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Introduction
Importance of entering and updating of Sickness information
It is very important that sickness absence is recorded promptly and accurately by
managers.
Sickness absence results in Occupational Sick Pay (OSP) being paid to an employee and
will show on their payslip. In some cases, it may also result in a reduction in pay to an
employee.
To avoid any potential issues around pay, follow these guidelines:


Enter sickness absences onto Portal as soon as they are notified to you. You will
also need to include an expected end date for the absence and update this as
needed.



As soon as possible, on your employees’ return to work, you will need to:
o Conduct a return to work meeting with them.
o Ensure you update Portal with the employee’s return to work information
promptly.

General Guidance on Sickness Absence
Full guidance on sickness absence, including the policy and procedure is available on the
HR website: http://www.aston.ac.uk/staff/hr/policy-procedures/wellbeing/sicknessabsence-policy-procedures-and-guidelines/
Length of
sickness absence
Up to and including
7 calendar days

8 calendar days
and over

Requirements


Record absence in Portal



Complete the return to work meeting and record this and
any notes in Portal



Record absence in Portal



A doctor’s/hospital note to cover the period between day 8
and the end of the absence is required. (doctors/hospital
notes should be sent to HR)



Complete the return to work meeting and record this and
any notes in Portal



For employees returning to work after long term sickness,
you should contact your HR Business Partner for advice if
you have any concerns.
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Process
This is the general process of reporting and recording sickness absence:

Employee is off sick
(Short term absence, 7
calendar days or less)

Employee phones
manager to report
sickness

Manager records
absence on Portal
(Uncertified at this stage)

Employee returns to
work after sickness

Employee still off sick

Manager has return to
work meeting with
employee.

(long term absence,
more than 7 days)

Employee obtains doctor's
note/s. Doctor's note/s to be
sent to HR by
employee/manager
HR will update the
employee's record to show
this is now a certified
sickness and include the
reason and end date of the
doctors note
Doctor's note is held on file
by HR

Confirms start and end
dates and reason for
absence.

Manager updates
sickness record in Portal
with end date and reason
for sickness. Manager
ensure this is certified,
and states return to work
meeting has been
completed (and writes
notes as appropriate)
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Working Patterns
A working pattern describes the number of hours per day and which days of the week an
employee works. For example, Monday – Friday 7.3 hours per day (a standard week) or
Monday to Wednesday 5 hours per day.
All employees need their working pattern set in the Core HR system in order for absences
to be recorded accurately against them. HR have undergone an exercise to capture all
working patterns and, where these have been notified to us, these have been entered into
the system.
If, when entering a sickness absence, you notice that the number of hours/days do not
seem right, it may be that their working pattern has not been set up, or it may have
changed since we last collected this information from you. Please ensure that you inform
your HR Administrator if this is the case (see further down for contacts).
Regular Working Patterns
Where employees work the same hours/days each week, or over a set number of weeks,
HR describe these as ‘regular’ working patterns. This applies to the majority of staff at the
university.
Absences for these staff should be recorded in periods. For example, if an employee is off
from one Monday and returns to work the next Monday, the absence would be recorded as
Monday – Sunday inclusive. The system will then work out how many days the employee
was due to work based on their working pattern.
Irregular Working Patterns
Where employees work shifts, variable or annualised hours, HR describes these as
‘irregular’ working patterns. This applies to some academics, researchers and support staff
where any day of the week could be worked, and this is not always the same day/s each
week or over a set number of weeks. This also applies to shift workers who need to swap
shifts regularly with colleagues to maintain cover.
The unpredictable nature of these irregular working patterns means that is not possible to
maintain accurate work patterns in the HR system. In these circumstances they will be
managed locally.
Absences should be recorded only on the days the employee was due to work. For
example if an employee is off from one Monday and returns to work the next Monday but
they were only scheduled to work on Tuesday – Friday for that week, you would only
record the absence from Tuesday to Friday.
If you are in doubt about what type of working pattern your employees work, please
contact your HR administrator. This will enable you to record sickness absences against
your staff using the right method.
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What if my employee has changed their normal working pattern, or frequently does
not work a regular working pattern?
If your employee changes their working pattern, or you need to move them to an irregular
working pattern, you will need to notify your HR Administrator as soon as possible. They
will make the changes on your behalf, and this ensures that the system calculates the right
number of days your employee has had off sick. Please ensure that you give the
administrator as much notice as possible to make the changes.
Likewise, if you add an absence for a day but notice that this shows the wrong number of
hours for your employee on that day, their work pattern will need to be checked.
This is the information you will need to provide to amend/check a work pattern:
Employee Name:
Job title:
Effective Date of change:
Number of hours worked Monday:
Number of hours worked Tuesday:
Number of hours worked Wednesday:
Number of hours worked Thursday:
Number of hours worked Friday:
Number of hours worked Saturday:
Number of hours worked Sunday:
What do I do when my employee does not work their normal working pattern (one
off)?
It is inevitable that part time employees are likely to change their working days every now
and then, depending on the University needs. At present, we are not concerned with
recording these changes unless it has an impact on their sickness entitlement.
Example
An employee is scheduled to work 30 hours per week, 7.5 hours (7:30) over 4 days
normally on Monday – Thursday.
They were sick one week from the Tuesday to the Friday. This would normally be 3 days
absence.
However, for this week only, the employee actually swapped their working days so that
they were due to work Tuesday – Friday that week. Their absence period should be 4
days.
In these cases you will need to contact your HR Administrator who will make changes to
the working pattern for the affected week. You can then record your absence and it will
show the correct number of days for the duration.
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Special notes on Sickness Absences
Doctor’s/Hospital Certificates
Managers are unable to enter a doctor’s/ medical certificates into Portal. These need to be
sent to HR who will record and retain these on file. Please send any doctor’s/hospital
notes you receive promptly to your HR Administrator. HR will then enter the medical
certificate details, and change the sickness to certified.
Disability Related Illness
It is important that if an absence period is related to a declared disability that this be
recorded with the reason ‘Disability Related’. You can use the narrative box for the
particulars. If you are uncertain about this, please contact your HR Business Partner.
Work related accident
If your employee’s absence is a direct result of an accident at work, you and the employee
will need to report this to the Health & Safety Unit.
http://www.aston.ac.uk/staff/hr/safety/accident-reporting/
Your employee will still need to report in sick and send in medical certificates (depending
on the length of absence). You will still need to record their absence on Portal and have a
return to work meeting.
The Health & Safety Unit will liaise with HR. If necessary, HR will re-code this as a ‘Work
Related Accident’.
Infectious Diseases
If an employee is off with an infectious disease, you will need to report this to your HR
Advisor who will advise you accordingly.
Entering Pregnancy Related
If an employee is off work due to a pregnancy related illness (for example pre-eclampsia)
within 4 weeks of their expected confinement week, then you will need to notify the
relevant HR Advisor so that their maternity leave is started early.
Employees on Visas
If someone who holds a Visa:



Is absent for 10 days but fails to notify you of the reason for their absence
has been off sick but fails or refuses to provide a medical certificate, or have a
return to work meeting with their manager within 10 days of their absence

then this is classed as unauthorised absence and you must report this immediately to
either Jo Elsmore or Claire Freeman in HR as we have a duty to report such absences to
the Home Office within 10 days of their occurrence.
No reason given for absence
If an employee does not give or refuses to give the reason for their absence, you should
contact your HR Business Partner for assistance.
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Employees with Multiple Appointments at Aston University
Some employees may have more than one appointment at Aston. When entering their
sickness absence, please ensure that you select the correct appointment/s to enter this
against.
Expected end dates for sickness periods
All short term sickness should have an expected return to work date, and most long term
sickness should as well. For example, if an employee is off for an operation you will know
approximately when they are due back even if this is only the week or month.
The only case where you can leave an end date blank is for those employees on long
term sickness where you do not have an estimated return to work date. For example, in
the case of depression/stress, this would apply. This is because open ended absences
may have an effect on your employees pay.
Part Year Staff
Staff who have periods of the year when they are not scheduled to work are treated as full
year staff, even for the period of the year that they are here. This is because they will not
normally be reporting sickness for this part of the year.
There may be exceptions, where we do need to record a part year employee as absent
during their non-working weeks (i.e. long-term sick). However HR will deal with these
exceptions when they arise.
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Entering Sickness Absence
When your employee reports their sickness, you will need to record this absence on
Portal. You will record this initially as ’Uncertified’ as your employee has not yet returned to
work and confirmed the dates and reason for their absence, or produced a Medical
certificate. To do this:
 From the Manager’s Dashboard, choose Team Scheduler.

Your Team Scheduler will have a list of your employees and a calendar view to record
absences on. Here, you will be able to view any previously entered absences.
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Add a Sickness Record
 a) Click on ‘Add New’ or
b) Double click on the day you wish to record the absence against or
c) Right click on the day you wish to record the absence

 In the New Absence Record screen, enter the following details:
Absence Detail





Your employee
The Leave type – Use Uncertified Sick Leave. When the employee returns to work
or produces a doctor’s note this can be updated to Certified Sickness.
Start Date of absence
End Date - Use the expected end date of the absence. You can always update this
if the employee is off longer than expected.

Additional Information



Reason
Narrative – You can use this to record any notes on the absence. You should
complete this if the sickness absence falls into the ‘Other/Not Given’ or ‘Multiple
Reasons’ categories. Please note, under Data Protection the employee may
request to see the data that the University holds so please keep this factual.

 When you have finished, click on Save.
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In this example, the employee has called in sick with a cold on Tuesday 2 February. He is
hopeful that he will be recovered enough to be back at work the next day. This is how you
would record the sickness absence on Portal:

To add a Half Day Sickness Record (one off occurrence)
There will be instances where your employee is sick for half a day in the morning or
afternoon.
To enter this on Portal, enter your absence initially and then
 Check the Part Day Leave box for ‘Yes’
 Enter whether this the employee was off in the morning or afternoon in the Time of
Day field
 Save the record
Do not use the ‘Enter Duration’ button or the ¼ or ¾ segment buttons – sickness can only
be recorded in full or half day segments at Aston.
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After you have clicked Save, you will be able to view this entry on the Team Scheduler. If
you hover your curser over it you will see the details:
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Updating Sickness Absences – on return to work
The last day of your employee’s absence is the day before they returned to work,
regardless of whether this is a day the employee would normally work. For example, an
employee returns to work after a week off sick on a Monday – their last day of sickness is
the Sunday before.
When your employee returns from sickness, you will need to have a return to work
meeting where you confirm the dates and reason for their absence. You can now record
this absence period as certified in Portal and check that the end date you had originally
put in is correct.
To do this:
 From Manager’s Dashboard, choose Team Scheduler
Your Team Scheduler will have a list of your employees and a calendar view to record
absences on, and view any previously entered absences.
 Use the ‘Previous/Next’ buttons to navigate to the original sickness entry for your
employee or use the ‘Go To Date’ Button.
 Double click on the sickness entry to open it.

 You can now update your employee’s sickness absence. Please ensure that you
check and complete the following fields:
Absence Detail
 Leave Type – this now needs to be changed to Certified as the return to work
meeting has been conducted.
 End Date
Additional Information
 Reason
 Narrative – You can use this to record any notes on the absence. You should
complete this if the sickness absence falls into the ‘Other/Not Given’ or ‘Multiple
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Reasons’ categories. Please note that under Data Protection the employee may
request to see the data the University holds so please keep this factual.
Return to Work Interview
When your employee returns from a period of sickness, you should have a return to work
meeting with them. For guidance on return to work meetings, please contact your HR
Advisor. You can use Portal to make notes of this meeting.




Check the interview box to confirm you have had the meeting.
Use the interview notes space to record any notes. Please note, under Data
Protection the employee may request to see the data we hold so please keep this
factual.
Do not use the ‘work related’ box

 When you have finished, click on Save.
In this example, the employee was off for 2 days with a cold, not one as initially expected.
This is how you would update their sickness absence on Portal:
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Who to Contact
If you have general queries concerning sickness absence, or your employees work
patterns, please contact your HR Administrator.
If you have a specific query or concerns over an employees’ sickness record, or the
reason for their sickness, please contact your HR Business Partner.
If you have queries around employees on visas, contact Jo Elsmore or Claire Freeman.
All current HR contacts are available on the HR website.
http://www.aston.ac.uk/staff/hr/hr-contacts/
If you are having difficulty accessing or using Aston Staff Portal, please email
astonstaffportal@aston.ac.uk.
If you have forgotten your Aston network username or password, contact the IT
Services Helpdesk its_helpdesk@aston.ac.uk.
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