Sickness & Absence Policy
MTC Northwest’s Sickness & Absence policy has been developed to promote and encourage consistency throughout all departments as well as to improve communication. 

The aim of this policy is to set out the rules and procedures for managing, recording and reporting any absences. 
The Policy is endorsed and fully supported by the Board of Directors
Requesting Scheduled Time Off

The procedure for arranging planned time off is as follows
· Paid Holidays 

Book through Sage HR using ‘request time off’ and selecting holiday. If this is short notice (within 3 working days) then it is advisable to speak to your manager also. 
· Personal days or part days.

If you need emergency time off or unpaid time off, request this first directly with your manager and then log it on Sage HR as a personal day request. This includes if you are going to be more than 1 hour late for your shift. 

Examples of this include time off for dependants, doctors appointments, compassionate leave. Include as much information as possible in the notes, including when you are making your time up for part days, as applicable. 

Reporting Absences
If you are unable to come into work for whatever reason, you must call your manager within 2 hours of your starting time. If your manager is unavailable, please report to another manager or company director.
A text message or email or through a colleague is not acceptable 
You must advise the reason for your absence, the likely duration and anticipated return date. 

This time will then be logged on Sage HR by your manager accordingly. 
Where the employees absence is going to be longer than a few days, the manager and employee should agree how they will maintain contact during the period of absence, both the level of contact and method; for example weekly and after key dates such as a Dr appointment and via telephone. This to ensure that MTC is kept fully aware of the situation and can reallocate work and plan ahead where necessary.

Following any period of absence, a welcome back meeting will be held between the employee and their manager or HR. 

The discussion will take place at the first possible time following the return to work, preferably the same day within 3 hours of their start time. 
It is important for the manager and employee to discuss the absence and the employees overall wellbeing. 

Guiding Principles

Employees are expected to meet or exceed attendance standards, and will be provided with advice and support to help them meet the standards. 

Employees will be treated with respect and their attendance record considered on an individual basis, taking into account previous attendance history and any mitigating standards.

All absences will be discussed between the employee and manager/HR on return to work.

Where an employee’s attendance is becoming a cause for concern, an informal discussion will take place to identify and address any issues, and at this time consideration as to whether to arrange a review meeting is required. 

Managers will consider whether job modifications are possible and appropriate in order to secure an earlier return to work. 
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