Appendix Two - Sickness Absence Reporting — Managers Flowchart

Telephone call from employee
before 9am or by start of shift
notifying absent from work due to
sickness (on Day 1)

A 4
Line Manager completes SF1
Form on day employee phones to
confirm absence (on Day 1)

A 4

Completed SF1 Form is sent to HR &
Payroll - marked Private & Confidential
(on Day 1)

A 4

Employee and Manager/Line Manager

complete a Return to Work Interview and
SF2 Form on day employee returns to work
and return completed SF2 to HR & Payroll
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— Sickness
Capability Process
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For last 12 months
Sickness Information
please contact HR &

Payroll or access HR Self
Service system Leave
History screen

Line Manager must inform HR & Payroll
of date employee returned to work
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Has employee reached Sickness
Trigger?

No
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All sickness information must be
reported to HR by the last day of each
month in which the sickness absence

occurred to enable information to be
passed to payroll for payment purposes

Key

SF1 = Sickness Form 1
SF2 = Sickness Form 2

y

SF1 and SF2 forms are stored on
Personal Files retained in HR &
Payroll
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