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1. INTRODUCTION
This policy sets out RCLC’s approach to managing absence and leave fairly, consistently and lawfully. It explains the responsibilities of staff, the CEO and trustees, and the procedures that apply to reporting, recording, and managing absence.
1.1. Principles Underpinning The Policy
This policy applies to all employees. Some provisions may depend on length of service required by law.
RCLC employees have various rights to absence from work which are either statutory or contractual, for example annual leave, time off for dependents, maternity leave and other family-related leave. These rights must be exercised properly and in accordance with RCLC procedures. Employees are entitled to reasonable unpaid time off to deal with certain emergencies involving dependents, in line with the Employment Rights Act 1996. The CEO should apply this right reasonably and consistently.
RCLC also provides statutory family-related leave in line with current legislation, including maternity, paternity, parental, carer’s, neonatal care and bereavement-related leave.
RCLC is committed to supporting staff wellbeing and to early support where absence may be linked to health, disability or personal circumstances.
High levels of absence may be taken into account when deciding whether to confirm a new member of staff in post. Any decision will be made fairly and consistently, taking into account the employee’s individual circumstances, including any disability, pregnancy-related illness, menopause-related health issues or other protected factors. Absence related to disability, pregnancy, maternity, menopause or any other protected factor must not be treated in the same way as general absence where this would be unfair or discriminatory.
Absence due to genuine ill health is not misconduct and is therefore subject to sickness procedures, not disciplinary procedures. However, disciplinary procedures may be invoked, for example, where an employee:
· has reported sick and been given sick leave when they were not sick 
· is fit to return to work after a period of absence and fails to return 
· fails to follow the sickness reporting procedures without good reason 
· knowingly supplies incorrect information, or fails to co-operate in carrying out the reporting and recording procedures 
RCLC recognises that menopause and perimenopause symptoms can affect attendance, wellbeing and work. Where absence, symptoms or related health issues may be linked to menopause or perimenopause, these should be addressed sensitively, and any appropriate support or workplace adjustments should be considered. Menopause-related absence should be considered carefully and not treated in the same way as general sickness absence where this could be unfair or discriminatory.
Statutory Sick Pay will be administered in line with current legislation. Eligible employees are entitled to Statutory Sick Pay from the first full day of sickness absence.
1.2. Confidential Information
In dealing with cases under this policy, the CEO is responsible for ensuring that sensitive medical and personal information is kept confidential. The CEO should only share sensitive medical information where this is absolutely necessary and can be justified on a need-to-know basis. Wherever possible, the CEO will discuss this with the employee in advance and seek their express written agreement before disclosure. The employee will normally be informed where relevant. All personal data must be handled in accordance with RCLC’s Data Protection Policy, Privacy Notice, UK GDPR and the Data Protection Act 2018.
2. RESPONSIBILITIES
Board of Trustees – Maintaining, amending and overseeing implementation of this policy. Monitoring and managing the absence of the CEO. Consulting with the CEO where appropriate on issues relating to staff absence.
CEO – Ensuring that all staff follow reporting and record keeping procedures. Monitoring absence from work and assessing whether action needs to be taken with regard to sickness or absence. Dealing appropriately with issues of long-term sickness or persistent short-term absence. Keeping the Board of Trustees informed where necessary.
All staff (and volunteers) – Adhering to the reporting procedures outlined in section 3 of this document.
2.1. Reporting And Record Keeping
RCLC employees are required to notify the CEO of the dates of any absence from work, seeking authorisation where appropriate and using the following guidelines:
· Wherever possible, authorisation should be sought and notification given in writing and well in advance 
· When this is not possible, notification should be given, usually by phone, by 9.30am on the first day of absence, unless there are exceptional circumstances which prevent this from happening 
· Annual leave must be requested 2 weeks in advance via email to the CEO
· The CEO is required to notify the Chair of Trustees when seeking autorisation for annual leave or sickness absence using the procedures listed above.

2.2. Sickness Absence
In a period of absence from work due to sickness, employees will normally need to self-certify for the first 7 calendar days of absence. If sickness continues beyond 7 calendar days, a fit note must be provided. If an employee is ill just before or during their holiday, they may ask for this to be treated as sick leave instead, provided they follow this procedure and provide any required medical evidence.
2.3. Self-Certification

RCLC may ask employees to complete a self-certification form on their return to work to confirm any sickness absence of up to 7 calendar days.  See ANNEXE: SELF-CERTIFICATION FORM

2.4. Fit Notes
Employees must give RCLC a fit note if they are off sick for more than 7 calendar days in a row, including non-working days. Fit notes may be issued by a doctor, nurse, occupational therapist, pharmacist or physiotherapist, depending on the circumstances. A fit note will say that the employee is either not fit for work or may be fit for work. If it says the employee may be fit for work, RCLC will discuss any changes that might help the employee return to work, for example different hours, amended duties or workplace adjustments. If there is no agreement on such changes, the employee will be treated as not fit for work. RCLC will take a copy of the fit note, and the employee should keep the original.
For all absences from work, other than annual leave or statutory family leave, which are longer than half a day, all staff are required to notify the CEO via email, and in the case of the CEO to notify the Chair, to ensure the absence is recorded on their personnel record.  This must be done on the day of their return to work and given to the CEO.
Statutory Sick Pay will be administered in line with current legislation. Eligible employees are entitled to Statutory Sick Pay from the first full day of sickness absence.
2.5. Keeping In Touch During Sickness Absence
The CEO and employee should agree how to stay in reasonable contact during a period of sickness absence, including how often contact will take place and by what method. In the case of the CEO, the Chair and the CEO should agree on how to stay in reasonable contact during a period of sickness absence, including how often contact will take place and by what method. Contact should be supportive, appropriate and not excessive.
2.6. Return To Work Meeting
Following sickness absence, the CEO will normally meet with the employee on their return to work (for the CEO this meeting will be with the Chair of Trustees) to confirm that they are fit to return, discuss any support needed, review any relevant updates, and consider whether any adjustments or a phased return are appropriate.
3. LONG TERM SICKNESS ABSENCE (4 WEEKS +)
The overriding duty of RCLC’s trustees is to provide services for the public benefit in accordance with the organisation’s charitable objectives. In cases of long-term sickness absence, a judgement may be required as to whether the employee’s incapability is affecting RCLC’s ability to continue delivering those services effectively.
An employee who is absent due to sickness for 4 weeks or more will normally be treated as being on long-term sickness absence.
Under employment law, an employer may in some circumstances fairly dismiss an employee on the grounds of capability because of long-term sickness absence, but only where a fair procedure has been followed, the employee has been properly consulted, appropriate medical evidence has been considered, and all reasonable alternatives to dismissal have been explored.
An employee on long-term sickness absence remains entitled to accrue annual leave in accordance with their statutory and contractual entitlement.
As a last resort, RCLC may dismiss an employee on capability grounds because of long-term sickness absence. Before doing so, RCLC will normally:
· consider whether the employee may be able to return to work, including through a phased return, temporary amended duties, adjusted working hours, home working where appropriate, or other reasonable support 
· consult with the employee about their health, likely return date and any steps that may support a return to work 
· consider whether the employee has, or may have, a disability within the meaning of the Equality Act 2010 and, if so, whether reasonable adjustments are required 
· obtain appropriate medical evidence or advice where necessary 
· take into account the operational impact of the continued absence on RCLC 
3.1. Procedures For Managing Long Term Sickness Absence
Where an employee is absent from work for a prolonged period, they are expected to remain in reasonable contact with the CEO (for the CEO their contact is the Chair of Trustees) unless there is a good reason why this is not possible. The CEO should ensure that they are appropriately informed of the employee’s situation, ascertain whether the employee requires support, and discuss any possible return to work plan where appropriate.
The CEO or the Chair of Trustees in the case for a CEO may, where necessary, seek further medical evidence in order to understand the employee’s prognosis, likely return date, fitness for work, and whether any support or adjustments may assist. This may include a fit note, a report from the employee’s GP or treating practitioner, or an occupational health or other independent medical assessment, subject to the employee’s rights and any legal requirements relating to medical reports and consent.  Further information on medical evidence and employee rights is set out in the Annexe: Medical Evidence.
In long-term sickness cases, the fit note will usually be the starting point rather than the only source of evidence. The CEO or the Chair of Trustees in the case for a CEO should consider the medical information available together with the nature of the employee’s role, the impact of the absence on service delivery, and whether any temporary or longer-term adjustments are available and suitable.
Where medical evidence suggests that the employee may be able to return to work with support, RCLC will discuss with the employee what arrangements may reasonably be put in place. This may include a phased return, amended duties, reduced hours for a temporary period, changes to working patterns, altered supervision arrangements, or other appropriate workplace adjustments.
Where the medical evidence indicates that a return to work is unlikely within a reasonable period, and no suitable adjustments or alternative arrangements can reasonably be identified, RCLC may need to consider whether continued employment is sustainable.
3.2. Returning To Work And Disability
Where an employee has, or may have, a disability within the meaning of the Equality Act 2010, RCLC will consider reasonable adjustments to support them during employment and on return to work. These may include shorter hours, amended duties, adapted equipment, changes to the working environment, home working where appropriate, or a phased return.
Where relevant, RCLC will also take into account menopause or perimenopause-related symptoms and consider appropriate support or workplace adjustments in line with this policy.
Shortly before, or on, return to work, the CEO or the Chair of Trustees in the case for a CEO will normally meet with the employee to discuss whether they are fit to return, identify any support needs, and agree how these will be addressed. This may include a phased return to work or other temporary adjustments.
3.3. Sick Leave And Holiday
If an employee becomes sick immediately before or during annual leave, they may ask for the period of sickness to be treated as sick leave instead of annual leave, provided that they comply with RCLC’s sickness reporting procedure and provide any required medical evidence.
Where annual leave is reclassified as sickness absence, any untaken holiday may be taken at a later date, subject to agreement and the needs of the organisation.
3.4. Phased Return And Pay
A doctor or other appropriate healthcare professional may advise that an employee returns to work on reduced hours or amended duties for a temporary period. RCLC may agree to a phased return where this is considered reasonable and supportive in the circumstances.
Any pay during a phased return will be confirmed in writing in advance. Unless otherwise agreed, pay during a phased return will reflect the hours worked and any applicable sick pay entitlement.
In exceptional cases, the Chair of Trustees may authorise enhanced pay arrangements for a phased return for a time-limited period, taking account of medical advice, fairness, consistency and the needs of the organisation.
3.5. Pay During Sickness Absence
Statutory Sick Pay will be administered in line with current legislation. Eligible employees are entitled to Statutory Sick Pay from the first full day of sickness absence.
Where an employee changes annual leave to sick leave, Statutory Sick Pay, if applicable, will be paid in accordance with the law. If the employee does not qualify for Statutory Sick Pay, or if occupational sick pay applies under their contract, RCLC will apply the relevant contractual provisions instead.
3.6. Considerations Relating To Possible Dismissal
If the CEO or the Chair of Trustees in the case for a CEO considers that dismissal on grounds of capability may be appropriate, they should first discuss the situation with the Chair of Trustees or in the case of a Ceo with other Board members and keep the Chair informed of developments. Legal advice should be sought where appropriate.
Before any decision is taken, the employee must be informed in writing of the concerns and that their employment is at risk. The employee must be invited to attend a formal meeting to discuss the position and given a reasonable opportunity to respond.
The employee has the right to be accompanied at formal meetings by a work colleague or trade union representative, or a companion in line with statutory rights.
Following the meeting, a decision will be taken as to whether dismissal is appropriate. In reaching that decision, RCLC will take into account all relevant circumstances, including:
· the employee’s absence record and length of service
· the medical evidence and likely prognosis
· the likely length of continued absence
· whether and when a return to work is realistically expected
· the impact of the absence on service delivery
· whether the role can reasonably continue to be kept open
· whether temporary cover or redistribution of duties is workable
· whether reasonable adjustments or other alternative arrangements have been considered and, where appropriate, implemented
Records must be kept of the meeting, the evidence considered, and the reasons for any decision taken.
Where the CEO or the Chair of Trustees in the case for a CEO considers that dismissal is necessary, approval to proceed must be given by the Chair of Trustees and one other trustee. Any dismissal must be confirmed in writing. The employee will be given the period of notice to which they are entitled and informed of their right of appeal.
4. PERSISTENT SHORT-TERM ABSENCE

4.1. Definition
Persistent short-term absence may include frequent short periods of sickness absence, whether certified or uncertified, or repeated unauthorised or unplanned absence. It is important to identify the reason for the absence, as this will determine the action RCLC may reasonably take.
Where an employee is genuinely unwell, the matter will normally be managed as a capability and support issue rather than as misconduct. However, where there is evidence of dishonesty, abuse of the sickness procedure, or repeated failure to follow reporting requirements without good reason, the disciplinary procedure may apply.
RCLC will normally seek to address concerns informally in the first instance before moving to formal stages, where appropriate.
4.2. Absence For Sickness
Some employees may experience repeated periods of sickness absence because of linked or unlinked health conditions. Where absence patterns indicate an underlying health issue, RCLC will address the matter promptly, fairly and consistently.
RCLC will take account of the employee’s individual circumstances, including whether the absence may be related to disability, pregnancy, maternity, menopause, or another health condition requiring support or reasonable adjustments.
Where appropriate, the employee should be encouraged to seek medical advice at an early stage. If the absences continue, despite support and appropriate steps having been taken, the employee may need to be advised of the effect that their attendance is having on their continued employment. If dismissal ultimately becomes necessary, this is likely to be on capability grounds rather than misconduct grounds unless there is evidence of misconduct.
4.3. Procedure
Before taking any formal steps, the CEO or the Chair of Trustees in the case for a CEO should review the employee’s absence record and consider the employee’s individual circumstances. The Chair of Trustees should be kept informed where appropriate. Legal advice should be sought where necessary.
Records must be kept of all meetings with the employee and of any action agreed. Each case must be considered on its own facts.
Where the reasons for absence are especially sensitive and the employee would find it difficult to discuss them with the CEO, the employee may request to discuss them instead with the Chair of Trustees or another trustee nominated for that purpose. The CEO will nevertheless remain responsible for implementing the procedure. In the case of the CEO this will be discussed with the Chair of Trustees 
Further information on medical evidence and employee rights is set out in the Annexe: Medical Evidence.
· [bookmark: _Toc226986656]First Meeting 
The employee should be invited to a first meeting to discuss the reasons for the absence and the frequency with which it has occurred. The CEO or the Chair of Trustees in the case for a CEO should explore whether the absence could be linked to a disability, menopause, pregnancy-related illness or any other health issue, and whether there is any support RCLC could reasonably provide.
The employee should be reminded that, although RCLC is supportive of genuine ill health, it cannot sustain unsatisfactory attendance indefinitely. A note of the meeting will be kept and, where appropriate, the employee should be given a reasonable period in which to improve their attendance.
· [bookmark: _Toc226986657]Second Meeting
If the attendance problems continue, the employee should be invited to a second meeting. The CEO or the Chair of Trustees in the case for a CEO should review the position, discuss any steps the employee has taken, and consider whether any further support is reasonably available.
Where necessary, and with the employee’s written consent where required, RCLC may seek a medical report or other medical advice to assist in understanding the employee’s health position and whether any adjustments or support may improve attendance.

· [bookmark: _Toc226986658]Third Meeting- Final Meeting
If there is still no satisfactory improvement, the employee should be invited to a final meeting. Having considered any medical information available, the CEO should explain that RCLC is unable to continue to accept the level of absence without significant improvement. In the case of a CEO the Chair of Trustees will lead on the meetings.
The letter should set out the concerns, refer to the previous meetings and make clear that the employees’ employment is at risk. The employee must be given the opportunity to state their case before any decision is taken
· [bookmark: _Toc226986660]Dismissal
After the final meeting, if the CEO or the Chair of Trustees in the case for a CEO considers that dismissal is necessary, approval to proceed must be given by the Chair of Trustees and one other trustee. Any dismissal must be confirmed in writing. The employee must be given notice in accordance with their contract and informed of the right of appeal.
4.4. Right To Be Accompanied
The employee may be accompanied at formal meetings under this procedure by a work colleague or trade union representative, or a companion in line with statutory rights. The companion may ask questions, confer with the employee and sum up their case, but may not answer questions on the employee’s behalf.
4.5. Appeals
Appeals against dismissal on grounds of capability relating to either long-term sickness absence or persistent short-term absence will be heard by a panel of two trustees. No trustee who was involved in the original decision to dismiss may take part in hearing the appeal.
An appeal should normally be lodged in writing within five working days of receipt of the dismissal notice, setting out the grounds of appeal. Where this is not reasonably possible, a longer period not exceeding two weeks may be agreed.
The employee has the right to be accompanied at the appeal hearing by a work colleague or trade union representative, or a companion in line with statutory rights.
The appeal hearing will normally be held within 15 working days of the appeal being received, where reasonably practicable. The appeal panel will review the decision, consider any new information, and decide whether to uphold or overturn the dismissal.
The outcome of the appeal will be confirmed in writing as soon as reasonably practicable and will be final.
5. ANNUAL LEAVE
All employees are entitled to annual leave in accordance with their contract of employment and the statutory minimum entitlement.
The leave year runs from the anniversary month of the employee’s start date and continues for 12 months. For example, if an employee begins employment in January, their leave year will run from 31st January to 31st January each year.
In the first and last years of service, and for employees on fixed-term contracts ending during a leave year, leave entitlement will be calculated on a pro rata basis.
Employees accrue annual leave from the first day of employment, including during periods of sickness absence and statutory family leave.
Statutory paid annual leave is 5.6 weeks per leave year, subject to the statutory cap. Employees may receive enhanced contractual annual leave in addition to this minimum. Bank holidays are additional, and staff may receive additional leave through a Board decision, during the Christmas period and will be advised, annually by the CEO. 
For employees with regular working hours, annual leave will normally be calculated in days or hours according to their working pattern.
For employees who work irregular hours or part of the year, annual leave entitlement will be calculated in accordance with current statutory rules and guidance. Where applicable, holiday will accrue based on hours worked in the relevant pay period.
Employees must request annual leave in advance from the CEO or the Chair of Trustees in the case for a CEO via email. Annual leave is only authorised once approved in writing and recorded in the leave record.
Employees who work on sessional term time only contracts must normally take leave outside of term time.
Requests to take three or more consecutive weeks of annual leave require the approval of the Board of Trustees.
Any unplanned absence must be notified to the CEO or the Chair of Trustees in the case for a CEO, as soon as possible, by telephone or in writing.
If an employee is sick immediately before or during annual leave, they may ask for the period of sickness to be treated as sick leave instead of annual leave, provided that they comply with RCLC’s sickness reporting procedure and provide any required medical evidence.
All annual leave allocated to an employee must be taken in the leave year and no more than one working week of leave can be carried over to the following year. 
5.1. Unpaid Leave
Occasionally, employees may need to take leave from work at short notice because of unforeseen personal, domestic or emergency circumstances. In appropriate cases, RCLC may agree a period of unpaid leave.
Requests for unpaid leave should be made to the CEO as soon as possible. Any approved period of unpaid leave will be confirmed in writing.
Employees should be aware that extended unpaid leave may affect annual leave accrual, pension contributions and any other benefits, in accordance with the law and the rules of the relevant pension scheme. Where possible, employees should seek advice in advance if they are considering a lengthy period of unpaid leave.
5.2. Keeping In Touch During Absence
The CEO or the Chair of Trustees in the case for a CEO, and employee should agree how to stay in reasonable contact during any extended period of absence and how much contact is appropriate in the circumstances.
There are some types of absence where routine contact will not usually be necessary, for example annual leave. In other cases, such as longer periods of sickness absence or family leave, reasonable contact may help both parties stay informed and consider any support that may be needed.
When agreeing contact arrangements, consideration should be given to:
· how often contact should take place 
· how contact will be made, for example by email, telephone or meeting 
· who the employee will be in contact with 
Any contact during absence should be supportive, appropriate and not excessive.
RCLC will also take reasonable steps to keep employees informed during periods of absence about significant workplace matters which may affect them, including suitable job opportunities, restructures or redundancies, where appropriate.
5.3. Return To Work Meetings
When an employee returns to work after a period of absence, the CEO or the Chair of Trustees in the case for a CEO will normally meet with them to confirm that they are fit to return, discuss any support they may need, review any relevant updates, and consider whether any temporary adjustments or a phased return are appropriate.
A return to work meeting is intended to be supportive. It also provides an opportunity to discuss whether there are any underlying issues contributing to absence, including disability, stress, pregnancy-related illness, menopause or other health concerns, and whether any reasonable adjustments or other support should be considered.
The employee may also indicate what information, if any, they would like colleagues to be told about their absence, subject to operational need and confidentiality.
5.4. Personal, Family And Domestic Leave
RCLC recognises that employees may from time to time need time off because of personal, family or domestic responsibilities or emergencies. This section sets out the main forms of leave and time off available in these circumstances.
Maternity arrangements are dealt with separately. Other statutory family-related rights will be applied in line with current legislation and any relevant contractual provisions.
The CEO or the Chair of Trustees in the case for a CEO, is responsible for applying this section of the policy fairly and consistently, with support from the Board of Trustees where appropriate.
Any significant queries on the application or interpretation of this section should be discussed with the Chair of Trustees before action is taken.
5.5. Medical, Dental, Optical And Hospital Appointments
Where possible, planned medical, dental or optical appointments should be arranged outside working hours. Where this is not possible, appointments should be arranged so as to minimise disruption to work, and normally at the start or end of the working day.
Reasonable paid time off will normally be allowed for hospital appointments and other necessary medical appointments which cannot reasonably be arranged outside working hours. RCLC reserves the right to ask to see evidence of an appointment where appropriate.
Employees must inform the CEO or the Chair of Trustees in the case for a CEO, of such appointments in advance wherever possible.
5.6. Marriage or Civil Partnership
In addition to annual leave, employees may request up to three days’ unpaid leave in connection with their marriage or civil partnership. Any such leave is subject to the needs of the organisation and must be agreed in advance.
5.7. Moving House
No additional paid leave is given in the event of an employee moving house. Where an employee is formally designated as a home worker and is also required to move their home office, up to two days’ leave may be agreed at the discretion of the CEO or by the Chair of Trustees in the case for a CEO.
5.8. Time Off For Dependents And Family Emergencies
Employees are entitled to reasonable unpaid time off to deal with certain unexpected events or emergencies involving a dependant, in line with the Employment Rights Act 1996. 
Examples may include:
· where a dependant falls ill, is injured or assaulted 
· where care arrangements for a dependant break down unexpectedly 
· where there is an unexpected incident involving the employee’s child 
· where the employee needs to make immediate arrangements following the death of a dependant 
A dependant may include a spouse, civil partner, partner, child, parent, someone living in the employee’s household, or someone who reasonably relies on the employee for care or assistance.
The employee must notify the CEO or the Chair of Trustees in the case for a CEO, as soon as reasonably practicable of the reason for the absence and, where possible, how long they expect to be away from work.
In serious domestic emergencies, family crises or other urgent situations, RCLC may, at its discretion, grant a limited period of paid leave or additional unpaid leave, taking account of the circumstances and operational needs. Any such decision will be made on a case-by-case basis and does not create a contractual entitlement.
5.9. Carer’s Leave
Employees are entitled to unpaid carer’s leave in accordance with current legislation from the first date their employment contract begins and allows eligible employees to take up to one working week of unpaid leave in any 12-month period to provide or arrange care for a dependant with a long-term care need.
Carer’s leave may be taken flexibly in individual or half days. Employees must provide notice in accordance with statutory requirements. RCLC will not unreasonably refuse requests for carer’s leave, but may postpone leave where the operation of the service would be unduly disrupted, in line with the law.
5.10. Bereavement Leave
RCLC recognises that bereavement can have a significant impact and will respond sensitively and reasonably where an employee experiences a death in their family or another close personal loss.
Employees have the right to reasonable unpaid time off to deal with the death of a dependant. In addition, RCLC will normally provide paid bereavement leave as follows:
· immediate family member or dependant, up to 5 working days 
· other close relative or close friend, up to 1 working day 
An immediate Family Member means an employee's spouse, civil partner, partner, parent, step-parent, foster parent, child, step-child, foster child, sibling, grandparent, grandchild, parent-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, or any other person who lives in the employee's household as a member of their family or for whom the employee has significant caring responsibilities.
Additional unpaid leave may be agreed where appropriate, for example where the employee is responsible for practical arrangements or is significantly affected by the bereavement.
RCLC also recognises that the death of a long-standing family pet may have a significant impact on some employees. In appropriate cases, up to 1 day’s leave may be agreed at the discretion of the CEO or the Chair of Trustees in the case for a CEO.
If an employee’s child dies under the age of 18, or is stillborn after 24 weeks of pregnancy, the employee is entitled to statutory parental bereavement leave in accordance with current legislation. This is a day-one right and provides up to two weeks’ leave, which may be taken as a single block or as two separate weeks within the statutory timeframe. Statutory parental bereavement pay may also apply where eligibility criteria are met.
If a miscarriage occurs before 24 weeks of pregnancy, there is no statutory entitlement to parental bereavement leave. However, RCLC recognises the impact this can have and will respond sensitively and reasonably to requests for time off, support and any appropriate workplace adjustments.
5.11. Parental Leave
Employees are entitled to unpaid parental leave in accordance with current legislation. Unpaid parental leave is a day-one right, subject to the statutory requirements relating to parental responsibility and the child concerned. Eligible employees may take up to 18 weeks of unpaid parental leave for each child in accordance with the law.
Parental leave is intended to enable an employee to care for a child or make arrangements for the child’s welfare.
Any period of parental leave will normally be unpaid. Employment with RCLC will be treated as continuous during parental leave, and annual leave will continue to accrue in accordance with the law.
Employees wishing to take parental leave must apply in writing, giving the required statutory notice. RCLC may ask for reasonable evidence in support of the request where permitted by law.
Where the law allows, RCLC may postpone a period of parental leave where the operation of the service would be unduly disrupted, but leave will not be postponed in circumstances where the law does not permit postponement.
The CEO must keep an appropriate record of parental leave taken.
5.12. Adoption Leave
Employees who are adopting a child may be entitled to statutory adoption leave and pay in accordance with current legislation. Eligible employees may take up to 52 weeks’ adoption leave, subject to the statutory requirements relating to the adoption and their role as the child’s primary adopter.
Statutory adoption leave and pay will be administered in line with the law and any enhanced contractual entitlement set out in the employee’s contract or other relevant policy.
Employees are entitled to reasonable paid time off to attend qualifying adoption appointments in accordance with statutory rights.
Employees should notify RCLC as early as possible if they intend to take adoption leave and must provide the required notice and documentation within statutory timescales.
5.13. Paternity Leave
Employees are entitled to statutory paternity leave and pay in accordance with current legislation. Paternity leave is a day-one right for leave, subject to the statutory conditions and notice requirements. Eligible employees may take up to two weeks’ paternity leave, which may be taken in accordance with the statutory scheme.
Paternity leave may be available to the child’s father, the mother’s or adopter’s partner, or another person with the required relationship to the child under the statutory provisions.
Employees should notify RCLC as early as possible if they wish to take paternity leave and must comply with the statutory notice and evidence requirements.
Employees may also be entitled to unpaid time off to accompany a pregnant person to antenatal appointments in accordance with statutory rights.
5.14. Neonatal Care Leave
Employees are entitled to statutory neonatal care leave and, where applicable, statutory neonatal care pay in accordance with current legislation. Neonatal care leave is a day-one right for leave, subject to the statutory conditions. Eligible employees may take up to 12 weeks’ neonatal care leave, depending on the length of the baby’s stay in neonatal care.
Neonatal care leave applies where a baby is admitted to neonatal care within the first 28 days after birth and remains in care for the qualifying period set by law. Leave must be taken in accordance with the statutory scheme and is linked to the period of neonatal care.
Statutory neonatal care pay may be available where eligibility criteria are met.
Employees should notify RCLC as soon as reasonably practicable if they believe they may qualify for neonatal care leave, and RCLC will administer the entitlement in line with the relevant statutory requirements.
5.15. Other Statutory Family-Related Leave
RCLC will also provide any other statutory family-related leave and pay to which an employee is entitled, including maternity leave, shared parental leave and bereaved partner’s paternity leave, in accordance with current legislation. 
5.16. Travel Disruption
If an employee’s normal journey to work is disrupted, for example because of transport strikes, severe weather, major travel disruption or security issues, they should make reasonable efforts to attend work, work from home where this is feasible and agreed, or discuss other arrangements with the CEO or the Chair of Trustees in the case for a CEO as soon as possible.
Where attendance at work is not possible and home working is not feasible, the employee may request annual leave, unpaid leave or, where appropriate, use accrued TOIL.
No automatic entitlement to paid leave arises in these circumstances.

6. STORING PERSONAL INFORMATION
The table below explains how RCLC handles personal information in connection with this policy, in accordance with UK GDPR and the Data Protection Act 2018. Further details are set out in RCLC’s Data Protection Policy, Confidentiality Policy and Privacy Notice.

	


	Holding your personal information
		


RCLC needs to hold certain personal information in order to carry out its day-to-day activities and to manage employment matters fairly, lawfully and effectively. In the context of this policy, this may include information relating to attendance, sickness absence, annual leave, other types of leave, medical evidence, return to work arrangements, and any related correspondence or records.

	How your personal information will be stored
	Personal information will be stored securely, whether in paper or electronic form. Paper records will be kept in locked storage and electronic records will be held on password-protected systems with access limited to those who need the information for legitimate work purposes.

	How long we will store your information for
	Personal information will be kept only for as long as it is needed for operational, legal, safeguarding, employment or regulatory purposes, in line with RCLC’s retention arrangements. Reasonable steps will be taken to ensure that information is kept accurate and up to date.

	The type of information that we will store
	The information held may include contact details, employment records, absence records, leave records, fit notes, medical or occupational health information, records of meetings, correspondence, and any other information reasonably required to administer this policy. Special category data, including health information, will only be processed where necessary and lawful to do so.

	Why will we keep your information
	RCLC keeps this information so that it can manage absence and leave consistently, provide appropriate support, keep accurate records, comply with legal obligations, protect the wellbeing of staff, and ensure the effective running of the organisation.

	The legitimate reason (or lawful basis) for us storing your information
	RCLC processes personal information under lawful bases including performance of the employment contract, compliance with legal obligations, and RCLC’s legitimate interests in managing staffing and service delivery. Where health or other special category data is processed, RCLC will do so only where there is an additional lawful condition under data protection law, including where necessary for employment law obligations or the assessment of working capacity.




7. ANNEXE: MEDICAL EVIDENCE

Where an employee is absent from work or unable to perform their duties due to ill health, RCLC may require appropriate medical evidence in order to understand the employee’s health position and ability to work.
This may include requiring the employee to:
· provide medical evidence from their GP or other treating practitioner 
· attend an appointment with an occupational health provider or other independent medical professional appointed by RCLC 
· participate in a meeting to discuss their fitness for work and any support or adjustments required 
RCLC will consult with the employee before obtaining medical evidence and will meet any reasonable costs associated with obtaining such reports.
Where medical reports are requested from a GP or other practitioner, the employee has rights under the Access to Medical Reports Act 1988. These include:
· the right to withhold consent to the request being made 
· the right to see the report before or after it is provided to RCLC 
· the right to request amendments to the report or to have a statement attached where there is disagreement 

Where an employee indicates that they wish to see the report before it is supplied, RCLC will inform the practitioner and the employee at the time the request is made.
The employee will normally have 21 days from the date of the request to arrange to see the report.
If an employee refuses to consent to the provision of medical evidence or to attend an assessment, RCLC may make decisions based on the information available. This may affect decisions about continued employment.
All action taken under this policy will comply with relevant legislation and guidance, including the Access to Medical Reports Act 1988, the Employment Rights Act 1996 and ACAS guidance.







8. ANNEXE: SELF-CERTIFICATION FORM
[image: A self-certification form for employees to document their return to work after a brief illness, without needing a GP note.

AI-generated content may be incorrect.]

Revised June 2026
	Date Approved by Board 
	June 2026

	Review Date
	June 2029

	Signed on behalf of the Board of Trustees  
	[image: ]

	
Dated
	June 2026
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A self-certiication form is what you fillout when you return to work afler a short period of sickness.
(usually 7 calendar days or fewer in the UK)

You don't need a GP fit note for this; your employer uses the form as your offcial record

Employee Name

Job Tille
Datos of Sickness Absence

From, o
Tolal Number of Days Absent

Roason for Absenca (brief doscription):

Did you consulta doctor or pharmacist? ves TNo
If yes, please provide details (optional):

‘Ao you fit o retum to work? Yos No
Do you feel any adjustments are needed?

(e.9.,lighter duties, phased returm) |

Employee Declaration: Employee Signaure:

Iconfirm that the information provided is.

accurate to the best of my knowlodge.

For Employer Use (Return-to-Work Inferview): | Manager Narme:

Comments





