Sick Leave Policy

Purpose

The purpose of this document is to establish policy and guidelines to staff in relation to the taking of Sick Leave.

Notification

A staff member or his/her designee should notify his/her supervisor as soon as he/she knows that he/she will be unable to work, but no later than the starting time of the staff member's work day. 

A staff member must notify his/her supervisor on each day of absence unless other arrangements have been made. 

Failure to provide proper notice may result in disciplinary action.

On return to work a formal application for sick leave shall be submitted as soon as possible and the appropriate medical certificate(s) provided.

Entitlements

After the first six months of continuous employment, the staff member shall accrue sick leave at the rate of 5 working days per year.

Sick leave may be used for illness or injury of the staff member (or a dependent) and for doctor/dentist appointments when it is not possible to schedule them during non-working hours. Sick time used for health care provider appointments, which are not medically urgent, must be scheduled and approved in advance.

Sick leave can be accumulated to a maximum of 20 days.
Medical certificates

When a staff member has been out on sick leave for more than three (3) consecutive work days, he/she is required to submit documentation from a registered medical practitioner provider certifying the medical necessity for the absence and the expected date of return to work.
A certificate from a registered practitioner who is not also a registered medical practitioner, such as, dentist, optometrist, chiropractor, osteopath or physiotherapist will be accepted for maximum period of absence of three days. Periods in excess of three days must be supported by a medical certificate from a registered medical practitioner.

A staff member shall provide a medical certificate for any absence if required by the Employer.

Exhaustion of paid sick leave

Where all paid sick leave entitlements for which a staff member is eligible have been exhausted the staff member will be required to take sick leave without pay. 
Our resources are designed to give you a starting point and you should customise these to fit your business. If you need advice please give us a call at People in Mind, 07 823 3250.

