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This document summarises University of Edinburgh policy regarding sickness absence and family/special leave and explains how this policy is applied at a local level. In addition it also provides details of support arrangements that can be put in place for you during your absence.
1. Sickness absence

Full details of the university sickness absence policy can be found at http://www.humanresources.ed.ac.uk/policies/sams/Sam34.html 

If a member of staff is unwell they must telephone or email the Senior Administrative officer (Mrs Morag Cherry: 650 9703) or Receptionist (650 2008) by 9.30 am on the day of absence and should give the reason for the absence. The information will be cascaded to the relevant colleagues in the Teaching and/or PG offices and to any other colleagues as advised by the person making the call. 
When reporting a sickness absence it is normally the responsibility of the member of staff to communicate any teaching responsibilities which must be followed up during their absence. Alternative teaching arrangements should be discussed with the Director of Teaching especially if this involves members of external/casual teaching staff. If the member of staff is unable to provide information about alternative teaching arrangements beyond informing that teaching should be covered the Senior Administrative officer will ask the Teaching or PG Office to contact the Director of Teaching and ask him/her to make alternative arrangements. All class cancellations will be completed and notified by the Teaching or PG office.

If the member of staff has any meetings, appointments or events the support team will do their best to ensure that all those who are affected are notified of the absence and if necessary follow through with cancellation arrangements.
The absence and reason for the absence must be reported to the Senior Administrative Officer who will enter the information on the HR Oracle database. Please note that it is a university requirement that all sickness absences of one day or more must be entered on the HR Oracle database. This will be undertaken by the School Administrator or Senior Administrative Officer. Partial day absences will not be entered on this database.

If a member of staff is absent for more than one day a phone call to report the absence must normally be made on each working day unless the absence is covered by a sickness certificate.

Absences of less than seven consecutive days (including weekends) require completion of a sickness absence report which is available from the Senior Administrative officer or can be printed from the Staff documents section of the Law School website. This form must be completed and signed by the member of staff and then given to the School Administrator. Once signed by the Head of School the form will be given to the School Administrator for secure storage in the personnel file for a period of three calendar years. 

Absences of more than seven consecutive days (including weekends) require a formal sickness certificate from a registered general practitioner. A copy of the medical certificate will be kept by the School Administrator for secure storage in the personnel file. The School Administrator will ensure that the HR Oracle database is updated during the absence and when the member of staff returns to work.

During a flu pandemic it is especially important that the reporting structure outlined above is followed and that absence information is communicated to the Senior Administrative officer and/or School Administrator. If a member of staff has been formally advised that they have suspected Swine Flu (H1N1) either by their GP or an approved health professional it is essential that they communicate this information to the School. If Swine Flu is suspected the member of staff must ask the health professional for guidance on how long they should stay away from the workplace. The reason for, and duration of, the absence will be entered on the Oracle database. Please note that decisions about whether or not to close the relevant office and/or the School during a flu pandemic will be taken by the Head of School, Director of Teaching and School Administrator.

Guidance about sickness absence during a flu pandemic can be viewed at 

http://www.humanresources.ed.ac.uk/news/Guidance_Swine_Flu.htm
2.
Requesting dependants, family or special leave
Please read section 6 of the University Family Leave Policy at http://www.humanresources.ed.ac.uk/policies/sams/SAM316.htm
If a member of staff wishes to request family/special leave please discuss this with the Head of School (PI for research staff) and complete the family leave request form (available on school documents section of www.law.ed.ac.uk ). Each case will be considered on an individual basis. 

Please note that this leave can only be authorised by the Head of School. Any member of staff who wishes to request this leave on an emergency basis must telephone the School before 9.30 am and ask to speak to the Head of School or School Administrator. Family leave cannot be reported to any other member of staff. 

In the case of staff requesting dependents/family leave to care for a sick relative during a flu pandemic the School will follow the usual policy but it is important that the person requesting leave informs the Head of School/School Administrator that this is the reason. In accordance with University requirements this information will be entered on the University database as part of the formal pandemic flu risk management.
