Sickness absence reporting procedure

1. On the first morning of your sickness absence, you must personally contact the Employment Business and the Hirer by telephone.  If the Employment Business is closed, leave a message on the answerphone.  When contacting the hirer, ask to speak to your line manager at the earliest possible opportunity and as close to your normal start time as possible.  In any event, your contact must be no later than one hour after your normal start time as per your contract.  If you are unable to speak to your line manager personally, you should speak to HR. You should give details of the nature of your illness.  If the illness is of a minor nature, you should indicate when you believe you will be fit to return to work.  You must inform your line manager as soon as possible of any change in the date of your anticipated return to work.  Contacting your line manager by text message, e-mail or online or mobile phone instant messaging is not acceptable, other than in exceptional circumstances.  It is also unacceptable for a third party to contact the Company on your behalf to report your sickness absence, other than in exceptional circumstances (for example, where you have been unexpectedly admitted to hospital and you are not in a position to make the telephone call yourself). If you have been diagnosed as having contracted an infectious or contagious disease, such as measles or chicken pox, Covid-19, or another pandemic virus, you must inform your line manager as soon as possible after your diagnosis.

2. For an absence of seven consecutive calendar days or less, you are required to telephone your line manager on a daily basis in accordance with the reporting procedure set out above.  However, the Company may relax this requirement in exceptional circumstances, for example, where a pandemic virus affects a large percentage of the Company’s employees, or for other pandemic-related reasons.  You will be advised about any modified sickness absence reporting requirements at the appropriate time.  You must also complete a self-certification of sickness absence form immediately on your return to work.  Self-certification forms are available online.   On completion, the form should be forwarded to Workforce Unlimited. You are reminded that it is a serious disciplinary offence to knowingly provide false information on a self-certification form.

3. Should your sickness absence be for a period in excess of seven calendar days, you are required as an absolute minimum to contact your line manager on a weekly basis in order to provide an update on your illness or injury.  A doctor’s certificate (called a statement of fitness for work or ‘fit note’) must also be obtained.  A new statement of fitness for work must be submitted to cover each continual week of sickness absence. The statement of fitness for work must be forwarded to Workforce Unlimited as quickly as possible and, in any event, no later than the end of the calendar week in respect of which the statement applies.  Each subsequent statement of fitness for work must be forwarded in the same manner.  

4. If you have been suffering from an infectious or contagious disease, or a pandemic virus, including Covid-19, you must not report for work until you are medically fit to do so.  This is to prevent spread of the disease in the workplace.

