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Key Points
· Only one person per department can be designated in the system as the person responsible for making returns on behalf of the head of department.
· If the designated person changes, HR MUST be informed. 

· Sickness absences should only be returned for current staff on substantive contracts.  (IE not staff on casual/temporary (variable hours) contracts or unpaid/visiting staff.

· Records are directly imported to Payroll for pay purposes and must therefore be accurate and comprehensive.
· All short and long-term absences count against paid sickness entitlement.
· The whole period of an absence should be entered, including weekends.
· Record whole day absences only unless the absence is part of a phased return to work.
· Enter reason for stress related absences, in the sickness category field, where known.
· Payroll deadline for sickness returns in the previous month is 5th of each month.

· All returns should be as up to date as they can be on the above date. 

· Departments MUST have in place processes to make sure the above deadline is kept to.


Self-Service Sickness Absence Screens For Delegated Sickness Inputters
Signing in Screen
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your username.

e Self Senvice offers access at employee and manager

level.

HowdolSignin?

Sign in above using your University logon and password

This i information held about you s an individual and
includes:

~ Personal and contact details (including emergency
‘contact details);

~ Access to pay documents such as payslips and
P60s;

~ Information about your sickness absence;

" Details of training undertaken

Manager Access o

If you are a Manager, MyTeam gives you access to data
‘about your team members including:

i

~ Personal and contact details (including emergency
‘contact details);

~ Information regarding sickness absence;

~ Details of training undertaken
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The URL for Self-Service is http://mis-orange.lancs.ac.uk:8280/concerto/Portal/ but this can also be found on the HR homepage under quick links
There should only be one delegated inputter per department.

To sign in use the same username and password you use to log in to your university windows account, please take care to ensure you are using the correct case as the password is case sensitive.  

Any password containing the special characters £, $, ¬ or ¦ will not be recognised by self service, so will not let you log in.  If your password contains one of these characters, you will need to change your windows password.  For details of how to do that, check the ISS website or click here.

If you are having any problems logging in please contact Matt Jamison in HR.
Delegated Responsibilities Screens
To notify sickness for an employee, you either need to be that employee’s line manager, or have a delegation responsibility set up for that employee.  If you do not have delegated responsibility for sickness inputting and believe you should please contact HR.
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Click the heading above to view details held about you

Click the heading above to view online payslips and P60's.

Click the heading above to view periods of sickness absence you have taken

You have the following number of training requests:
[2 Authorised ]

Click the heading above to view intemally-provided training courses requested,
booked or attended since 1 January 2010

l

[2 Active ]

Click the heading above to access the area which shows all actions that have
been delegated to you. In the first instance this will be sickness inputing but
this area may grow as more seff-senice functionalty is rolled out.

Dane.

Ririas

[ | o -




 

[image: image3.png]Fle Edt View Favortes Took Help

i Fovortes | 5

i m

This area shows responsibilties that have been delegated to you - normally by your Line Manager.

The first area "Active Delegation Rules” shows the detail of what has been delegated to you. To access the details click on the bold text on the left of the screen.

The "Pending Delegation Rules” area shows rules that have been set up for a future date and therefore are not yet active.
The "Authorisations” area can be ignored for now. This wil become active as more of seff-senice is rolled out.

The "Responsibilities” area is where you access the individuals for whom you have delegated responsibility. Click the bold text to the right of the screen under the Module heading, this
will show you the list of people in alphabetical order by sumame. To enter a sickness absence, click the name of the individual and you will be taken into the Sickness Summary area.

Delegation Rule. Delegated by
Sickness for Chris Thrush Andrew Neal
Absence Inputting for HR Christopher Thrush
Description

Sickness for Chris Thrush

Absence Inputting for HR

& Local intranet 43





Delegated responsibilites are set up to allow people other than the line manager to enter sickness.  You may have more than one delegated responsibility set up depending on your role as the people you report sickness for will have different line managers.  Select the relevant delegation rule to input for an employee.

Delegated Responsiblities Staff List

Once you have selected a delegation rule, you will be presented with a list of staff you can input absence for as a result of that rule. 
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This area shows responsibilties that have been delegated to you - normally by your Line Manager.

The first area "Active Delegation Rules” shows the detail of what has been delegated to you. To access the details click on the bold text on the left of the screen.

The "Pending Delegation Rules” area shows rules that have been set up for a future date and therefore are not yet active.
The "Authorisations” area can be ignored for now. This wil become active as more of seff-senice is rolled out.

The "Responsibilities” area is where you access the individuals for whom you have delegated responsibility. Click the bold text to the right of the screen under the Module heading, this
will show you the list of people in alphabetical order by sumame. To enter a sickness absence, click the name of the individual and you will be taken into the Sickness Summary area.

You have delegated access to this module on behalf of the following people:

Armitage Susan Mrs (Emp: 000957, Post: Prof & Educational Development Adviser)
Bennett Jean Mrs (Emp: 012548, Post: Coordinator)

Bond Sue Mrs (Emp: 027386, Post: HR Assistant)

Bradbury Adam Mr (Emp: 031560, Post: Safety Officer (Radiation))

Campbell Stuart Mr (Emp: 036990, Post: HR Assistant)

Clements Colin Mr (Emp: 000070, Post: HR Partner)

Cooper Alison Ms (Emp: 014878, Post: Teaching & Learning Development)
Cooper Caroline Mrs (Emp: 031072, Post: HR Partner)

Fielding Ruth Mrs (Emp: 002708, Post: HR Systems Manager)

Hadwin Catherine Mrs (Emp: 030230, Post: Senior HR Assistant)

Houghton Anne-Marie Dr. (Emp: 004381, Post: Equality & Diversity Adviser)
Hudson Sarah Mrs (Emp: 032772, Post: Assistant HR Partner)

Jamison Matt Mr (Emp: 033334, Post: Management Information & Process Admin.)
Jenner Kate Miss (Emp: 032246, Post: Senior HR Assistant)

Kemp Robert Mr (Emp: 018974, Post: Manager Wellbeing, Equality & Diversity)

Done. “J Local ntranet. 45





Select the member of staff you wish to input sickness for by clicking on them in the screen above.

If the person you wish to record sickness for isn’t available double check your other delegation rules, if they are still not available please contact Briony Taylor in HR.

Sickness Summary Screen 

Once you have selected the employee you wish to record sickness for, you will be taken to the sickness summary screen.  This screen allows you to view any sickness already recorded for this employee, or enter a new absence. Any record in the Sickness History section has been processed by payroll and any record in the Sickness awaiting payroll processing section is still to be processed by payroll
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If a record is awaiting payroll processing, you are able to edit or delete that record by selecting it.

If a record has been payroll processed it cannot be amended, so all changes have to be processed through payroll.  To notify them of any necessary changes email payrollandpensions@lancaster.ac.uk. 
To enter a new sickness record for this employee click Notify Sickness in the bottom right corner of the page.
 Sickness Notification Screen

When you select notify sickness you will be taken to the sickness notification screen.  This will allow you to record the details of the sickness
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Employes. Joseph Thomberry

Number 0000010786

Type Ondustrial Injury ® Sickness

Sickness Reason Infections eg. Cold v
Sickness Category Health v

Certficate Type Not Certifed v

Duration O Single Day ® More Than One Day

From - Date * 16032011 |FB® Full Day OPM Only.
To-Date *
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All entries should have the Type sickness selected.
Select the relevant reason for the absence in the Sickness Reason dropdown box.  For further guidance on Sickness Reasons please see appendix 1.

Sickness Category should be left blank unless the Sickness Reason is Stress or stress related, or the employee is currently undergoing a phased return to work, for further guidance on recording phased return to works go to the Recording Phased Return to Works  section of this guide.  If the Sickness Reason is Stress then please input whether this is for Health or Personal reasons, or select one of the work related sub-categories as necessary.  If this is unknown, please leave blank. 
Select the relevant certification from the Certificate Type dropdown box, please note if an absence is over 4 days it must be self certified by the employee and if it is longer than 7 days it must be certified by a doctor.
Select Single Day for Duration if the absence was just one day, if the absence was longer than a day or is open ended then please select More Than One Day.

If you have selected Single Day in Duration then enter the date in in the Date box, please ensure the Full Day option is selected.  If you have selected More Than One Day, then enter the start date and end date in the From – Date and To – Date boxes respectively, again ensuring that Full Day is selected for both.  Please note the end date should be the last day of absence NOT the return to work day, and you should only enter an end date AFTER the actual return to work.
If you are happy with the details you have entered select Submit and not Save to submit the record to await payroll processing.  You should now be able to see this record in the Sickness awaiting payroll processing tab on the sickness summary screen.
Editing/Deleting Submitted Records 
If you need to modify or delete a record that hasn’t been payroll processed, then select it from the Sickness awaiting payroll processing tab on the Sickness summary screen, this will then allow you to modify or delete that record.
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To-Date * 2010372017 EB® Full Day OAM Only Retum to Work Interview Date. i

[Back] [Save] [Delete]

Dane.

Lacal ntranet

[ | oo -





If you need to edit the end date of the absence, or add one to a previously open ended absence, you can do so here by changing the date in the To – Date box.  Again, please ensure the end date is the last day of the absence and NOT the return to work date and that the end date is only entered once the employee has actually returned to work.  

If you do make any changes then to save them select Save.
Alternatively if you need to delete the record select Delete and it will be deleted from the employees sickness record.
If you need to make any other changes, or change a record already processed by payroll, then you will have to notify payroll by email.  To contact them email payrollandpensions@lancaster.ac.uk.

 Submitting a ‘Saved’ Record
If by accident when creating a new sickness notification you Save a record rather than Submit, it will not be processed by payroll until you submit the record.  To do that take the following steps.
· In the Sickness Summary screen for that employee, the record will be shown as Open (with Manager)  in the Sickness History tab.

· Click on the form number (in bold).
· Double check the sickness details and amend as necessary.
· Click the Submit button.
· The record should now have moved from the Sickness History tab to the Sickness awaiting payroll processing tab in the Sickness summary screen.
Recording Phased Return to Works
Background

With the introduction of GP fit notes replacing sick notes, we may need to facilitate the return of employees from long term sickness with a phased return to work pattern.
Sickness inputters should enter sickness to match as closely as possible, in half days, the working pattern of someone returning to work.  For instance if someone should be working full time, and are returning working AM only, the sickness inputter should enter a sickness notification for every working day with the relevant sickness reason but with a sickness category of Phased Return to Work and PM only selected.

To record a phased return to work absence, the original period of sickness has to be ended before the phased return process begins.  Email payroll to end the previous absence if it is still open.
Recording Phased Absence
Recording the absence is very similar to recording normal sickness absence, but there are a couple of key differences.
[image: image8.png]. il orange-ncs s ks erertolPortalindes saprecionmnenFom 9] [4r) (%] [ coo0= 28]
Fe td Vew Fovoltes Tooh Help
i Favortss A Homs page - Lancaster Univ... A Human Resources - Lancast... ] Northaterinso Extrant ] Cognos's [E] sharspoint Home

L

*

& -

E R

UNTVERSITY

Service

Welcome Dave

Employes. ‘Susan Bond

Type Ondustrial Injury ® Sickness

Sickness Reason Back Pain K

Sickness Category Phased Retumto Work &
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Like normal sickness absences, the Type should still always be Sickness, and in phased return cases the Sickness Reason should be the same reason used to record the original absence.
For all phased return to work absence records you MUST select Phased Return to Work in the Sickness Category dropdown box regardless of Sickness Reason.  This will allow us to identify which absences are normal sickness absence and which are as a result of a phased return to work.

Phased returns will almost always be single day absences, but occasionally may include absence of more than one day where the phased return may span more than one day (i.e. someone has a Tuesday and a Wednesday off as part of their returning work pattern).  Unfortunately, Self service cannot record consecutive half days in one notification, so each individual half day has to be its own individual record.

The main difference between a phased return absence and a normal sickness absence is that you need to record half day absences if the phased return includes half day absences.  Simply select AM only or PM only where you would normally select Full Day.  Try to match as closely as possible to the employees actual absence pattern as possible.  See below for some further examples of possible phased return working patterns and how to record them.

Other examples of working Patterns

	Actual Working Time
	Phased Return Working Time
	Recorded on Self Service as … 

	Usual full-time hours
	Tues – Thurs full days
	Full days sickness on Monday, full days sickness on Friday.

	Usual full-time hours
	Mon-Weds AM only, Thurs – Fri full day
	3 half days sickness PM only Mon – Wed.

	Part-time AM only
	Tues – Thurs AM only
	As a full day for this employee is the morning only, record full days sickness on Monday, full days sickness on Friday.

	Part-time Thurs&Fri all day
	Thurs PM, Fri AM 
	2 half days sickness.  AM Thurs and Fri PM.

	Usual full-time hours
	Mon – Friday, 3PM finishes
	All absences should be recorded for reporting purposes, so record 5 half days.  Adjustments to sick pay will be made if necessary.


Appendix 1 - Sickness Categories

These guidance notes explain how to record the different causes of sickness absence for monitoring purposes.
In selecting which types of absence to include: 
· Absence for fertility treatment and cosmetic surgery should only be included when the absence was taken as sickness absence and not some other form of leave (e.g. annual leave, unpaid leave etc.)
All instances of sickness absence should be allocated to one of absence categories in the table below
Absences caused by more than one illness should be allocated to the main illness.
Please avoid the Personal sickness reason where reason for absence is known.
If absences are not being self-categorised and the employee has provided a number of causes, use the first item listed.
	Absence Category
	Examples

	 
	 

	Infections
	Colds , flus, virus, tonsillitis, childhood illnesses eg measles

	 
	 

	Cancer/Malignancy
	Tumours, lung and breast cancer

	Haematological
	Anaemia and blood conditions

	Endocrine/Metabolic
	Diabetes, thyroid disease

	 
	 

	Stress
	Self-explanatory

	Psychotic Illness
	Bipolar disorder, schizophrenia

	Anxiety
	Self-explanatory

	Depression
	Self-explanatory

	Alcohol and drug dependency
	Self-explanatory

	Other mental health
	Anorexia and other eating disorders

	 
	 

	Neurological
	Multiple sclerosis, migraine, epilepsy

	Ophthalmological
	Eyes

	Audiological
	Hearing ear problems

	Cardiovascular and cerebro-vascual
	Heart disease, high blood pressure, strokes head injury, angina

	Chest and Respiratory
	Asthma, Bronchitis, pneumonia, chest infection

	Gastro intestinal
	Ulcers, colitis,  irritable bowel syndrome (IBS) and Diarrhoea and vomiting 

	Dental
	Self-explanatory

	Dermatological
	Skin diseases, eczema, psoriasis

	 
	 

	Back Pain
	Self-explanatory

	Neck Pain
	Self-explanatory

	Fracture
	Self-explanatory

	Lower Limb Problem
	Self-explanatory

	Upper limb Problem
	Self-explanatory

	Arthritis
	Osteo and Rheumatoid

	Rheumatism
	Soft tissue problems eg gout

	 
	 

	Genitourinary
	Kidney and urinary problems

	Gynaecological/Pregnancy
	Menstrual problems/ pregnancy

	Chronic Fatigue Syndrome/Fibromyalgia/ME
	Self-explanatory

	Injuries and Poisoning
	Self-explanatory

	 
	 

	Personal
	To be used only where the cause of absence will lead to personal embarrassment


Appendix 2 - Policy and Procedure on the Management of Sickness Absence (key points)

Aims and Objectives 

· Lancaster University is committed to ensuring that staff suffering from ill-health, including mental and physical illness and disability are treated with understanding and sensitivity whilst achieving an acceptable level of attendance.

· Reliable data on sickness absence is vital to informing effective policy and practice. 

· Equally important is the need for the University to adopt a fair and consistent approach to the management of sickness absence across all departments and for all categories of staff.  

· Staff absences do have an impact on other staff and workloads.

· Responsibility for applying the provisions of the policy lies with heads of departments and their delegated representatives as well as HR.

Reporting Procedure 

· Members of staff should keep their relevant manager informed of the circumstances of their absence and provide such certification as is necessary. 

· Staff should, wherever possible, personally telephone their manager by 10.00 am on the morning of the first day of absence. 

· Absences of four to seven calendar days should be self certified using form HR/836 which is available from the Departmental Officer/Secretary. 

· Absences in excess of seven days or more should be covered by a signed doctor's certificate. This must be sent to the relevant manager who will forward it to HR.

· Staff should stay in touch with their workplace during longer absences.

Recording Procedure 

· Each department or section will nominate a person to be responsible maintain a record of sickness absence.

· Each department will make a monthly submission of all sickness absence.
Monitoring of Sickness Absence 

· In dealing with sickness absence, the University should ensure a consistent approach between departments and various categories of staff.

· Managers should stay in touch with a member of staff throughout a period of absence. This is especially important when the leave is extended

· Where there is a suggestion that the absence is in any sense work-related, the Department should contact their HR Partner immediately.


Appendix 3 - Guidance Notes on Sickness Absence Pay Entitlement/Absence Recording
· Outstanding entitlement to sick pay is calculated over the previous 12 month period from the start date of the latest sickness absence.

· All absences both short and long-term over the 12 month period count against paid entitlement.

· Because pay is averaged over 365 days (or seven days a week), weekends (or other non-working days) are treated as absence days for the purposes of calculating sick pay entitlement.

· The relevant information for recording sickness is therefore the period of absence - the start date and end date – and not the working days in the period.

· The requirement to self-certify applies from the 4th consecutive working day of absence (eg someone absent on a Friday and again on a Monday and who does not normally work weekends does not need to self-certify).  

· The requirement to provide a Dr’s certificate applies after more than 7 consecutive calendar days absence. 









Click here to notify sickness for one of your delegates.





Select the relevant delegation rule for the employee you are entering sickness for.








Enter sign-in details














Select the employee you wish to record sickness for.





Click Delete to delete the record.





Click Save to save any changes to the record.





AM Only or PM Only can be selected for Phased Return to Work Absences ONLY. 





Click to create new record





Click to edit records





Only complete Category when Reason for absence is ‘Stress’ or the employee is part of the phased return to work process.





Click “Submit” -  NOT “Save”.





Always return as “Sickness”





All phased return to work absence MUST have Phased Return to Work selected in the Sickness Category dropdown box, regardless of Sickness Reason.
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