
ANNEX B 
 

Report a sick absence 

If you're unwell and can’t work, you must follow the absence management 

procedures. Even with mild symptoms, for example a cold, under hybrid working 

you should work from home where possible to avoid transmission of any 

virus. This is different from pre-coronavirus (COVID-19), where you would have 

normally travelled to work. 

Find out how to manage and record medical and dental absences. 

Find out how to record a part-day sick absence. 

If you are absent for one day or longer, you should follow these five steps: 

Inform your manager 

You should phone your manager as soon as possible to let them know. If you 

work a standard working pattern this should be before 10am on the first day of 

absence. If you work a non-standard pattern such as shift work, phone before 

your scheduled start time to give as much notice as possible. If possible you 

should indicate your return date. 

If your manager is unavailable, contact another equivalent grade manager. 

Keep in touch with your manager while you're off, let them know your expected 

return date and advise of any changes. 

Regularly update your manager 

Keep in touch to advise your manager of your progress and any changes to your 

likely return date.  

Provide self-certification or a fit note 

If you're absent for seven days or fewer, you must provide self-certification by 

recording your absence on the eHR system. You can do this on your return to 

work. 

If you’re sick for more than seven days in a row, you must provide a Statement 

of Fitness for Work or ‘fit note’.  

http://saltire/my-workplace/attendance-and-flexi/attendance-management/Pages/managers%27-guide-attendance-management.aspx?pageid=8fe0bf9f-cc0c-4d2d-81f9-d1885edd6215
http://saltire/my-workplace/attendance-and-flexi/attendance-management/Pages/ehr-how-to-open-and-close-a-full-days-sick-absence.aspx


Find out how to submit a fit note.  

Return to work discussion 

This should take place on your first day back. You’re not required to discuss 

confidential information, but your manager may be able to support you better if 

they understand why you’ve been absent. 

Close the sick absence 

Your manager will have opened a sick absence on the eHR system when you first 

reported sick. On your return to work, you must close your sick absence. 

The accurate and timely reporting of sick absence enables us to monitor 

absence trends and determine what support and interventions might be 

needed. 

If you prefer to keep your health issue confidential, you can contact HR Help to 

provide appropriate self-certification. 

Planned medical treatment 

Where possible, advise your manager in advance of planned medical treatment 

and the length of any expected absence. 

Non-eHR users 

If you don't have access to the eHR system, record your absence on the SL9 sick 

absence form. 

 

Sick absence and pay 

If you're absent due to illness, you must follow the absence management 

procedures. 

You may be entitled to Statutory Sick Pay (SSP), which is a benefit paid by 

employers on behalf of HMRC. SSP is paid on a weekly basis for a maximum of 

28 weeks. The current rate of payment as of 6 April 2022 is £99.35 per week. 

Find out more about SSP on the gov.uk website. 

http://saltire/my-workplace/attendance-and-flexi/attendance-management/Pages/fit-notes.aspx
http://saltire/_layouts/15/download.aspx?SourceUrl=%2FDocuments%2FHR%2520documents%2520-%2520forms%2FSick_absence_form_non_eHR_users.dotm&FldUrl=&Source=http%3A%2F%2Fsaltire%2Fmy-workplace%2Fattendance-and-flexi%2Fattendance-management%2FPages%2FSick-absence.aspx%3Fpageid%3Dcbe66a2b-ee6c-40f2-a08b-889cfba85416
http://saltire/_layouts/15/download.aspx?SourceUrl=%2FDocuments%2FHR%2520documents%2520-%2520forms%2FSick_absence_form_non_eHR_users.dotm&FldUrl=&Source=http%3A%2F%2Fsaltire%2Fmy-workplace%2Fattendance-and-flexi%2Fattendance-management%2FPages%2FSick-absence.aspx%3Fpageid%3Dcbe66a2b-ee6c-40f2-a08b-889cfba85416
http://saltire/my-workplace/attendance-and-flexi/attendance-management/Pages/Sick-absence.aspx?pageid=42cf6408-1a85-414e-bff3-b45f57b4b0ac
http://saltire/my-workplace/attendance-and-flexi/attendance-management/Pages/Sick-absence.aspx?pageid=42cf6408-1a85-414e-bff3-b45f57b4b0ac
https://www.gov.uk/statutory-sick-pay/overview


The Scottish Government operates a contractual sick pay scheme which tops up 

SSP payments. This scheme applies to all colleagues employed on a fixed term 

or permanent basis and who receive a regular monthly salary. Entitlements are: 

• a maximum of six months of sick leave at full pay (182 days), followed by 

• a maximum of six months at half pay (183 days), followed by 

• nil pay 

Colleagues working on a part-time or other flexible work pattern receive the 

same entitlements. These entitlements are adjusted to reflect the number of 

days which they work. 

Sick absences are cumulative. In any rolling 12 month period, you may receive 

full pay for sick absence(s) of up to six months. In any rolling four year period, 

you'll receive full or half pay for sick absence(s) of up to 12 months. Your 

entitlement to both contractual and Statutory Sick Pay (SSP) is determined by the 

sick absence history held within your eHR record. 

Sick absence due to pregnancy-related issues does not count towards trigger 

points and will not result in formal HR or pay-related action. 

 

Example sick pay calculations 

Your entitlement to both contractual and Statutory Sick Pay (SSP) is determined 

by the sick absence history held within your eHR record. Depending on your 

absence history, it is possible for you to go directly onto nil pay without receiving 

any periods of full or half pay. The rolling four year count takes precedence over 

the one year rolling count. This therefore means you could receive nil pay even if 

you've accrued fewer than 182 days sick absence at full pay in the one year 

rolling count. 

A basic example of how sick pay is calculated is provided below. It doesn't 

include all of the variables which can affect these calculations. 

Your entitlement to full pay is determined using a 12 month rolling count which 

begins 12 months prior to the first day of your current absence. Any absences at 

full pay are totalled up and deducted from your entitlement at full pay for your 

latest absence.   

Example 

Your latest absence begins on 1 January 2016. To calculate your sick pay: 



1. Go back 12 months from 1 January 2016, which gives you 1 January 2015. 

2. Total up all absences at full pay that fall within the period 1 January 2015 

to 31 December 2015, which in this example will be 10 days. 

3. Calculate remaining entitlement to full pay: 182 days – 10 days = 172 days. 

Your predicted last day on full pay is therefore calculated by counting forward 

172 days from 1 January 2016 = 20 June 2016. 

Your predicted half pay date is 21 June 2016. 

How reduced pay dates are calculated 

An assessment is carried out to determine if any absences included in the 

current count have now dropped out of the 12 month rolling period.  

This involves going back 12 months from the current predicted half pay date and 

totalling up all absences within this 12 month period. This is to assess if any 

absences previously included should drop out of the count.  

If an absence drops out of the count, these days are added onto the predicted 

half pay date to calculate a revised predicted half pay date.  

A second assessment is carried out based upon the revised predicted half pay 

date to see if any absences included in the previous count drop out. This process 

is repeated until no further absences drop out of the count and the predicted 

half pay date thus becomes the actual half pay date. 

How nil pay dates are calculated 

The same principles apply to the calculation of your nil pay date. All absences 

are included within this count, not just absences at full pay. The calculations are 

based upon a four year rolling period rather than a 12 month rolling period. 

Due to the complexity and staff time involved to manually calculate reduced pay 

dates, HR are unable to provide estimates of when reduced pay may take effect. 

 

Attendance requirements 

We use a ‘trigger point’ system to help identify where absence requires 

investigation and possible action by your manager. 



The trigger point for permanent and fixed-term contract colleagues is a total 

absence of 11 working days in any 12-month rolling period. 

It makes no difference whether the absences are self-certified or you have a ‘fit 

note’ from a doctor. 

Sick absence due to pregnancy related issues do not count towards trigger 

points and will not result in formal HR or pay-related action. 

Longer absences 

Your absence is likely to be treated as long-term and lead to possible action by 

your manager if you’re off work for more than four weeks. 

It may be appropriate to refer you to the Occupational Health Adviser (Optima 

Health). Your manager can get advice on this from HR Online on iFix. 

Attendance requirements for probationers 

As a probationer, you must demonstrate that you can meet an acceptable 

standard of attendance. 

Sick absence will be investigated if: 

• you're off work for seven working days or more during the nine-month 

probationary period 

• there's a pattern to your absences, for example you're regularly off on the 

same day/occasion 

It makes no difference whether the absences are self-certified or you have a 'fit 

note' from a doctor. 

An HR adviser will decide what action to take if your attendance is giving cause 

for concern. They may first seek advice from the Occupational Health Adviser 

(Optima Health). 

Probation extension or termination 

Where your attendance gives cause for concern, your probation may be 

extended. You'll be told the standard of attendance expected during that period. 

Where a return to work within a reasonable period, or maintaining an 

acceptable standard of attendance is unlikely, your employment may be 

terminated. 

https://ifix:8443/assystnet/#serviceOfferings/794


Find out about the appeals procedure 

 

Sick absence and attendance 

Access to free lateral flow testing and PCR testing for coronavirus (COVID-19) 

symptoms ended on 1 May 2022. If you have respiratory symptoms, including 

those of coronavirus, you have a fever or are too unwell to work, you should stay 

at home. 

Do this until either your fever has gone or you're well enough to return to work. 

If you think you've had coronavirus symptoms, you should record this sickness 

absence as 'COVID-19 (post May 2022)' on eHR. Otherwise, select your reason 

for absence that closest fits your symptoms. 

If you feel well but have mild symptoms and a high temperature where pre-

coronavirus you may have travelled to work, you should work from home where 

possible. Do this until you no longer have a high temperature to avoid 

transmission of any virus. You should discuss with your manager what work 

could be done from home, for example training, if your role is not one that 

usually can be done from home. 

Normal sick absence procedures now apply for those off sick with coronavirus 

symptoms. These absences are therefore no longer excluded for absence 

triggers or sick pay calculations. 

Absences due to ongoing or 'long covid' ('post-covid syndrome') are treated in 

the same way as other long-term absences. If you have ongoing or long covid, 

contact the People Advice and Wellbeing team who can update your records 

once they've received medical advice. 

Secondees, agency workers and contractors 

If you're on secondment to the Scottish Government and are absent from work 

you must report your absence and reason to your Scottish Government 

manager. You should also contact your parent organisation and follow their 

absence management procedures. 

If you're an agency worker or contractor working in a Scottish Government 

building and are displaying signs of coronavirus you should tell your manager. 

You should follow the advice for Scottish Government employees and also notify 

your employment agency. 

http://saltire/my-workplace/attendance-and-flexi/attendance-management/Pages/appeals--attendance.aspx
http://saltire/my-workplace/attendance-and-flexi/attendance-management/Pages/Preventing-the-spread-of-colds-flu-or-coronavirus-COVID19.aspx
http://saltire/my-workplace/attendance-and-flexi/attendance-management/Pages/Preventing-the-spread-of-colds-flu-or-coronavirus-COVID19.aspx
http://saltire/my-workplace/attendance-and-flexi/attendance-management/Pages/Sick-absence.aspx
mailto:PAWSupport@gov.scot


If you're working remotely and are ill, you must inform your manager and also 

contact your employment agency. Managers should contact the employing 

agency to discuss alternative cover arrangements, if required, to fulfil business 

critical functions. 

 
 

 


