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If Short Term Absence (i.e. less than 20 days)


You will provide medical certificates as necessary to your line manager after the 8th day of absence. 


You will meet with your line manager on your return to work.


A SAF will be completed and signed by both you and your line manager.


Your line manager will forward the SAF and any medical certificates to the monitoring officer for entry to online system.


If necessary, a referral may be made to Occupational Health Services or Personnel.


Any action taken will be recorded on the online system by the monitoring officer.


                    (Refer Section 4.1 Sickness Absence Procedure)








Sickness Absence





If Long Term Absence (i.e. 20 days or more)


You will maintain appropriate contact with your line manager during absence.


You will provide medical certificates to cover the period of absence (including weekends and close downs) to your line manager after the 8th day of absence.


Your line manager will forward certificates to the monitoring officer for entry to online system.  A copy will be held and original forwarded to the Salaries department.


You will be required to attend any appointments made for you.


The Occupational Health Physician may request medical information from your GP or specialist.


Your line manager may arrange for home visits to discuss your progress.


                       (Refer Section 5.1 Sickness Absence Procedure)





If you Exceed Threshold


Your line manager will be notified of this by the monitoring officer.


Your line manager will meet with you to discuss your attendance (Stage 1).


Your line manager will complete an Action Taken Form (ATF) and forward to the monitoring officer.


The monitoring officer will enter details to online system and forward a copy to the Personnel department.


Occupational Health referrals may be made as appropriate.


A further meeting may be arranged to review your attendance.


                            (Refer Section 4.1 Sickness Absence Procedure)





If you are absent for 7 working days or more within 12 months of your Stage 1 meeting


The monitoring officer will notify your line manager.


Your line manager will meet with you to discuss your attendance (Stage 2).  You may be accompanied by a Trade Union Representative or colleague.


Your line manager will complete an Action Taken Form (ATF) and forward to the monitoring officer.


The monitoring officer will enter details to online system and forward a copy to the Personnel department.


Referrals to Occupational Health or Personnel may be made.


                                          (Refer Section 4.2 Sickness Absence Procedure)











Notification


You must notify your line manager of the reason for your absence and expected duration. 


You must speak directly to your manager. A message is not sufficient. 


Your line manager will complete a Sickness Absence Form (SAF) with your absence details and forward to the monitoring officer for entry to online system as an open-ended absence. 


If you fail to contact your line manager, your line manager will contact you to obtain above information.


Failure to notify may result in disciplinary action and/or pay suspension/deduction.


(Refer Section 2 Sickness Absence Procedure)





If there is no improvement in your attendance


Your line manager and a representative of the Personnel department will meet with you to further discuss your attendance.


You may be accompanied by a Trade Union Representative or colleague.


Your line manager will request a further medical report.


If the sickness absence is due to an underlying medical cause, termination of your employment may be considered.


If the sickness absence is not due to an underlying medical cause, and your contract is covered by the University Statutes, the Regulation regarding Dismissal on the Grounds of Medical Incapacity will apply. If your contract is not covered by Statutes, you will be referred to a review panel.


A panel will decide if termination is appropriate.


                                           (Refer Section 4.3 Sickness Absence Procedure)









