
Sickness and Absence at 
Muswell Hill Primary School 

 
 

The following stages will occur if you go over one 
of the triggers: 

1) There will be an attendance review meeting to 
discuss the absence record. This will be with a 
member of the Senior Leadership Team. We 
will discuss the absence record. The interview-
er will complete an ‘Attendance Review Inter-
view’ form. 

2) If attendance at work were to continue to be a 
concern (there is no formal trigger for this) a 
member of the Senior Leadership Team would 
invite the employee for a first formal meeting. If 
there were a formal meeting, the employee 
would be able to bring a Trade Union repre-
sentative  and school’s Human Resources would 
also be invited to attend.   

3) If attendance at work were to continue to be a 
concern (there is no formal trigger for this) a 
member of the Senior Leadership Team would 
invite the employee for a second formal meet-
ing, the employee would be able to bring a 
Trade Union representative  and school’s Hu-
man Resources would also be invited to attend. 

 

At any stage of this process, employees would be ad-
vised if they would like to invite Trade Unions to rep-
resent them at meetings. 

At Muswell Hill Primary School we have an ‘open 
door’ policy and believe it is important to communi-
cate. Staff are able to talk at any time if they would like 
to communicate a concern regarding absence or sick-
ness management. 

 

Our School Governors 

At Muswell Hill Primary School we work very closely 
with our school governors. Our Human Resource and 
Staffing committee are kept up-to-date on absence 
matters. 

Muswell Hill Primary School 

Top of Muswell Hill 

London 

N10 3ST 

T: 0208 444 8488 

 

E: office@muswell-hill.haringey.sch.uk 

Who are the members of the Senior Management 
Team? 

1) James Wiltshire– Headteacher 

2)         Helen Hattersley—Deputy Headteacher 

3) Gillian Collin—SENDCO 

 

If you have any questions, please feel free to contact 
any member of the Senior Leadership Team for clar-
ification. 

 

 

Who should I speak to in the school office? 

 

1) Annette Atkinson—Office Manager 

2) Elaine Mason—Admin Officer3)         Sarah Gray - Welfare Assistant
 Which Governors are key contacts in relation to
sickness and absence: 1)  Dan Salem— Chair of Resources Committee

2) Simon Wantman—Chair of Governors 

 

Signposts to key documents: 

 

1) Sickness Absence Management Policy

2) Leave of Absence Form 

3) Return to Work Form 

4) Attendance Review Interview Form 
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1) Special Leave granted, with pay 

2) Special Leave granted, without pay 

3)         Special Leave declined 

Once a decision has been made on your application 

you will be informed of this and a copy of your appli-

cation will be given to you detailing the outcome, 

with the original being held on your personnel file. 

Failure to follow these guidelines may result in leave 

not being granted, or unpaid leave. 

Please note that on the reverse of the Leave of Ab-

sence form, there are details on each ‘Special Leave’ 

that will be considered.      

Sickness or Emergency Absence 

If you are ill or are going to be absent at Muswell 
Hill Primary School what should you do? 

All members of staff other than SMSAs are required 
to follow this . SMSAs are required to let the office 
staff know of any absence.  

procedure: 

1) Text the Headteacher before 7am. Please en-
sure that you have the appropriate phone 
number. The text should include: name, role 
and whether you will require cover. The mes-
sage should be specific in explaining whether, 
for example, you have PPA that day or wheth-
er you work with a child who has a statement 
for SEN. 

2) Before 1:30pm the same day you should 
phone the school office to advise the 
Headteacher/Deputy Headteacher as to 
whether you will be present at work the fol-
lowing day. 

3) If you are a teaching member of staff, planning 
should be available in the appropriate file so 
that there is a continuation in the learning 

4) On returning to work, you should complete 
a ‘back to work form’ available from the school 
office. 

 

Who will cover a class? 

Muswell Hill Primary School has a good rela-
tionship with supply agencies and has drawn 
up a list of preferred supply teachers. By call-
ing early in the morning we are often able to 
secure a teacher who is known to us. We also 
have a few teachers who work part-time at our 
school. We try to secure teaching staff who are 
known to the children.  

Any agency staff must have DBS/CRB that are 
from their agency. We do not accept individual-
ly acquired certificates. Office staff check CRB/
DBS certificates. We use agencies who also 
keep electronic copies of proof of certification 
in the case of an individual who forgets to 
bring their details. 

 

Sickness Management 

 

What are the triggers for monitoring ab-
sence in Haringey? 

There are 2 triggers for absence that begin the 
management process: 

1) Long term absence: 20 days within a 12 
month period. 

2) 3 single or multiple day absences within 
3 months. 

What will happen if I go over one of these 
monitoring triggers? 

When you return to work you should complete 
a return to work form. This is available in the 
school office. 

Leave of Absence 

 

Leave of Absence Applications are to be complet-

ed for any absence other than sickness either for 

a whole or part of a day. Application forms are 

located in the filing system in the school office. 

Leave of Absence Applications are to be complet-

ed by the staff member requesting leave at least 

5 days prior to the requested date of leave. 

Submitting your Leave of Absence  

Application: 

For appointments, letters must accompany 

your application for leave or it may not 

be granted 

For any other requests for leave it is good 

practice to attach any paperwork relat-

ing to your request as this may aid the 

decision made on you application. 

In the case of emergency,  Leave of Absence 

Applications are to be completed on the 

first back to work following your ab-

sence. In cases of emergency please in-

form the Headteacher as soon as possi-

ble of your intentions to leave work. 

Once you have completed a Leave of Ab-

sence Application request please for-

ward it to the Headteacher for authori-

sation. The Headteacher will review 

your request and make a decision on it. 

There are three possible outcomes of 

your request and they are as follows: 

 

3) Short term absence: 7 days within a 12 
month period. 
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