UNIVERSITY COLLEGE LONDON
Sickness Absence Record Form
Employees / Managers are encouraged to record sickness absence directly on MyHR Self Service.  If required by local department processes, this Sickness Absence Record Form may be used.
Name: ____________________________________________________________ 
Department: ________________________________________________________
Date of first day of absence: __________________________________________________
Date of return to work: _____________________________________________________
If part time, date fit to return to work: _________ (if earlier than the actual date of return)
Nature of illness 
The Sickness Absence recording categories have been updated with a system developed by collaboration of the Health and Safety Executive with the Institute of Occupational Medicine. This scheme is designed to allow employers to classify in a standardised way the reasons for sickness absence provided by employees.  

Please review the list of sickness absence reasons here: 

www.ucl.ac.uk/human-resources/sickness-absence-reasons

Type the reason that fits your absence here:

 

 

I confirm that the above information is correct and that I am fit and well to return to work:
Signed: _______________________	 Date: ____________
An electronic signature is acceptable.  Once complete, please pass or send securely this form on to your Line Manager.
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UNIVERSITY COLLEGE LONDON
Sickness Absence Record Form
Back to work Interview
	To be completed by the Line Manager
	Yes
	No
	N/A

	Was the sickness absence reporting procedure followed?              
	
	
	

	Is the member of staff fit to return to work?
	
	
	

	Has a doctor’s fit note been submitted?
(for absences of more than 7 calendar days)
	
	
	

	Was the absence work related e.g. accident at work or general conditions of work area?
	
	
	

	Is a Workplace Health referral required?
	
	
	

	If yes has the staff member given permission?
	
	
	

	Are any work place adjustments required?
	
	
	

	If yes, please provide details of what is required, who is to action and a timescale for completion.

	Is a risk assessment being requested?
	
	
	

	Tick to confirm that the Sickness/Absence has been recorded
	

	If an employee's level of absence reaches 12 or more working days (pro-rata), or 6 or more episodes in any rolling 12 month period (or a single period of four weeks or more (long-term sickness absence), the Formal Procedures for Managing Sickness Absence will be triggered. If the employee is approaching this level of absence, ensure they are aware of this.  Have they been informed?
	
	
	



Date of meeting: 
Name of Line Manager:
Signature: 
Signature of member of staff:
Please ensure both sides of this form are completed
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