
 
 

Sickness Policy and Procedure 
 

A temporary worker may be entitled to Statutory Sick Pay (SSP) whilst working for thefutureworks, 

provided they meet the relevant statutory criteria. 

 

1. Notification 

 

1.1 The temporary worker must contact thefutureworks office directly (not the client 

they are undertaking the temporary assignment for) by 9am, if they are unable to 

attend their placement for any reason.  This will give us the opportunity to notify the 

client and resource a replacement if required.   

 

1.2 On return to work the temporary worker must complete an ‘Employee’s Statement 

of Sickness Form’ if the absence was due to sickness (available from thefutureworks 

office) and return it to thefutureworks .  On receipt of this form we can then 

determine if SSP is payable. 

 

1.3 Sickness absence will then be recorded by thefutureworks on an SSP2 form. 

 

2. Qualification for SSP 

 

2.1 Once established that the sick temporary worker has met the notification rules and 

that evidence of incapacity is acceptable, thefutureworks will consider a number of 

conditions that must be met before SSP may actually be paid.  These conditions are:- 

  

 There must be a period of incapacity for work (PIW) 

 The temporary worker’s Average Weekly Earnings (AWE) must be at or above 

the NI lower earnings limit in the period of at least eight weeks before the first 

day they are off work sick 

 The temporary worker must not be excluded for one or more specified reasons. 

 

3. Period of Incapacity for Work (PIW) 

 

3.1 Statutory Sick Pay may only be paid for a period of 4 or more consecutive calendar 

days of incapacity.  This is known as a Period of Incapacity for Work (PIW).  If there is 

no PIW, no SSP can be paid. 

 



3.2 A day of incapacity is a full day on which the temporary worker is unable, due to 

illness or disablement, to perform work that would normally be expected under the 

employment contract.  Therefore:- 

 

 A  temporary worker may be genuinely sick but the sickness may not prevent 

performance of the duties of the contract 

 An absence due to someone else’s illness or bereavement does not qualify for 

SSP 

 If a temporary worker does any work during a particular day, even a minute, it 

cannot be a day of incapacity. 

 

3.3 A day of incapacity does not have to be a day on which the temporary worker 

normally works.  It may also be a day at the weekend, a rest day, or a customary 

holiday, as long as the employee would be incapable of doing any work on that day. 

 

3.4 An employee may, in certain situations, be ‘deemed’ to be incapable of work.  These 

are where:- 

 

 A temporary worker arrives at work but does no work before becoming 

incapable of work 

 A doctor states that the temporary worker cannot attend for precautionary 

reasons (e.g. a pregnant woman and an outbreak of German Measles) 

 a Medical Officer for Environmental health advises the temporary worker not to 

go to work because the employee is a carrier of an infectious disease or has 

been in contact with such a disease. 

 

4. Qualifying Days and Waiting Days 

 

4.1 SSP may only be paid for Qualifying Days (QD).  The qualifying days set by 

thefutureworks are Monday to Friday. 

 

4.2 SSP may not be paid for the first three QDs in a PIW.  These are known as Waiting 

Days (WD).  Where a PIW is linked to an earlier PIW and WDs have been taken into 

account in the earlier PIW, they do not have to be taken into account again. 

 

5. Linking Sickness Periods 

 

5.1 Where a Period of Incapacity to Work (PIW) is separated from a previous PIW by not 

more than 8 weeks (i.e. 56 days) the two absences are treated as one linked PIW.  

The illness that causes the absence does not have to be the same as that which 

caused the pervious absence. 

 

5.2 This means that the sickness is treated as one absence, so if the temporary worker 

has completed the ‘Waiting Days’ in the first PIW, they do not need to be served 

again in the second PIW. 



 

 

5.3 If the temporary worker decides to take holiday pay during their sickness absence, 

the absence will then be recorded as holiday, and will not be able to qualify as 

sickness for linking purposes. 

 

6. Withholding SSP 

 

6.1 Thefutureworks may withhold payment of SSP for any qualifying date where:- 

 

 notification from the temporary worker was late, and 

 thefutureworks is satisfied that there was no good cause for the lateness. 

 

7. Exclusion from SSP 

 

7.1 If the temporary worker is not entitled to receive SSP or thefutureworks has to stop 

making SSP payments an SSP1 form will be issued explaining why to the temporary 

worker. 

 


