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Sickness & Absence Policy
1. Purpose
This policy sets out how sickness absence is reported, managed, recorded and paid. It ensures legal compliance while supporting workers and maintaining service delivery.
2. Scope
This policy applies to all employees and PAYE temporary workers engaged by Lynx Employment Services Ltd. It does not apply to self-employed contractors or umbrella workers.
3. General Principles
Workers should not attend work if unfit. Absence must be reported honestly and promptly. Statutory Sick Pay (SSP) is paid where eligible. Absence is managed fairly and confidentially.
4. Reporting Sickness
Workers must notify their consultant or manager personally on the first day of absence, as early as possible, by phone unless otherwise agreed.
5. Information Required
Workers should provide the reason for absence, expected duration and any impact on their role.
6. Ongoing Contact
Workers must remain in contact, provide updates and be available during working hours unless agreed otherwise.
7. Medical Evidence
Self-certification applies for 1–7 days. For longer absences, a fit note is required. Failure to provide evidence may affect SSP.
8. Statutory Sick Pay (SSP)
SSP is paid where eligible, subject to correct reporting and evidence. It is paid in line with legislation for up to 28 weeks.
9. Absence Management
Lynx may conduct return-to-work discussions, review absence patterns, seek occupational health input and consider reasonable adjustments.
10. Absence Review Triggers
A review may be triggered by frequent absence (e.g. 3 in 6 months, 4 in 12 months or identifiable patterns). Each case is assessed individually.
11. Misuse of Sickness
Dishonest or fraudulent absence may result in disciplinary action.
12. Confidentiality
All medical information is handled confidentially and in line with data protection requirements.
13. Non-Compliance
Failure to follow this policy may result in SSP being withheld or disciplinary action.
14. Support
Workers are encouraged to raise health concerns early so support can be provided.
15. Policy Review
This policy is reviewed regularly to ensure compliance and effectiveness.

Approved by:
Clare Baker
Managing Director
Lynx Employment Services Ltd
