
take place without: 
 

• full consultation with the employee 

• medical investigation 

• a consideration of alternative employment. 
 
Where a return to work does prove possible, Swift Office Cleaning may require that the employee's fitness to 
return is confirmed by a practitioner of Swift Office Cleaning’s choice. 
 
Meetings/home visits 
During any absence, the employee must keep in touch so that their manager is kept informed of the 
employee's health and likely return-to-work date.  The employee will, therefore, be periodically asked to 
attend meetings with their manager on work premises, to provide information and facilitate an effective 
return to work.  If the employee is too unwell or physically unable to attend the office, Swift Office Cleaning 
reserves the right to visit him or her at home. 
 
Disability 
If the employee has a condition that means they might be considered disabled within the meaning of the 
Equality Act 2010 (EA), Swift Office Cleaning must attempt to make reasonable adjustments to their job to 
accommodate their requirements. The employee will be fully consulted at all times.  
 
Reasonable adjustments to be considered may include an adjustment to working hours or working equipment 
being adapted (or special equipment to be provided) as appropriate to assist the employee in continuing to 
complete their role.  Physical adjustments may also be considered i.e. a ramp being required for entry to a 
building, moving furniture or widening doors.   
 
If reasonable adjustments or alternative employment prove not to be viable options, and there is no likelihood 
of a return to work soon, a decision to dismiss may be the inevitable outcome. 
 
Dismissal and the right to appeal 
In the event of a dismissal, the reason for the dismissal and the circumstances leading up to that decision will 
be documented in writing to the employee.  The employee may appeal against their dismissal by writing, 
within two working days of their receipt of the dismissal letter, to a director of Swift Office Cleaning, stating 
the grounds on which they wish to appeal.  The appeal will be heard following Swift Office Cleaning’s 
disciplinary appeals procedure.  This right also applies to ‘action short of dismissal’ such as transfers, demotion 
and alteration of duties.  
 
Return of Swift Office Cleaning’s equipment 
If the employee is off sick for an extended period (e.g. four weeks or more) Swift Office Cleaning may require 
them to return organisational equipment until they are well enough to return to work.  If the employee does 
not return to work following a period of sickness absence, they will be required to return all outstanding 
organisational equipment on the date of termination of his or her employment. 
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Absences for reasons other than sickness 
There is no contractual entitlement to payment for absences relating to compassionate leave or time off to 
deal with family emergencies.  Any payment will be made at the absolute discretion of the Company.  Requests 
for time off for reasons other than sickness will be considered by managers in the light of the individual’s 
circumstances, legal requirements and operational needs.  If employees are absent from work without prior 
permission, or without informing the organisation of a good reason for their absence, this will be treated as an 
unauthorised absence.  In the event of unauthorised absence pay relating to the period of absence will be 
deducted from their wages and dealt with following the disciplinary procedure. 
 
Taking annual leave while off sick 
Employees cannot get sick pay and annual leave pay at the same time.  An employee can take annual leave 
while off sick. For example, if they:  

• are not physically able to work, but physically able to take a holiday 

• have a mental health condition that might be helped by a holiday 

• are off sick long term and a holiday might help with their recovery 
It's up to an employee to request annual leave while off sick. If the employer approves the employee’s annual 
leave request: 

• sick leave can be paused while the employee takes a holiday 

• the employee should get holiday pay while they are on holiday 
After the employee has taken the annual leave, sick leave can continue if they're still not well enough to return 
to work. 
 
If an employee is sick on annual leave  
An employee must report their sickness to their employer if they want to take any annual leave as sick leave. 
In this case, the employee can: 

• get sick pay for the time they were sick (as long as they are entitled to sick pay) 

• keep the time they were sick to use as annual leave another time 
 
Building up annual leave when off sick 
Employees accrue annual leave as normal while they’re off sick.   
 
Long-term sick leave 
If someone has not been able to use their annual leave because they’ve been on long-term sick leave, they can 
carry it over.  Employees on long-term sick leave can carry over 4 weeks’ unused annual leave. This annual 
leave must be used within 18 months from the date it’s carried over. 
 
If sickness is caused by work 
The same sick pay rules apply if sickness is caused by the workplace.  For example, an employee is not entitled 
to extra sick pay if they get: 

• an injury through an accident or negligence at work 

• a mental health condition caused by stress at work 
 
 
 
Last updated: June 2021 
Swift Sickness and Absence Policy and Procedure cipd 08.14 covid will be reviewed: April 2022 
J Wright, Managing Director, April 2022 
 
 
  

https://www.acas.org.uk/checking-sick-pay

