
Why does my line manager want 
me to go to an occupation health 
appointment when I am on sick 
leave?

If you are on long term sick leave, have had 
several periods of short term sick leave, or 
there is a concern about your work impacting 
your health, your line manager may refer you 
to occupational health.

This provides information on the likely 
duration of your absence, and any 
adjustments that can be made to help you 
return to and stay at work.

Preparation for your return to work

If your GP or medical practitioner confirms 
you “may be fit for work – subject to specific 
adjustments or restrictions”, your manager 
will arrange for occupational health advice to 
be provided before your return.

After your return to work

After any absence – even one day – a return 
to work meeting will take place between 
you and your line manager.  This should be 
held on your first or second day back.  The 
purpose of this meeting is to:

 z welcome you back to work
 z discuss the reasons for absence, check   

 on your health and discuss any support   
 needed

 z complete a self certificate for your   
 absence through eESS self service for   
 periods of one to seven days    
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 (instructions can be found on HR    
 Connect). If your absence period was   
 longer check that ‘fit notes’ have been   
 provided to cover from the eighth day   
 onwards

 z where appropriate, consider a return to   
 work plan with occupational health input

 z discuss any concerns about patterns or   
 frequency of absence.

This meeting also gives you an opportunity 
to discuss, in confidence, issues you have 
about your absence or health.



We are all unwell from time to time. 

If you do get sick and need time off, support 
is in place to help you recover and return to 
work.

This guide lets you know:

 z what is expected of you during an   
 absence

 z key information on our approach to   
 managing attendance at work.

This guide doesn’t go into full detail but 
you can find out more about our Promoting 
Attendance policy, and other sickness and 
getting back to work information, on HR 
Connect.

What should I do if I am too ill to 
attend work?

On your first day of absence you should 
telephone your line manager. This should be 
before the time you would normally arrive at 
work. Email or text can be used where it has 
been locally agreed, with the understanding 
that you will have a conversation with your 
manager at some point later that day.

What do I do if my 
line manager is not 

available?

You may have to 
leave a message 
with a colleague or 
another manager, 
but you should try 
to contact your 

manager again when they are free.  Leave a 
number that you can be contacted on.

What do I need to tell my manager 
at this point?

 z General details about your illness.
 z How long your illness is likely to last  

 (this may not be exact – but allows   
 your manager to make plans to cover  
 your workload).

 z A brief update on any outstanding work   
 issues.  
 
You and your manager should agree how to 
keep in contact if your absence is likely to 
continue beyond the first day. This includes 
a plan for making contact again and who 
will make this contact.  For longer periods of 
absence, regular contact is still needed.

Can I ask someone else to make 
this call for me?

This is only appropriate in exceptional 
circumstances, like if you’ve been urgently 
admitted to hospital. Where possible, you 
should make the call personally.

What do I do if my sickness 
absence continues beyond the first 
day?

If your absence continues for more than one 
day then you will need to maintain regular 
contact with your manager, as agreed on the 
first day. If your absence continues for more 
than seven days, a medical certificate from 
your GP or medical practitioner is needed for 
the rest of your time off.

Regular 
contact with 
your line 
manager is 
important 
during 
extended 
absence so that 
your manager is 
kept up-to-date with 
your illness and your 
recovery, and you are clear 
about when medical certificates are needed. 
It may also be appropriate for your line 
manager to arrange to meet with you while 
you are off.

Your line manager can also tell you about 
changes to sick pay if your time off is long 
enough for you to start receiving half or nil 
pay.

What happens if I don’t keep in 
touch with my line manager or 
submit medical certificates?

It could result in action under our 
Management of Employee Conduct policy, 
and may also affect your pay.

How are half and nil sick pay dates 
decided?

Occupational sick pay is based on your 
length of service. It is also based on your 
previous sickness absence during the rolling 
12 month period immediately before your 
first day of absence.  


