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Purpose
1.0 The purpose of this policy and procedure is to manage attendance levels within the context of a

concern for genuinely ill staff, balanced by a concern for those staff who are still at work and for
pupils and parents who may suffer from reductions in either the level or quality of service through
staff absence.

Application of the sickness absence policy
1.1 This policy refers to members of all members of staff employed in the Trust. This includes the CEO,

Deputy CEO, the central team, teachers and support staff. The Deputy CEO will be included in the
term “central team” throughout this policy.

1.2 This document covers sickness absence, dealing with cases of long term ill health and responding to
cases of persistent short term sickness absence. Please see the school’s sickness absence
procedures checklist for detailed procedural information.

Consistency
1.3 The implementation and use of consistent sickness management policy and procedures across the

trust is essential. It helps to ensure that staff are not treated differently depending on where they
work and are dealt with in a sensitive and fair way.

Involvement
1.4 The policy will be shared with all stakeholders for consultation.

Confidentiality
1.5 Medical information about employees must be treated with confidentiality. This does not

necessarily mean employees have the right to withhold information about their medical condition
but it does mean that the relevant body recognises that some employees may be reluctant to
divulge sensitive or embarrassing information and, therefore, this policy allows employees some
discretion over who, within their management structure, they may speak to about ill health
problems. Whoever receives such information must respect confidentiality and any breach of
confidentiality will be regarded seriously and may lead to disciplinary action. If other staff need to
know, they must be kept to a minimum and the employee's consent obtained beforehand and
informed why it is necessary for another person(s) to have this information.

1.6 Leaders and line managers have a responsibility to treat all sickness absence in a sensitive manner.
In cases of doubt about how to handle particularly sensitive issues, advice should be sought from
Schools HR.



1.7 Absences arising from accidents,  or assault at work

Teaching staff
In the case of absence due to accident, injury or assault attested by an approved medical
practitioner to have arisen out of and in the course of the teacher’s employment, including
attendance for instruction at physical training or other classes organised or approved by the
employer or participation in any extra-curricular or voluntary activity connected with the school, full
pay of up to 6 months shall be allowed and this does not count towards their sick pay entitlement,
which commences at the end of this period.

Support staff
In the case of absence due to accident, injury or assault attested by an approved medical
practitioner to have arisen out of and in the course of support staff’s employment, including
attendance for instruction at physical training or other tasks organised or approved by the employer
or participation in any extracurricular or voluntary activity connected with the school, full pay of up
to 12 months shall be allowed, but no subsequent sick pay.

Absences due to accidents, injury or assault that occur in the course of all members of staff’s
employment must be recorded and the appropriate accident report documentation completed in a
timely manner.

Cases of staff absence due to accident, injury or assault at work should be handled particularly
sensitively. It may be appropriate to encourage the employee to involve their union representative.

During the period that an employee is absent due to an accident, injury or assault that occurred at
work, it is important for school leaders and School’s HR to remain in contact with the employee and
follow much of the good practice in the Sickness Absence Policy. This could include a duty of care
call or an exploratory meeting to ascertain more information regarding the exact cause of the
absence. It could also include a referral to Occupational Health or discussing and implementing
appropriate support strategies. However, the recommendation is that it is not appropriate to start
the formal Stage 1 of this procedure until the employee has been absent for at least  months.

2.0 Introduction to procedure

2.1         This document sets out the actual procedure to be followed in dealing with sickness absence.

There are three stages to this procedure, as follows:

Stage One - Trigger Level Interview.

Stage Two - Formal Improvement Action Plan.

Stage Three - Formal  headteacher, CEO or tr hearing considering dismissal.

2.2 This procedure does not rule out any stage being used more than once.

2.3 In the absence of evidence to the contrary, sickness absence must be accepted as genuine. The key
issue is not whether the employee is genuinely sick but whether the level of non attendance is
acceptable.

2.4 It is important that employees with unacceptable sickness absence records are made aware of the
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consequences if the position does not improve.

2.5 The purpose of all meetings within this procedure is to look at ways in which attendance can be
improved to an acceptable level given the individual circumstances of the case.

2.6 Refusal to attend such a meeting without an acceptable reason may be dealt with as a misconduct
issue. as for example, refusal to comply with a reasonable instruction, which falls under the
disciplinary procedure. When an employee’s non attendance is wholly due to the medical condition
causing the sickness absence, the chair of the trust board, CEO or headteacher should continue with
the sickness absence procedure.

2.7 If the employee’s union representative is unable to attend the proposed date of any meeting at any
stage of the sickness procedure or the employee can provide evidence that they have a medical
appointment on the proposed date. A postponement may be requested and would be agreed and
the meeting rescheduled within 5 working days. No further postponement will be agreed.

2.8 A copy of all documents written when using the procedure must be given to the employee and
placed in a confidential school based file.

2.9 Managing the sickness absence of staff with a disability requires reasonable adjustments to be
made. This may be for example to the working environment or to the trigger levels. The individual
must not receive less favourable treatment because of the disability. This does not preclude the
dismissal of an employee with a disability; it requires that reasonable steps are taken which will
vary depending on individual circumstances.

2.11 The school and the trust will abide by sick pay regulations and entitlements. In the case of concerns
about a headteacher’s sickness, the hearing/presenting officer will be the CEO, or appropriate
delegated officer at the request of the chair of the local school board. Where the sickness concerns
relate to the CEO, the hearing/presenting officer will be the chair of the trust board. Where the
concerns relate to the DCEO, or members of the central team, the hearing/presenting officer will be
the CEO or a delegated senior member of the central team if appropriate.

Stage one  -  the trigger level interview
 
3.1 The first stage will normally be triggered by six working days sickness absence and/or three spells of

sickness absence in any six month period. Part time employees are eligible for a proportion of
trigger levels of a full time employee.

3.2 When an employee reaches a trigger level as detailed above, Schools HR will arrange a stage one
meeting with the employee concerned. The employee has a right to be accompanied at this
meeting by a trade union representative or workplace colleague.

3.3 The purpose of the meeting is to have an open discussion during which the employee's views about
the state of their health are sought in the light of their absence record. The discussion may include
considering whether there is an underlying cause for the sickness. The person conducting the
meeting should explain the difficulties for the school and its pupils arising from this level of
absence.

3.4 Details of this meeting should be recorded, and a copy of the completed form should be given to
the employee either at the end of the meeting or sent to them within 5 working days of the date of
the meeting. A covering letter re the outcome may also be sent. Copies of all documentation should
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be filed in the employee’s school file and any subsequent correspondence from the employee. If an
employee disagrees with the content of the form or covering letter, they should, within 5 working
days of receipt, submit in writing their concerns. Employees who are members of a trade union
and/or were accompanied at the meeting, should be advised to discuss with their union, before
making any submission of concern.

3.5 At the discretion of the CEO, headteacher, chair of the local school board/trust board, this part of
the procedure can be implemented on more than one occasion depending upon the reason for the
absences and their pattern.

3.6 In long term ill health cases, employees should be invited to attend a trigger level interview at the
school. A medical certificate to not attend work does not automatically preclude attendance at a
meeting. In cases where the employee cannot make it to the school, a home visit may be necessary
to carry out the trigger level interview meeting. In the case of a home visit, a representative or
workplace colleague may be present. If the employee does not wish to be visited and visiting the
school also presents problems, consideration should be given to the meeting taking place at a
neutral venue. In cases where the individual may be too ill or unwilling to attend, a representative
can attend the meeting in the employee's place. The meeting can also be held virtually. Where all
of these options fail, the meeting may go ahead in the employee’s absence; in this case the
employee will receive written details of any decision, action plan and review date.

3.7 In some cases it may be appropriate to refer the employee to the Occupational Health Service (OH).

Stage two – formal improvement action plan

4.1 Where continued concern exists about the level of absence since the trigger level interview, further
actions should be explored to improve attendance. A meeting will be arranged and the employee
has the right to be accompanied by a trade union representative or workplace colleague at the
meeting.

4.2 One or more of the following decisions may be taken, if considered appropriate having listened
carefully to the employee’s views based on each individual case:

(a) Refer the employee to the OH for medical assessment (if not already done or if an update is
required). If this course of action is decided, then the school will complete the online OH
referral and submit directly to OH.

(b) In cases of short term absences set a target for improvement over a set period with a review
date and in the case of long term absence set a required date of return to work.

(c) Adjust working conditions, e.g. a new chair for someone with a back problem.

(d) Consider and discuss if a change in duties/redeployment is an option. This may be a temporary
arrangement within or outside the school depending on individual circumstances/availability of
alternative roles.

(e) Ask for a doctor's certificate for all absences including one day absences.

(f) Issue a formal improvement action plan and warn the employee that if attendance does not
improve, a formal hearing will be called to consider the employee’s future employment at
which dismissal will be an option; This would be with the chair of the local school board/trust
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board, CEO or headteacher as appropriate.

4.3 A record of this meeting should be made detailing the decisions taken, any requirements or targets
set for the individual and action to be taken by the chair of the local school board/trust board, CEO
or headteacher or employee and the review date set. It is important that an outcome letter is sent
to the employee.

4.4 The employee must be advised of the consequences of their failure to achieve an acceptable level
of improved attendance or a return to work i.e. the employee will render themselves liable for
dismissal.

4.5 If at any time up to the review date the employee fails to show an acceptable level of improvement,
the chair of the local school board/trust board, CEO, headteacher, or a designated leader, may write
to the employee to notify them that they wish to meet with them and that they may be
accompanied by their trade union representative or workplace colleague. Where the concerns
relate to the CEO, they will be contacted by the chair of the trust board. Where the concerns relate
to the DCEO or centrally employed staff, they will be contacted by the CEO or appropriate
representative. Reasons for the lack of improvement should be explored at this meeting. It is
important to take into account issues and problems raised by the employee; this should form part
of the discussion. If the chair of the trust board, CEO or headteacher, or their appropriate
representative, considers that the level of absence is still not acceptable, they can decide to refer
the case for consideration under stage three of this procedure. Alternatively a revised improvement
action plan with a new review date may be issued.

4.6 In long term ill health cases, employees should be invited to attend a stage two meeting at the
school. A medical certificate to not attend work does not automatically preclude attendance at a
meeting. In cases where the employee cannot make it to the school, a home visit may be necessary
to carry out the stage two meeting. If the employee does not wish to be visited and visiting the
school presents problems, consideration should be given to the meeting taking place at a neutral
venue. The meeting can also be virtual. In cases where the individual may be too ill or unwilling to
attend a representative can attend the meeting in their place. Where all of these options fail, the
meeting will go ahead in the employee’s absence; in this case the employee will be written to with
details as set out in 4.3 above.

Stage three - hearing to consider dismissal

5.1 Stage three of the procedure is used when dismissal is to be considered.

5.2 If, after a stage two review meeting has taken place, the absence level of an employee does not
improve to an acceptable level, or there is no acceptable indication of a return to work as a
consequence of a long term absence, the case may be referred for a hearing at which dismissal will
be considered.

5.3 The headteacher will conduct the dismissal hearing. If the matter relates to the headteacher or
member of the central team it will go to the CEO. In the case of the CEO it will be conducted by a
panel of 3 appointed by the chair of the trust board.

5.4 The employee must be given 10 working days’ notice of the hearing in writing, including copies of
all paperwork to be presented at the hearing. Where possible the date of the hearing should be
agreed with the union representative in advance, however, there are constraints and limitations on
how this may be achieved, especially if a trustees committee must be convened. The employee
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must provide all copies of responding documents by no later than 5 working days before the
hearing.

5.5 The purpose of the hearing is to arrive at a decision based on the facts presented. The presenting
officer should present a report pulling together all the information that has been relied upon at
previous stages, for example copies of letters and action plans, for consideration by the hearing
officer. An up to date OH report should be available and included in the paperwork presented.

5.6 The procedure to be followed at the stage three hearing should be consistent with that set out in
the disciplinary policy.

5.7 The hearing officer will take into consideration all the information presented to them, including the
whole history of attendance of the employee.

5.8 The hearing officer can make one of the following decisions:

(a) To issue a further improvement action plan and caution the employee that if attendance
does not improve, a further hearing will be called to consider the employee’s future
employment at which dismissal will be an option. The caution that dismissal could be an
option would remain on file for any period up to 24 months.

(b) To determine that the employee should be dismissed from the school and trust’s service,
with appropriate notice.

(c) To take no action, in which case no papers will be placed on file.

5.9 In cases where a warning or a further hearing to consider dismissal has been issued (as in case 5.8,
(a)) above, and the employee has subsequently failed to achieve the required improvement at any
time during the warning period, a further hearing will be convened at the request of the
headteacher, CEO or chair of the local school board/trust board. If so, the stage 3 process above will
be repeated.

5.10 A letter and a written record of the hearing will be sent to the employee detailing the decision.
This will include details of the right of appeal against any dismissal decision.

5.11 In the case of the CEO the hearing will be held by the chair of the trust board and a panel of 3. For
the members of the central team it will be the CEO and a panel of 3.

Appeal against dismissal

6.1 The employee can only appeal against dismissal. Other forms of action are based on a formal
improvement action plan, which is a positive approach to seeking the employee’s return to work.

6.2 To register an appeal against dismissal, the employee or their representative must, within 5 working
days of receiving written confirmation of the decision, write to the chair of the trust board , who
will inform the CEO/headteacher. Within 5 working days of registering the appeal, the employee
must submit the written details of the grounds on which they are appealing.

6.3 The appeal should be based on one or more of the following grounds:

(a) The employee considers that the committee conducting the hearing unjustly found against
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them
(b) The employee believes that the facts of the case did not support the decision made; that

the facts considered were not relevant; that the facts were not substantiated
(c) The employee contests the appropriateness of the type of action decided upon
(d) New information has come to light since the date of the hearing
(e) The employee contends there were significant breaches in the sickness absence procedure.

6.4 All appeals against dismissal will go to the chair of the trust board.

6.5 When considering an appeal against dismissal by a trustees committee, the quorum of the appeal
committee will be equal to the number of trustees who attended the dismissal committee and will
not include any trustees  who originally heard the case.

6.6 The procedure to be followed at the appeal against dismissal hearing should be consistent with that
set out in the disciplinary policy.

Notification and certification of sickness absence arrangements

7.0 Notification of absence by an employee

7.1 The relevant body has a right to know as soon as possible if staff are not able to come to work
because they are sick. Staff must comply with the reporting in requirements laid out by their
school/place of work.

Staff must comply with the school’s reporting in procedures and keep the school updated regarding
their likely return/length of absence, in order that the school can plan ahead, which may involve
obtaining external cover staff. In all cases it is expected that staff will give some indication of when
they  expect to return to work.

7.2 It is the trust/school’s responsibility to ensure there are adequate ways for staff to notify when they
are absent and to ensure staff are aware of them. It is the individual staff member’s responsibility
to comply with these procedures.

Staff must be aware that they can lose pay and/or be disciplined if they do not properly notify the
CEO, headteacher or relevant line manager that they are absent from work because of sickness.

The above sickness absence procedures apply to all part time staff, except that if an employee’s
fourth working day of sickness falls on or after the eighth calendar day, the employee must provide
a doctor’s medical certificate from that day onwards.

Certification of sickness by the employee

7.3 All staff are required to self certificate for sickness absence, including the first day of sickness. Staff
are required to complete a self-certification form on their return to work.

7.4 For teaching,support and centrally employed staff, sickness absences of eight calendar days or
more must be covered by a statement of fitness for work from a doctor or a hospital. Staff must
arrange for the statement of fitness for work to be sent/hand delivered to their school as soon as
they receive it.
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In some cases, the chair of the trust board, CEO or headteacher may have concerns regarding the
employee’s fitness for work. If this is the case, the employee will be referred to OH. The aim of this
is to ensure that the chair of the trust board, CEO or headteacher has appropriate information to
support the employee in their sustained return to work. School’s HR should be contacted for further
advice, if necessary.

7.5 Certification of sickness is important. Failure to comply with these rules on certification could result
in a staff member losing their entitlement to sick pay and/or disciplinary action being taken against
them.

8.0 The statement of fitness for work (fit note)

The fit note was introduced in April 2010 to replace the doctor’s sick certificate. The aim of the fit
note is to help employees to either remain at work or return to work sooner, by providing more
information about the effects of their illness/condition. The main change is that a GP can give advice
to the employer to help employees return to work. The GP can choose one of two options to advise
that an employee is:

● Not fit for work or may be fit for work

8.1 A GP will choose the “may be fit for work” option if they think that returning to work, with support
will help the employee. The GP may also give general advice on the fit note about the illness and
tick boxes as appropriate, in relation to general ways in which an employee could be supported to
return to work.

8.2 As long as the employer agrees, an employee can return to work before the end date stated on the
fit note, this could be because they have recovered from their illness or injury more quickly than
expected or the employer can offer support to facilitate a return. The Headteacher, CEO, chair of
the local school board/trust board should carefully consider any recommendations made by the GP
on the fit note to support the employee back to work. This could include a time limited phased
return or time limited amended duties.

9.0         Recording sickness absence

The Equality Act 2010 requires that disability related sickness absence are recorded as such with the
distinction clearly marked that the absence is related to a disability.

10.0 Sick pay

10.1 Sick pay is made up of Statutory Sick Pay and Occupational Sick Pay. Occupational Sick Pay may be at
full pay,from which Statutory Sick Pay is deducted, or half pay, which is paid in addition to Statutory
Sick Pay, provided this does not exceed an individual's normal full pay. The full and half pay
detailed in the sick pay scheme are maximum entitlements which do not prevent action being taken
under the sickness absence procedure before the expiry of these entitlements. An employee's
entitlement to sick pay depends on their length of service.

11.1 Accident, injury or assault

11.2 If your absence from work is caused by an accident, injury, assault or disease sustained or
contracted in the course of your duties, you must have it recorded on an Accident Report Form
which is available from the school.  Further guidance may be obtained from Schools HR.
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11.3 If your absence is caused by an accident, injury or assault and you may be able to claim damages
from a third party, you must complete a Third Party Accident Form; further advice is available from
Schools HR. In such cases, sick pay is paid as a loan, which must be repaid if you receive any
payment for damages.

11.4 Elective surgery

11.5. Time off for any elective surgery, including recovery time, will not be authorised as sickness absence
except where the surgery is medically necessary and there is evidence to support this. In cases
where this is not medically necessary the employee will be required to request special leave (paid
or unpaid will be at the discretion of the school). The leave will be granted or refused in line with
the contingencies of the service.

11.6 After any surgery there is a period of recovery, or even complications arising from the surgical
procedure that may mean the individual is not fit for work under such circumstances may present a
fit note from their GP that declares them unfit to work. Where this is the case the school will need
to accept this fit note and the period it covers as sickness absence.

11.7 Furthermore, there are some examples of where the CEO/headteacher may view time off for
elective treatment or surgery, as sickness absence where not doing so may be in breach of the
Equality Act, for example undergoing IVF treatment or gender reassignment surgery. Further advice
can be sought from Schools HR.

12.0 Medical appointments

12.1 Employees are expected to schedule routine medical appointments such as opticians, doctor ,
dentist, physiotherapy, blood test etc. outside of normal working hours.

12.2 If however this is not possible then the employee should speak to their CEO/headteacher or line
manager to discuss this further and aim to arrange the appointment at either the start or end of the
working day to minimise the impact on their attendance and disruption (if any) to the school. If the
CEO/headteacher or line manager is satisfied that the employee genuinely is not able to arrange an
appointment outside of normal working hours then they will be granted time off to attend the
appointment.

12.3 Employees will be granted time off to attend hospital appointments and this may also include cases
where there is an on-going course of treatment. Employees should notify their line manager as
soon as appointments are arranged. In addition, they should be asked to provide evidence of the
appointment (i.e. a letter from the hospital, appointment card, confirmation of dates for treatment
etc.).

12.4 Hospital or routine medical appointments will not be recorded as sickness absence, however as
absences they need to be kept under review, and where the level of absence through appointments
causes concern, the CEO, headteacher or line manager should meet the employee to discuss the
issue, and a file note should be taken, so that the discussion may be referred to in subsequent
proceedings under the Sickness Absence Procedure if necessary. However, it is recognised that
attendance at medical appointments is necessary to recover and in some circumstances positively
supports attendance at work over the longer term. Any assessment of absence due to medical
appointments needs to be undertaken giving this context.
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12.5 Payment of an employee’s salary to attend medical appointments will be at the discretion of the
chair of the trust board, CEO, or headteacher in accordance with the school’s leave policy

Links to other policies

● Pay policy
● Grievance policy
● Disciplinary policy
● Health and safety policy
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