Sick Leave Policy

Youth Start Limited
Company N
Registered O
Website: youth

Park Road, Derby, DE24 8FB

Effective Date

1 January 2026

Last Updated

1 January 2026

Introduction

This Sick Leave Policy sets ol nanag g sickness absence for
staff, mentors, and vo 1a nd|V|duals may occasionally be unable
to work due to illness ¢ D0 rtlng the health and wellbeing of all
individuals involved in erations ’

This policy outlines the p bsence the entitlements to sick pay,
the support available durin 3ss for returning to work following
sickness absence. Youth Sta ‘ I sence fairly, consistently, and
in accordance with UK employm VA A

This polwy pplies to all staff members e ¢ _' ! a_‘,?‘ angements may

applé&)' mentors, volu rs, and candids

e Qutline .__~‘ ’ € b y

e Explain »;'N e ”{‘_ St o ‘provided by Youth
Start ' G : Y

e Describet )

relevant UK legislation
e Promote a supportive and understanding approach to sickness absence management




Legal Framework
Youth Start operates in compliance with the following UK legislation:

e Employment Rights Act 1996: Governs employment rights including sick pay and unfair
dismi

UK GDPB: G0\7‘erns the Hahd!rn.g o onal and health data
Act 1974: e'.quires employers to tect the health and

o £

prohibits

e Healthand Sa
safety of emplo

If you are unable to wo
and no later than one I

‘soon as possible,
ay of absence.

Notification should be'made b

e Telephone: Calling 2 lirectly to your manager or supervisor

e Email: Ifyou are ul telephone, you may send an email to

""‘?: with.a telephone call as soon as possible

e Yourname >
o Jﬁis@gsgn for your absence (a brie
*Thé expéét?’ﬂ dlia?ion of your abse

. ‘\A‘ny urgentjuark matters that need

'

v
e Contact detai

. art each day to provide

t contact Youth Start at least

If your condition changes or your expected tu ' '_ F: \ hanges, you must notify Youth Start
immediately. ;



Failure to Notify
Failure to notify Youth Start of your absence in accordance with this policy may result in:

e Loss of entitlement to sick pay for the period of unreported absence

e Disci and including dismissal

ospitalised or
our behalf.

tact Youth Start yourself (for example, i
ily member or friend to contact Yout

If you are physi
incapacitated),

Medical Certifica

Self-Certification ‘
s (including non-working days), you may self-
a self-certificationiform when you return to

For absences of up to seve
certify your illness. You will b
work, providing:

e The dates of you

days, you must provide a fit note (also

OU ,,w ther medical practitioner.

7’6’

known as a Statement of Fitr ]
“d\.
The fit note must:

e Coverthe entire period o abs

4 s o
° SJ-.t whetheryou are “not fit forw  (witt Fe: ommended
~adles E Ty
Be prowde o) YOl‘fth Start as soon hth day of absence

Ifyouréﬁsence nt| ues be) ond the peri

further fit notes t 0.Cco ver thi Q‘ going abse
;&q»e

“May Be Fit for ¥Vaaps
. \‘ i \ ..w'k .-kn“

If your fit note states'l c S 1ay.b n o |cations, Youth Start

will: N\

must provide

e Discuss the see
e Consider whether the adje affbe reas Fimpler ented
& v D
e Agree on a phased return to work'e ‘ odified du where appropriate

e Review the arrangements regularly ’h Sure they are effective

Youth Startis committed to making reasoné le 2 ments to support your return to work, in

accordance with the Equality Act 2010.




Statutory Sick Pay (SSP)
Eligibility for SSP

You are entitled to Statutory Sick Pay (SSP) if:

avolunteer or self-employed) ‘
e You have east four consecutive days (including n g days)

£123 per we ’ . o4

e You have noti your ab%enm{:e?rf‘accord‘aﬁce with

e You have provid@ edicab‘ce;pﬁcation
SR Yl

SSP Rates and Duratid

SSPis paid: :
. .=n
e Atthe statutory rate’§ : | i(!}t week for 2025-26)
e From the fourth dua al : '-_‘ days are “waiting days”

e Forupto28we

Ineligibility for SSP

You are not entitledto S

e You earn less than the Low

* You have already received 28W 3 1

) ,,Y?’r'\.@r receiving Statutory Matern : y Pay, or ther statutory
[ payments Q{.\ -

ol

o Youarein todx\’pr on strike

; r \you can use to
claim Employment @ " SUppo - densions.

Youth Start Sic kEae

Probationary Period (First 6 Months): - Empl
only - No enhanced sick pay is provided dufingl

:”9“0 ationary period



After Probationary Period (6 Months to 2 Years of Service): - Full pay for the first 5 working days
of sickness absence in any 12-month period - Statutory Sick Pay for any additional sickness
absence

After 2 Years of Service: - Full pay for the first 10 working days of sickness absence in any 12-
month periog he next 10 working days of sickness absence i onth period -
Statutory Sic pnal sickness absence

Enhanced sick pa
SSP).

id in addition to

Conditions for En
Enhanced sick pay is suft

e You mustcomply w
e You must not engage |
L3
* Youmustcooperatey
occupational health.&:
h
e Youth Start reserves
" <

e Theindividual’s length of service a

o [The individuals personal circumsts
‘%:The financi-g!ir}lﬁit on the individ
\ A\ \

v -

. M \
During periods of siel s absence : 1 D ontact with you to:

e Discuss any support or adjustments Jot

length and nature of your absence. Youth Star
excessive or intrusive contact.

respect your privacy and will not make



Occupational Health Referrals
Youth Start may refer you to an occupational health service if:

e You have been absent for more than four weeks
e You hauedseauentemiepecated absences

e Youha th condition that may affect your ability :

e Your fit n@ orkplace adjustments -

r fitness toreturntowork « *
$ Y ~

h referral’is t&g:.—' ’

4 L

e There are ct

The purpose of an oc

e Obtainindepenc ice onyo you !Ttne,ss for work

e Identify any reaso q,"

e Assess whetheryou e Equality Act 2010
e Provide recommend '

T
I"‘

You will be asked to con 2; &
medical information. Ogcu fide ,"m’.g and will only be
shared with relevant mg ne 5o A\ 5.',2

N Jc -

MedlcalAppomtm

Youth Start recognises th atyoumaynee lical appointments during working hours.
‘ o 5
Where possible, you \\»“.\

e Schedule appointments ) S or at the beginning or end of the working

day & [
Provide as much noti s possi /,xV ‘Ii'.\

° ce as po: | % ) b‘i\

° Prpwde ewdence of the appointme

1\1

Tlmigff for mecfc?a;ﬁohtments will no

. ‘P id time Fossential medic juled outside of

worklngh urs e.g-hos pital appoi

e ¢
e Unpaidti -ﬂnu‘ "‘1 ﬁ}\n al leave: F be scheduled
outside of: ’ <; 1g-houn .. (€ .g., den
S b \\ Namy ey
Youth Start will takelaireasonable.ants: 1ed 1ents, particularly for

II '.\\\
11

individuals with long- Nf‘ nheal




Return to Work
Return-to-Work Discussions

Following any period of sickness absence, you will be required to attend a return-to-work
discussion wiiilaetiEnanase The purpose of the discussion is to:

e Welco -
Confirm tf 2turn to your normal duties % "

e Discussan oncerns or support needs . »'s

e Review the red

ence and upgat'e'absenc_ze records
ourabsefp\S'Q e

revent future absences
3((’ ‘5 ‘} J; pp ea

e Identify any pattt

e Discuss any adjus
£/

rtive and non-j .emental manner and
ut your health ¢ m‘- llbeing.

Return-to-work discussions
provide an opportunity for og

If you have been absent
agree to a phased retur

e Reduced working# 0 e ] and gradually increasing to full days)
e Modified duties (€ ' '

e Additional breaks ‘ .

e Temporary adjust ‘?4 0y Wwironment

\ n
A phased return will be agreed in.eenst qﬁy_ﬁ: ger;, .and any relevant medical
professionals. The arrangements will'bes %';f? schas necessary.

rk. Youth Start may

Dunng,aphaged return, you will normally
[\

exerﬁe dlscretloi?oqiowde additional p

A
Reasoqable Adj Ii 3 ts
If you have a disak “ /-0 -_, ('é‘ erm health ii- nable adjustments

to support your ‘g q, "";"“ \\ and enable Beasonable
adjustments may'ii ncl ~\\*b~"k ‘ 1
et /N7 BRI, - y i .
e Modifications: w \. orking h _‘_ ' s I'finish times, part-time
working) SN ' '
e Modification§ f8Yo

Provision of specialist eqU 156 € ‘ !
e Modifications to the workplace (e.g},, \c €sSi 16 acilities, ergonomic furniture)
 Additional support or supervision K

Youth Start will consult with you and, where appropfiate, with occupational health professionals to
identify suitable adjustments.




Long-Term Sickness Absence
Definition

Long-term sickness absence is defined as any continuous absence lasting more than four weeks.

Manageme

Youth Start will , with the aim of

facilitating your re

sickness absence proactively and S

™
e Regularconta rwellbémg@n‘dmcomry

e Occupational hé lo btaln megvb@l advice

e Obtaining up-to-date medica

OGnngtlng W|thyou and giving you
. Consi enr;flLﬂtérnatlves includ

e wFollowing afa ar;dtransparentpr

o 4 / Ny
Youth Start will pfovide App! ina y benefits or
support you may:be ¢ i ment and Support
Allowance.

N ﬂl 4\\\
.~ <3 ’ ~

Youth Start maintains records of a

e Dates of absence

e Reason for absence
e Whether medical certification was provided
e Return-to-work discussion notes



Absence records are treated confidentially and are stored securely in accordance with the Data
Retention Policy.

Absence Triggers

Youth Start monito ickness absence to identify patterns or trends that intervention.

Absence trigg

e Frequen ces: Three or more separate peri.od%_-
month perit

e High levels G

e Patterns of ab
around holidays €

ce in arolling six-
o .
than 10 Workiné days of absefice in ling 12-month period
s that occuf‘ n particular days (e.g. .
\ Tl 35 #

BB »
If your absence reaches a ‘5’1’ L.‘*‘ ‘} ill arrange a me‘w}ing with you to:

ondays, Fridays) or

e Discuss the reasons %
K I
4}- ors contributing to your

e Explore whether thefés
<)

absence s

Identify any sup
e Set expectations fi

anner and are not disciplinary in nature.
svidence of abuse, formal action may be

Absence trigger meeti
However, if absence le
taken under the Discip

A

Absence is considered unaut rised if: i
e You fail to notify Youth \ ol dangdewith this policy

e You fail to provide required medica :
o W?ﬁﬁz%dg.e‘ih actiities that are ing

RYou refuse-#att rid occupational

k discussions
without go8&teasq
. U .
Unauthorised apgsenece:may.result in:
AN
1 F P .’ \.\.4‘.\' +
e Lossofsi K pay '4:\,\\"]»‘:‘&‘
e Disciplinarylaction, Up'te and incl
o e AT RN
W - .
Sickness Duri
If you become ill during a beriod of'a e QU IT Juest to convert the annual leave to
sick leave, subject to the following conditiOnSe" st
&
y PN
e You must notify Youth Start as soon as “ during your annual leave
'“;,.' "’\'- A

e You must provide afit note from a titioner covering the period of illness

e Theillness must be sufficiently serious to prevent you from enjoying your annual leave



If your request is approved, the days of illness will be treated as sick leave (and will be subject to
sick pay entitlements), and the equivalent number of annual leave days will be returned to your
annual leave allowance.

This provision applies to illness during annual leave taken in the UK. Different rules may apply to

illness durinﬂabroad, and you should seek advice befﬂg.

.
X
Sickness and F .
E Y ~ . i
Pregnancy-related si recorded s.epbr?tely from others ess absence and does
not count towards absé iscipling : -
e 3 f

If you are pregnant and ab

e Notify Youth Startint
e Specifythatthe ab
e Provide medical ceftti

Pregnancy-related sic
the start of your matern;

. ,Sﬁ'gﬂtgryﬁSick Pay and enhanced s
Access to o\fbuﬂat’}onal health ser
f . jus?t.‘ments and phas

rogramme, if

Mentors and volu S are d to Sicks y are /ees. However, Youth
Start will: ' -

involvement when they are well
e Maintain regular contact during periods,
e Welcome mentors and volunteers back when they are ready to return



Mentors and volunteers should notify Youth Start as soon as possible if they are unable to fulfil
their commitments due to illness.

Candidates

Candidates who 8

Candidates are entitled to St giple), in accordance with

Confidentiality an
Allinformation relating to edical information, is treated as
confidential and sensitiv 2 g Data Protection Act 2018.
Youth Start will:

e Onlycollectand process'm anaging sickness

P s ' Sa . = B, R -
o), Store edl?l J‘Q(ormatlon securel ; nnel files
e 4Only share meo ic;a\’l, information wi ai [ als on a need-to-

° 35 (such as
. n Policy (typically for
six years aft .
You have the right t6 adeess: o\ bse . formation held by Youth




Review and Monitoring

This Sick Leave Policy is reviewed annually to ensure that it remains current and effective. The
review considers:

ion or statutory sick pay rates

perations or workforce

If you have any questions ab
please contact Youth Start

° Health & Safety Policy
,Amtda Leave Policy
yLg uﬂl.\

-? Code of Coaﬂ .
o "f}smplma ¢Griev

e Data Reteftion Pol

By acceptmg empl mentor S ge hat you have read this Sick
mply ' sabsence reporting and
certification requlrements.

Last Updated: 1 January 2026
Next Review Date: 1 January 2027



