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SELF CERTIFICATION FORM
This form should be completed if you are off sick for periods up to 7 calendar days (including days off) and must be received by your line manager within seven days of your first day of sickness.

If your sickness continues beyond the 7th calendar day you should also obtain a medical certificate from your Doctor and submit this to your line manager immediately.

	First name:
	……………………………..…
	Surname:
	………………………….…………….….

	Address:
	……………………………………………………………………………………..…….

	………………………………………………………………………………………………………………………

	Employee number:
	……………………..…
	

	Work location:
	…………………………………………………………………………………….

	Time & date you became unfit for work

	Time:
	………………………………..
	Date:
	………………………………………

	The reason for my absence was (state any illness symptoms or describe injury or other incapacity):

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………


	Date rang back from sick:
	………………………………………………………..

	I expect to resume work on (if known) Date:
	………………………………………………………..


	PLEASE TAKE CARE IN COMPLETING THE FOLLOWING
	Please Tick

	1. Was your absence due to an accident at work? (NB See Note 6 over page).
	Yes

No

	2. Was your absence due to a road traffic accident or another accident involving a third party? (NB See Note 7 over page).
	Yes

No

	3. Did you visit a Doctor during this period of absence? 


	Yes

No


I DECLARE THAT THE INFORMATION GIVEN IS CORRECT

	Signed:
	………………………………………………………….
	Date:
	……………………..


WARNING - Disciplinary action will be taken against anyone knowingly making a false statement.

PTO


NOTES RE STATUTORY SICK PAY (SSP)
1. For the first 28 weeks of sickness SSP will normally be paid by the Trust and no claim will need to be made from the Benefits Agency.

2. You will be notified prior, by the Payroll Department 6 weeks before your SSP is due to cease, as to how further claims can be made from the Benefits Agency.

3. If you are not entitled to SSP you will be notified by the Payroll Department as to how to claim benefits from the Benefits Agency.

WHAT TO DO IF YOU ARE ABSENT THROUGH SICKNESS OR INJURY

4. The brief rules covering notification of absence due to sickness are as follows:

Day 1
You should telephone your main place of work, as soon as possible before the commencement of your shift or normal start time, in accordance with the local reporting procedures for that area.  If you are unable to do this you MUST report sick no later than one hour after you were due to commence work. You will be asked to provide details of your symptoms/reason for absence and your manager may call you back to confirm any details relating to your absence.
Day 2
If you have not already done so you MUST complete a Self Certification Form and submit it to your line manager within 7 days of your 1st day of sickness 

Day 7
If your sickness continues beyond the 7th day you MUST also obtain a Medical Certificate and submit it to your line manager immediately within 7 days of it becoming due.  If your sickness continues, certificates must be submitted at regular intervals.

5. Failure to comply with the Sickness Absence Policy & Procedure may result in sick pay being withheld and/or disciplinary action being considered.

6. If your sickness is due to an accident at work you must ensure that it is recorded in accordance with the procedure C27.5 Incident and Accident Reporting.
7. An employee who is absent as a result of an accident is not entitled to sick pay if damages are received from a third party.  The Trust will advance to an employee a sum not exceeding the amount of sick pay payable under this scheme providing the employee repays the full amount of sickness allowance to the employer when damages are received.  Once received the absence shall not be taken into account for the purposes of determining future sick pay. 
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