CHESTER DIOCESE SICKNESS POLICY AND PROCEDURE
Introduction

The Diocese of Chester will do all they can to support the clergy during periods of absence and to provide help and guidance for their return to work.

The following document sets out the Diocese’s policy on sickness absence, and the accompanying procedure sets out the process of reporting absence and dealing with clergy absences.

1. Sickness Policy
1.1. Principles

The policy encompasses the importance of taking care of one another within a pastoral framework which is clear to all. The principles underlying the policy are that during the course of the illness there should be:

· good pastoral and practical care

· respect for the privacy of the individual

· professional medical advice sought at the right time

· clarity on the financial support available
Clergy will usually undertake light duties when they are unwell and try to cover the essential services – but this policy aims to reduce the pressure on clergy to feel they have to work when they are ill and should be taking time off.

1.2. Pastoral Care during Sickness Absence

Pastoral care will be provided through the Rural Dean who should be notified of all illnesses. In cases of long term absence the diocese would wish to maintain pastoral care of the clergy and their family and will remain in regular contact for such purposes. This responsibility will be shared by the senior clergy.

For non stipendiary and self supported ministry pastoral care during periods of ill health is equally important, and should be brought to the notice of the Rural Dean where the illness is longer term and /or serious, but the financial provisions of this policy do not apply.
The Human Resources department will be responsible for the overall management and administration relating to the absence. In cases of long term sickness Human Resources may contact the clergy to arrange a home visit as well be being responsible for arranging an Occupational Health Referral. 

1.3. Cover arrangements

All illnesses should be reported, normally to the Rural Dean. Depending on the circumstances of the parish the Rural Dean may need to be involved with the clergy of the deanery in deciding who should be providing cover during the illness. In larger parishes cover may be conveniently arranged through their clergy team, but for others the Rural Deans will arrange for cover following the notification of the illness.
1.4. Sick Pay

Clergy are entitled to receive their stipend at the full rate for the first 28 weeks of sickness, and this payment will include Statutory Sick Pay. At this stage if the illness appears to be longer term, guidance will have been sought from Occupational Health so that advice can be sought on the likelihood of a return to work, as sick pay will reduce. (See Para 2.5.and 2.6)
1.5. The role of Occupational Health
Where are concerns about the impact of the illness on the individual a professional opinion may be sought from an Occupational Health Doctor. The doctor is independent and is bound by the Access to Medical Records Act in terms of confidentiality. Their expertise on the Occupational Health advice focuses on how the individual’s medical condition impacts on their ability to fulfil their role and what reasonable adjustments might be made to facilitate a return to full capacity.  Advice may include a framework and guidelines for managing a gradual return process, and may also include, where appropriate, advice for family, colleagues, and senior staff. 

The Occupational Health professional will look at nature of work, workload, current pressures, and priorities, and give their advice on what is realistic and what is not advisable.  It is usual that more than one OH appointment will be made so that the OH physician can help the individual track progress and increase workload gradually and so return to their full duties.
1.6. Counselling and other professional support
Through the Occupational Health referrals, individuals may be recommended for confidential professional counselling - this may be to an external therapist or to the Diocesan Service as most appropriate.  Other referrals may be for other short term medical interventions/support such as physiotherapy.

Individual members of the clergy, and their families are also able to refer themselves independently to the Diocesan Counselling Service.  
1.7. Disability
In its support of all sick clergy including their family circumstances, the Diocese will follow the spirit of the Disability Discrimination Act (regardless of whether or not the individual’s circumstances falls within the legal definition of a disability to which the Act applies).

Where a critical illness has left an individual with a disability the Diocese will take responsibility for working with the individual (and where appropriate local senior colleagues) to ensure that appropriate reasonable adjustments are made that will enable the individual to work effectively.

2.  SICKNESS ABSENCE PROCEDURE
2.1 Notifying Absence

The clergy should report absence on all occasions when they are unable to fulfil their normal duties and usual workload.

On the first day of absence the clergyperson should telephone the Churchwardens and the Rural Dean. Where they are part of a team they should notify the Team Rector or, in the event they are unavailable, a senior colleague. The Churchwarden should contact the Rural Dean to inform the Rural Dean of the details of the forthcoming services, and to ask for cover to be provided if the Churchwarden is unable to find cover.

The Churchwarden should be responsible for cancelling other appointments at which the clergyperson was due to attend.

Where parishes employ an administrator, it may be agreed that the administrator will undertake the notification duties detailed above on behalf of the Churchwarden.

2.2 Documentation required for periods of Sickness Absence

Records of Sickness Absence need to be kept and the HR department are responsible for keeping such records. The Rural Dean will inform the HR department of any clergy absence. Copies of the required documentation (see section on Sick Pay) will be kept on file.
2.3 Return to Work

Where the absence has been for less than 7 calendar days, the clergyperson should telephone the Churchwardens and the Rural Dean who will check that the person is well enough to return to full work duties.

In cases of absence lasting 7 calendar days or more, the clergyperson should also telephone the HR department to notify their intended return to work. The HR department will ensure that the person is well enough to return to work and provide advice on any phased return. Where the absence has been long term it is likely that the HR department will arrange an Occupational Health referral to ensure that an appropriate return to work is planned.

2.4 Sick pay

Clergy are usually entitled to receive their stipend at the full rate for the first 28 weeks of absence.

This payment will include Statutory Sick Pay (SSP). However, the clergyperson will be responsible for completing the forms to claim SSP.

Once the absence has continued for 4 consecutive days (including Saturdays, Sundays and Public Holidays) a form SC2 must be completed. The form should be sent to the Finance Section the Church Commissioners (Mrs Emma Chamberlain, tel: 020 7898 1605) and a copy sent to the Finance department in Church House (for the attention of Maxine Southwick). A copy of the SC2 form can be downloaded from the Church Commissioners website via the link below:

http://www.cofe.anglican.org/info/clergypay/sc02
Once the absence continues for more than 7 calendar days a Doctors’ Certificate will also be required. This should be sent to Maxine Southwick at Church House who will keep a copy and forward the original to the Church Commissioners. A copy will also be provided to the HR department who will consider whether an Occupational Health referral is needed.

2.5 Absences lasting more than 28 weeks

Entitlement to payment at the rate of a full stipend will cease after a period of 28 weeks. Further payment will be at half pay less the Employment and Support Allowance, on the following scale:

· one year’s service as a stipendiary clergy person – 1 month

· two years’ service as a stipendiary clergy person – 2 months

· three year’s service as a stipendiary clergy person – 3months

· four years’ service as a stipendiary clergy person – 4 months

· five years’ service as a stipendiary clergy person – 6 months

Payment may only be extended in exceptional circumstances.

Once the absence approaches 28 weeks, the Church Commissioners will write to the clergyperson to explain that the entitlement to SSP will expire and inform of the need for the clergyperson to apply to receive Employment and Support Allowance (or ESA which was formerly known as Incapacity Benefit). The claim must be made to the Department of Work and Pensions (DWP) after completion of a Work Capability Assessment which includes a Work-Focused Health-Related Assessment. A claim can be started by contacting the Jobcentre Plus on 0800 055 66 88.

It is the responsibility of the clergyperson to claim ESA and to notify the Diocese of the amount received.
2.6 Queries

Any queries on clergy pay should be addressed to Maxine Southwick in the Finance Section and any queries on the policy and procedure to Liz Geddes in Human Resources.






