
When An Employee Goes Off Sick  

 

 

  

r Contact Manage   
on day 1, day 4  

and day 7   
  

s Establish and discus :   
   nature of illness    
   likely length  of absence   
   if they intend to visit doctor   
   if it is  disability relate d   
   any adjustments needed   
   what work   needs to be covered   

Maintain regular  
contact with the  

employee   

Day 8 +   provide a  
fit note   from  

Doctor   

Where absence is 20 days  
or anticipated to be 20  

days refer to  U OH   

Complete   a  self   
certificat e   form   

Consider advic e   on fi t note   and  
make amendments to facilitate a  

return to work.  e If no fit not   is  
provided you should contact t he  

employee   

Carry   out  
RTW D   Consider   

Bradford  
Factor and  
any  

  discountable 
e absenc   

Less than  
15 0+     More   than  

150+     

Formal   
procedur e   

No further  
action   

  
Employee Accountabilities       Manager Accountabilities   
  

Informal absence meeting s ) (   at  
home or school premises to :   

   Collect information for an  
OHU referral or   

   Share an OHU report or   

   Consider how to facilitate  
return to work (adjustments,  
phased return)   

Weekly    phased 
retur n   reviews ,  
where appropriate   

Where absence is indicated to  
be  s work related stres   managers  
should carry out the  stress risk  

assessment   –   for schools   
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