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Self certification sickness form pdf

How long does a self certification form last. Can i download a self certification form. How do i get a self certification form. Is there a self certification form. How do i do a self certification sick note.

You must tell your employees what you expect them to give you as evidence of incapacity for Statutory Sick Pay (SSP) purposes and when you expect them to give it. You cannot withhold SSP for late medical evidence as this could be because your employee is unable to get an appointment with their doctor. Incapacity for 7 days or fewer You may
accept: self certification verbally or by letter form SC2 for self certification your own similar form Incapacity lasts more than 7 days You can ask your employee to give you medical evidence or a fit note from their doctor. It is your decision whether evidence of illness is required, and if so, what evidence is acceptable. An Allied Health Professional
report is strong evidence of sickness and is usually acceptable. Your employee may give you a certificate from someone who is not a doctor, such as: osteopaths chiropractors Christian Scientists herbalists acupuncturists You decide whether or not to accept them.
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If you have any doubts you can still ask for a doctor’s fit note. Your employee must continue to notify you of ongoing sickness. You can withhold payment if there are any days for which you have not been notified, but not for late medical evidence. Doctor’s fit note — statements on fitness for work Fit notes allow doctors to advise if the patient: is not fit
for work may be fit for work This gives employers greater flexibility in managing sickness absence. A doctor may provide additional information which will help employers consider basic adjustments which can be made to help someone to return to work.

These are options for you and your employee to discuss and agree. Accept the current fit note as evidence that your employee is unfit for work, if no changes are made. Precautionary or convalescent reasons A doctor can advise an employee not to work for precautionary reasons or to convalesce because they suffer from a disease or disablement. The
incapacity continues for as long as the doctor states that the employee must not work. Infectious or contagious diseases Your employee can be advised not to work by their doctor if they are a carrier of, or have been in contact with, an infectious or contagious disease. Bereavement Bereavement is not an incapacity, but the relationship between your
employee and the deceased, for example, as a parent or partner, could mean that your employee may well be ill. They may be suffering from shock due to the nature of death or either depression or anxiety (or both) through loss. Take into account the employee’s circumstances and decide whether to accept this as the reason for incapacity. SSP is only
payable if you decide that the reason is acceptable.
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Common abbreviations used on fit notes Abbreviation Definition CAT coronary artery thrombosis CHD coronary heart disease COAD chronic obstructive airways disease CVA cerebrovascular accident D&C dilation and curettage D&V diarrhoea and vomiting DS disseminated (multiple) sclerosis DU duodenal ulcer FB foreign body GU gastric ulcer
IDK(J) internal derangement of the knee ( joint) IHD ischaemic heart disease LIH left inguinal hernia MI myocardial infarction MS multiple sclerosis NAD no abnormality detected NYD not yet diagnosed OA osteoarthritis PID prolapsed intervertebral disc PUO pyrexia of unknown origin RIH right inguinal hernia URTI upper respiratory tract infection
UTT urinary tract infection VVs varicose veins Non-UK medical certificates Your employee may be provided with a non-UK medical certificate for a period when they were abroad during sick absence. You can ask your employee to provide a translated fit note. Getting medical advice You decide how to monitor sickness absence, but reducing sickness
absence levels can reduce costs and increase output.

Self Certificate for Sickness Absence

If yorus v Beery uriabie (o attensd work due o personal Sickness please complabe ther detads Blow and rétum b5 your
Ling Manager. The complsted form will be sent to Human Resources by your Line Manager (note: it may be senl as an
emal attachmaent 1o sickness’) whore it will be used to process sick pay. Completion of a seli-conificate will b requined o
cowpr all periods of sickness abgence from the frst day of absence. Any sickness absence for mone than T calendar days
requines & cordicale (Le. statemont of fness ko work) from a medical professional 8.9, GP, Consultant, Dondist, sic
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I you work part time please describe your working pattern. This means the number of hours you would have

worked sach day during this peniod of sickness absonce, (Ploase enter O if you do not waork on that day)

Wonday |

Hours worked nomaly

| Was inis abmance dus 19 2 serk miated
| sscidentinjury or ill health?

Tomscay | Wocneicry | Trursdey [

Frdwy | Satrcay | Suncey |

YeaMo | Was this absescs rilated to a disabiiy? Yesha

Declaration

1 give mi conssnl ko the Universdy of Essax holding the perscnal dath on his form fof the purposes described balow. |
declare that | have nol worked during the peviod of sickness stited above for any employer and to the best of my
knowilodge the information is factunlly cormact
Member of staffl's signature:
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The Lisktvorsty of Essen is regmiored a5 & Data Contenller under e 1508 Duta Proieces Act and ihe peoonsl date supoled on B e el Ba
Pl s oortiinde with B3 regquinernants of the Act T dats will be held sckely for B puiposs of caloulating ootupatonal Siok pay, Indlusing
Statubnry Sk Pay ard for i cupose of oocugtional Feal mordorng

Murman Hescureon
March 1017 {revised December 2083)

Repeated short absences for minor illnesses may be masking a more serious problem or a difficulty at work. You may think that an employee who claims to be sick and incapable of work is capable of doing their job and should return to work. If your employee is often away sick or they are off for a long time, you may ask for medical advice about their
condition. If your employee’s absence lasts longer than expected, you can stop paying SSP, but you must explain your reasons to your employee within 7 days of your decision. You can also ask for medical advice and continue paying SSP. If you decide to ask for medical advice, consider one of the following: using your own medical adviser a report
from your employee’s doctor Getting medical advice about lengthy absences When a serious illness or injury is diagnosed, it is unlikely that incapacity for work will be in doubt during the period for which SSP is payable. Illnesses sometimes last longer than expected and a plan that considers what steps should be taken to aid a speedy return to work
can be helpful. The following table gives some of the diagnoses commonly given by doctors as the cause of incapacity on medical certificates or fit notes issued by them. Similar illnesses are grouped under one heading, with a suggested time after which you may consider asking for advice. The Department for Work and Pensions (DWP) use similar
guidance when considering the control of Employment Support Allowance.



Strictly Confidential- Loughborough University
Employee Self-Certification Form

To be completed by all membaers of staff absent for a half day or mone, and returned to the officer in
the depariment/section resp ibde for maintaining sickness records. If anyone would like this
form in a different format, they should contact Human Resources.,

1. Confidentiality

Sicknoss absence infonmation s held slecironscally and will be processed in accondance with thae Data
Prolection Act 1998, The data will be used for stabstical analysis in an anorymous form, and also mste
mailable 1o your Head of SchoolDepariment to help moeed the Univorsity's obligation to ensure the health,
safety and wollpre ot work of all smployoss

2, Last Mame First namas
Addross
Saction/Departmant Staff No

3, Length of Abssnca:
First day of Sickness day date thma
Last day of Sickness day date ’ thme

Tolal number of working days abseant

d. Reasons for Absence (please select from the lisl crrariaal with any appropriate additonal detad)

Did you receive medical treatment during your absence? YES/NO

i so, pleaso state whare and whon

Do you boliove that your illness is as a result of an cccupational injury’dissase? *YES/MNO
il 80 please forward & coov of this form to the Health, Safetv and Environmant Section

Dwclaration

| daciare that | havwg nol worked during thy penod of icknass and hal th sbovs stalomand & o and
accursie ko B best of my knowiedge. | understand that to ghve false or misleading infonmation can result
in disciplinary proceedings whch may lesd bo disméssal, and thal a falso declaration can be an offence
under stahube and common b

Employes’s Signature Date

SupsrvisorsLine Manager's Signature

Date
Lipdnbed Oetobar 2011 Human Resources (SRCH

Suggested review periods (in weeks) for common illnesses Illness Review period (weeks) Addiction (drugs or alcohol) 10 Anaemia (other than in pregnancy) 4 Anorexia 10 Arthritis (unspecified) 10 Back and spinal disorders (prolapsed intervertebral disc, sciatica, spondylitis) 10 Cold, coryza, upper respiratory tract infection, influenza, bronchitis 4
Concussion 4 Corneal 4 Debility, cardiac, nervous, post-op, post-partum 10 Fainting 4 Fractures of lower limbs 10 Fractures of upper limbs 10 Gastro-enteritis, gastritis, diarrhoea and vomiting 4 Giddiness 4 Haemorrhage 4 Headache, migraine 4 Hernia (strangulated) 10 Inflammation and swelling 4 Insomnia 10 Joint disorders other than arthritis
and rheumatism 10 Kidney and bladder disorders, cystitis, urinary tract infection 4 Menstrual disorders, menorrhagia, dilation and curettage 10 Mouth and throat disorders 4 Nervous illnesses 10 No abnormality detected Immediate Obesity Immediate Observation 4 Peptic, gastric, duodenal ulsers 4 Postnatal conditions 10 Respiratory illness: asthma
10 Skin conditions, dermatitis, eczema 10 Sprains, strains, bruises 4 Tachycardia 10 Ulcers (perforated) 10 Varicose veins 10 Wounds, cuts, lacerations, abrasions, burns, blisters, splinters, foreign body 4 If your business has its own medical adviser, ask them to give their opinion as to whether the employee is incapable of doing their own job with you
or not. Stopping payment of SSP If you decide either before or after receiving medical advice, to stop paying SSP to your employee, you should explain your decision to them. They are entitled to a written statement from you and can seek a formal decision on their entitlement to SSP from HMRC. You can use the following example of a letter, to tell
your employee that you consider them not to be entitled to SSP for this reason. Only issue this letter if form SSP1 is not appropriate or does not apply. Example letter to notify your employee that you will not be paying them SSP Date: Dear [name of employee] I am writing to tell you why I cannot pay you Statutory Sick Pay (SSP) for the period from —
to [insert dates]. You cannot get SSP for these days because [insert the reasons] If you have any questions about why I am not paying you SSP please contact me. If you do not agree with my decision not to pay you SSP, you can ask HMRC to make a formal decision. You should contact HMRC. Yours sincerely. Back to work action plans Back to work
action planning is successful in returning people to work, particularly when used early during long term sickness absence. Evidence shows that people are more likely to get back to work when they talk to their employers during periods of sickness and make plans for returning to work. These plans can be a powerful tool in helping people get back to
work quickly when they become ill.
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Their purpose is to guide a discussion and set a framework for actions to consider when an employee has been absent from work for between 4 to 6 weeks. It provides a snapshot of information at a particular time and is open to regular review. If you agree a phased return to work or altered hours after a period of sickness, pay SSP for the days that
your employee is sick in the normal way. Any day for which SSP is paid will count towards the maximum entitlement of 28 weeks. Your employee’s absence must form a period of incapacity for work before SSP is paid. If you have been ill for 7 days or less you don’t need to see a Doctor. You can complete a Self Certification form yourself. However
some employers insist on a Doctor’s note regardless. A Doctor’s note under these circumstances may involve a charge.

Many employers have their own self-certification forms. If your employer doesn’t have its own form you can download the Self Certification Form. Please print it, fill it in and hand it in to your employer. You do not need to see a Doctor. Self Certification Form (PDF)



