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COVID-19 Sickness Reporting and Self Isolation Arrangements 
 

As an organisation we need to maintain relevant and up to date records to support both 
operational decisions and staff.  The situation, and therefore government guidance, is 
continually changing and this guidance will be updated as and when required. 

The following guidance applies to periods of sickness absence and self-isolation relating to 
COVID-19 only.  All other sickness should be reported and recorded in the usual way. 

Stay at home and do not leave your house for 7 days if you live alone and have either; OR 14 
days if you or a member of your household have either: 

 a high temperature – this means you feel hot to touch on your chest or back (you 
do not need to measure your temperature) 
 

 a new, continuous cough – this means coughing a lot for more than an hour, or 3 
or more coughing episodes in 24 hours (if you usually have a cough, it may be worse 
than usual) 

 

 a loss of, or change to, your sense of smell or taste – this means you have noticed 
you cannot taste or smell anything, or things smell or taste different to normal. 

 
There is no need to call 111 unless your symptoms worsen or are no better within 7 days. 

NB. If you are the first member of your household with symptoms, you only need to self-isolate 
for 7 days or until you are free from a temperature but the rest of your household will need to 
self-isolate for 14 days.  
 
Public Health advice, which can be found on www.gov.uk, now includes shielding for those 
who are at a very high risk of severe illness from COVID-19.  Anyone who falls into this 
category will have been informed and given advice, in writing, by a medical practitioner.  We 
strongly advise staff who fall into these categories to follow the advice.   
 
Whilst the general population have now been instructed to carry out social distancing 
measures, we recognise that some people may still be more vulnerable to an increased risk 
of severe illness from COVID-19.  Staff within those categories are strongly advised to 
continue to be particularly stringent in following social distancing measures for 12 weeks from 
23 March 2020.  This group includes those who have not been instructed to shield but are: 

 are over 70 
 have an underlying health condition 
 are pregnant 

If you fall into these categories and have not already completed the WB-HR7 Data Capture 
Form.  Please complete the form and forward it to your line manager and HR as soon as 
possible. 

  



  

Sickness absence recording and absence management 

We continue to follow guidance given on terms and conditions in the National Joint Council 
Green Book.  The following absences will count as a sickness absence and contractual sick 
pay entitlement will apply: 

 Where an individual is in the very vulnerable shielding category, has a letter from their 
GP advising them to stay at home for at least 12 weeks and is unable to work.  

 Where an individual is unfit for work and has been diagnosed with COVID-19 or is 
symptomatic of the virus and is self-isolating. 

 Where a member of the household is symptomatic and an individual is self-isolating 
and unable to work from home.  

COVID-19 related sickness absences should be supported by an isolation certificate which is 
available via NHS 111.  Isolation certificates can be provided retrospectively. These are 
recorded as an occasion of absence but will not be applied for the purposes of absence 
management. 

Day 1 Reporting of self-isolation and sickness 

All self-isolation and sickness which falls into the categories above, must be recorded on a 
HR-WB7: COVID-19/Self-isolation Data Capture Form on the first day where possible.  If an 
individual is unable to complete the form ie. they do not have electronic access to the form, 
line managers are expected to complete the form on their behalf. 

Onset of sickness during a period of shielding/self-isolation 

If an employee who is shielding/self-isolating but continuing to work subsequently falls ill and 
becomes unfit for work they should notify their line manager and HR on Day 1, where possible, 
of the change in circumstances. 

Onset of sickness whilst furloughed 

If an employee who is furloughed falls ill, whether due to COVID-19 or any other sickness, and 
would under normal circumstances be unfit for work, they should notify HR on Day 1, where 
possible, of the sickness. 

If the sickness is COVID-19 related, a WB-HR7: COVID-19/Self-isolation Data Capture Form 
should be completed on the first day, where possible. 

Return to work and reporting sickness 

Upon return to work/end of illness, any employee who has been unfit for work should complete 
a HR-WB1: Employee’s self-certification statement.  This should be passed to your line 
manager who will complete the return to work section.  This form has been updated to include 
COVID-19 specific information. 

Annual leave during isolation/sickness 

Please see the note on Annual Leave arrangements during the Coronavirus Outbreak. 

  



  

Categories, Forms and Pay 

 1st day Return to work Pay and time-
recording 

I have been 
diagnosed with 
COVID-19 and unfit 
for work. 
 

Complete HR-WB7 
on first day of 
absence and 
submit to line 
manager/HR 

Complete HR-
WB1 Self 
Certification 

Sick pay entitlement 

I have symptoms of 
COVID-19, unfit for 
work and am self-
isolating (7 days) 

Complete HR-WB7 
and submit to line 
manager/HR 

Complete HR-
WB1 Self 
Certification 

Sick pay entitlement 

Someone else in my 
household is 
symptomatic so I am 
self-isolating and 
unable to work from 
home (14 days) 

Complete HR-WB7 
and submit to line 
manager/HR 

Complete HR-
WB1 Self 
Certification 

Sick pay entitlement 

Someone else in my 
household is 
symptomatic, I am 
self-isolating but 
able work from 
home (14 days) 

Complete HR-WB7 
and submit to line 
manager/HR 

Complete HR-
WB1 Self 
Certification for 
the full period of 
isolation. 

Sick pay entitlement 

I am self-isolating 
because I am at 
increased risk of 
severe illness and 
unable to work – 
strongly advised by 
Authority 
(12 weeks) 

Complete HR-WB7 
and submit to line 
manager/HR 

 Normal pay 

I am self-isolating 
because I am at 
increased risk of 
severe illness but 
able to work from 
home – strongly 
advised by Authority 
(12 weeks) 

Complete HR-WB7 
and submit to line 
manager/HR 

 Normal pay 

I am shielding and 
unable to work. 

Complete HR-WB7 
and submit to line 
manager/HR 

Provide a copy of 
your letter from a 
medical 
practitioner to HR 

Sick pay entitlement 

I am shielding but 
able to work from 
home. 

Complete HR-WB7 
and submit to line 
manager/HR 

 Normal pay 

 


