
YES Trust- Policies – Attendance Management 

 

1 

 

 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Youth Engagement Schools Trust 

Attendance Management Policy 

 

 

 

 

 

 

Approved by: Board of Trustees  

Reviewed By: Trust Executive Leadership Team (NB & CH)  

Date of Review: Summer 2020 – 7th July 2020 

Date for next Policy review: Summer 2022 

 



YES Trust- Policies – Attendance Management 

 

2 

 

 
Board of Trustees Policy Statement 

 

This policy and accompanying procedure provides a framework for managing 

employees who are frequently absent, or remain absent for longer periods of time in 

order to: 

 Promote good attendance using a fair and consistent approach to the 

management of unplanned absence without discrimination and with regard 

for confidentiality and dignity of employees. 

 Enable managers to quickly identify, address and support relevant issues with 

employees, when attendance causes concern. 

 Support employees through periods of ill health in order to assist them in their 

return to work whilst enabling managers to make appropriate decisions taking 

into account employee’s individual circumstances, medical needs and the 

needs of the service. 

Whilst the Board of Trustees, and its executive and senior leaders, accept that most 

absences are a result of genuine illness, concern should be raised where the level, 

frequency or pattern of such absences are considered to be excessive or 

prolonged. High levels of absence can affect the Trust/a school’s ability to provide a 

high standard of education, which can present a poor image to parents, pupils and 

the community.  It is through the actions and management of such absences that 

the Board of Trustees and its leaders will enable the Trust to create a culture where 

all employees know that good attendance is expected.  Clear attendance 

management and sickness absence procedures that are consistently and fairly 

implemented will convey to employees that their employer is concerned about their 

attendance and wellbeing, that managers genuinely wish to remove or reduce any 

work related factors that might discourage reliable attendance, and that taking 

time off work without good reason will not be accepted.  

Any measures that the Board of Trustees can put in place to encourage reliable 

attendance will play an important part in reducing their operating costs and 

increasing efficiency and employee wellbeing. 

The Board of Trustees also recognises that it has responsibilities to deal with such 

attendance matters in a fair and consistent manner.   
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Reporting Procedure 

All employees are required to follow the correct reporting procedure(s) and contact 

the Headteacher/manager on the first day of absence, giving reasons for their 

absence from work and an estimation of the length of their absence. 

Maintaining Contact 

Reasonable contact should be made from day one onwards with a telephone call 

to school confirming absence on day one to be received no later than 8.30am. 

Contacting by text message or email is not acceptable.  It is important for both 

managers and employees to retain a two-way contact during any absence: the 

employee to keep the manager updated on his/her absence and the manager to 

keep in touch with the employee as a supportive mechanism, and as a way to 

inform him/her of any updates that may be relevant to the employee. 

Monitoring of Absence 

All absences from work will be recorded and monitored by an appointed staff 

member to ensure that managers are aware of an individual’s absence record and 

can apply the procedure(s) consistently and fairly. 

Return to Work Meeting 

This should take place after every absence signed by your doctor and when self-

certified at the discretion of SLT. 

A return to work meeting should be conducted by the manager, or the designated 

staff member, to confirm the cause of the absence and ensure that the employee is 

fit to return to their normal duties or consider any adjustments that may be required 

on either a temporary or permanent basis.  This should be a supportive meeting and 

the format of the meeting must follow the Trust’s standard Return to Work form 

(Appendix 1). 

Where a trigger point is reached, upon return of the employee the manager or other 

designated member of staff will also conduct an Initial Review Meeting as part the 

return to work interview, explaining to the employee the implications of their 

absence, and that any further absence may mean the employee is referred to the 

formal Managing Attendance Procedure.  

Triggers for Further Action 

The triggers apply to all unplanned absence whether covered by a medical note or 

not.  The triggers to commence the informal review process are as follows: 
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 3 separate absences or a total of 10 days or more in a rolling 12 month 

period 

 A pattern of absences e.g. preceding or following bank holidays, school 

holidays, annual holidays or other 

 Continuous absence(s) of more than 4 weeks  

Attendance management triggers will be monitored and acted on by 

Headteachers/Managers and supported by Finance/Admin Officers. The Trust 

central team and the Trust’s HR support (Browne Jacobson) will provide support and 

the Director of Business will monitor absence recording and management of 

absences by Headteachers to ensure a consistent approach is being adopted 

across the Trust’s Academies.  

Where an employee reaches any one of the identified trigger points (see above), 

the short term absence management process will be managed as follows:  

 Return to Work Meeting/Initial Trigger Review Meeting (if applicable) 

 Stage 1 Formal Review Meeting 

 Stage 2 Formal Review Meeting 

 Stage 3 Formal Hearing 

See Appendix 1 for full details 

Pay During Sickness Absence 

Where there is a failure to provide an appropriate medical statement to cover any 

part of an absence exceeding 5 working calendar days, pay may be withheld until 

such time as they have followed the correct procedure.  Where no certification is 

provided, the absence will be treated as unauthorised. 

Unauthorised Absence 

Unauthorised absence will be investigated and where appropriate dealt with as a 

conduct matter under the Disciplinary Policy and Procedure. 

Other Types of Absence 

At special request you can ask your manager for an extraordinary leave for 

exceptional circumstances or appointments which will be at their discretion to give.  

Further information on this can be found in the Leave of Absence Policy. 

Stress Related Absences 
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When an employee reports that they are suffering from stress, stress related illness, 

anxiety or depression, or where the manager/principal believes they are, an offer of 

a referral to Occupational Health will be made whether they are at work or absent. 

If they continue to remain in work a Stress Risk Assessment will be completed.  

Where an absence is directly related to ‘stress at work’, the manager will seek to 

establish the reasons and triggers for this absence.  In consultation with the Trust’s HR 

support, a decision will then be made on how to proceed with formal absence 

management procedures. 

Fitness to Teach 

The Education (Health Standards) (Regulations) England 2003 states that employers 

and training providers must ensure that a person has the health and physical fitness 

to teach. These regulations explain that a “relevant activity” may only be carried out 

by a person if, having regard to any duty of his employer under Part II of the 

Disability Discrimination Act 1995 (DDA)1, he has the health and physical capacity to 

carry out that activity.  If it appears to an employer that a teacher or other may no 

longer have the health or physical capacity to carry out a relevant activity the 

employer must follow the procedures under the 2003 regulations. 

Governing bodies and head teachers of academies and maintained schools with 

delegated budgets have powers to take emergency action and suspend teachers 

where it is believed he/she may have become medically incapable of performing 

teaching duties and are putting the health, education, safety or welfare of 

themselves, pupils and staff at risk, or where they have become medically unfit to 

perform teaching duties.  Where a medical suspension may be necessary, the 

Headteacher/manager must immediately refer the teacher to Occupational Health 

and with HR Consultancy guidance, put in place means of support for both the staff 

member and the school in which they are based.   

Employers have the wider remit of considering whether a staff member in relevant 

employment has become medically unfit to perform their duties (whether or not 

emergency action has been taken by a school). 

Confidentiality 

All matters relating to an individual’s attendance will be treated in a sensitive, 

supportive and confidential manner. 

Equality 

The Board of Trustees will ensure that, when implementing the attendance 

management and sickness absence policy no employee will be disadvantaged on 

                                                           
1 Now replaced by the Equality Act 2010 
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the basis of their gender or transgender, marital status or civil partnership, racial 

group, religion or belief, sexual orientation, age, disability, pregnancy or maternity, 

social or economic status or caring responsibility.  This means that the policy may 

need to be adjusted to cater for the specific needs of any individual including the 

provision of information in alternative formats where necessary. 

Monitoring  

Trigger points will be kept under review and their effectiveness evaluated as part of 

the monitoring policy.  Data relating to attendance will be collated and monitored 

regularly to ensure that the policy is operating fairly, consistently and effectively.  

Issues that are identified from the data will be dealt with appropriately. 

Accident at Work (industrial injury) 

Absence resulting from an injury at work that was not caused by the employee’s 

negligence will still be recorded but will not count towards the calculation of 

triggers.   

Data protection 

As part of the application of this policy, the [School/Academy/Trust] will collect, 

process and store personal data and special categories of data in accordance with 

our data protection policy. We will comply with the requirements of the Data 

Protection Legislation (being (i) the General Data Protection Regulation ((EU) 

2016/679) (unless and until the GDPR is no longer directly applicable in the UK) and 

any national implementing laws, regulations and secondary legislation, as amended 

or updated from time to time, in the UK and then (ii) any successor legislation to the 

GDPR or the Data Protection Act 1998, including the Data Protection Act 2018), in 

relation to how we collect, hold and share special category personal data. Records 

will be kept in accordance with our [Workforce Privacy Notice], our [Retention and 

Destruction Policy] and in line with the requirements of Data Protection Legislation. 
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Appendix 1 

INFORMAL STAGE – short term sickness 

Return to Work Meeting and Initial Trigger Review Meeting 

The manager will sit down with the employee and follow the normal return to work 

interview process.  Following this, the line manager will then explain that due to the 

last absence the employee has reached the trigger for: 

 3 separate absences or a total of 10 days or more in a rolling 12-month 

period; or 

 A pattern of absences that is causing concern 

This is an informal stage of the attendance management and sickness absence 

procedure.   

Managers should then discuss the absences that have caused the trigger.  This is an 

opportunity for the manager to have an informal and confidential discussion with 

the employee around the reasons for the absence and the employee’s 

circumstances, and allows the manager to proactively discuss and explore any 

potential underlying work or medical issues, including any disability, so that he/she 

can review any support and further assistance that may be required to help 

increase the employee’s attendance. It also gives the manager the opportunity to 

find out from the employee what they themselves are doing to support their return to 

the workplace i.e. attending counselling, physiotherapy etc. 

A referral to Occupational Health may also be discussed and considered if the 

manager feels it is appropriate, particularly if stress/anxiety/depression are factors or 

if the employee requests it.  For example, please see Stress Related Absences. 

During the meeting the manager should explain what is expected regarding their 

attendance, identify any support that may be needed and where appropriate 

highlight the effect their absence may have on the school and other colleagues.   

The manager should conclude the meeting by explaining that attendance will 

continue to be monitored over a set period to be determined at the meeting and 

reasonable improvement and targets will be sought where appropriate.  Any further 

unacceptable absences or exceeded targets may lead to a meeting at the 1st 

Stage Formal Review Meeting.   

The meeting should be confirmed in writing on the review form detailing the key 

points of the discussion with a copy to the employee.  A copy of the relevant 

flowchart should be included. 
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If following the meeting, the employee’s attendance improves to an acceptable 

level, in accordance with the monitoring period, further reviews will not be necessary 

and the employee should be advised of this as appropriate. 

Failure to Meet the Required Improved Attendance  

If during the monitoring period, an employee’s persistent short term absence 

remains unacceptable or has not improved within the agreed timescale, the 

employee will be advised that the 1st Stage Meeting of the Attendance 

Management and Sickness Absence Procedure for Schools will be arranged.  

Likewise, if attendance has improved but is still of concern, the 1st Stage Formal 

Review Meeting  may still go ahead. 

 

Stage 1 Formal Review Meeting  

The letter of invitation will allow 5 working days’ notice from receipt of the letter.  At 

the manager’s request a HR Officer may be present at the 1st Stage Formal Review 

meeting.  The letter will include the date, time and venue of the meeting, the 

people present, the right for the employee to be accompanied by their trade union 

representative or work colleague, and will include a copy of the relevant flowchart.  

Please see the Absence Management Toolkit for model invite letters. 

The purpose of this meeting is to formally review the employee’s attendance record 

to date, discuss what support they have received so far and what further support 

may be necessary to assist them in improving their attendance.  The discussion 

should be a supportive discussion regarding the reasons for the absences, and to 

explore all options or reasonable adjustments as appropriate. The manager should 

arrange a referral to Occupational Health if this has not been done already.  

The following should be discussed as appropriate: 

 Advice provided by Occupational Health (if already received) 

 Whether any further advice should be sought 

 What reasonable adjustments would assist the employee in their current role, 

including flexible and mobile working options where appropriate, to improve 

their attendance 

 In exceptional circumstances whether it would be in the school’s interests to 

consider a referral for private diagnostic appointment (funded by the school) 

 Opportunities for alternative duties within the same school 
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 Any other information relating to the employee that may have an impact on 

their ability to sustain a return to work 

 A need to undertake a stress or job risk assessment 

 Determining a way forward, action that will be taken and a time-scale for 

review and/or a further meeting under the sickness absence procedure. 

 Issuing a written warning that your employment may be at risk if attendance 

does not improve 

 Confirmation of any decision made at a meeting, the reasons for it, [and of 

the right of appeal will be given in writing within [five] days of a sickness 

absence meeting (unless this time scale is not practicable, in which case it will 

be provided as soon as is practicable)]. 

 Formal warnings issued for short term sickness will remain live for a period of 12 

months from the date of issue, during which time further absences beyond 

the review period would be dealt with either at the next stage of the 

procedure or by an extension of the current live warning.  If further absences 

occur shortly after the end of the 12 month period (or any extended 

warning), we reserve the right to deal with the matter at the same stage of 

the procedure and not return to earlier stage. 

 

Improved Absence 

If following the 1st Stage Review meeting attendance improves, the employee will 

revert to normal attendance management arrangements.   

No Improvement/Remaining Unacceptable 

If an employee’s absences remains unacceptable i.e. further absences occur or 

targets have not been achieved, the employee will be advised that the short term 

absence has progressed to a Stage 2 Formal Review meeting. 

 
Stage 2 Formal Review Meeting 

Where evidence suggests that the attendance levels remain unacceptable a 2nd 

Stage Meeting should be arranged.  The letter of invitation will allow 5 working days’ 

notice from receipt of the letter.  A HR Officer may be in attendance at the 2nd 

Stage Formal Review Meeting.  The letter will include the date, time and venue of 

the meeting, the people present, the right for the employee to be accompanied by 

their trade union representative or work colleague, and will include a copy of the 

relevant flowchart.  Please see the Absence Management Toolkit for model invite 

letters. 
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The purpose of this meeting is to review the employee’s attendance record to date, 

determine if there is any further support that can be offered to the employee to 

assist them in improving their attendance and establish what the employee is doing 

in order to improve their attendance. 

The following should be discussed as appropriate: 

 Advice provided by Occupational Health 

 Any progress since the 1st Stage Meeting 

 Whether any further advice is required 

 What reasonable adjustments would assist the employee in their current role, 

including flexible and mobile working options where appropriate 

 In exceptional circumstances whether it would be in the school’s interests to 

consider a referral for private diagnostic appointment (funded by the school) 

 Opportunities for alternative duties within the same school 

 Any other information relating to the employee that may have an impact on 

their ability to sustain a return to work 

 Determining a way forward, action that will be taken and a time-scale for 

review and/or a further meeting under the sickness absence procedure. 

 Issuing a final written warning that employment may be at risk if attendance 

does not improve. 

 Confirmation of any decision made at a meeting, the reasons for it, [and of 

the right of appeal will be given in writing within [five] days of a sickness 

absence meeting (unless this time scale is not practicable, in which case it will 

be provided as soon as is practicable)]. 

 Formal warnings issued for short term sickness will remain live for a period of 12 

months from the date of issue, during which time further absences beyond 

the review period would be dealt with either at the next stage of the 

procedure or by an extension of the current live warning.  If further absences 

occur shortly after the end of the 12 month period (or any extended 

warning), we reserve the right to deal with the matter at the same stage of 

the procedure and not return to earlier stage. 

 
It should also be made clear at this meeting that the attendance is of concern and 

that it must improve from the current unacceptable levels.  Employees should be 

advised that failure to do so will result in the matter being escalated to the 3rd Stage 
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Hearing process, and this could lead to their contract of employment being 

terminated due to non-attendance. 
 
Stage 3 Formal Hearing 

 

Where evidence suggests that an employee’s attendance has consistently failed to 

improve or targets have not been reached following the previous stages, a 3rd 

Stage Hearing should be convened. 

 

The Hearing will be heard by the head teacher or one or more Governors if the head 

teacher has been involved at an earlier stage, together with a representative from 

HR consultant acting in an advisory role.  The format of the hearing can be found in 

Appendix A. 

 

A letter of invitation will allow 10 working days’ notice from the receipt of the letter.  

A HR Officer should be in attendance at the Stage 3 Formal Hearing.  The letter will 

include the date, time and venue of the meeting, the people present, the right for 

the employee to be accompanied by their trade union representative or work 

colleague, and will include a copy of the relevant flowchart and information about 

the current situation.  Please see the Absence Management Toolkit for model invite 

letters. 

 

The hearing will consider a history of the case to date and whether any further 

support or actions are appropriate in the circumstances.  A case history can include 

the absence record; the impact the absence has on the school, standards of 

teaching/learning, service delivery and other staff; financial and cost implications, 

representations made by other staff/or their representatives; actions taken to enable 

the employee to continue in employment, any medical advice (including 

Occupational Health reports) received, and any other relevant documentation.   

 

The employee will have an opportunity to give their opinion with regards to their 

health and fitness for work. 

 

At this hearing a decision will be made to either: 

 
 Review the situation for a period of time not exceeding one term including 

obtaining further medical advice if required.  Where there is a further 

absence during this review period, managers should consult with HR 

consultant, and where applicable, move to the dismissal procedure.   

 

 Where it is appropriate to keep an employee under review for a specified 

period of time, the 3rd Stage Hearing will be reconvened at the end of that 

period. 

 

 Dismiss the employee on the grounds of the employee’s inability to fulfil their 

contract of employment due to non-attendance. 
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The outcome of the meeting should be confirmed by the governing body in writing 

by letter to the employee, normally within 5 working days.  With regard to 

community or controlled schools, a letter will also be sent from the local authority. 

If the employee is dismissed, they have a right of appeal against the decision, which 

must be presented in writing to the clerk to the governors within 10 working days of 

receiving the dismissal letter.  The appeal will be heard by a panel of governors with 

no prior involvement in the case.  Please see Appendix B. 

 

SECTION 4 - LONG TERM ABSENCE MANAGEMENT 

Long term absence is an absence of more than 4 weeks.  During such absences it is 

particularly important for managers to maintain regular contact with the employee, 

whilst being sensitive towards the circumstances of the absence, and where it is 

clear the employee will need to be managed under this process, make the 

employee aware of this.   

At the 4th week of absence, the employee should be referred to Occupational 

Health as a duty of care. 

 Long term absence review meetings will consist of the following process with 

these indicative timescales that are subject to amendment depend on the 

circumstances): 

 A first formal meeting no later than 12 weeks absence; 

 A second formal meeting no later than 18 weeks absence, and where it is 

clear that there is no foreseeable return to work date; 

 A formal hearing at approximately 28 weeks absence  

In addition to the formal meetings, managers can request a meeting informally at 4 

and/or 8 weeks if they feel it would be beneficial. 

 

First Formal Meeting – no later than 12 Weeks 

A first formal meeting should be arranged by the manager if the employee is still 

absent from work and a return to work date has not been provided.  

The letter of invitation will allow 5 working days’ notice from receipt of the letter.  At 

the manager’s request a HR Officer may be present at the review meeting.  The 

letter will include the date, time and venue of the meeting, the people present, the 

right for the employee to be accompanied by their trade union representative or 
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work colleague, and will include a copy of the relevant flowchart.  Please see the 

Absence Management Toolkit for model invite letters. 

The purpose of the meeting is to review the employee’s absence from work to date, 

what support they have received and what further support may be necessary to 

assist them in their return to work. 

The following should be discussed as appropriate: 

 Explain the procedure to the employee 

 How long the absence is likely to last 

 Advice provided by Occupational Health 

 Whether any further advice is required 

 What reasonable adjustments would assist the employee in their current role 

 In exceptional circumstances whether it would be in the school’s interests to 

consider a referral for private diagnostic appointment (the school will fund 

this) 

 Opportunities for alternative duties within the same school 

 Any other information relating to the employee that may have an impact on 

their ability to return to work 

 Caution the employee that their employment may be at risk if the employee 

does not return to work.  

 

The outcome of the meeting will be confirmed in writing to the employee and a 

copy retained on the employee’s file at school. 

At this meeting a date should be agreed between the manager and employee to 

meet again no later than 18 weeks if it seems unlikely the employee will return, or 

there is no foreseeable return to work date prior to then. 

 
Second Formal Meeting – no later than 18 Weeks 

The letter of invitation will allow 5 working days’ notice from receipt of the letter.  A 

HR Officer may be in attendance at the 2nd Stage Formal Review Meeting.  The 

letter will include the date, time and venue of the meeting, the people present, the 

right for the employee to be accompanied by their trade union representative or 

work colleague, and will include a copy of the relevant flowchart.  Please see the 

Absence Management Toolkit for model invite letters. 
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Further consideration will be given to: 

 
 How long the absence is likely to last 

 Any progress since the previous first formal meeting 

 Any further advice provided by Occupational Health or other specialists 

 Adjustments to hours, duties and location 

 What additional support can be offered to assist the employee to return to 

work 

 Opportunities for alternative duties within the same school 

 Whether ill health retirement may be appropriate 

 Cautioning the employee that their employment may be at risk if the 

employee does not return to work. 

 

The outcome of the meeting will be confirmed in writing to the employee and a 

copy retained on the employee’s personal records. 

 

3rd Formal Meeting – at approximately 28 Weeks 

In most cases, schools can expect to determine an employee’s position with regard 

to any likely return or termination of employment at the formal meeting, and the 

employee and his/her representative should be advised of this at the previous 

meeting.   

The letter of invitation will allow 5 working days’ notice from receipt of the letter.  A 

HR Officer should be in attendance at the 3rd Formal Meeting.  The letter will include 

the date, time and venue of the meeting, the people present, the right for the 

employee to be accompanied by their trade union representative or work 

colleague, and will include a copy of the relevant flowchart and relevant 

information .  Please see the Absence Management Toolkit for model invite letters. 

At this meeting consideration will be given to: 

 The length of absence and the reason(s) for the absence 

 Information gained at the second formal meeting 
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 The advice sought and received from Occupational Health and other 

appropriate medical practitioners regarding the health and capability of the 

employee  

 Any reasonable adjustments considered/made including flexible and mobile 

working options, where appropriate 

 Opportunities for alternative duties within the same school 

 The likelihood of the employee returning to work in the foreseeable future 

 Whether any other options are available to assist the employee in returning to 

work that have not already been discussed 

 Whether retirement on the grounds of ill health is an option 

 Having exhausted all other options, whether dismissal on the grounds of 

capability/non-attendance is the appropriate option 

 
On the rare occasions where dismissal could be recommended at 28 weeks, a 

decision can be made by the head teacher to refer the case to one or more 

Governors.  In these circumstances the case will be heard by one or more Governors 

accompanied by HR Officer acting in an advisory role. Where the principal has 

delegated powers to carry out the Initial Dismissal Decision and has not had any 

previous involvement in managing the case then they may hear the case. 

Where there is disagreement or dispute about the facts of the case or any advice 

which has been provided then this should be explored fully before reaching a 

decision to refer the matter for dismissal.  

 
Dismissal Hearing  

A letter of invitation will allow 10 working days’ notice from the receipt of the letter 

and will include the date, time, venue, people present and the right to be 

represented by a Trade Union representative or accompanied by a work colleague 

of their choice.  The format of the meeting can be found in Appendix A. 

The outcome of the meeting will be confirmed in writing to the employee and a 

copy retained on the employee’s file.   

 
Appeal against Dismissal 

The employee has a right of appeal against dismissal that must be presented in 

writing to the Clerk to the Governors within 10 working days of receipt of the letter of 

dismissal.  
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SECTION 5 – SICK PAY AND ANNUAL LEAVE ACCRUAL 

Evidence of incapacity 

For sickness absence of up seven calendar days an employee must complete a self-

certification form which is available from their line manager 

For absence of more than a week an employee must obtain a certificate from their 

doctor a ‘Statement of Fitness for Work’ (Fit Note) stating that they are not fit for work 

and the reason(s) why. This should be forwarded to their line manager as soon as 

possible. If the absence continues, further medical certificates must be provided to 

cover the whole period of absence. 

Exhaustion of Sick Pay 

Once the employee has exceeded their entitlement to SSP/sickness benefit, medical 

certification will still be required in the form of a Doctors Certificate (fit note) to cover 

ongoing absence.   

Annual Leave and Sickness Absence  

Annual leave continues to accrue throughout periods of short and long term 

sickness absence.  Where an absence extends beyond the end of a holiday year 

and the employee has not been able to use their holiday entitlement, the unused 

contractual entitlement will be carried forward and be added to the following 

year’s holiday entitlement.  If employment is terminated any remaining annual leave 

entitlement will be paid in the final salary payment. 

Employees may request to take annual leave during a period of sickness absence. If 

this is agreed by the line manager this will not end or interrupt the sickness absence 

and a break should not be recorded. Managers should communicate with 

Employee Service Centre to ensure that the correct pay elements are applied.  

If employment is terminated any accrued holiday entitlement accrued to the point 

of termination will be paid in lieu, in the final salary. 

Suspension and Sickness Absence 

If an employee falls ill whilst under suspension for a disciplinary matter, they must 

report this to their manager/head teacher and after a period of 7 days, supply a 

medical certificate to cover their absence and be placed on sick pay for the period 

of time they are covered by a medical certificate.  Arrangements should be made 

for the employee to attend an appointment with OHU if the absence continues 

beyond 7 days.   
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If they are later certified as fit to return to work, they should return to normal pay but 

remain suspended (if this is still the case).  The same applies to an employee who is 

absent and then suspended. 

Please refer to the Disciplinary Procedure for further details. 

Abuse of Sick Pay 

In most cases sickness absence is genuine and there is no need to suspend payment 

of sick pay.  However there may be occasions where a manager has reasonable 

belief that the Sick Pay Scheme is being abused.  In these cases managers may 

suspend the payment of an employee’s sick pay.    

The manager must write to the employee to inform them that their sick pay may be 

suspended, giving the reasons, and invite them to a meeting to discuss the matter.  

Employees may choose to be represented by a TU representative or a work 

colleague of their choice. 

Following the meeting the manager will decide whether sick pay will be suspended 

and inform the employee in writing of the decision. 

An abuse of the Sick Pay Scheme will be dealt with under the Disciplinary procedure 

and a serious abuse may constitute gross misconduct. 

Appeal against Suspension of Sick Pay 

Employees may appeal against the decision to suspend sick pay.  An appeal should 

be sent to the chair of governors in writing within 10 working days of receipt of the 

written decision from the head teacher. 

The chair of governors will arrange a meeting and will be accompanied by an HR 

Advisor.  The employee may be represented by a Trade Union representative or a 

work colleague of their choice.  A decision will be made and confirmed in writing to 

the employee. 

Occupational Health Reports 

Upon receipt of any Occupational Health report, contents need to be considered 

by the manager and may need to be discussed with the employee either during or 

outside an agreed meeting, depending on their content.  Any discussions and 

agreed recommendations should be confirmed in writing. 
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RETURN-TO-WORK DISCUSSION FORM 

NAME SCHOOL 

First date of absence: Date of return to work: Number of working days/hours lost: 

 

 YES NO Reason for Absence 

Absence Notified Correctly    

Self Cert Completed (if applicable)   

Medical Certificate (if applicable)   

Accident Form (if applicable)   

Paid or unpaid work undertaken 

during period of sickness absence? 

  

 

Absences within the last 12 months 

excluding latest absence under discussion: 

No. of absences  

Total no. of days 
 

 

NOTES 

Give copy of the Trust’s Attendance Management policy to employee (if appropriate) - 

explain the main stages and process:- 

1. Confirm which trigger point has been met 

2. Explain the informal process  

3. Explain what will happen next 

Reasons for absence: 

Ask whether the employee has visited their GP.  Ask for the Doctor’s views and, if 

appropriate, whether medication has been prescribed. 
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Explore possible causes, for example whether there are any work related issues, underlying 

health problems or domestic reasons. 

 

 

 

Explain who does what and what advice/support is available. Explore whether referral to 

Occupational Health is appropriate (should always refer if absence is related to 

stress/anxiety or musculoskeletal problems) 

 

 

 

Explain that the School will make every possible effort to support its employees 

 

 

Explain the impact that the absence has had on the School  

 

Any further actions to be taken 

 

 

Additional Comments 

 

 

Signature of Head teacher or Line Manager                                     Date 

 

Signature of employee                                                                         Date 

 

 


