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Statutory Sick Pay (SSP) 
 

New regulations for Statutory Sick Pay (SSP) come into effect in the 2026/27 tax year. These 

regulation changes mean that all employees are now entitled to sick pay on the first day of absence, 

and waiting days are no longer accounted for. Also, as all employees are now eligible to receive SSP 

(not just those above the LEL), employees will now be paid either 80% of their Average Weekly 

Earnings or the standard SSP rate of £123.25 per week, whichever is lower.  

This document provides users with information on how to use the SSP functionality within Site 

Manager, including setting up the basics, entering and processing SSP absence for employees and 

accessing SSP reports.  

 

Setting up SSP Qualifying Days  

In order to ensure employees SSP is calculated correctly based upon their working days it is 

important to set the correct SSP Qualifying Days for each employee prior to entering SSP absence.  

The system allows as many SSP Qualifying Day patterns to be set as required, this can be done by 

going to Setups> R. PAYE, NI & Staff Setups> M. SSP Qualifying Days. 
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Allocating SSP Qualifying Days to Employees  

When the qualifying days patterns have been set up, the correct pattern must be allocated to the 

employee prior to entering SSP for calculation. This can be done by going to  

Staff> A. Staff Maintain> Tax tab> SSP Qualifying Days field> Press ‘F5’ or double-click to select the 

correct pattern from those available in the list. 
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Please Note: Where an employee works on multiple Sites, the Qualifying Days should be the 

combination of all the Sites they work on. For example, an employee who works Monday & Tuesday 

on Site A and Wednesday to Friday on Site B would have a Monday to Friday pattern chosen for SSP 

Qualifying Days. 

 

Logging SSP Absence  

Whilst the system has been updated to manage the required changes to the calculation of SSP from 

the 2026-27 tax year, the process of recording SSP absence manually within Site Manager remains 

the same, plus, we’ve introduced an SSP Import which will allow users to import SSP absence via the 

pay cycle each period if necessary.  

It is therefore now possible for SSP to be entered in two ways, either manually via the staff SSP 

record like normal, or via the SSP Import method which will populate the Ee’s SSP records with 

absence. Both processes have been detailed below for reference.  

Please note: Manual amendments can be made to SSP records as and when required, meaning if 

absences are being imported in bulk to save time, it is still possible for the SSP record to be amended 

if the absence details change after import. This can be done manually via the SSP record, prior to 

calculating the pay cycle. 

 

Manually entering SSP Absence  

When an employee is absent from work due to illness and needs to be recorded for SSP purposes, 

check the ‘SSP Qualifying Days’ are set correctly for the employee in their Tax tab, then navigate to 

the SSP screen, either in the Staff record or via the Pay Cycle. 
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Example 1: Employee above LEL with 5 days absence to be paid. 

In the below example, the employee’s average earnings are above the LEL, meaning they are entitled 

to receive the standard SSP amount. Which is calculated as: 

£123.50 x 5 sick days / 5 qualifying days = £123.50. 

 

 

Example 2: Employee below LEL with 5 days absence to be paid. 

With the same absence days entered, in the below example the employee’s earnings are below the 

current LEL, meaning when the ‘Calculate’ button is pressed and the ‘A’ converted, the Ee is only 

entitled to be paid 80% of their Average Weekly Earnings, which is calculated as:  

80% of £123.19 x 5 sick days / 5 qualifying days = £98.55 
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Example 3: Employee above LEL with 3 days absence to be paid. 

In the below example, the employee’s average earnings are above the LEL, meaning they are entitled 

to receive the standard SSP amount, which is calculated. 

£123.50 x 3 sick days / 5 qualifying days = £73.95 
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Example 4: Employee below LEL with 3 days absence to be paid. 

With the same absence days entered, in the below example the employee’s earnings are below the 

current LEL, meaning when the ‘Calculate’ button is pressed and the ‘A’ converted, the Ee is only 

entitled to be paid 80% of their Average Weekly Earnings, which is calculated as:  

80% of £123.19 x 3 sick days / 5 qualifying days = £59.13 
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SSP Import into Pay Cycle  

CleanLink Site Manager now offers users the ability to import SSP absence into employee’s SSP 

record via the Pay Cycle. This import will allow users to gather details of employee sickness absence 

into a CSV file which can then be checked by the system for errors and then imported directly into an 

‘In Progress’ pay cycle, prior to calculation. 

Employees can be entered onto the template multiple times within the period, to account for 

multiple periods of absence. Users can also import multiple files into the pay cycle if required, 

perhaps if wishing to import the first half of the period’s absences mid-way through the month and 

the second half of absences later in the month. 

The template and import function can be found by going to:  

Pay> A. Pay Cycles> select ‘In Progress’ cycle> E. SSP Import button. 
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Example of populated template ready for import: 



  CleanLink Software Ltd 
  April 2026 
 

 

Row 2: Employee 00005 absent for 2 days on 7th & 8th April 

Row 3: Employee 00027 absent for a single day on 9th April 

Row 4: Employee 00017 absent for 5 days from 9th through to 13th April 

Row 5: Employee 00028 absent for a single day on 10th April 

Row 6: Employee 00005 is absent again, this time for a single day on 14th April 

Row 7: Employee 00019 who had previously had absence entered into the Ee’s SSP record was not 

absent on this day in the end, therefore entering ‘R’ in the Action field will result in the ‘A’ on 22nd 

April being removed from their SSP record when imported. 

Row 8: Employee 00059 was absent for 2 days on 15th & 16th April 

Row 9: Employee 00055 is on long term sick and has a sick note from 4th April to 30th April 

 

Checking the Import File Prior to Import  

When ready to check the file prior to importing, save the file to a location of your choosing, then 

return to Pay> A. Pay Cycles> select ‘In Progress’ cycle> E. SSP Import button. 
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Any errors in the file will be presented on screen and will need to be corrected before the file can be 

imported. Errors may include the file being formatted incorrectly, or advising of employees whose 

SSP Qualifying Days have not been set in their staff record, as shown below. The SSP Qualifying Days 

will need to be set prior to importing the file. 

 

  

 

Once all errors are corrected and the check process has been run successfully, the system will 

confirm there are no errors in the file. 
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Importing the File  

Once the checks have been successful, the file is now ready to be imported. To do this return to: 

Pay> A. Pay Cycles> select ‘In Progress’ cycle> E. SSP Import button. 
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The system will have processed the file and populated Ee’s SSP record with the letter ‘A’ for each day 

of absence. Where an ‘R’ was present in the file, the system will have removed any previously 

entered ‘A’s from the Ee’s SSP record. 

Manual adjustments can still be made to Ee’s SSP record where required prior to calculating the pay 

cycle. When the pay cycle is calculated the SSP absence will be processed and SSP paid to relevant 

employees against the ~SSP Site and using ‘SSP’ Pay Item, this will be visible on the employee’s 

payslip. 

Please Note: Populating the SSP record for an employee either manually or via the import will NOT 

remove any worked hours in the cycle from Sites the employee normally works on. If the employee 

was absent from work due to sickness, the absence will need to be recorded in the usual way to 

remove the hours. If the hours are not removed, it could result in the employee being paid both SSP 

and for hours ‘worked’. 

 

SSP Reporting 

In order to keep track of how much is being paid in SSP Absence Site Manager offers some useful 

reports. Here are a couple of key reports which might be of interest. 

Pay Item Code Report 

This report allows users to report on the use of specific pay items over one or more ranges of pay 

periods, it can be run by going to: 

Reports tab> Payroll tab> ‘Pay Codes’> press ‘Run Report’ 
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Example of Report Produced: 
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Staff Absence Report 

Another report which may be of interest is the Staff Absence report, this provides multiple options 

when being run and will provide both the number of days absent within the period range and the 

value of this absence, amongst other things. This report can be run by going to:  

Reports tab> Payroll tab> Staff Absence> press ‘Run Report’ 

 

Example of Report Produced: 
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