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Sickness Absence Guidance

Notification

· If you are unwell and not able to attend work, please contact both your line manager and Reception (enquiries@materials.ox.ac.uk ) to notify them.  Please provide a reason for the absence, and where possible give an indication of the date you expect to be back at work.
· Notification should take place as soon as possible on the day of the absence.  
· Failure to provide such notification without good reason may result in sick pay (including payment under the University's scheme) being withheld.
Certification 
· If you are absent through sickness for up to seven consecutive calendar days, please complete a Self-certification form upon returning to work.  The Self-certification form can be found on the Materials website: http://www.materials.ox.ac.uk/local/documents.html?panel=4#AdminForms  (this form replaces the previous forms in use).  Once completed, please send the form to Alison Jewitt (alison.jewitt@materials.ox.ac.uk) 
· If you are absent for more than seven days, you will need to obtain a certificate from your doctor.  This is known as a ‘fit note’ or statement of fitness to work.  Please send this to Alison Jewitt as soon as possible.
Return to work
· For occasional, short-term absences, upon returning to work you simply need to provide appropriate certification.  http://www.materials.ox.ac.uk/local/documents.html?panel=4#AdminForms 
· If the absence is for more than two weeks, or if there have been three or more previous periods of absence within the last six months, or if your manager has any other concerns, a return to work discussion will be held.
· The return to work discussion is an informal meeting aimed at addressing any issues relating to the absence.  It will typically involve your line manager and the HR Manager.
· If a ‘fit note’ has been issued, any advice stated on this will be discussed at the meeting.  For example, the fit note may recommend a phased return to work.
· Where additional guidance on health issues is required, the HR Manager may propose a referral to the University Occupational Health Service.
If you have any questions or concerns, please contact Tom Lake, HR Manager (tom.lake@materials.ox.ac.uk) Tel:  01865 273704    Room 30:08 Hume-Rothery Building
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