SICK LEAVE PAYMENT PROCEDURES FOR STAFF ON CLASS A PRSI
EFFECTIVE 1st January 2023
Application

Applicable to staff who have more than 3 days (plus) continuous sick leave 

Procedures 
STEP 1: UCC
A) Relevant department must forward completed SL1 to HR on commencement of sick leave notification. Staff member submits medical cert to department which is forwarded to HR.
B) On receipt of SL1 and Medical Certificate indicating sick leave > 3 days:


(i) HR informs Payroll of sick leave absence of staff member.

(ii) Effective day 4, payroll will deduct ‘Single Person Allowance’ (currently €220.00) per week from the gross salary of the employee.  

(iii) Social Welfare cheques will be retained by the employee for the duration of their illness

C) On conclusion of period of sick leave and return to work, please forward a completed SL2 to your Head of Department:
(i) The SL2 must be signed by Head of Department, final medical certificate attached and forwarded to HR immediately.
(ii) HR will then notify Payroll that employee is to revert to full salary.
(iii) Closure of period of sick leave will be recorded on Human Resource Information System.  
D)
Regular communication with a departmental representative is required.
STEP 2: GP
A) Documentation  required from the GP:
(i) Medical Certificate, which should be sent to their Head of Department/HR Office
(ii)Social Welfare Form (IB1 and MED1), is required to claim Illness Benefit from Social Welfare.
STEP 3:  DEPARTMENT OF SOCIAL AND FAMILY AFFAIRS (DSFA) see www.welfare.ie 
A) Documentation required:
(i) Social Welfare Form (IB1 & MED1), (available from GP -see 2A (ii) above) must be completed and forwarded directly to: Freepost, Illness Benefit Section, Social Welfare Services, PO Box 1650, Dublin 1.  You must complete the IB1 form and your GP will complete the MED1 form.

B) For continuous sick leave beyond the first week, you will need a completed MED1 certificate from your GP to claim for each additional week that you are ill /injured.  The last MED1 must be marked Final Cert by the GP before you can return to work.
 (ii) Hospital certs: if you are or have been an in-patient in a hospital, you should ask a hospital doctor to give you a pro forma letter which you can bring to your GP who will issue the claim form and medical certificate (IB1 and MED1) to you with no charge. If you are still in hospital, a family member can bring the pro forma letter to your GP on your behalf.
C) Please apply within 7 days or becoming ill/injured.  Delaying your claim may cause you to lose part of your payment.  If you have a valid reason for the delay, please complete part 3 of the IB1 form. 

D) Social Welfare Services will forward Illness Benefit directly to Employee’s home address by cheque or to the employee’s bank account (depending on information supplied on IB1form).
PLEASE NOTE:  UCC Employer Register No. - 0006286E

Please find links to the Sick Leave Policy, which will be amended effective 1st March 2021
http://www.ucc.ie/en/SupportandAdministration/PoliciesandProcedures/HumanResources/Leave/SickLeave/  
Please Note: SL1 and SL2 forms are available at :-http://www.ucc.ie/en/hr/FormsContractDocuments/LeaveForms/
