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1. CREATING A SICK LEAVE AND PAY POLICY 
[bookmark: node-691878]You should have a rigorous procedure in place for when an employee needs to contact you to inform you that they are unwell and unable to attend work. This should ensure that sick leave is managed effectively.
Ensure that you have created a policy on sick leave and pay and that your employees have access to this so they know the procedure and what they are entitled to. 
[bookmark: X63a70433a9c350b3e982f57420313ebc6ad0643]2. MANAGING SICKNESS CERTIFICATION 
Self-certification is allowable for the first seven days. 
If an employee is absent for more than seven calendar days, they are required to provide their employer with a fit note from a medical practitioner, such as a GP/nurse/occupational therapist/pharmacist/physiotherapist who is based in a general practice or hospital setting. 
The employee should also keep in touch with their manager regarding their condition and likely return to work date.
Where an employee has been judged fit to work but with an alteration to duties, a phased return to work, altered hours or with workplace alterations, the employee should discuss these adjustments with their line manager. 
If it is not possible to make the suggested alterations, this should be explained to the employee, and the employee should remain absent on sick leave until it is possible to make the alterations or until the alterations are no longer required.
If you have any concerns about the ability of employees to return to work, you can ask them for permission to contact their doctor or ask them to attend an assessment with an occupational therapist. It might be appropriate to make adjustments to the work to allow the employee to return to work.
3. CHECKING ENTITLEMENT
Once you have received a certification of sickness and you are not operating an organisational sick pay scheme you must confirm whether the employee is entitled to SSP.
All employees, irrespective of their age, who earn at least the National Insurance Lower Earnings Limit are eligible for Statutory Sick Pay (SSP) for up to a maximum of 28 weeks. 
This is a “day one” right and does not require a period of continuous service although the employee must have actually started work and be on a contract that lasts for at least three months.
From 6 April 2026: 
· SSP is payable from the first full day of absence, so having to be sick for four days is no longer a criterion for receiving SSP and 
· There is no requirement to form a PIW before SSP is paid. It is paid from the first full day of sickness absence.

4. CALCULATING THE RATE OF SSP TO BE PAID
The current rate and how to calculate is available here. 
From 6 April 2026, there is no need to form a PIW to be eligible for SSP; it is paid from the first full day of absence and employers must not treat part-time workers less favourably than comparable full-time employees.
Employers should keep PAYE records and SSP records. HMRC can ask to see these records so for ease consider using an SSP2 form.
[bookmark: X044322fe9f7526544bae44d8d92b6be6c27109b]5. SETTING UP AN ORGANISATIONAL SICK PAY SCHEME
Instead of paying SSP employers can choose to opt out if they operate their own arrangement, such as continuation of wages or payment of occupational sick pay at or above the SSP rate. 
Details of the organisation's sickness provisions should be included in employees' written particulars of employment, or in a company handbook. 
The contract must specify the period of time for which contractual sick pay will be paid. Employers may choose to attach a qualifying clause for eligibility. The written statement should also include details of how an employee should give notification of their sickness, and to whom that notice should be given.
Medical evidence will normally be required to determine entitlement to contractual sick pay. Self-certification normally operates for the first seven days of incapacity, after which a fit note must be issued by a relevant medical professional.
Employers operating their own sick pay schemes have discretion to decide what to offer and to whom, subject to terms being at least as favourable as SSP. 
In practice, contractual sick pay may vary from job to job and employers must tread carefully to avoid falling foul of discrimination and equality legislation. 
Care should be taken if discretionary sick pay is in operation. Even if it is clear that there is no contractual entitlement to sick pay, if it is always paid, it could become an implied term of the contract of employment through custom and practice. It is also important to be fair and consistent in the application of a discretionary policy. 
Employees who satisfy the qualifying conditions for SSP can claim statutory payment for any periods of sickness absence which are not covered by the in-house scheme, or where the scheme pays less than the SSP rate.
6. STOPPING PAYMENT OF SSP OR CONTRACTUAL SICK PAY
You can stop paying SSP either when employee returns to work or if they are no longer entitled to receive SSP.
If an employee's contractual sick pay is due to run out consider whether it would be appropriate to extend it. However, be careful of consistency. If an extension is offered to one employee there must be a good reason not to offer it to others.
Write to an employee at least one month before their sick pay is due to run out. Even though the employee might be aware of the sick pay scheme, it is helpful to remind the employee so that they can prepare financially. You may wish to use this letter.
[bookmark: Xf55fee8eded47cf197a8e2b892a1b175ae9cb4d]7. WHAT TO DO IF AN EMPLOYEE IS SICK DURING ANNUAL LEAVE
If an employee falls sick during a period of annual leave, or just before a period of annual leave which means that the annual leave cannot be taken, the employee must be allowed to cancel the annual leave and rearrange it at a later date.
To be entitled, the employee must inform the employer of their sickness in accordance with the company sick leave policy. It is recommended that the employee receives written confirmation of their remaining holiday entitlement should this situation occur.
Entitlement to annual leave continues to accrue during long term sickness. Employees should receive written confirmation of outstanding holiday entitlement when they return to work, and they should discuss with their line manager when to take this leave. Where they are unable to take this leave in the year in which it is accrued, up to four weeks of annual leave can be carried over into the next annual leave year. This is possible for up to 18 months after the end of the annual leave year in which the annual leave was accrued.
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