LSE SICKNESS ABSENCE PROCEDURES

Flowchart

You are ill and unable to attend work

v

Phone your line manager as soon as possible. Explain the
nature of your illness and say when you expect to return

v

Are you fit to return to work?

YES

v

On your return your line
manager completes a
Sickness Absence Notification

™ Form. Check the details, sign it

and pass to your line manager
to forward to Human
Resources

NO
v

Continue to phone in daily or
as agreed with your line
manager to keep the School
informed of your progress

\

Have you been sick for more than seven days
(including weekends)?

YES

Y

Visit your doctor and obtain a medical certificate
(Or if you are a hospital in-patient, a hospital certificate)

v

Send the medical certificate to your line manager immediately

v

Continue to keep your line manager informed of your progress
and send in a further medical certificate immediately the
previous certificate expires

v

Your doctor says you are fit to return to work

NO
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