Management of Sickness Absence
Support Services Employees Golden Rules

1. Staff must report sickness to the line manager/or designated deputy by telephone on the first day of absence and must comply with departmental reporting arrangements.
2. Manager/Designated Deputy must ensure that follow up contact is made with the member of staff – the frequency of this must be agreed with the member of staff at the time of the initial reporting. 
3. Accurate records must be kept of all episodes of sickness. Supporting self-certificates (4-7 calendar days) and General Practitioner fit note (more than 7 calendar days) must be provided in accordance with the time limits specified in the Managing Attendance at Work Policy,  failure to comply may result in the absence being treated as unauthorised for which no payment will be made. 
4. On the fourth day of the absence if the employee still remains absent, he/she must again notify their line manager/designated deputy by telephone of reasons for absence and likely date of return.
5. Employees must notify their line manager/designated deputy of their intended date of return before actually returning to work.
6. Return to Work interviews must be undertaken for every occasion of sickness absence. This must be done on first day during normal working hours (Mon-Fri 9-5) and within 48 hours for those returning outside of normal working hours. 
7. Short term absences (less than 28 days). The ‘initial discussion’ must be conducted and documented when the first review prompt is reached:
· Three or more episodes of sickness absence in any rolling six-month period, or
· Ten or more days of sickness absence in any rolling twelve-month period.
· Any other recurring recognisable pattern such as frequent absence on a Friday or Monday. 
Any further sickness absence will result in the formal procedure being applied with escalation to stages of the policy as appropriate. 
8. Long-term (more than 28 days). A formal review meeting is set up immediately upon hitting the 28-day trigger point. 
9. Staff must attend all formal sickness review meetings and Occupational Health appointments when required. 

