
 SHORT TERM SICKNESS - UNDER 4 WEEKS

DAY 1 DAY 1 DAY 2 -7 DAY 8 DAY 2-9 EMPLOYEE RETURNS TO WORK

form   

form

form

Employee informs Service 
Manager (or on call) by 
phone that they are sick 
and not attending work.  
(Do not call on call 
between 9.30pm - 6am)

Service Manager 
asks:
- cause 
- how long off
- any work issues    

Service Manager adds 
sickness to People
Planner & makes  
employee
unavailable day by 
day or length of Fit 
Note and proceeds to 
cover the shift where 
applicable - do not 
add notes.
Manager emails HR 
mailbox  details of 
absence.  Manager 
sends employee self 
Cert Form - located on 
Intranet

Staff Member 
completes - self 
certification form and 
send to Service 
Manager for all sickness 
between - 1 to  7 
calender days

If employee off for 
more than 7 
calendar days, they 
need a GP fit note 
and send to Service 

Service Manager  
receives self cert 
and any fit note 
from employee 
and email to HR 
mailbox

Service Manager 
ensures that the 
unavailability 
section in people 
planner correctly 
covers sicknee

Employee returns to 
work  after period of 
absence, advising 
manager about 
returning 

Service Manager 
holds return to 
work interview, 
on first day back 
and completes 
return to work 
interview form 
sends to HR 

HR Admin uploads 
form  to People 
Planner and cloases 
off sickness record

Payroll run a report 
to collate sickness 
for each pay period 
using information in 
unavailability 
section in people 
planner

HR Admin updates 
employeed sickness 
record in People 
Planner and uploads 
self cert and any fit 

HR Admin opens 
sickness record in 
people planner for 
employee

Sickness Clinics - HR Advisor and Service Managers hold monthly sickness clinics to discuss any concerns with sickness 

Service Manager checks 
whether any sickness
absence triggers have 
been breached - if yes 
arranges sickness 
absence review 
meeting.  Discusses any 
concerns with HR 
Advisor

Manager advises 
that if sickness 
lasts more than 7 
calendar days,
employee required 
to supply GP Fit 
note


