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1. PURPOSE
To establish the procedure for reporting absences and return from absences due to personal illness.

2. SCOPE
These procedures apply to all employees who have been absent from work due to personal illness or disability.

3. PROCEDURES
3.1 Reporting Absences Due to Illness/Disability

An employee who is unable to report for work because of illness will notify his/her manager on the first day of absence, preferably by telephone and prior to 10:00 a.m. The manager, after obtaining from the employee the anticipated period of absence, will inform Human Resources if absence is expected to be for 3 or more consecutive work days.
3.2 Reporting Back to Work
3.2.1
Employee
When an employee reports back to work after an absence due to illness or disability he/she will, before beginning work, report to his/her manager and if absence has been for 3 or more consecutive work days he/she will:

3.2.1.1 Obtain and fill out Return to Work Report.

3.2.1.2 If practicable, have the report promptly delivered to the Human Resources Manager (or designee). If it is not practicable to hand carry the report, it should be sent by the most expeditious means available.

3.2.2
Supervisor

When an employee returns to work, after an absence of 3 or more consecutive work days, his/her manager will promptly report to Human Resources the time and date of return to work and indicate that the employee is submitting a Return to Work Report.

3.3 Protection Accorded Return to Work Reports


Since the information contained in the report is for the exclusive use of the Human Resources Manager, it has been classified as “PERSONAL DATA”. When the report is in transit between employees and the Human Resources Manager, it should be enclosed in a properly marked and addressed container.

4.
PREPARATION OF TIME SHEET
The manager, in coordination with the employee, will insure that the period of absence is entered on the Time Record Sheet in the manner required by Policy 7004, Preparation of Time Sheets, paragraph 3.1.3.

The following form is incorporated into this policy by reference and can be found in the forms section:

· Return to Work Report
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