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OBJECTIVE: H i:

e To ensure a systematic control on sickness and related absence is in place.
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e To protect the employee’s and the company’s rights with regard to sickness remuneration and absence from
work.
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APPLICATION: % FH :

Employees who are genuinely sick are not expected to work. They should not be encouraged to work as it is
neither good for the sick employee, their colleagues nor the guest.
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A reliable system for recording absence through sickness must be in place in all hotels and the results
communicated to the Hotel Manager every quarter.
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Unusually high absence rates by individuals or departments must be investigated by the HR Department with the
support of the respective Dept. Head and actioned as soon as possible.
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The employee’s entitlement with regard to sick pay is to be made known through the staff handbook as well as
the notice board. The entitlement is to be determined by referring to the local Labor Law of the Country in
qguestion.
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STATEMENT OF POLICY
BU

1. Employees who are unable to work due to sickness must inform the manager responsible prior
to the time they are expected on duty.
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2. The employee must visit or be visited by the hotel doctor/nurse as soon as possible thereafter,
to verify the sickness. The Personnel Manager must be informed of sick employees unable to
work so that the necessary care can be arranged for food, medicines etc.
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3. Employees who are off-duty due to sickness during their probationary period are not entitled to
pay for that time off (as per Labor Law).
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4. The maximum amount of sick leave allowed in one year will not exceed ninety days, or as per
local Labor Law.
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5. Payment of sick leave is to comply with the Labor Law in the country of employment.
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6. No pay entitlement will be considered for employees who are sick due to over consumption of
alcohol or narcotic drugs and such cases will not be accepted lightly.
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An employee may not be terminated because of sick leave until their full sick leave entitlement has expired and a

medical opinion is received as to the nature and extent of the sickness- as per local Labor Law.
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