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Consultant calls Ops Manager during normal working hours -, or Clinical Site Manager  - via switchboard if on call

	Role of Trainee

1. Inform relevant consultant as soon as you know you will not be able to work if on call, or by 8am at the latest.

2. Inform Ops Manager when you intend to return to work, otherwise you will be recorded as being off sick for longer than is correct

3. Be aware that in the event of sick leave exceeding 3% of your total scheduled work, you may, at the discretion of your supervising consultant, be referred to Occupational Health for assessment in line with Trust protocols


	Role of Ops Manager

1. Organise cover where necessary

2. Record sickness to payroll and to Medical Education Centre Manager (Maxine Owen, ext 6782) in the Education Centre 

3. Inform payroll when doctor returns to work 

	
	Role of Clinical Site Manager 

1. Organise cover where necessary

2. Ensure the directorate is informed doctor absence at the earliest opportunity

	Role of Consultant
1. Inform Ops Manager or Site Manager as indicated above

2. Conduct a return to work interview or delegate appropriately to

              Ops Manager

3. If concerned about prolonged or recurrent sick leave, inform DME and Occupational Health at your discretion, keeping the Directorate office informed at all times 
	Role of Education Centre Administrator

1.   Record sickness and inform DME on a monthly basis

2.  All sick leave exceeding 3% of total scheduled work will trigger a referral to    Occupational Health for assessment


Operations Managers

Directorate



Bleep number



e mail address

Acute Medicine 

Kwesi Boakye 



0208 836 5475   



 kwesi.boakye
@nhs.net   

  OR 

Kathy Kennedy  



0802 836 5423   



kathy.kennedy@nhs.net 
Paediatrics/Obs & Gyane
Steve Hancock



020 8836 5823 blp 675


steve.hancock@nhs.net
Karen Ginno-Dower


020 8836 6285



karen.ginno-dower@nhs.net
ED

Tracy Izzrad



020 8836 6846 blp 441


tracy.izzard@nhs.net
Anaesthetics

Secretaries



020 8836 5595



jackie.haley@nhs.net
Surgery/Urology/Orthopaedics

Colette Try 



020 8836 6898



colette.try@nhs.net
Pathology

Steve Geear



020 8836 5674



steve.geear@nhs.net




Notes on carer’s leave

The same principles apply as sick leave in terms of notification about not being able to work. However carer’s leave is not automatic and needs to be authorised by the Consultant and operations manager. It is only available for employees with 12 months’ continuous service, otherwise it is unpaid leave and is for a maximum of 2 days at a time (and no more than 5 days per year). 

	Guidance on the management of short term absence

	what will happen
	when it will happen

	RETURN TO WORK INTERVIEW
	

	Manager will meet informally with employee to express concern about absence and check employee is well


	After every episode of sickness absence

	INFORMAL MONITORING MEETING
	

	Manager will meet informally with employee to express concern and discuss any underlying reason

Manager will advise attendance being monitored and attendance at work needs to be sustained

A standard will be set (such as no more than 1 absence in the next 6 months) - failure to meet the standard will lead to a sickness warning


	String of odd days or episodes, usually around three in total in a 12 month period

	FIRST WARNING MEETING
	

	Manager will meet formally with employee to express concern and discuss any underlying reason

Employee has right of representation – HR will also be present

Possible impact of work and possible reasonable adjustments will be discussed

Employee will be advised that attendance standard has been broken and a sickness warning will be issued

A new standard will be set (such as no more than 1 absence in the next 6 months) - failure to meet the standard will lead to further formal action

The line manager dealing with the absence will discuss the matter with their supervisor at this point


	Further odd days or episodes, usually around five in total over a 12 month period

	FINAL WARNING MEETING
	

	If standard is not met, a formal meeting will take place – the issues above will be discussed again

Employee has right of representation – HR will also be present

Failure to sustain attendance will lead to further action including possibility of termination of employment

A further standard will be set (such as no more than 1 absence in the next 6 months) - failure to meet the standard will lead to further formal action

The General Manager will be briefed about the matter


	
Further odd episodes, usually around seven in total

	DISMISSAL MEETING
	

	A formal hearing will take place, chaired by a dismissing officer

A full management case giving evidence of the process followed will be presented 


	Further odd episodes, usually around nine in total




Trainee Sickness Reporting 





Are you on Call?





Contact own Consultant


Via switchboard as soon as you know, but by 9am on the day at the latest





Contact On Call Consultant


Via switchboard as soon as you know you will not be able to work





Reasonable adjustments will be considered at any time as appropriate 





Occupational Health advice will be obtained at any time as appropriate





Appropriate action can be taken at any stage during absence, waiting for half or nil pay to commence is not necessary





Ill health retirement can be considered at any time as appropriate








