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Supervisor Sick Leave Pool Responsibilities

Supervisor makes sure
employee has informed HR of
upcoming leave

Supervisor will confirm HR has been
informed by employee that the leave time
has arrived and confirm HR will sick leave

pool time on behalf of employee

Supervisor will insure they are
receiving status updates every
two weeks from employee

Did employee return
when HR informed you of
their return date?

Ensure employee provides
a Doctor’s return to work
notice to HR prior to
employee returning to
work

Make sure employee has
worked with HR to
extend their leave time.

Employee has
returned
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