K2a

The Hub Alternative Provision Centre
ATTENDANCE AT WORK POLICY AND PROCEDURE (SCHOOLS)
Lead
Directorate
and
Service:
Effective Date:
Date Last Reviewed
Date Due for Review:

Corporate Resources / Human Resources

Contact Officers:

Mark Lunn / Deborah Wescott,
Principal Human Resources Officers
(01482) 391161/391137
The Cabinet

Contact Number:
Approved by:

From the date adopted by the School’s Governing Body
27/4/2004 The Cabinet Minute 1866
2008

A:

ATTENDANCE AT WORK POLICY

1.

BACKGROUND
The Council and Governing Body recognise that some degree of sickness
absence is inevitable and will ensure that it responds and manages this in a
caring, supportive and confidential manner.
The well being of their
employees is paramount and the Council and Governing Body are committed
to providing appropriate support and encouragement to all employees in
schools who are ill, and to take all reasonable steps to assist them to return to
work as soon as possible.
It must also be recognised that employees at all levels feel the impact of a
colleague being absent due to illness as it can significantly affect how they,
the Council and individual schools perform, and this in turn affects the level
and quality of service we give. It is therefore essential that attendance is
managed in a timely, consistent and sensitive manner.
However the need to balance the interests of the individual employee with the
requirements of the school and service must be understood and when it
becomes necessary discussions will be held with employees concerning their
level of attendance, particularly when it reaches a level where it is giving
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cause for concern and/or putting their job at risk. Employees must be
assured that where issues relating to sickness absence are raised with them
this will be undertaken in a mutually supportive manner.
2.

DEFINITIONS FOR THE PURPOSE OF POLICY
 The Attendance at Work Policy and Procedure defines the broad principles
of operation and does not seek to define every circumstance.
 Misconduct will be dealt with under the school’s disciplinary policy and is
separate from the attendance policy.
 Capability relating to skills, experience and qualifications etc. to perform in
the job will be dealt with under the school’s capability policy.

3.

POLICY STATEMENT
Investing in the well being of our employees is paramount in ensuring good
attendance at work which, in turn, contributes to the Council’s and school’s
success in meeting its objectives. The East Riding of Yorkshire Council will
develop its Attendance at Work Policy and Procedure in accordance with the
Corporate/Schools Policy Framework. This policy applies to all school based
employees where it has been adopted by their respective school governing
body.

4.

POLICY AIMS









5.

To develop and implement initiatives to support the health and well being
of our workforce.
To create a positive working environment that sustains high morale
amongst employees.
Headteachers to identify and monitor the levels of attendance and issues
which impact on these and take appropriate action.
To consistently and fairly apply the Attendance at Work Policy and
Procedure.
To provide appropriate support to employees during an absence and
when returning to work.
To set and review targets for the Council, Directorates, Schools,
Headteachers, Managers and, where appropriate, individual employees to
improve attendance levels.
At school level, the Governing Body to review the effectiveness of the
operation of this policy.
To provide adequate support to Headteachers, other nominated senior
member of staff or appropriate line managers, and Governors including
appropriate training.

STATUTORY OBLIGATIONS
Equalities in Employment – This policy recognises the requirement to comply
with the Disability Discrimination Act 1995 when dealing with the attendance
of disabled employees. The provisions under the DDA will include assessing
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and implementing whenever possible any reasonable aids, adaptations and
adjustments that can be made to the duties, workplace, provisions, criteria or
practices in order to maintain attendance and performance at work and assist
a disabled employee back into the workplace following absence. Throughout
this policy and procedure it is expected that Governors, Headteachers, other
nominated senior members of staff and appropriate line managers will follow
these principles regardless of the reasons for the absence.
6.

POLICY DEVELOPMENT INCLUDING CONSULTATIONS
This policy was developed in consultation with Managers (including
Headteachers and School Governors), Trade Union Representatives and
Elected Members.

7.

LINKS WITH OTHER SUPPORTING DEPARTMENTS/POLICIES
The following services will support Governing Bodies, Headteachers other
nominated senior member of staff and appropriate line managers in
effectively implementing the Attendance at Work Policy and Procedure:



Human Resources
Occupational Health Unit (arvato)

The following policies must also be used in support of the Attendance at Work
Policy and Procedure where appropriate:
 Well being Policy
 Flexible Working Policies, e.g. job share, home working etc
 Special Leave Policy
 Retraining and Redeployment Policy
 Drugs and Alcohol Policy
 HIV and Aids Policy
 Health and Safety Policies
 Equalities in Employment Policy (Race, Gender and Disability)
 General guidance on the Disability Discrimination Act
 Personal Harassment Policy
 Attendance at Work Policy and Procedure Guidance Notes for Managers,
Governors and Headteachers issued by the Human Resources
Department
 National terms and conditions for employees, e.g. Green Book, Burgundy
Book Schoolteachers’ Pay and Conditions Document. This policy and
procedure is not intended to negate or worsen the provisions contained in
these nationally agreed documents.
8.

DESIRABLE OUTCOMES
The desired outcome from implementation of this policy is a well motivated
and committed workforce and an increase in overall attendance rates.

9.

POLICY IMPLEMENTATION
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This policy will be implemented through approval by Cabinet, adoption by full
Council and individual school governing bodies and the provision of effective
training for Managers and Headteachers in good attendance management.
10.

EVALUATION/REVIEW
This Policy will be monitored by Headteachers, Governing Bodies and
Director of Children, Family and Adult Services to ensure that cases are
managed appropriately and within defined and reasonable timescales.
Absence statistics will be produced monthly for all Directorates and be
maintained via Performance Plus which will assist in highlighting specific
issues to be addressed by Heads of Service/Headteachers. A quarterly
sickness management report will be presented to the Council’s Corporate
Management Team (CMT) detailing absence statistics of Council employees
against the Sickness/Absence Best Value Performance Indicator.
The Council will review this policy 12 months after its implementation, and
then on a bi-annual basis or as required following review. This Policy and
Procedure and Attendance at Work Guidance Notes have been agreed with
the following trade unions, who will be involved in any future reviews:
ASCL
ASPECT

ATL
GMB
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B:

ATTENDANCE AT WORK PROCEDURE (SCHOOLS)

Section One:

Introduction

BACKGROUND
1.1

The aim of this procedure is to provide a framework within which employee
and Headteacher or other appropriate line manager can work together in a
supportive and co-operative manner to pro-actively manage periods of
sickness absence. For the purposes of this policy and procedure, the
appropriate line manager will always be someone who is senior to the person
absent due to illness. In a very small school this may be the Headteacher
whereas in a larger school it may be the individual’s immediate line manager.

1.2

The Council and Governing Body value the contribution of its employees in
the delivery and maintenance of high quality services, and accept that there
will be occasions when employees will be unable to attend work due to
illness. In addition it also acknowledges that some employees will attend
work when they are ill and make a valid, but reduced, contribution and in
these circumstances the school will make every effort to support those
employees. Absence through illness will be treated as genuine, but any abuse
of this policy and procedure will be dealt with under the School’s Disciplinary
Procedure.

1.3

Employees must be aware that all sickness absence has an impact on the
services the Council and schools provide. As an employer the Council,
through individual school Governing Bodies and Headteachers, will ensure
that sickness absence records are kept and attendance levels monitored to
ensure that employees are supported whenever they are absent, or upon
return to work following an absence.

1.4

Where the procedure outlined below has been followed and the level of
attendance has not improved despite all the support provided, the employee
will be informed that their employment could ultimately be at risk.

1.5

A warning under this procedure is completely separate to warnings given
under the School’s Disciplinary Procedure.

1.6

Employees should be reassured that the Council, Governing Body and
Headteacher will do all they reasonably can to assist with a sustained return
to work. However, sometimes it will become clear that a sustained return to
work is not possible and in those cases the Governing Body and Council must
take decisions based on the circumstances of each case, which may include
dismissal.

1.7

In the case of school based employees, dismissal will be after hearings
before the Headteacher and/or the Governing Body’s Discipline and Appeals
Committees. NB where the Headteacher has been involved in any decision
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making at an earlier stage they will be precluded from taking part in any
decision making at a later stage in the procedure.
1.8

In managing the absence of the Headteacher, the Chair of Governors will be
responsible for managing action under this policy and procedure in relation to
that absence.
SUPPORTING FRAMEWORK

1.9

In managing attendance before, during and after any period of absence due
to sickness, Headteachers, other nominated senior members of staff or
appropriate line managers should consider the wider range of tools, options
and advice available to them, particularly in informing a better understanding
of a medical condition. In discussion with the employee(s) these may include
as positive considerations:








Flexible working options
This could be changes to working patterns or methods of working and
could be considered as part of a short or long term strategy for either the
prevention of an absence or to support a sustained return to work
following a longer period of absence.
Phased return to work
This will be time limited and could take the form of a reduction in the
number of days or hours worked initially, gradually increasing up to the
normal working hours or pattern of work. Depending on the nature of the
absence, the type of work undertaken, and the specific terms and
conditions applicable to the employee’s contract of employment, there
may also be an opportunity to combine attendance in the workplace with
an element of working from home until the employee is able to return to
normal working. The duration of any phased return to work will vary on a
case by case basis. A further case review must be held after 6 weeks if
the initial planned phased return to work period exceeds this timescale.
Fast-track physiotherapy
Where an employee suffers from a musculo-skeletal related problem (e.g.
back pain, repetitive strain injury) and this may result in an absence from
work or affect their performance at work, it is possible to make a referral
through the Occupational Health Unit for access to physiotherapy. Under
the present contract this access is guaranteed within 48 hours from the
time access to treatment is approved by the Occupational Health Unit.
Counselling
Headteachers are able to refer employees to the Occupational Health Unit
for access to external counselling support.
Employees can refer
themselves to the Occupational Health Unit (tel: 01482 391224/5) and, in
addition, the Council has introduced an externally provided Employee
Assistance Programme (EAP) which is a 24/7 confidential helpline
designed to support individuals through any difficult situation that may
affect their home or work life. The contact number for this service is 0800
919709. Teachers also have access to Teacherline, a 24/7 helpline
offering confidential counselling, support and advice on any problem. The
contact number for this service is 0800 562 561.
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Well Being
The aim of Well Being is to develop and maintain a culture within schools
where all parties work together to manage workloads effectively.

EXCLUSIONS
1.10

The following types of absence are not classed as sickness for the purposes
of this policy and procedure:
(a)
(b)
(c)
(d)

GP appointments
Dental appointments
Hospital appointments
Any form of absence that is not sickness related.

N.B. Reasonable time off is allowed to attend these appointments. It is
expected that these will be arranged to minimise disruption to the school e.g.,
in the employee’s own time or at the start or end of their working day/shift.
1.11

The following types of absence will be recorded as sickness but will not be
included in calculating absence for the purpose of the formal warning stage:





Sickness absence where it is connected with a condition that is likely to
require surgery. A maximum of up to 1 day’s absence may be allowed
immediately following the day on which the medical treatment was
received. The same provision may also apply where the employee is
undergoing medical preparation prior to receiving treatment and this, too,
results in a period of sickness absence. This may be pre or post surgery,
and be demonstrated clearly that the absence is directly attributable to the
treatment.
Absences which are as a direct consequence of pregnancy. All absences
whilst pregnant should be reviewed separately by the Headteacher or
other nominated senior member of staff.
Absences arising out of an accident, assault, injury or disease whilst
undertaking the duties of the post.

SECTION TWO: PREVENTATIVE MEASURES
2.1

A key element of maintaining attendance levels
sickness/absence is to focus on preventative measures.

2.2

The Council and Governing Body strongly believe that proactive initiatives put
in place to assist employees in maintaining a healthy work/life balance,
proactively addressing minor ailments to prevent them deteriorating further
will help to reduce the length of an absence and in some cases prevent an
absence altogether. Management time and effort spent in preventing
absences, making reasonable adjustments and/or modifications to the work
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or working environment will out-weigh the time and effort required to manage
on going absences.
2.3

Preventative measures can take many forms as shown below:
a)

To take proactive steps to avoid an excessive hours culture within the
workplace

b)

Communication needs to be open and two way, between the
Headteacher, other nominated senior member of staff or appropriate
line manager, and their employees. This can be on an individual basis
through methods listed in paragraph 1.9 above or via staff
meetings/briefings, non-contact/training days etc.
Regular
communication will foster good relationships and trust between the
Headteacher, other nominated senior member of staff or appropriate
line manager and employee enabling frank discussions regarding work
and personal issues that may affect performance including attendance
levels. Positive action should be taken to prevent/reduce absence.

c)

Management Awareness of Employee Issues – This will take many
forms, e.g., informal discussions, regular workload reviews,
performance monitoring and effective management, well being
assessments or at meetings as part of Appraisal Schemes for support
staff, to develop a culture which promotes two way communication and
the confidence to highlight any issues that need proactive intervention.

d)

Healthy Staff Policies/Initiatives – These include health and safety
policies (e.g. well being and workstation risk assessments/audits) and
flexible working policies (e.g. job share, compressed working, home
working etc) as well as discounted leisure centre membership, stop
smoking support, hand arm vibration screening, regular training on
H&S issues e.g. lifting and carrying and stress awareness; flu
vaccinations for service critical employee groups, Employee
Assistance Programme (24/7 helpline), external counselling service,
access to fast track physiotherapy service via the Occupational Health
Unit. (See also the links to other policies listed in paragraph 7 of the
Policy).

SECTION THREE: ROLES AND RESPONSIBILITIES
ROLE OF THE GOVERNING BODY
3.1

The Governing Body is responsible for monitoring the effectiveness of the
operation of this policy in managing staff attendance within the school, and
seek to ensure that adequate resources are available to minimise any
workload implications arising out of its operation.
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3.2

The Governing Body, on the advice of the Headteacher, will determine
whether other senior members of staff, in addition to the Headteacher, are
authorised to issue warnings under this procedure and, if so, who. This
should be reviewed on an annual basis and also following any changes to the
staffing structure.

3.3

In agreeing who should be given this authorisation, the Governing Body
should bear in mind that under the School Staffing (England) Regulations
2003 it is expected that the Headteacher will take the initial decision on
dismissal of staff with the Governing Body hearing any appeals. It is not
appropriate for the Headteacher to both issue warnings, or make decisions
about the use of discretion over entry to the formal stage, and take initial
dismissal decisions. Against this background, if the Headteacher is the
person issuing warnings or authorising the use of discretion under this policy
and procedure the decision on dismissal must be delegated to a Committee
of at least three governors, with a separate Committee of three governors
considering any appeals. Where any governor has been involved in the
decision making at an earlier stage in the procedure they will be ineligible to
be a member any subsequent governors Committee.
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ROLE OF THE HEADTEACHER, OTHER NOMINATED SENIOR MEMBER
OF STAFF OR APPROPRIATE LINE MANAGER
3.4

The Council, School Governing Bodies, and Headteachers have a joint
responsibility to provide a safe and healthy working environment.

3.5

Headteachers are responsible for managing absence under this policy by
proactively putting procedures in place to ensure that:
(i)

(ii)
(iii)

(iv)

(v)
(vi)
(vii)

all absences are reported to the appropriate member of administrative
support staff in the school office as soon as notification is received
from the employee
all absences are monitored
regular and effective communication with absent employees is
maintained, taking into account the context or possible sensitivities of
the reason for the employee’s absence (see also paragraph 4.2, third
bullet point)
advice from Human Resources and the Occupational Health Unit is
sought at appropriate stages. At the point when it is considered
appropriate to refer an employee to the Occupational Health Unit, the
Headteacher, other nominated senior member of staff or appropriate
line manager must complete a referral form
the wider range of options and initiatives for managing attendance and
supporting employees are considered
employees are aware of the policy and their responsibilities within it,
and
the appropriate member of administrative support staff in the school
office is notified when an employee returns to work, that a completed
Absence Declaration Form is checked and signed by the employee
and returned to the Headteacher, other nominated senior member of
staff or appropriate line manager, who is then responsible for
forwarding the completed form to the appropriate member of
administrative support staff in the school office. This will ensure that
the IPP absence records are accurate and up to date.

3.6

Depending on the structure and organisation within the school, the
Headteacher together with any senior nominated member of staff will be
responsible for operating points 3.5 (i) to (vii) above.

3.7

In larger school structures appropriate line managers may be involved in
managing the early stages of the process.

3.8

In all cases it is also essential in managing any increased workloads that
regular communication is maintained with the existing workforce throughout
any period of absence due to sickness within the team.
ROLE OF THE EMPLOYEE

Attendance at Work Policy and Procedure (Schools) v5
12 October 2007 _ Final Version _ K2a

10

K2a

3.9

Within the workplace attendance management is a shared responsibility and
employees are required to play an active role in managing their own
attendance by maintaining contact with their Headteacher, other nominated
senior member of staff or appropriate line manager when absent, updating
them on any change of circumstances and anticipated date for a return to
work, particularly following GP or Consultant/hospital appointments. Within
the context of the reasons for their current ill-health, the employee has a
responsibility to take part in any discussions with their Headteacher, other
nominated senior member of staff or appropriate line manager concerning
their level of attendance and reasons for any absence. Where the employee
has more than one job within the school or Council they must report their
absence and maintain contact with each individual Headteacher, other
nominated senior member of staff, appropriate line manager or Service
Manager.

3.10

Under the requirements of Health and Safety legislation, all employees have
a duty to act responsibly at work and to provide and maintain a safe working
environment for themselves and their colleagues.

3.11

All employees have received, as part of their contract of employment,
information regarding absence reporting and sick pay. Additionally, the
Headteacher, other nominated senior member of staff or appropriate line
manager, as part of the induction process, will have explained the importance
of attendance and confirmed that the employee has a copy of the Attendance
at Work Policy and Procedure (Schools) and reporting procedure. Employees
are required to comply with these provisions.
ROLE OF HUMAN RESOURCES

3.12

Under the provisions of the Service Level Agreement (SLA) with schools,
Human Resources are responsible for providing timely and up-to-date
professional advice, guidance and support to Headteacher, other nominated
senior member of staff or appropriate line manager and employees to
effectively manage attendance. This will include:



Supporting Headteacher, other nominated senior member of staff or
appropriate line manager at appropriate stages throughout the policy.
Reviewing the policy and procedure in line with changes in legislation or
best practice

There are times when it is essential that the Headteacher, other nominated
senior member of staff or appropriate line manager takes advice from Human
Resources (as identified in the guidance notes) to ensure that they are acting
reasonably, objectively and in accordance with employment -legislation.
ROLE OF OCCUPATIONAL HEALTH UNIT
3.13

The Occupational Health Unit will provide advice to Headteacher, other
nominated senior member of staff or appropriate line manager through a
number of means including:
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the provision of timely, detailed reports on employees when requested to
do so
 assistance in managing attendance, particularly by involvement with Case
Conferences
 providing appropriate support in aiding employees towards a return to
work
 advice on ill health retirement
 health promotion
 telephone advice
 referrals to external providers of physiotherapy and counselling services
In addition, the Occupational Health Unit will advise and support those
employees who have made a self referral.
ROLE OF ADMINISTRATIVE SUPPORT STAFF IN SCHOOLS
3.14

Appropriately authorised and trained administrative staff will provide
management information from the Corporate Integrated Pay and Personnel
(IPP) system on absence levels to Headteacher, other nominated senior
members of staff or appropriate line manager as directed by the Headteacher
for analysis and action, in accordance with the policy and prompts for action.

SECTION FOUR: MANAGING ABSENCE
REPORTING REQUIREMENTS AND MAINTAINING CONTACT
4.1

When employees are unable to attend work because they are ill or injured,
they are required to follow the reporting procedure set out below. Failure to
do so without reasonable cause could result in loss of pay. Where more than
one post is held the reporting procedure must be followed for each post and
contact maintained with individual Headteacher, other nominated senior
member of staff or appropriate line manager.

4.2

Employees’ responsibilities include: 

For unplanned absences, notifying the nominated member of staff as soon
as possible of the absence but normally no later than one hour before the
time they are expected to start work (earlier where possible). This is
particularly important for employees working directly with pupils where the
timing of the notification must allow for the school to make arrangements
for supply cover. Notification should be made by the employee or, in
exceptional circumstances where the employee cannot make contact, a
relative or friend and must be made by the quickest practical means,
normally by telephone. Practical arrangements will differ from school to
school; Headteachers will inform all staff at their school of the specific
reporting arrangements. For this school a copy is attached as Appendix
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F. The Headteacher will normally report their absence to the Deputy
Headteacher, or most senior member of teaching staff, and/or the Chair of
Governors.


For any planned absences (e.g. where confirmation of a hospital
appointment has already been received) notifying the person named in
Appendix F as early as possible so that appropriate discussions can take
place concerning workloads, anticipated length of absence and return to
work issues.



Regular communication is essential and the Headteacher, other
nominated senior member of staff or appropriate line manager and
employee should aim to agree the frequency and method of keeping in
touch. This will vary depending on the reason and length of the absence,
and may include home visits which must be by mutual agreement. The
purpose of the contact is to enquire of the employee’s health, explore what
additional support may be provided and, as appropriate, keep the
employee up to date with developments at work and consider possible
arrangements and timescales for an effective return to work.



For all absences checking and signing an Absence Declaration Form upon
their return to work and returning it to their Headteacher, other nominated
senior member of staff or appropriate line manager.



For absences exceeding 7 calendar days submitting medical certificates at
appropriate intervals. Certificates must be submitted to the Headteacher
or nominated member of staff as soon as possible after they have been
issued. For periods of between 1 and 7 calendar days a Headteacher or
nominated member of staff reserves the right to request that a medical
certificate is provided if this is deemed appropriate in managing the
employee’s attendance. The School will pay any fees associated with
such requests.



Submitting a final doctor’s certificate showing their fitness to return to work
where the first certificate covers more than 14 calendar days or where
more than one certificate has been issued.



Within the context of the reasons for their current ill-health, participating in
discussions/meetings with the Headteacher, other nominated senior
member of staff or appropriate line manager as appropriate to discuss the
reason for absence, record details of the sickness absence, establish any
underlying reasons for absence and to ascertain if there is anything the
school or Council can do to support the employee.



Not undertaking any activity which might be detrimental to their recovery
and return to work.



Co-operating with the Headteacher, other nominated senior member of
staff or appropriate line manager in maintaining a good level of
attendance.
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4.3

Where the initial contact from the employee indicates that the reason for the
unplanned absence relates to Musculo-skeletal or stress the Headteacher,
nominated member of staff or appropriate line manager will seek immediate
advice from the Occupational Health Unit in order that an assessment can be
made for access to physiotherapy or counselling support.

4.4

If an employee’s absence is attributed to an accident, assault, injury or
disease whilst undertaking the duties of their post, they must report this to
their Line Manager as soon as practicable. Although any period of absence
will be managed in accordance with the Attendance at Work Policy and
Procedure they will be excluded for the purpose of the formal warning stage.
Payments for this absence will be in accordance with the Council’s Injury
Allowance Scheme (D9) or for teachers the Burgundy Book.
The
Headteacher is responsible for ensuring that an investigation is undertaken in
accordance with the Corporate Accident and Incident Reporting Procedure
(L7) or the Codes of Practice on Violence and Challenging Behaviour towards
Employees, and Guidelines on Working Alone in Safety (L2).

4.5

Where an employee is absent from work and their Headteacher, nominated
member of staff or appropriate line manager has not been notified it is
acceptable practice for the Headteacher, nominated member of staff or
appropriate line manager to try and make contact with the employee to
ascertain their whereabouts and health status.
___________________________________________________________________
________
RETURN TO WORK CONTACT AND/OR DISCUSSION
4.6

When an employee returns to work following any period of sickness absence
it is good management practice for the Headteacher, other nominated senior
member of staff or appropriate line manager to make contact with the
employee. In the main this will be a brief chat, or telephone conversation
where the employee’s work base is remote, and held in the spirit of concern
for the well being of the employee. Where possible this contact should occur
on the day the employee returns to work. The purpose of this contact is to
be supportive and aimed at providing assistance to the employee’s effective
return to work.

4.7

The initial contact may be followed by a more structured return to work
discussion if necessary at the instigation of either the employee or the
Headteacher, other nominated senior member of staff or appropriate line
manager under the following circumstances:



To ascertain whether any modifications to the work or working practices
are required or, where modifications have been previously agreed, that
they continue to be suitable/appropriate.
There is a need for the Headteacher, other nominated senior member of
staff or appropriate line manager to be updated on the employee’s medical
condition, or its causes.
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The employee needs to be brought up to date with developments at work,
particularly where the absence has been lengthy and continuous.
To identify any work related factor which may have caused the sickness
absence.
A clear pattern of absence over a period of time is identified, e.g. either
side of a weekend, school closure period or, where applicable, annual
leave.
Any other circumstances where the Headteacher, other nominated senior
member of staff or appropriate line manager or employee feels that a
more detailed discussion is required.

The Absence Declaration Form will also help the Headteacher, other
nominated senior member of staff or appropriate line manager to decide
whether a more formal discussion is needed.
4.8

Where a more formal return to work discussion has taken place, a Sickness
Absence - Action Record and Plan should be started (see Appendix E) and
the IPP system updated accordingly. The Sickness Absence – Action Record
and Plan form should be commenced as soon as possible after the meeting
and maintained as a record of any subsequent management discussion and
action, and will be used by the Headteacher, other nominated senior member
of staff or appropriate line manager at any subsequent Case Review and
Case Conference.

___________________________________________________________________
________

CASE REVIEWS / CASE CONFERENCES
Case Review Meetings
4.9

The purpose of the Case Review is for the Headteacher, other nominated
senior member of staff or appropriate line manager to meet with the employee
in order to:







Agree with the employee that the recorded absence is correct and seek to
establish the reasons for the absence/length of absence.
Discuss and agree what assistance can be given by the Headteacher,
other nominated senior member of staff or appropriate line manager to
support the employee’s attendance at work e.g. consideration of
workplace adjustments etc.
Identify if the employee could do anything further to improve their level of
attendance.
Explore any possible underlying cause for the sickness absence.
Agree what action is to be taken by the employee and Headteacher, other
nominated senior member of staff or appropriate line manager following
the meeting. Where this involves the Occupational Health Unit the
Headteacher or other nominated senior member of staff must explain to
the employee why they are being involved prior to their referral. The
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Headteacher, other nominated senior member of staff or appropriate line
manager must complete the referral form.
Explain the procedure and timescales in respect of further Case Review
meetings / Case Conferences and the possibility of moving into the formal
warning stage if the level of attendance does not improve.

4.10

Depending on the circumstances of the individual case it may also be
appropriate for the Headteacher, other nominated senior member of staff or
appropriate line manager to arrange to meet with the employee for case
reviews in between the timescales outlined below at paragraph 4.15.

4.11

A record of the Case Review Meeting and outcomes will be made on the
Sickness Absence - Action Record and Plan (Appendix D) by the
Headteacher, other nominated senior member of staff or appropriate line
manager, and the agreed outcomes confirmed in writing to the employee. A
copy of the Attendance at Work Policy and Procedure (Schools) will be given
to the employee if they have not already been issued with one.
Case Conferences

4.12

It is expected that information gathered as part of the regular communication
between the Headteacher, other nominated senior member of staff or
appropriate line manager and the employee will enable the Headteacher,
other nominated senior member of staff or appropriate line manager to form
judgements, make decisions and take appropriate actions. However, where a
Headteacher, other nominated senior member of staff or appropriate line
manager needs to discuss the case management in more detail a Case
Conference will be arranged by the Headteacher or other nominated senior
member of staff or appropriate line manager.

4.13

Case Conferences will involve a meeting between the Headteacher, other
nominated senior member of staff or appropriate line manager and
representatives from both Human Resources and Occupational Health and
will be to review the case history to date, and enable the Headteacher, other
nominated senior member of staff or appropriate line manager to obtain
structured advice and guidance on what further steps may be required to
support the employee’s attendance at work. A record of the discussions and
agreed actions will be made on the Sickness Absence - Action Record and
Plan and, where the employee is to be seen by the Occupational Health Unit,
the necessary referral form will be completed by the Headteacher, other
nominated senior member of staff or appropriate line manager following the
meeting once they have informed the employee of the contents of the referral
form. Following the Case Conference, and depending on the agreed actions,
it may be necessary for the Headteacher, other nominated senior member of
staff or appropriate line manager to meet with the employee to discuss their
absence further.

4.14

For continuous absence, a Case Conference must be held when an
employee has been absent for 21 or more working days and, if the absence
continues, again when they have been continuously absent for 6 months. At
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the 6 month Case Conference consideration of unresolving ill-health or
permanent incapacity must be considered.
In all other cases Case
Conferences are optional depending on the nature of the absence and the
outcomes of the agreed action record and plan.

Attendance at Work Policy and Procedure (Schools) v5
12 October 2007 _ Final Version _ K2a

17

K2a

Prompts for Action
4.15

When the following levels of sickness absence have been reached action will
be taken in the form of a Case Review Meeting and where applicable a Case
Conference, to be arranged by the Headteacher, other nominated senior
member of staff or appropriate line manager.

Absence Level
Case Review
Meeting
When an employee has been
continuously absent for 21 or
more working days

Yes

Yes (unless a
return to work date
has been
agreed/notified)

Yes

Optional

Yes

Optional

Yes

Optional

Yes

Yes (unless a
return to work date
has been
agreed/notified)

Yes

Optional

_ _ _ _ _ _ _ _ OR _ _ _ _ _
__
Where cumulative absences total
8 working days or more in a 6
month rolling period
When an employee has been
continually absent for 3 months

Action
Case Conference

_ _ _ _ _ _ _ _ OR _ _ _ _ _
__
Where cumulative absences total
13 working days or more in a 12
month rolling period
When an employee has been
continuously absent for 6 months

_ _ _ _ _ _ _ _ OR _ _ _ _ _
__
Where cumulative absences total
30 working days or more in an 18
month rolling period

Members of the school’s administrative support staff will advise the
Headteacher, other nominated senior member of staff or appropriate line
manager when the above timescales have been reached.
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Before entering the Formal Warning Stage reference should be made to
paragraph 4.17 below.

___________________________________________________________________
_______

FORMAL WARNING STAGE
4.16

The formal warning stage will normally be entered into where cumulative
absences total 35 or more working days, made up of three or more periods in
an 18 month rolling period.

4.17

However, before deciding whether or not to enter into the formal warning
stage, the Headteacher or other nominated senior member of staff must first
give careful consideration to the employees overall record of absence, any
discussions held as part of return to work contact or discussion together with
any actions previously recorded on the Sickness Absence – Action Record
and Plan. Any decision not to enter into the formal warning stage must be
authorised by the Headteacher, and a record kept of the rationale and reason
for not progressing to a meeting. This must be recorded on the IPP system
and also on the Sickness Absence – Action Record and Plan.

4.18

Absences which are as a direct consequence of pregnancy, or arising out of
an accident, assault, injury or disease whilst undertaking the duties of the
post will not be included in calculating absence within the formal warning
stage.

4.19

If the formal warning stage is entered into, the Headteacher, other nominated
senior member of staff or appropriate line manager must have previously
explained to the employee at a Case Review meeting that their poor
attendance level, if not improved, may lead to the issuing of a formal warning
and have confirmed this in writing to the employee.

4.20

A formal meeting will be arranged to consider the issuing of a formal warning
that their employment is at risk. The employee will be given 5 working days
written notice of the date, time, and location of the meeting. The letter will
also state the reason for the meeting, include copies of any supporting
documentation that are to be presented at the meeting, and must also advise
the employee of their right to be accompanied at the meeting by a trade union
representative or work colleague. A second copy should be provided for the
employee to hand to their representative or work colleague. The procedure to
be followed at the meeting is outlined at Appendix C. The timing of the
meeting must take into account school closure periods (e.g. it would be
insensitive to hold the meeting on the last day of a school half term or term).

4.21

At the end of the formal warning meeting, the Headteacher or other
nominated senior member of staff must give careful consideration to all the
circumstances surrounding the situation, including any representations made
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by the employee before deciding whether or not to issue a formal warning.
The Headteacher or other nominated senior member of staff must fully
document the reason for their decision. If required, advice and guidance
regarding the appropriateness of the decision can be obtained from the
Human Resources Department. Any decision to not issue a formal warning
must be authorised by the Headteacher, and a record kept of the rationale
and reason for not issuing a formal warning. This must be recorded on the
IPP system and also on the Sickness Absence – Action Record and Plan.
4.22

If a decision is taken to not enter the formal warning stage under paragraph
4.17 above, or to not issue a warning under paragraph 4.21 above, the record
of the reason for the decision must be reviewed after each subsequent period
of absence until the number of days absence in the 18 month rolling period
has fallen below 35 days in line with paragraph 4.16.

___________________________________________________________________
________

DISMISSAL
4.23

A meeting will be arranged to consider the future employment of the
employee where:
(a)

(b)

during the 12-month period following the formal warning being issued
further sickness absences have exceeded 12 working days,
or
at the end of a nine month period of continuous absence and there is
no reasonable prospect of the employee returning to work.

4.24

The employee will be given 5 working days written notice of the date, time,
and location of the meeting. The letter will also state the reason for the
meeting, include copies of any supporting documentation that are to be
presented at the meeting, and must also advise the employee of their right to
be accompanied at the meeting by a trade union representative or work
colleague. A second copy should be provided for the employee to hand to
their representative or work colleague. The timing of the meeting must take
into account school closure periods (e.g. it would be insensitive to hold the
meeting on the last day of a school half term or term). The procedure to be
followed at the meeting is outlined at Appendix C.

4.25

The Governing Body or Headteacher must consider all the circumstances of
the case including any representations made by the employee or their
representative prior to making a decision to dismiss. Such considerations
may include:
(a)

whether or not medical and other evidence indicates that acceptable
progress is being made towards a return to work, or a reduction in
absence in the case of frequent periods of absence
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(b)

(c)

4.26

in the case of continuous absences, whether a return to work date is
agreed, which may be on a structured, phased or flexible basis, with or
without on-going support.
whether it might be possible for the employee to achieve a return to
work in another suitable post in the school or Council under the
Council’s Redeployment Policy. If this is the case, the employee will
be given notice to terminate their current contract of employment and
remain on the Redeployment Register with efforts being made to find
them alternative employment during their contractual notice period.

The Human Resources Section must always be involved where any decision
is taken to dismiss an employee. The employee may be accompanied by a
trade union representative or work colleague at any time where his/her
continued employment at the school is being considered.

___________________________________________________________________
________

APPEALS
4.27

Any appeal against a formal warning given under the formal warning stage
must be on the grounds of misapplication of the procedure e.g. the issues
contained in paragraph 4.17. The Headteacher will hear the appeal where
the warning was issued by a nominated senior member of staff unless they
were involved in the decision making at an earlier stage. The Governing
Body Appeals Committee will hear the appeal where the warning has been
issued by the Headteacher.
Any appeal against dismissal must be on grounds of misapplication of the
procedure (examples as above) or that the person making the decision to
dismiss failed to adequately take into account any extenuating circumstances.
The Governing Body Appeals Committee will hear any appeal against
dismissal, regardless of whether it was the Headteacher or another
Committee of Governors who took the initial decision to dismiss.
The notice of appeal must be in writing, addressed to the Headteacher, or the
Clerk to Governors where the appeal is to be heard by the Governing Body
Appeals Committee, and made within 10 working days of the date of the letter
confirming the notification the issuing of a formal warning or dismissal. The
letter must include the grounds on which the appeal is being made.
The employee will have a right to be accompanied at an appeal hearing by a
trade union representative or work colleague. The procedure to be followed
at the meeting is outlined at Appendix D.
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THIS FLOWCHART MUST BE READ IN CONJUNCTION
WITH THE POLICY AND PROCEDURE
PREVENTATIVE MEASURES
If the absence is
planned the
Headteacher, other
nominated senior
member of staff or
appropriate line
manager should:
(a) hold a Case
Conference before
employee goes off
(b) hold initial
discussion with
employee on plans
for return to work
(c) implement agreed
adjustments prior to
return.

Healthy Staff Policies/Initiatives.
Management awareness/workload reviews,
monitoring and management.
Well Being assessments/programme.
Two way communications.
Staff Meetings.

Commencement of employee absence –
notification to Headteacher or nominated
member of staff a.s.a.p.
FIRST CASE REVIEW MEETING / CASE
CONFERENCE
When the employee has been continuously absent
for 21 working days or more
OR
Where cumulative absences total 8 working days or
more in a 6 month rolling period

SECOND CASE REVIEW MEETING/ CASE
CONFERENCE
When the employee has been continuously absent
for 3 months
OR
Where cumulative absences total 13 working days or
more in a 12 month rolling period.

THIRD CASE REVIEW MEETING/ CASE
CONFERENCE
When the employee has been continuously absent
for 6 months
OR
Where cumulative absences total 30 working days or
more in an 18 month rolling period
Following the Third Review Meeting / Case
Conference the employee with cumulative absence
totalling 35 or more working days made up of three
or more periods in an 18 month rolling period may
be issued with a formal warning that their
employment is at risk.
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Where cumulative absences total 12 working days or
more during the 12 month period following the
formal warning being issued, OR in the case of a
continuous absence totalling 9 months and there is
no reasonable prospect of a sustained return to work
a meeting will be held to consider the employee’s
future employment

Continuous absences

Return to work
(structured,
phased,
flexible, ongoing support
required etc)

Retirement
on ill-health
grounds

Dismissal on
grounds of
capability due
to unresolving
ill-health

APPENDIX A

Short term absences

Redeployment
as alternative
to dismissal
(max 3 months
prior to
dismissal)

Dismissal on
grounds of Some
Other Substantial
Reason (i.e. the
employee’s lack
of attendance)

Appeal against
dismissal

N.B. Management of sickness absence is not a linear process and this flowchart does not show the discretions and
alternatives which can be used at each stage within the Policy and Procedure
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APPENDIX B

…………………………………………….School
ABSENCE DECLARATION FORM
* CONFIDENTIAL *
PART A (To be checked and signed by the employee in all cases, and returned to their
Headteacher, other nominated senior member of staff or appropriate line manager)
Name:

First Day Absence:

Position /Post No:

Last Day of Absence:

Place of Work:

No. of Days/Shifts Absent from Work:

Contracted Hours Per Week:

Reasons for Absence/Nature of Illness:

Do you want a more structured return to work discussion with your Headteacher, other
nominated senior member of staff or appropriate line manager?
YES/NO
Employee’s Signature:

Date:

PART B (To be completed by Headteacher, other nominated senior member of staff or
appropriate line manager in all cases)
If a structured return to work discussion is held insert the date held and note agreed outcomes
below and give the employee a copy.
Date of meeting ……………………….
Agreed actions:

Name:

Position:

Signed:

Date:

Completed form to be forwarded to ………………….. within the school administrative
support team
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APPENDIX C
Procedure to be Followed at a Hearing to Consider Issuing a Formal
Warning, or Dismissing an Employee

(a)

The Headteacher or other nominated senior member of staff who took
action under the procedure will present the facts of the case. The
Governing Body Committee, Headteacher or other nominated senior
member of staff hearing the case, and the employee and/or their
representative will have the opportunity to question the Headteacher or
other nominated senior member of staff who presented the case.

(b)

The employee and/or their representative will state the facts of their
case.
The Governing Body Committee, Headteacher or other
nominated senior member of staff hearing the case, together with the
person presenting the case, will have the opportunity to question the
employee.

(c)

If, as a result of questioning, new information is disclosed, both sides
shall have the opportunity to comment.

(d)

The Headteacher or other nominated senior member of staff presenting
the case and the employee or their representative shall sum up their
cases.

(e)

The Headteacher or other nominated senior member of staff presenting
the case and the employee and their representative will withdraw from
the meeting.

(f)

The Governing Body Committee, Headteacher or other nominated
senior member of staff and any Human Resources representative
present will deliberate in private only recalling the Headteacher or other
nominated senior member of staff who presented the case and
employee and their representative to clear points of uncertainty. If
recall is necessary both parties must return.

(g)

The Governing Body Committee, Headteacher or other nominated
senior member of staff will recall all parties to give the decision, which
will be confirmed in writing.
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APPENDIX D

Procedure to be Followed at an Appeal Hearing
Against the Issuing of a Formal Warning or Dismissal

(a)

The Chair of the Governing Body Committee, Headteacher other
nominated senior member of staff who took action under the procedure
will present the facts of the case and explain the reasons for their
decision. The Governing Body Committee or Headteacher hearing the
appeal and the employee and/or their representative will have the
opportunity to question the Chair of the Governing Body Committee,
Headteacher or other nominated senior member of staff.

(b)

The employee and/or their representative will state the grounds of
appeal. The Governing Body Committee or Headteacher hearing the
appeal and the Chair of the Governing Body Committee, the
Headteacher or other nominated senior member of staff who took
action under the procedure will have the opportunity to question the
employee.

(c)

If, as a result of questioning, new information is disclosed, both sides
shall have the opportunity to comment.

(d)

The Chair of the Governing Body Committee, Headteacher or other
nominated senior member of staff who took action under the procedure
and the employee or their representative shall sum up their cases.

(e)

The Chair of the Governing Body Committee, Headteacher or other
nominated senior member of staff who took action under the procedure
and the employee and their representative will withdraw from the
meeting.

(f)

The Governing Body Committee or Headteacher hearing the appeal
and any Human Resources representative present will deliberate in
private only recalling the Chair of the Governing Body Committee,
Headteacher other nominated senior member of staff who took action
under the procedure and employee and their representative to clear
points of uncertainty. If recall is necessary both parties must return.

(g)

The Governing Body Committee or Headteacher hearing the appeal,
will recall all parties to give the decision, which will be final and
confirmed in writing.
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APPENDIX E

……………………………………………………………School

Sickness Absence – Action Record and Plan
Important note: The contents of this sheet are subject to the Data Protection Act (1998). The information on it must be handled and
stored in accordance with the Act.
Employee Name:
Date

Job Title:
Event
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Target

Action Plan
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Review Date

Signature
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APPENDIX F

…………………………………………….School
SICKNESS ABSENCE REPORTING PROCEDURE

<<<INSERT A COPY OF THE SCHOOL’S ABSENCE REPORTING
PROCEDURE>>>
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