
 

 

 

 

Employee notifies 

department on the 1st 

day of sickness 

Department to record 

absence (including date 

and reason) 

Employee returns to work: hold a 
return to work discussion (fill in the 
Sickness Absence form, and save 

on employee’s personnel file) 

 

Employee extends absence past 
3 days: establish a likely return 
to work date and reason for 
absence 

Employee’s absence extends 
past 7 days - must obtain a ‘Fit 
Note’ from day 8. Employee to 

keep department informed of 
progress. 

Absence extends beyond 4 
weeks. Refer to ‘Managing long-

term sickness’ guidance. 
Consider advice from / referral to 

UOHS. 

Persistent short-term absence: 

Refer to guidance on ‘Managing 

frequent short-term absence’ 

Consider advice from / referral to 

UOHS. 


