
Summary of TfL Attendance at Work procedures

Sickness Absence Procedure 
Employee 

notifies 
manager of 

sickness 
within 1 hour 
of start time 

Manager reports absence 
through My Staff at Work 
in SAP portal or by calling 

HRS 

Has employee returned to 
work on the estimated 

return date? 

YesYes

8-28 
calendar days

1-7 
calendar days

How long has 
employee been 

absent?

Manager updates 
SAP with revised 
estimated return 

date

NoNo

No contact from
employee after 7
Days – commence

Write Off Process
More than 28 
calendar days

Manager adds 
additional absence 

data on SAP

Manager holds return 
to work interview

Manager records 
return to work details 

& agreed actions

Long-term 
sickness absence 

procedure

Employee completes 
Self-Certification 
Sickness Form

Doc Certificate 
required within first 9 

days of sickness

YesYes

NoNo

Unsatisfactory 
sickness absence? Unsatisfactory 

sickness absence 
process

End 
process



Summary of TfL Attendance at Work procedures

Unsatisfactory Sickness Absence Procedure

Informal Procedure Formal Procedure

Informal Action 
(Stage 1)

Attendance 
Improved?

YesYes

NoNo

End 
process

Unsatisfactory 
sickness absence 

process

Formal Action *
(Stage 2)

Warning valid for 52 
weeks

Attendance 
Improved?

NoNo

Formal Action *
(Stage 3)

Warning valid for 104 
weeks

Attendance 
Improved?

NoNo

Formal Action *
(Stage 4)

Dismissal likely

Between 
weeks 
53 & 104

Within 
first 
52 
weeks



Summary of TfL Attendance at Work procedures

Long Term Sickness Absence Procedure 
Continuous 

sickness or injury 
for 28 days or 

more

First Review 
Meeting with 
manager & 
employee

Return date 
confirmed?

YesYes

NoNo

Meeting arranged with 
Occupational Health for 

employee

Second review meeting 
with manager, PMA, 

employee & companion

Return date 
confirmed?

End 
process

Return to
work plan
prepared

Return date 
confirmed?

NoNo

Further reviews
held at regular

intervals

Return date 
confirmed?

Permanent alternative 
role identified to 

enable return to work

Referred to 
Redeployment for 

13 weeks

Reasonable 
adjustments made to 
enable return to work

Permanent alternative 
role identified to 

enable return to work

No
alternative post 

found

Termination of service 
due to medical 

incapacity

Employee
returns to work

NoNo NoNo
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