Kushti Bok Managing Attendance Policy

Introduction

We want everyone to come to work and feel good. This policy explains what to do if you
are sick or need to be away from work.

Telling Us You're Away

If you can't come to work, you need to tell us. Call or message your manager as soon as
you can, preferably before 11 am. Tell us why you can't come and how long you think
you will be away.

Being Sick
If you are sick:

e Tell your manager you are sick. They will ask you to complete a self certification
form.
e |If you are sick for more than 7 days, you need a note from the doctor.

Keeping in Touch

If you are away for a long time, keep in touch with your manager. Let them know how
you are doing and when you might come back.

Coming Back to Work

When you come back to work, your manager will talk to you. They will ask if you feel
better and if you need any help.

Helping You

If you are away a lot, we want to help you. Your manager will talk to you about why you
are away and what we can do to help you come to work.

Special Time Off

Sometimes you might need special time off, like for a family emergency. Talk to your
manager, and we will try to help.

Fairness



We promise to be fair and kind. We want to help you as much as we can.
Questions

If you have any questions, you can ask your manager or seek advice from Citizens
Advice or a Union.

Review
This policy will be regularly reviewed to ensure compliance with legal
requirements and best practice.
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