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Self-Certification Process
For Self Service
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When an absence in recorded against an employee you may require a self certification form
to be completed.

The following process will show you the function within Self Service that will prompt you
employee to complete a self cert form online line and up date your personnel system. You will
need to make sure that the employee and manager security profiles both have access to the
absence screen and are able to update the information.

An employee phones in sick, this will then be logged against the employee record by their
manager in the self service system.

The manager will log in to self service, go to ‘my team’ and the select the employee that
needs to be updated.

Go to the attendance tab and select absence page (shown below)

Weccider Total sick days this year: 0
~5.00 [ [ Total sick days last year: o
WlFocd Bug Total late this year: o
Wsickress
Total late this year(Duration): 00:00
200 - Total trip occurrences this year: 0
Total trip days this year: 0
*1.00
Start Date |01/01/2008 ~ | End Date |31/12/2008 -
|22] cownload
Absence Category Reason Duration Consecutive Days Date From Date To
Sick Accident 1 1 31/07/2009 03/08/2009 g x
Sick Flu 1 1 28072008 280772008 @ b4
Sick Food Bug 1 1 22/07/2008 2200712009 @ xX
Sick Food Bug 1 1 16/07/2008 16/07/2008 @ b4
Sick Food Bug 2 H 13/07/2008 14/07/2008 @ xX
Sick Flu 1 H 02/07/2008 02/07/2008 @ b4
Sick Flu 1 1 01/07/2008 01/07/2008 @ xX
1 1 20/06/2008 20/05/2008 @ b4
Sick Sickness 1 1 2502/2008 25032008 @ * n
Click on Add absence to record the data.
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Select the reason and the dates of absence.

When this has happened an email will email will automatically be sent to the employee telling
the m to log in to self service and complete a self certification form. If the absence duration is
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longer then 7 days it will state that a medical certificate is required. (This absence will also

show on your personnel manager)

Once the employee has returned to work they will receive the email and when they log in to
self service they will have an alert on the home page stating that self certification if required

for an absence.

simplypersonnel

1N Outstanding Reqguests Timesheets & Expenses Time & Attendance Rotas

David Garner (Employee) (LogOut)

Help | Virtual Clock

Home Page My Details Phone List Course Diary Total Reward Statement Payslips Holiday Planner Policy Documents

Getting Started

Request a Holiday

Enter My Timesheets

weekly

Enter My

Expense

My Details/General

Iy Details

Course Diary
Check the course diary for currently available courses

Policy Documents

Check your corr policy d

Edit Profile

Getting Started

Get started with the self service module by using
the options on the left.

You can review your own personal details, request
holidays and much more.

If you need further help please ask your HR team.

Personnel

@  You have outstanding changes waiting to
be authorised

@  seif Certification required for 7 absences

Timesheets & Expenses

@ Timesheets are overdue for submission.
Please click on My Timesheets

@ Mo Timesheet Entry for the current
period. Please enter your timesheet

The employee can click on the red alert and this will take them to the absence page.

Absence Category Reason
Sick Accident
Sick Flu
Sick Food Bug
Sick Food Bug
Sick Food Bug

Duration

Consecutive Days
1 1
1 1
1 1
1 1
s s

Download

Date From Date To

31072008 03/08/2008

ER

22107/2008 22107/2008 IZ x
18/07/2008 18/07/2008 IZ x
13/07/2008 14/07/2008 IZ x

The entry in red is the absence that requires a self certification form to be completed.

The employee will click on to the green pencil and the absence details will show.

There are some extra box’s at the bottom of the page asking if a GP was consulted and a
comments regarding the absence, these are the only fields on the page that the employee

can amend.
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Absence Details

Absence Category

Absence Reason

Date From

|28/07/2008 ~|
DateTo [28/07/2009 v
Duration(Hours) l:l
Comments
GP Consulted M

Advice Given

Had flu like syptems and was unable to come in to work]|

&

Save

Once this has been completed the employee will click on the save button.

You Personnel Manager will now show that the self cert form has been rec’d and the back to

work interview is now required.

Category:

Save

Feason For sbsence: | Flu

hat | Cancel

Abhzence Scheme

savorre0s |
semrrams |
Diuration (D aps/Hrs]: E]

tedical Certificate Required: [

[] Medical Certificate R eceived

[
I

Fedical Certificate E =pires:

B ack to work Interviews Fequired:

I =
I

Schedule Check Up Call:

Interview Conducted:

Hide in Self Service: | Mo -

Self Certification Form Required:

Self Certification Received

20072009 |[]
[ [

Back to “work D ate:

[ tMedical Examiner Conszulted

Show on Task List [days): El

Conducted By: | |E]

Interview Motes:

Comments:

An email will be sent to the manager asking them to perform a back to work interview.

The manager will conduct the back o work interview and log in to self service to record the

information.

Go to the employee record and find the absence that has the red text showing. (this will now

have new fields to be completed).
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Absence Details

Absence Category”

Absence Reason -

Date From [28/07/2009 ~|

Date To [28/07/2000 ~|

Duration{Hours) l:l

puration [

Comments El

GP Consulted

Advice Given Had flu like syptems and was unable to come in to work El

Interview Conducted Date 28/07/2009 P

Interview Notes El

=g

[ sove ] Gancel |

Once this information has been saved it will then update you personnel manager.
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