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1. Introduction
This policy outlines the procedures and expectations for staff absence, holidays, disciplinary action, and the end of contracts. It applies to all employees, volunteers, and contractors to ensure consistency and fairness in managing these aspects of employment.

2. Staff Absence

Sickness Absence
Notification: If an employee is unable to attend work due to illness, they must inform their line manager as soon as possible, ideally before their normal start time or within the first hour of the working day.

Sick Pay: Statutory Sick Pay (SSP) will be provided in accordance with UK government regulations. Employees are eligible for SSP after four consecutive days of absence due to illness.

Medical Certificates: For absences longer than seven consecutive days, employees must provide a medical certificate (fit note) from a doctor. Absences shorter than seven days require self-certification.

Long-Term Absence: If an absence extends beyond four weeks, it will be classified as long-term sickness. In such cases, the organization may request a formal medical assessment and conduct regular reviews with the employee to discuss their return-to-work plan.


Unauthorised Absence
Reporting: Failure to report absence or provide a valid reason will be considered unauthorised absence and may lead to disciplinary action.

Disciplinary Measures: Unauthorised absences will be reviewed by management and may result in a warning or further disciplinary action (see Section 4).


Return to Work
Upon returning to work after any absence, employees may be required to attend a return-to-work meeting with their line manager to discuss the cause of the absence and any support needed for reintegration into the workplace.


3. Holidays

Annual Leave Entitlement
Employees are entitled to paid annual leave in accordance with their employment contract and UK employment law, typically 28 days including public holidays for full-time staff. Part-time employees will have their holiday entitlement calculated pro-rata.


Holiday Requests
Procedure: Holiday requests must be submitted to the line manager at least one month in advance. Holiday requests will be granted based on operational needs, ensuring there is adequate staff coverage.

Approval: Holidays must be approved in writing by the line manager. No holiday should be booked or confirmed until written approval is received.

Carry Over: Up to five days of unused holiday may be carried over to the next holiday year, with approval from the line manager. Holidays must be used within six months of being carried over.


Holiday During Sickness
If an employee falls ill during their holiday, they can request that the period of illness be treated as sick leave rather than holiday, provided they submit a medical certificate. The unused holiday may then be rebooked for a later date.


4. Disciplinary Procedure

Purpose:
The disciplinary procedure aims to address issues of misconduct or poor performance fairly and consistently. It seeks to support staff in improving performance or behavior, but repeated or serious issues may result in disciplinary action up to and including dismissal.

Misconduct:
Misconduct refers to behaviour that breaches organizational policies, workplace rules, or standards. Examples include, but are not limited to:

Unauthorised absence:
· Inappropriate behaviour or language
· Failure to follow reasonable management instructions
· Negligence or failure to meet work standards


Gross Misconduct:
· Gross misconduct refers to actions that are so serious they may result in summary dismissal without notice. Examples include:
· Theft or fraud
· Violence or threatening behaviour
· Serious breach of health and safety regulations
· Harassment or discrimination


Disciplinary Stages:

1. Informal Discussion: For minor issues, an informal discussion may take place between the employee and their line manager to resolve the problem.

2. Verbal Warning: If the issue persists, a verbal warning may be given, which will be recorded but not placed on the employee’s permanent record unless repeated.

3. Written Warning: A formal written warning may be issued for continued or more serious misconduct. This will be placed on the employee’s record and will remain active for a set period (e.g., six months).

4. Final Written Warning: For repeated misconduct or more serious issues, a final written warning may be issued, with the clear understanding that any further misconduct could result in dismissal.

5. Dismissal: If misconduct continues or if gross misconduct occurs, dismissal may be the final outcome. The employee will have the right to appeal against dismissal.



Right to Appeal:
Employees have the right to appeal any formal disciplinary action, including dismissal. Appeals must be submitted in writing within seven working days of receiving the disciplinary decision.

5. End of Contracts
Termination by Employee (Resignation):

Notice Period: Employees who wish to resign must provide notice in accordance with their contract (usually one month’s notice for permanent staff). The resignation must be submitted in writing to their line manager.
Handover: During the notice period, the employee is expected to complete any outstanding tasks and facilitate a smooth handover to their successor or colleagues.


Termination by Employer:
Probationary Period: Employees may be dismissed during their probationary period if their performance or conduct does not meet the required standard. The probationary period will be stated in the contract (typically three to six months).

Dismissal for Cause: Employees may be dismissed for repeated misconduct or poor performance, following the disciplinary procedure outlined above.

Redundancy: If the role is no longer required, employees may be dismissed due to redundancy. In such cases, statutory redundancy payments will apply, and the organization will attempt to offer suitable alternative employment where possible.


End of Fixed-Term Contracts:
Fixed-term contracts will automatically end on the agreed-upon date unless extended by mutual agreement. If the contract is not extended, employees are not entitled to redundancy payments unless the contract has been renewed several times or they have worked continuously for over two years.


Exit Interview:
An exit interview may be conducted with departing employees to understand their reasons for leaving and gather feedback on their experience in the organization.


Final Pay and Benefits:

· Any outstanding pay, including unused holiday entitlement, will be included in the employee’s final salary payment.

· Employees must return all company property (e.g., laptops, keys, documents) before their last working day.


6. Monitoring and Review

This policy will be reviewed annually to ensure it remains up-to-date with employment law and organizational needs.


7. Key Contacts

Line Manager: Nicole Bailey-Lewis

HR Department: Hya Watson-Francis 
---

This policy ensures a fair, transparent, and structured approach to managing staff absence, holidays, disciplinary matters, and contract termination, providing clarity for both the organization and its employees.
