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Status: This Model Sickness Procedure is intended to replace the procedure dated November 
2004. This procedure has been agreed between the recognised trade unions, teachers’ 
associations, head teachers of Haringey Schools and Haringey Local Authority. The 
procedure is strongly commended for adoption by the Governing Bodies of Community and 
Voluntary Controlled schools. Voluntary aided or foundation schools may also choose to 
adopt it.  
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 SICKNESS ABSENCE MANAGEMENT POLICY                                                           

(Section 7) 

1.0 Introduction 

The Local Authority , School and Governing Body has a commitment to a 
healthy workforce and will work to ensure that factors relating to the workplace 
and work process itself do not have an impact on sickness levels. 

The purpose of sickness absence management is to achieve better employee 
attendance at work and seek to reduce sickness absences effectively, fairly and 
in a sensitive manner. Training for Headteachers and other Senior Managers 
involved in the various stages of the policy will be provided. 

The role of the manager as set out in this procedure will be undertaken by an 
employee’s nominated manager. In the case of a Headteacher being subject to 
sickness absence monitoring, the Chair of Governors or nominated governor 
will act as their manager and should ensure that they are accompanied by a 
personnel adviser at such meetings.  

The procedure provides Headteachers or delegated Leadership Group 
Managers with guidance to: 

 maintain accurate sickness records for all staff 

 ensure that individual sickness records are reviewed  

 objectively assess the absences and decide on appropriate action, if 
necessary 

 explore the reasons for sickness absence in order to seek to prevent the 
absence recurring, address any welfare problems and ensure appropriate 
medical assistance is being provided 

 identify any work related causes of absence and take reasonable action to 
address such issues 

Due regard should also be had to the management guidance and FAQ’s on the 
application of this procedure.  

1.1 Scope of the procedure 

This procedure applies to all Headteachers, teaching staff, all school based 
support staff and centrally employed teaching staff. It applies to sickness 
absence only and not to other absence such as leave of absence or special 
leave.  It is important that records of employee absence disaggregate these 
categories and when produced for the purpose of these procedures show 
sickness absence only.  Nothing in these procedures changes employee’s 
contractual entitlements as prescribed in national and local conditions of 
service. 
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1.2 Confidentiality Guidelines 

All staff have a duty to ensure that personal information, given in confidence, 
remains confidential.  Staff expect that any medical or personal information 
given by them to the Leadership Group is treated in confidence and not passed 
to others without their permission.  The Data Protection Act 1998 also regulates 
how personally-identifiable data is handled. 

1.3 Equal Opportunities considerations 

 It is essential that all employees are treated consistently under these 
procedures.  This is particularly the case with regard to triggers for monitoring, 
attendance and review meetings.  Inconsistent application can give rise to 
claims of discrimination. 

1.4 Health and Safety 

There are statutory duties placed on schools under Health and Safety 
legislation to make risk assessments of all potential hazards, to keep records of 
incidents and dangerous occurrences including assaults on staff and to notify 
the Local Authority plus Health and Safety Executive in certain cases.  There is 
also a duty to monitor the Stress Management Standards as part of this 
process. 

2.0 Access to Medical Reports 

The Access to Medical Reports Act 1988 gives individuals the right to check the 
accuracy of reports prepared by medical practitioners who have been 
responsible for their clinical care, in response to a request from an employer or 
an insurance company.  Under the Act the employer cannot apply for a medical 
report unless the individual has been notified and s/he consents.  Each 
employee has access to all information held by the Occupational Health Unit 
and information held on their personal file, held by the Schools Personnel Team 
or the school and can arrange to see their file by appointment, in accordance 
with the Data Protection Act. 

2.1 Role of the Occupational Health and Welfare Service 

The Occupational Health and Welfare Service (OHWS) monitors how work and 
the work environment affect the employee and how the health of the employee 
may affect their work, or the organisation. The OHWS aims to identify and 
protect employees against the hazards of their work; to ensure that the 
demands imposed upon employees match their abilities; and to maintain the 
physical and psychological well being of the workforce.  Prevention takes 
precedence over treatment to provide cost effectiveness by reducing lost 
working hours caused by accidents, sickness absence, incidence of 
occupational disease and early ill health retirement. 

The Occupational Health team provides support to individual employees and 
advice to Headteachers. This Team maintains strict confidentiality of 
information and records relating to staff.  The Council’s medical advisers are 
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able to provide opinions in relation to an employee’s ability to carry out their 
duties as detailed in their job description.  These specialist staff enable health 
related information to be accurately identified and interpreted on behalf of 
managers.  This becomes crucial when managers are considering action as a 
result of illness or absence amongst their staff. 

Different levels of advice can be given to Headteachers depending on the 
situation of the employee and the proposed action, for example, at a very early 
stage a Headteacher may need to understand a condition named on a 
Statement of Fitness for work (formerly medical certificate).  General 
information relating to health conditions may be provided by the OHWS on the 
telephone.  Specific information relating to an individual employee will only be 
given following a formal referral to the Unit.  On other occasions, it may be 
necessary to make a referral for a medical examination or assessment.  This 
process may include seeing the employee, obtaining medical details or other 
related information where the consent of the employee has been obtained; and 
conducting workplace assessments for individuals.  Occupational Health will 
produce a confidential written report following a referral which will be shown to 
the employee for their consent before it is sent to the school.  This report will be 
used as a basis for further discussions with the employee. 

2.2 Counselling Service  

 An employee may refer themselves to the OHWS after notifying their 
Headteacher.  Individuals may request this service to allow them to discuss a 
work related health issue or to access the welfare service.  Referrals may also 
be made by the Headteacher through Schools Personnel.  The OHWS 
operates an employee welfare service offering counselling and advice on a 
range of welfare issues. Counselling sessions may be arranged to cover stress, 
bereavement, alcohol or substance abuse, redundancy advice and support, 
welfare benefits and health related matters. 

The essence of counselling means that a session will deal with personal issues 
that are important for the employee at that particular time.  It is not necessary 
for the Counsellor to record details of sessions because the employee is 
responsible for reaching their own decisions and taking any action.  If any 
records are kept by the Counsellor, they will remain her/his property and will not 
form part of the OHWS’s record system, nor is it divulged to the school. 

3.0 Medical Suspension 

The Teachers Regulations state that all teachers must have the health and the 
mental and physical capacity to be employed.  Teachers must satisfy these 
health requirements on appointment to a teaching post and throughout their 
continued employment as a teacher.  The Secretary of State has the power to 
make Directions barring a person (under Regulations 10 & 10A) from relevant 
employment, or imposing restrictions on a person’s employment, on medical 
grounds. Barring will only be considered in cases where a person is suffering 
from an illness that implies a risk or potential risk to the safety and welfare of 
pupils and colleagues These powers do not remove responsibility from Schools 
or Local Authorities for the management of sickness absence and ill health 
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amongst the teaching staff. 

It may sometimes be necessary to suspend an individual employee on medical 
grounds in order to ensure that the individual does not stay at work or resume 
their duties if there is a risk to themselves, pupils or other staff.  Suspension 
should only be used where the employee is unable or unwilling to see their own 
GP and must automatically be followed by a referral to the Occupational Health 
and Welfare Service.  It can also be implemented where employees seek to 
return to work and have a certificate from the GP saying that they are fit to 
return to work.    

All medical suspension will be on full pay.  If OHWS or the employee’s own GP 
determine that the teacher is fit to work, suspension will be lifted and any period 
of suspension will not be counted against sick pay. 

Such use of suspension should only be used in exceptional circumstances and 
advice on medical suspension should always be sought from the Schools 
Personnel Team before the Headteacher makes such a decision. 

3.1 Terminal Illness 

In cases of terminally ill employees there is a need to deal with such employees 
in a particularly sensitive way. Terminally ill employees should never be the 
subject of absence monitoring procedures. 

Consultation is vital so that the Headteacher can assess the needs and wishes 
of the employee and the employee can explore the financial options of their 
pension and salary arrangements.  Specific pension information, including 
estimates of ill health pensions (including dependents pensions, where 
applicable) and death in service grants will be provided on request by the 
Schools Personnel Team. 

3.2 Disability 

The Equalities Act 2010 makes it unlawful for employers to discriminate against 
existing or prospective staff for a reason relating to their disability. 

It gives the right not to be discriminated against, to people who have or have 
had a disability which makes it difficult for them to carry out normal day to day 
activities.  A disability is defined as a physical or mental impairment whose 
effects have lasted at least 12 months and affect the individual’s ability to 
undertake activities carried out by most people on a regular basis. In order to 
help a disabled person to do the job the employer must look at reasonable 
adjustments/changes they could make to the workplace or the way the work is 
done to assist the employee.   

Further information can be provided by your personnel adviser.  

 

Page 6 of 24



3.3 Access to Work Scheme  

This scheme is provided to give employers specialist technical expertise and 
financial support on employing disabled people through Disability Employment 
Advisers.  Financial and technical assistance is available through this service 
for a range of adjustments including: 

 Sign language interpreters for people who have a hearing impairment 

 A reader or assistant at work for some with a sight impairment  

 Equipment or adaptations to equipment to suit individual needs 

 Alterations to premises or the working environment 

 The site can be accessed at www.direct.gov.uk. 

4.0 Absence Reporting Procedure 

These procedures apply equally to Headteachers as well as for all other staff in 
schools.  However, where the Headteacher is the subject of the sickness 
management procedure, the stages of the procedure which would otherwise 
have been managed by the Headteacher will instead be managed by the Chair 
of Governors, or other nominated governor.  

4.1 First Day of Absence 

The employee must notify the appropriate person in line with the school’s 
procedures by the time specified by the school, if they are unable to attend 
work.  This will enable the school to seek alternative cover arrangements and 
thereby reduce the burden of cover on colleagues. Employees should wherever 
possible personally telephone and should give the nature of illness, symptoms 
and when they expect to return (if known).   Simple details of the work 
programme for that day, for example, a planned meeting that will need to be 
cancelled, location of test papers, books, resources etc should also be 
communicated. 

In the case of a Headteachers absence, the named person to contact would 
usually be the Deputy Headteacher. The Headteacher must also inform the 
Chair of Governors. 

The appropriate person who is informed of the absence should check whether 
absence is work related, this is to ensure that the school’s management has 
properly recorded the accident and, where necessary, taken remedial action. 

4.2 Fourth Day of Absence 

Employees should contact the appropriate person in line with the school’s 
procedures to inform them of their continued absence and wherever possible 
estimate their expected length of absence.  Upon return, a return to work form 
should be completed by the employee. 
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4.3 Eighth Day of Absence 

If the sickness absence extends beyond seven calendar days, a Statement of 
Fitness for Work (hereby referred to as ‘fitness notes’), should be obtained from 
a GP and forwarded to the Headteacher or nominated manager.  Further 
‘fitness notes’ must be submitted to the school, and must be consecutive for the 
duration of the sickness. This includes certificated absence during school 
holidays.  The employee has a responsibility to keep the school informed of 
their progress.  It is the duty of the school to keep in reasonable communication 
with the employee.  Every absence must be certified and recorded to ensure 
correct payment of sick pay and to ensure that accurate records are 
maintained.  Failure to comply with the certification and reporting procedures 
may result in loss of sick pay and may also lead to disciplinary action. 

4.4 Communication with the employee whilst absent  

In cases of sickness absence, contact will be maintained by the Headteacher or 
nominated manager with the employee at regular intervals, during sickness 
absence for the purpose of making. general enquiries regarding the individual’s 
welfare, informing the employee of social events taking place at school, or 
passing on good wishes of staff then telephone contact is appropriate. 
Headteachers must not seek to direct employees to undertake any work when 
they are absent on sickness grounds. The school should keep a record of the 
dates of these telephone calls, items discussed and other relevant matters.  All 
other communication should be made in writing. 

4.5 Return to Work Arrangements 

Employees are not allowed to report to work in any period covered by a 
‘statement of fitness for work’, unless the statement indicates that an employee 
would benefit from a phased return, altered hours, amended hours or 
workplace adaptations and this has been agreed with their Headteacher.   

A return to work form should be completed by all employees as soon as they 
return to work from any period of sickness absence.  If an Attendance Review 
Interview is held, an Attendance Review Interview form should be completed 
and a copy given to the employee and one put on their personnel file.  

The forms allow absence to be monitored and will provide information needed 
to ensure: 

 good practice in managing sickness absence, which will increase attendance 
levels 

 assists the early detection of problems (medical, welfare and work related)  

 review of sickness levels, and reasons for absence, across the whole school 
to identify potential health and safety, workload or morale problems. 

Employees are asked to give details of their illness, if known, or symptoms.  All 
information provided on the form is treated as confidential and schools will need 
to take account of the individual circumstances of employees. 
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The return to work form does not replace the good practice of seeing all 
employees when they return to work.  The Headteacher or nominated manager 
will wish to see any employee who has been off for any length of time.  This is 
an informal process so that the Manager can: 

 welcome back the employee 

 show concern for the employee’s health, check that they have fully 
recovered from their illness and offer support, as required. 

 update the employee of what has occurred in their absence, for example, 
pass on records left by supply teachers, discuss any problems that may 
have arisen with pupils etc. 

 provide an opportunity for the employee to discuss any problems they are 
experiencing which may have affected their health, for example, problems at 
work or home.  Sometimes an employee may need to discuss these issues 
with a professionally trained counsellor and in such circumstances a referral 
to the Occupational Health Unit should be made.  

4.6 Statement of Fitness for Work (‘Fitness Note’) 

 This form is issued by doctors to employees when they are ill or injured and is 
used as evidence by employers that employees cannot work and for sick pay 
purposes.   

 The advice outline on the ‘fitness note’ will indicate whether the employee is: 

 Not fit for Work  
 or   
 May be Fit for Work, taking account of the following advice 

- a phased return 
- altered hours 
- amended hours 
- workplace adaptations 

 

 Not Fit for Work 

 If this box has been ticked, it means that the doctor’s assessment is that the 
employee condition prevents them from working for the stated period as 
outlined.   

 May be Fit for Work, taking account of the following advice 

 This statement will be given to an employee, if a doctor thinks that their health 
condition may allow them to work if they get suitable support from their 
employer.  On receipt of such a note, there should always be full and proper 
consideration of recommendations from the GP, and these should be discussed 
with the employee, at a meeting prior to their return date. 

  This should mean that the school considers all options for the returning 
employee and seeks advice from the Schools Personnel Team or Occupational 
Health before the return to work meeting is held. The terms of any support 
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arrangements should be agreed with the employee and confirmed in writing. 
Any agreement reached should be for the period as recommended by OHWS 
or in cases where OHWS have not made a recommendation for a phased 
return, for a period up to a maximum of four weeks with full pay.   

4.7 Making a Referral to Occupational Health 

The Headteacher should contact Schools Personnel, who will forward the 
referral form to him/her for completion.  This form must be fully completed and 
returned, to the Personnel Adviser, who will then forward to Occupational 
Health. 

 The employee should be reminded of their right to seek advice from their trade 
union or professional association and a copy of this policy and procedure must 
be given to the employee.  The employee should be informed of the reason for 
the referral. They should also be advised that a copy of the report from 
Occupational Health, will be forwarded to them and a copy will be sent to the 
school under confidential cover. 

 An employee may request a referral to the Occupational Health Team although 
there is no entitlement to self-referral, such a request should always be 
considered and not be unreasonably denied.  The Headteacher should respond 
to the request in writing. 

 The Headteacher or member of the Leadership Group must have a discussion 
with the employee prior to making a referral and explain their reason for the 
referral.  In some circumstances it may be necessary to inform the employee in 
writing, i.e. if the employee is absent from work or on long term sickness. 

 If the employee refuses to attend an Occupational Health Appointment, they 
need to be aware that the school may have to make a decision about their 
future employment without the help of a medical opinion from Occupational 
Health which could be to their disadvantage. 

4.8 Fitness Note & Long Term Sickness Absence 

The terms of any phased return, following long term absence should be agreed 
with the employee and confirmed in writing. A phased return is a responsible 
way to support employees and means them working reduced hours or fewer 
days for a limited period, usually up to a maximum of four weeks, to enable the 
employee to re-integrate into the workplace. 

The employee will be expected to build their hours back up to full-time or 
normal hours over the agreed timescale, subject to advice from Occupational 
Health, and this period would normally be on full pay. Support Staff employees 
may choose, with the agreement of their manager, to take outstanding holiday 
as a further means of gradually returning to work. This approach needs to 
balance good employment practice with the needs of the service. 

An employee on a phased return to work has effectively returned. The days not 
worked must not be considered as unpaid leave, and will be on full pay. If an 
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employee agrees to a part time arrangement constituting a temporary variation 
to his/her contract for a period longer than four weeks, the employee will be 
paid for days worked. A phased return may also be appropriate to use with 
employees who are covered by the Equality Act due to a disability and again 
Occupational Health should be consulted for guidance on the timescales and 
any other reasonable adjustments which may need to be made to the job or 
work environment. 

5.0 TYPES OF ABSENCES 
 

5.1 Persistent Short Term Sickness Absence 

Where there is a recurring pattern of absence, with or without a statement of 
fitness certificate, the Headteacher or nominated manager will discuss that 
problem and any underlying reasons at an early stage with the member of staff  

5.2 Long Term Sickness Absence 

Long Term sickness absence occurs when an employee is absent from work 
for a continuous period of 4 weeks/20 days.  Where it is clear at the outset or 
becomes clear after a time that the absence will be long term, a referral should 
be made to Occupational Health.  The Headteacher or nominated manager will 
inform the member of staff that the Occupational Health and Welfare Service 
will be asked to give an opinion.  The Headteacher or nominated manager 
should make contact with the Schools Personnel team about the process and 
advice for making a referral to the Occupational Health Team.   

5.3 Annual Leave during Long Term Sickness 

Annual leave will be accrued whilst on sick leave for relevant employees and 
they will be allowed to take it on their return or be paid it in lieu, if their 
employment ends.  Should an employee wish to take annual leave during 
sickness, this should be granted where it is unlikely that they will return to work.  
With regard to the carry over of accrued annual leave, this will only apply to 
statutory annual leave (currently 28 days, if you work 5 days per week). 

5.4 Maternity Leave during Long Term Sickness 

If pregnancy related sick leave is taken within the 4 week period prior to the 
date a baby is due, this will trigger the commencement of maternity leave and 
pay from the day after the first day of absence.   
 

 Women who are pregnant, have recently given birth or are breastfeeding may 
have certain additional protections under the Sex Discrimination Act.  Adverse 
treatment because of factors directly related to the pregnancy is unlawful.  
Refer to the Leave/Time off/Maternity Leave Section included in this Handbook 
for more detailed information.    

5.5 Sickness Absence and Abroad 

If an employee is absent due to sickness whilst abroad, in order to qualify for 
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Statutory and Occupational Sickness Pay, a certificate equivalent to the 
statement of fitness for work issued by a medical professional outside the UK 
must be provided. Any absence must be reported and contact maintained as 
per the procedure stated in section 4 above. If any such absence is not 
supported by the relevant documentation and/or reporting procedures are not 
followed, such absence will be considered as unauthorised and will be dealt 
with under the disciplinary procedure. 

5.6 Permanently Unfit for Substantive Post 

Where Occupational Health advice confirms that the employee is permanently 
unfit to return to their substantive post but is otherwise fit for work in a different 
capacity and there are no suitable vacancies within the school, the employee 
will be invited to a Formal Sickness Monitoring Meeting. They will be advised, 
at this meeting, that options for redeployment will be sought for a period of 3 
months.  During this time, attempts will be made to secure redeployment in 
Haringey Council.  The Sickness Monitoring Procedure will run in parallel with 
the redeployment procedure and the employee will continue to be recorded as 
sick.  Reasonable training will be provided to ensure satisfactory induction into 
the new job, whether it is temporary or permanent. 

Where the employee is redeployed in a temporary post, the rate of pay will be 
based on that post unless it is unreasonable to do so.  Where it is not possible 
to find suitable permanent alternative employment, the employee will be invited 
to a final absence hearing where dismissal with notice will be considered.  
During the notice period, every effort will be made to continue to seek suitable 
redeployment, if this is successful, notice will be withdrawn. 

5.7 Permanently Unfit For Any Post 

Where Occupational Health advice confirms that the employee is permanently 
unfit for any post and they are not a member of the pension scheme, the 
following steps will be taken.  The employee will be invited to an Absence 
Hearing, chaired by the headteacher if they have delegated authority to dismiss 
or heard by a Governor Panel, with union representative and personnel also 
present.  The Occupational Health report will be outlined to the employee, 
confirming that they are permanently unfit and they will have the right to present 
their case following the relevant procedure found in the appendices to this 
document. If the outcome is dismissal, the notice of dismissal date will be 
agreed with the employee taking into account any outstanding annual leave 
etc. The employee is entitled to a right of appeal. 

6.0 SICKNESS ABSENCE MONITORING (Long and Persistent Short Term 
Absence) 

6.1  Attendance Review Interviews 

An attendance review interview should be undertaken where there are grounds 
for concern regarding;  

• total number (accrued in a rolling 12 month period) 
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• frequency  

• duration  

• pattern  

• nature 

of an employee’s absence(s). The Attendance Review Interview is an 
informal meeting between the manager and the employee and will be held as 
soon as possible after the employee's return to work.  The employee should be 
given reasonable notice of this meeting.  The discussion should be handled 
with tact and sensitivity.  It should be carried out at an appropriate venue and 
time and should sensitively explore the reasons for the levels of sickness 
absence. It is not necessary for an employee to be accompanied at such a 
meeting by a trade union representative/colleague, but where an employee 
does wish to be accompanied this should not be unreasonably denied. In cases 
where an employee would prefer to discuss the issue with another appropriate 
member of staff (such as a member of the same gender), full consideration 
should be given to this.  

 In the case of a Headteacher being subject to sickness absence monitoring the 
Chair of Governors or nominated governor will act as their manager and should 
ensure that they are accompanied by a personnel adviser.  

 The purpose of the meeting is to: 

 Show concern for the employee’s health and check that they have fully 
recovered from their illness 

 

 Highlight that the process is being carried out consistently for all staff 
 

 update the employee of what has occurred in their absence, for example, 
pass on records left by supply teachers, discuss any problems that may 
have arisen with pupil’s etc. 

 

 provide an opportunity for the employee to discuss any problems they are 
experiencing which may have affected their health, for example, problems at 
work or home and, where possible, resolve them Identify the likelihood of 
further absence 

 

 explore whether the employee should be referred to the Occupational Health 
Unit for an opinion on their continued fitness for work or to ascertain whether 
there is an underlying medical problem before any further action is taken 

 

 Consider whether reasonable adjustments to workplace or duties need to be 
made 

 
Where no medical condition is disclosed, or where there has been a referral 
which has revealed no apparent medical condition, and any problems have 
been discussed but the manager remains concerned about the employee’s 
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level of attendance then, as part of the review the manager must: 

 make clear their concerns about the attendance record; 

 ask the employee to try to improve it where possible; and indicate that 
absences will continue to be monitored over a period of 6 weeks and if there 
is no substantial improvement formal action will be taken which could 
ultimately lead to dismissal. 

 
 Notes of these meetings must be recorded and a copy given to the employee. 
 

In cases where employees are suffering from mental health problems such as 
stress or depression, it is more appropriate to use this policy in conjunction with 
the Stress Guidance.  Where the employee claims bullying or harassment by a 
colleague or nominated manager the Harassment and Bullying Policy should be 
implemented in conjunction with the Sickness Absence Management Policy.   
 
 

6.2 First Formal Meeting 

Where the individual’s attendance record has not improved, within a minimum 
period of six weeks, following the Attendance Review Meeting, the 
Headteacher or delegated nominated manager should review the case and 
then if necessary invite the employee to a first formal meeting to discuss the 
level of absence. The Headteacher should decide whether he/she or another 
senior manager should conduct the interviews at each stage.  If the 
Headteacher is the subject of concern it is normally the Chair of Governors who 
would be responsible for such a case, advised by their Personnel Adviser.  

The employee should be given five days notice of the meeting and be advised 
of their entitlement to be represented by a trade union representative or work 
colleague.  No other person may represent the employee.  The employee 
should be given a summary of their absences, a copy of the OHWS report if 
relevant and copies of the notes of all previous relevant meetings.  Where there 
has been a long term sickness absence, disclosure of an underlying medical 
condition or absence due to work related stress a referral should be made to 
Occupational Health.  The Stress Policy will also provide further guidance on 
stress at work. 

Where possible a mutually acceptable date and time should be made with the 
representative.  At the meeting the reasons for the absences should be 
explored together with any action it may be possible for the Headteacher or 
Senior Manager to take in terms of work issues.  Where the employee is unable 
to attend the workplace for this meeting then the appropriateness of a home or 
hospital visit should be explored.  Where this is not possible, the manager can 
write to the employee covering the areas which would have been dealt with in 
the formal meeting, and giving the employee to respond and consult their trade 
union.  It may also be appropriate, at this stage, to refer the employee to the 
Occupational Health Unit, or make a further referral if clarity is required.  

During this meeting, reasons for the absence should be explored and the 
following factors discussed: 
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 The impact on service delivery and effect on other members of staff. 

 What costs are being incurred as a result of the absence.  

 Advice received from OHWS or the need for a referral to OHWS.  

 Any work-related issues.  

 Caution the employee of the risk to their employment should absence levels 
continue to cause problems for organisational effectiveness.  

In addition, where the employee has an underlying medical condition: 

 In the light of medical advice, will the employee be able to resume or 
maintain  

 normal activities?  

 Is some re-organisation or re-design of the job required/possible? 

 Would a phased return or reduction in hours be of benefit?  

 Is suitable alternative work available?  

 Is ill-health retirement an option?  

Following these discussions and having taken any agreed action the manager 
still remains concerned about the attendance record, then the employee must 
be told that absences will continue to be monitored.  If there is no substantial 
improvement within a minimum period of six weeks, the Headteacher or 
delegated nominated manager should review the case, consider future options, 
taking account of the advice from Occupational Health and then if necessary 
the case should be progressed to the Second Formal Meeting.  

6.3 Second Formal Meeting  

If the situation has clearly not improved after the first meeting, the school 
should seek a further medical referral prior to the Second Formal Meeting 
unless it has already been established that there is no underlying medical 
condition.  

A further formal meeting will be convened; following consultation with 
Personnel and the same steps, as outlined for the First Formal Meeting (See 
point 6.2 above) will be taken. However, unless: 

 a further period for review is considered appropriate if for example the 
employee has a disability or life threatening illness, or  

 redeployment is an option; or 

 ill-health retirement is being pursued 
 

It should be explained to the employee, that the stage has been reached where 
it will be necessary for the case to be referred to the Headteacher or Governing 
Body panel of three governors who will consider all the relevant evidence and 
may decide on a further period of review or to dismiss the employee.   
 
The areas covered at each meeting and action proposed by the manager 
should be confirmed in writing.  Additionally, full and detailed notes should be 
taken.   
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7.0 ABSENCE HEARING.  

Absence Hearings should normally be held during the normal working hours of 
the employee, but, where this is not possible, by agreement with employee, the 
hearing could begin as soon as possible after the end of the school day. 

 The process which will be followed for varying types of staff are set out below: 

a) Where the situation has not improved the matter is to be referred to a 
hearing of a panel of the Headteacher or three governors. The employee 
should be given at least 10 working days notice of the meeting and be 
entitled to be accompanied by a trade union representative or colleague. The 
manager should prepare a report which details absence record, describes 
the action taken to date and provides medical evidence/opinion. The report 
should be provided to the employee 10 days before the hearing and the 
employee should be given the opportunity to submit a written response.  All 
relevant documents, including the employee’s written response, if available, 
should be made available to the Headteacher or panel of governors 
simultaneously at least 3 days before the panel meeting. In exceptional 
circumstances extensions to these deadlines would be made.  Where 
medical evidence, including observations of Occupational Health or an 
employee’s GP’s/Consultant’s report is not available in the prescribed 
timescale the hearing will be deferred until such reasonable time as they are 
available. The manager should explain to the Headteacher or panel of 
governors, all action that has been taken in accordance with this procedure.  
The employee and/or their representative should be given the opportunity to 
make representations. 

b) In the case of a school where the power to dismiss has been delegated to 
the Headteacher and the Headteacher has been the manager in the process 
up to this point, such as in the case of a Deputy or Assistant Headteacher, 
the hearing must be conducted by a panel of three governors 

c) In the case of Headteachers, the Chair of Governors (acting as nominated 
manager) will have been the manager conducting the sickness absence 
procedure to this point. The Absence Hearing will therefore be conducted by 
a panel of three governors (which should not include the Chair of Governors 
or his/her nominee who has been conducting the sickness absence 
procedure to this point). 

Before a decision is reached the Headteacher/panel (as appropriate) should 
consider: 

 the nature of the absences 

 whether the absence is work related 

 the consequences of the absence on the quality of service and effect on 
colleagues 

 action taken to date by the school  

 further action that might be taken to resolve problems 

 whether the sickness management and control procedures have been 
followed 
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 whether the Equality Act 2010 applies and whether a reasonable adjustment 
could be made 

 the extent to which the employee has been cautioned regarding the 
consequences of the continuing absences 

 any medical evidence, such as the likelihood of the employee’s health 
recovering 

 the employee’s record 

 evidence of any medical witnesses called 

 Expert advice 

 The Headteacher/panel (as appropriate) may decide to: 

 set a further review period where absence is monitored 

 implement adjustments to workplace or duties  

 recommend dismissal on grounds of capability (with appropriate notice) 

Where as a result of the hearing the employee is dismissed, he/she has a right 
of appeal against this decision. The timescales for lodging an appeal and for 
hearings such appeals, will be consistent with those described in the 
disciplinary procedures. 

7.1 Dismissals and Members of Pension Scheme 

If the employee is a member of the pension scheme, then advice regarding 
pension options and entitlements is available from the Pension Team or 
through the Schools Personnel Team.  The individual employee or the school 
may request information regarding the scheme.  Information and quotes 
regarding individual benefits under the scheme will only be provided to the 
employee. 

The Local Government Pension scheme requires employers to obtain a 
certificate from an Independent Occupational Health Physician before making 
decisions on pension benefits.  The Teachers Pensions Agency requires 
employees to apply for retirement benefits through the Occupational Health 
Physician once he/she has completed the relevant forms available from 
www.teacherspensions.co.uk. 

8.0 Procedures for Hearings and Appeals 

The procedures for an Absence Hearing and for registering an Appeal against 
any decision to dismiss on grounds of capability for sickness absence, can be 
found at Appendices II, III and IV of this procedure. 

9.0 Procedure to be used where there is No Delegation to a Governing Body 

In circumstances where there is no Governing Body, or where delegation has 
been removed, the following variations to the procedure shall apply:- 

 
a. Where there is no Headteacher or where the Headteacher’s sickness is 

being questioned, then the role of the Headteacher in the procedure will be 
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taken by the Director of Children and Young People’s Service or an Officer 
nominated by him/her. 

 
b. Appeals against dismissal on the grounds of capability will be heard by an 

Officer nominated by the Director of Children and Young People’s Service. 
Such an officer will have no previous involvement in the case and will, where 
practicable, be senior to the officer who first heard the matter.  

 
10.0 Grievances  
 

Grievances can run concurrently with any formal procedure which includes an 
appeals mechanism, but with regard to process matters rather than the 
substantive matters which can be addressed by rights of appeal. This should 
not cause delay to the formal procedure. 
 
 
 
 
 

Model template letters are available from the  
School’s Personnel Adviser, Schools’ Personnel Team 

11.0 Sick Pay Entitlements for Teachers 
 
 The entitlement to paid sick leave for teachers is as follows: 

During the first year 
of service 

full pay for 25 working days  and after completing 4 
calendar months’ service half pay for 50 working days  

During the second 
year of service 

full pay for 50 working days and half pay for 50 working 
days  

During the third 
year of service 

full pay for 75 working days and half pay for 75 working 
days  

During the fourth 
year of service 

full pay for 100 working days and half pay for 100 
working days  

During the fifth and 
successive years 

full pay for 125 working days and half pay for 125 
working days (local condition of service) 

 
‘Working days’ means teaching and non teaching days within ‘directed time’ 
as specified in the Schools Teachers’ Pay and Conditions Document 

 The conditions of the scheme exclude certain illnesses from the above limits: 

 Where a teacher suffers pulmonary tuberculosis and submits to an approved 
course of treatment full salary shall be paid for the first 12 calendar months 
of the absence.  Further pay is at the discretion of the school; 

 Where the LA’s approved medical adviser confirms that absence was due to 
an infectious or contagious illness contracted directly in the course of a 
teacher’s employment full salary will be paid for a period of time authorised 
by the medical adviser and the absence will not count against sick pay 
entitlements; 
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 Where a teacher resides in a house in which another person is suffering an 
infectious disease they should notify the Director of Children and Young 
People’s Service and take such precautions as may be prescribed.  Where 
the LA medical adviser recommends enforced absence from duty full salary 
will be paid for the length of the absence and the absence will not count 
against sick pay entitlements; 

 Where the LA’s medical adviser recommends that it is inadvisable for a 
teacher to attend duty for precautionary reasons due to an infectious disease 
in the workplace full salary will be paid for the length of the absence and the 
absence will not count against sick pay entitlements. 

 If absence is due to an accident outside work the LA/School will be entitled 
to claim back any sick pay from any third party which may pay the employee 
compensation e.g. insurance company 
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12.0 Sick Pay Entitlements for Support Staff 

 The entitlement to paid sick leave for support staff is as follows: 

During first year of 
service 

1 month at full pay and after 4 months service 2 
months at half pay  

During the second 
year of service 

2 months full pay and 2 months half pay  

During the third 
year of service 

4 months full pay and 4 months half pay  

During the fourth 
and fifth year of 
service 

5 months full pay and 5 months half pay  

Over 5 years 
service 

6 months full pay and 6 months half pay  

In the case of 
accidents at work 

8 months full pay and 8 months half pay 

 
12.1 An employee who is prevented from attending work because of contact with 

infectious disease shall be entitled to receive normal pay.  The period of 
absence on this account shall not be reckoned against the employee’s 
entitlement under this scheme. 

 
12.2 Absence in respect of normal sickness is entirely separate from absence 

through industrial disease, accident or assault arising out of or in the course of 
employment with the LA.  Periods of absence in respect of one shall not be set 
off against the other for the purpose of calculating entitlements under the 
scheme. 

 
12.3 If absence is due to an accident outside work the LA/School will be entitled to 

claim back any sick pay from any third party which may pay the employee 
compensation e.g. insurance company. 

 
12.4 If an absence from work is due to misconduct, negligence or the employee has 

failed to observe the conditions of the scheme, e.g. late or non submission of 
sickness certificate, sick pay may be suspended for the period of absence.  In 
any such case, the employer will inform the employee of the grounds upon 
which the payment of sick pay has been suspended.  The employee will be 
given the opportunity to submit their case to the headteacher, before a final 
decision is made on whether to instigate the disciplinary procedure. 
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SUMMARY OF SICKNESS ABSENCE PROCEDURE    
  (APPENDIX I) 

After 6 days 
absence 
3 periods of absence 
in three  months 
A single period of 
absence reaches 20 
days 
(Or earlier if) there is 
concern about the 
attendance record. 
 

Attendance Review 
Meeting 
 
 
 
 
 
 
 
 

Identify possible health or other 
problems  
Identify concerns about the 
attendance record  
identify need for improvement in 
attendance  
Identify if changes in duties or 
workplace are required 
identify if changes in duties or 
workplace are required 

Where there is a 
recurring pattern of 
absence, following 
an absence review 
meeting 

Persistent Short Term 
 

Headteacher or nominated 
manager will invite the employee to 
a first formal meeting and or 
monitor for a further period 

Continued absence 
for 20 days or more 
 

Long Term Sickness 
 
 
 

As set out directly below, in 
addition:  
Identify the expected date of return 
where possible 
Consideration of retirement if 
applicable 

If little or no 
improvement in 
attendance record 

First Formal Meeting Explore reasons for absence  
Identify concerns about the 
attendance record  
Discuss OHWS report and 
implications for a return to work  
Opportunity for employee to 
provide further information and/or 
explore other solutions  
identify the need for improvement 
in attendance  
Caution the employee of the 
consequences of continued high 
absence rate 
Set date for further formal meeting 
if applicable 

If little or no 
improvement  in 
attendance record 
following 1st formal 
meeting 

Second Formal 
Meetings 

Same process as outlined in the 
First Formal Meeting  

If little or no 
improvement  in 
attendance record 
following 2nd formal 
meeting 

Absence Hearing  Headteacher (or in cases where the 
Headteacher has been the subject 
of or the manager in the process, a 
Panel of 3 governors).  
consider the need to either extend 
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 monitoring process through formal 
meetings or dismiss  

 Appeal Panel of 3 Governors to confirm, 
modify or overturn the decision 

Appendix II 

Order of Proceedings  - Absence Hearing  

The conduct of the hearing will be the responsibility of the Chair which can be either 
the headteacher where they have full delegation or a member of the Panel of 
Governors.  

The order of proceedings can be adjusted to suit the circumstances if necessary, in 
consultation with the parties, providing the overall principles, aimed at securing a fair 
hearing, are adhered to. 
 

1. The headteacher/chair introduces all those present and outlines purpose of 
hearing and any procedural arrangements. 

2. The nominated manager/school representative (supported as necessary by 
his/her HR Adviser, if any) presents the case against the employee. 

3. The employee and/or representative) have the opportunity to question the 
nominated manager/school representative. 

4. The headteacher/panel has the opportunity to question the nominated 
manager/school representative. 

5. The nominated manager/school representative may call witnesses. 

6. The employee (and/or representative) has the opportunity to question each 
witness. 

7. The headteacher/panel may question each witness. 

8. The employee (and/or representative) presents his/her case. 

9. The nominated manager/school representative has the opportunity to question 
the employee. 

10. The headteacher/panel has the opportunity to question the employee. 

11. The employee (and/or representative) may call witnesses. 

12. The nominated manager/school representative has the opportunity to question 
each witness. 

13. The headteacher/panel has the opportunity to question each witness. 

14. The nominated manager/school representative has the opportunity to summarise 
the case  

15. The employee (and/or representative) is invited to make any closing remarks. 

16. All persons withdraw, other than the headteacher/panel, the note-taker and any 
professional advisers present, while the headteacher/panel deliberates. 

17. The parties may be either released or recalled to clarify any points of uncertainty. 
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18. Where the headteacher/panel cannot reach a decision before the parties are 
released, the parties will agree how the decision will be communicated. In any 
event, formal notification of the outcome will be sent in writing within 5 working 
days of the hearing. 
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 Order of Proceedings – Absence Appeal Hearing     
 Appendix III 

The conduct of the hearing will be the responsibility of one of the members of the 
Governors’ Appeals Panel, elected to act as its Chair.  

The order of proceedings can be adjusted to suit the circumstances if necessary, 
providing the overall principles, aimed at securing a fair hearing, are adhered to. 

1. Chair introduces all those present and outlines purpose of hearing and 
any procedural arrangements. 

2. The employee (and/or representative) presents his/her case. 

3. The headteacher or chair from the Governors’ Absence Hearing Panel 
(as appropriate) has the opportunity to question the employee. 

4. The Panel have the opportunity to question the employee. 

5. The headteacher/chair from the Governors’ Absence Hearing Panel 
presents the case for action against the employee and the reasons for 
the level of action taken. 

6. The employee (and/or representative) has the opportunity to question the 
headteacher/spokesperson. 

7. The Panel have the opportunity to question the 
headteacher/spokesperson. 

8. The headteacher/spokesperson has the opportunity to summarise the 
case. 

9. The employee (and/or representative) is invited to summarise the case 
and make any closing remarks. 

10. All persons withdraw, other than the Panel, the Clerk and any 
professional advisers present, while the Panel deliberates. 

11. The parties may be either released or recalled to clarify any points of 
uncertainty. 

12. Where the Panel cannot reach a decision before the parties are released, 
the parties will agree how the decision will be communicated. In any 
event, formal notification of the outcome will be sent in writing within 5 
working days of the hearing. 
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