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Strictly Private & Confidential
Shetland Islands Council

Self-Certification Form 

	Name
	[bookmark: Text2][bookmark: _GoBack]     

	Address
	[bookmark: Text3]     

	Post Title
	     
	Employee Number
	[bookmark: Text6]     

	Department
	     
	Service
	     



For information:   This form can only cover seven calendar days sickness, for example Tuesday one week to Monday the next week.  When you work out how long you’ve been off sick you should include days that you don’t normally work e.g. weekends and public holidays.  You will need a Fit Note if you’re off sick for more than seven calendar days.  If you are unwell during annual leave or public holidays, you cannot re-claim the public holiday but annual leave can be reinstated for the period of sickness covered by a Doctor’s Fit Note. 
*In response to the exceptional COVID-19 crisis employees can use this form to self- certify for longer than 7 days but only where the absence is due to COVID-19.

	First day of sickness (day & date)
	[bookmark: Text8]      (eg Monday 4 May 2009)

	Last day of sickness (day & date)
	[bookmark: Text9]     

	Number of days sickness
	[bookmark: Text10]     



Please give a reason for your absence by ticking one box below.  If you look on the back of this form you’ll see examples of what is covered in the categories. 

	500 – COVID-19
	[bookmark: Check1]|_|
	
	
	
	

	501 - Infectious
	|_|
	507 – Ent & Eyes
	|_|
	513 – Genitourinary
	|_|

	502 – Neoplasm
	|_|
	508 – Cardiovascular
	|_|
	514 – Accident / Injury / Poison
	|_|

	503 – Blood
	|_|
	509 – Respiratory
	|_|
	515 – Exposure To Noise / Vibration
	|_|

	504 – Endocrine
	|_|
	510 – Gastrointestinal
	|_|
	516 – Pregnancy 
	|_|

	505 – Mental Health & Behaviour
	|_|
	511 – Skin
	|_|
	517 – Dental
	|_|

	506 - Neurology
	|_|
	512 - Musculoskeletal
	|_|
	518 – Surgery Related
	|_|



	If you can’t work out which category your sickness reason falls into, describe it below and it will be categorised for you. 

[bookmark: Text1]     




	Is this sickness absence work related, caused by an incident/accident or an industrial disease?
	[bookmark: Check2]Yes |_|
	[bookmark: Check3]No |_|

	If you answered Yes, have you completed a PIN Form?
	Yes |_|
	No |_|



Declaration

I declare that the above statement is true and accurate to the best of my knowledge.  I understand that to give false information can result in disciplinary action which could result in dismissal.   I understand that I must complete this form immediately upon my return to work, and send to my Manager/Nominated Administrator promptly or sick pay will not be paid.  I confirm that I have read and understood the following Data Protection Statement. 
[image: ]Data Protection Statement - The Shetland Islands Council is registered as a Data Controller in terms of the Data Protection Act 1998. The information provided by you will only be used by the Council for the purposes outlined in the Council’s Maximising Attendance Policy, and in connection with statutory employee entitlements and employer obligations, and for no other purposes. The information will not be transferred to third parties, or used for any other purposes, without your explicit consent. 

	Employee Name
	[bookmark: Text12]     
	Date
	[bookmark: Text11]      (dd/mm/yyyy)




	Code
	Category Description / Examples

	500
	COVID-19 – if you have symptoms of COVID-19 (Coronavirus) and are staying at home

	501
	Infectious - Colds, Flu, Glandular Fever, Chicken Pox, Meningitis, Mumps, Measles, Temperature, Shingles

	502
	Neoplasms - Malignant & non-malignant tumours in all body regions – i.e. Breast Cancer, Colon Cancer, Cerebral Tumour, Adenoma

	503
	Blood - Different Anaemias, Leukaemias & clotting disorders such as Haemophilia & Nutritional Disorders, Iron deficiency, 
Haemorrhoids, Pulmonary Embolism

	504
	Endocrine - Thyroid Problems, Diabetes & other Hormonal or Metabolic Problems, Liver Problems

	505
	Mental Health & Behaviour - Fatigue, Stress, Anxiety, Depression, Schizophrenia, Manic Depression, Drug & Alcohol Abuse, Panic Attacks, Exhaustion, Bipolar  

	506
	Neurology – Headache, Migraine, Stroke, Multiple Sclerosis, Concussion, Vertigo, Dizziness, ME, Epilepsy 

	507
	Ear, Nose, Throat & Eyes – Tonsillitis, Sinusitis, Nasal Polyps, glaucoma, conjunctivitis, Hearing and Visual problems, Laryngitis.  

	508
	Cardiovascular - Heart Attack, Coronary Thrombosis, Hypertension, Angina, Heart Failure, Deep Vein Thrombosis

	509
	Respiratory - Cough, Chest Infection, Asthma, Emphysema, Pneumonia, Pleurisy, Bronchitis 

	510
	Gastrointestinal - Abdominal pain, Vomiting & Diarrhoea, Gallstones, Peptic Ulcer, Appendicitis, Hepatitis, Pancreatitis, Food Poisoning, Irritable Bowel Syndrome, Diverticulitis, Gastro Flu   

	511
	Skin - Eczema, Psoriasis, Cellullitis, Boils, Abscess, Carbuncle, Sunburn/Sunstroke, Corns

	512
	Musculoskeletal - Pain from Back, Neck, Wrist, Arm, Knee, Hip etc.  Also includes Gout, Osteoarthritis, Rheumatoid Arthritis, Trapped Nerve, Joint problems, Muscle Sprain, Sciatica   

	513
	Genitourinary - Urinary Tract Infections, Prostatism, Endometriosis, Fibroids, Period Pains, Renal Stones, Menopausal problems, Genital problems, Kidney Infection/Stones   

	514
	Accidents, Injuries, Poisoning - Cuts, Lacerations, Fractures, Amputations, Road Traffic Collision, Assault, Carbon Monoxide Poisoning, Burns, Frostbite, Hypothermia, Reaction to Medication, Allergy

	515
	Exposure to noise/ vibration - Exposed to noise, Vibration, Ionising & Non-Ionising Radiation  

	516
	Pregnancy Related - Pregnancy Sickness, Miscarriage, Ectopic Pregnancy, Termination, Pre-eclampsia  

	517
	Dental - Dental Abscess & Infections, Extractions, Removal of Wisdom Teeth

	518
	Surgery Related - Hospital in-patient Appointments, Hysterectomy, Tonsillectomy, Hip Replacement, Arthroscopy, Varicose Vein, Investigations, Appendectomy, Post Op Recovery, Hernia Repair



	Notification Requirements 
You must make sure you know who you have to call when you’re unable to come to work, and when you must let them know by, for example, in most care homes this is required at least an hour before your shift starts to allow time to arrange cover.   
 
You must keep good contact with your workplace, and as a minimum notify on the first, fourth and seventh days of absence.  This notification form, and any doctor’s lines must be provided in good time.  If you don’t comply with the notification and certification requirements sick pay will not be paid.   
 
Sick Pay Entitlements 
Entitlements to sick pay are set out in national conditions of service, e.g. SJC for Local Government employees, SNCT for teachers (available at most workplaces), and are set out in your Written Statement of Terms and Conditions of Employment.  These national conditions allow for sickness allowance to be paid where applicable, and this is complementary to statutory provisions (SSP). 
 
Whether you are entitled to sickness allowance will depend on how much continuous service you have, what previous periods of sickness you have had, and whether you have provided self certification forms and doctor’s lines when required. 
 
The national conditions that apply to different staff groups impact on what happens if you’re off sick when on annual leave or during schools holidays. In order to get annual leave back, or compensatory leave if you’re on teacher or lecturer conditions, your absence must be covered by a doctor’s line.  Public holidays cannot be re-instated. 
 
The Special Leave Policy Section 7.10 applies to Medical Appointments and confirms a Self-Certification Form is not required.  However, where appointments involve being admitted and discharged from hospital the episode should be treated as sickness absence and forms should be completed accordingly. 
 
Absence Management 
The Council has agreed policies and procedures that underline its commitment to achieve good and improving levels of attendance.  To help achieve these, the Council will use occupational health services, and require managers to carry out return to work interviews when specific absence triggers are met. 






For Payroll Use

	Additional Employee Numbers:-
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