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PROCEDURE NOTE

ABSENCE DUE TO ILLNESS

If you are prevented from reporting for duty due to illness or injury, you

should notify your line manager as soon as possible on the first day of the

absence, preferably by phone before 10.00am, giving the reason for your

absence and the likely date of your return to work. If you are unable to

contact your line manager you should contact Tower Buildings with a

message. (Line managers must inform the Finance section at Morpeth

(Margaret) as soon as possible after they receive notification.) Throughout

your absence you should keep your line manager informed on a regular and frequent basis.

In the event of the illness lasting between one and seven calendar days,

inclusive, on the first day of returning to work you must complete a self

certification form (A sample copy has been issued to all offices and is

available from Admin., Morpeth) and send it to Finance section, Morpeth

with a copy to your line manager.

After an absence of more than seven calendar days a medical certificate

signed by your doctor is required to cover the eighth and subsequent days of illness. This should be copied to your line manager with the original to

Finance section, Morpeth.
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