
Telephone Reporting 
Manager or nominated 

person as soon as possible 
or within 1 hour of usual 

start time

Sickness Absence Flowchart for 
Managers and Employees

Reporting Manager or 
nominated person open 
up a sickness record via 

People Manager on 
iTrent

Contact should be made 
on each day of absence 

or as agreed

On returning to 
work the employee 

will log into 
Employee Self 

Service and 
complete the 

sickness record.  
This replaces the 
need for a paper 

copy self 
certification.*

Return to Work within 7 calendar days

Employee to obtain 
a fit note from a HP 

and send to their 
Reporting Manager.  

The Reporting 
Manager will then 

record the end date 
of the Fit Note in 
the Expected End 
date via People 

Manager

Absence lasts beyond 7 calendar days

Maintain contact 
with your Manager/
Employee as agreedAttend a return to 

work discussion as 
arranged by your 

Manager

Record on People 
Manager the date 

and any agreed 
outcomes of the 

discussion

If required make 
referral to 

Occupational Health

Employee to attend 
meetings as agreed

Manager to input 
on People Manager 
the expected end 
date by using the 

End Date of the Fit 
Notes*

There will be reminders sent to both Employee 

and Reporting Manager when key dates are 

approaching. 
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