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1. INTRODUCTION

1.1 The Governing Body of Broadway School accepts the LA recommendations that the school adopts a number of principles, which should govern the way staff absence is monitored and management action considered, in managing staff sickness absence.  

Broadway’s Staff Sickness Absence Policy follows the LA guidelines.  The principles laid down by the authority are designed to ensure that schools take pro-active measures to effectively manage sickness absence, whilst also having regard to the need to support employees who are sick and treat them with sympathy and understanding.

The principles schools are recommended to adopt are:

· all employees are entitled to expect fair and reasonable treatment, including taking account of equal opportunity considerations;

· all employees who suffer from serious or chronic ill-health problems necessitating long periods of absence from work should be treated sensitively and with sympathy;

· employees are entitled to a working environment and to systems of work that do not create health problems and, in particular, do not impose an undue level of stress;

· sickness absence needs to be managed fairly, consistently and systematically to ensure the continued provision of high quality education;

· all employees should be aware of and adhere to the procedures relating to sickness absence;

1.2	Dealing effectively with absence calls for a continuous and co-ordinated effort by headteacher’s, chair of governors in cases of ill health of headteacher’s, support from the authority and adherence to relevant personnel procedures.   Employees and their representatives will want to see management showing an understanding towards those who need to be absent through sickness.  Equally, it is recognised that appropriate action should be taken in the case of anyone who abuses the relevant sick pay schemes or in those cases where sickness absence is having an adverse effect upon the provision of education.

1.3	This guidance applies also to teachers in centrally managed services, in which the head of service will be expected to undertake the responsibilities assigned to a headteacher in this guidance.



2.	ROLES AND RESPONSIBILITIES IN THE MANAGEMENT OF SICKNESS ABSENCE
2.1	There is a need for clarity in the respective roles and responsibilities of the employee, headteacher, chair of governors (in the case of the absence of a headteacher), school governing body and authority in the management of sickness absence.  The ‘who does what’ is important to establish so that when problems arise all parties know both who is responsible and what can be reasonably expected.
2.2	Role for Employees
	The role of each employee is to:
· attend work when fit to do so

· comply with the school’s sickness absence reporting procedures

· ensure medical advice and treatment, where appropriate, is sought as quickly as possible in order to facilitate a return to work

· keep the headteacher (or chair of governors in the case of a headteacher) informed of any significant developments

· provide the school with a completed self-certification form after a period of sickness absence from 4 to 7 calendar days, a medical certificate/doctor’s statement if the absence continues after 7 consecutive days, and a signing off note before returning to work in the circumstances set out in Appendix 1.

· notify the headteacher as soon as possible in the case of an injury sustained in the course of employment.

2.3	Role of the Headteacher

	The role of the headteacher is to manage the attendance of teaching and support employees.  This can be achieved by:

· recommending the governing body to adopt the policy (if it has not done so already), studying the policy, attending training provided by the authority as appropriate, and seeking advice from appropriate personnel officers.

· ensuring that the procedure for reporting sickness absence is made known to all employees in the school, that they are informed that it applies during any period of special leave and holidays, and that it is a condition of the sick pay scheme; and making all new employees aware of these rules and procedures.  Employees need to know whom they should contact when sick and how much information they will be asked to give.

· acting fairly and consistently in applying the appropriate procedures;

· ensuring that accurate sickness absence records are maintained and absence returns are quickly and accurately completed, both for monitoring and sick pay purposes;

· reviewing each employee’s sickness absence record in accordance with the procedures set out in these guidance notes;

· contributing to the development and implementation of policies and practices that will reduce the health and welfare risks to individual employees, using the full range of the school’s sickness absence monitoring records and advice from the authority;

· ensuring that, where appropriate and justifiable, quick and decisive action is taken with employees who do not comply with the sickness absence notification procedures;

· establishing clear plans for an employee where it is decided that action is needed.

· ensuring that any employee with responsibility for receiving notification of another employee’s sickness absence is properly trained in the school’s procedure and in particular treats the information as confidential.  

At Broadway the Headteacher has delegated certain responsibilities to a ‘Designated Senior Teacher’ and a ‘Cover Administrator’.  The Designated Senior Teacher monitors and manages daily absences whilst the Cover Administrator receives and records all calls made by staff unable to work due to sickness, arranges for staff to cover lessons and oversees all sickness-related administration.

2.4	Role of the Governing Body

The role of the governing body is to ensure that:

· the school has a policy on this issue

· there is a clear procedure for reporting absence

· the headteacher carries out his/her responsibilities

· there is a designated governor, usually the chair of governors or the chair of the staffing committee, to act as appropriate in relation to sickness absence of the headteacher and that the designated governor seeks advice from the authority’s employee relations team in respect of such sickness absence

· it monitors the absence of the headteacher and applies the appropriate procedures

2.5	Role of the Local Education Authority

	The role of the authority in reducing levels of absence due to sickness is to assist schools as follows:

· ensure that the authority’s policies/procedures on management of sickness absence are recommended for implementation by schools.

· provide training to headteachers on managing sickness absence

· ensure that the management of sickness absence is given a high priority and schools are made aware of action they need to take.

· ensure that sickness absence information is regularly monitored and utilised in developing health and safety policies, which will lead to improved levels of attendance.

· provide advice and assistance on individual cases as requested including, where appropriate, referral to the Occupation Health Service used by the authority, so that an employee’s medical position can be established.

2.6	Occupational Health Services

	The role of the Occupational Health is to:

· arrange an appointment to see an employee as quickly as possible after a referral has been made.

· deal with employees referred to them in a sympathetic way.

· provide, in as much details as professionally possible, relevant medical information about an employee’s condition and circumstances to allow headteachers to be able to make informed management decisions about a particular employee’s likely return to work, ability to contribute to the work of the school and, where necessary, the long-term prognosis about that employee’s overall health.

· recommend phased returns or reasonable adjustments appropriate.

2.7	Data Protection Act

	All parties have responsibilities under the Data Protection Act when dealing with cases of sickness absence.  They should treat all aspects of a case as confidential.  In addition, cumulative or general sickness data generated by schools comes within the Data Protection Act’s definition of ‘sensitive personal data’.  Any monitoring of sickness absence using data about an employee’s sickness absence record will therefore need to comply with the 8 data protection principles outlined within the Act requiring personal data to be:

i. processed fairly and lawfully
ii. processed for limited purposes and not in any manner incompatible with those purposes
iii. adequate, relevant and not excessive
iv. accurate
v. not kept for longer than is necessary
vi. processed in line with data subjects’ rights
vii. secure
viii. not transferred to countries that don’t protect personal data adequately.

2.8	References

	All parties must also act responsibly in relation to sickness absence and new appointments.  References provide important information for appointment panels about the suitability of a candidate.  It would be appropriate in this context for headteachers to ask for a statement about certain types of sickness absence and for people providing a reference to respond appropriately having regard to the legal requirement that any reference should be fair and balanced.  Appendix 5 gives recommended text for requesting and giving information.

	
3.	RECORDING AND ABSENCE MONITORING

	What to do when a Member of Staff is Absent Sick

3.1	Upon receiving a telephone call from an employee, an enquiry must be made of the general nature of the illness and its expected duration, in a discreet and sympathetic manner.  This information must be treated as confidential.

	The absence must be properly recorded in accordance with the school’s procedures and the requirements of the authority in relation to sick pay and sickness records.  The records will also be used to monitor sickness absence in the school.

3.2	For effective sickness absence management, it is essential that headteachers (or chair of governors in the case of the headteacher) show the employee that they are aware of the absence and have an interest in the employee’s health.  This should happen on every occasion of absence.

Return to Work Discussion

3.3	It is only courteous to enquire after an employee’s health when someone is returning to work after a period of absence due to sickness.  If the period of absence has been relatively short this will probably be sufficient but for longer periods of absence, say 10 days or more, a return to work pastoral discussion will be appropriate.  This should be conducted either by the headteacher (or head of a centrally managed service), deputy headteacher or assistant headteacher (or head of centre) as appropriate.  (At Broadway this will be carried out by the designated Sernior Teacher dealing with staff absence/cover).

3.4	The discussion itself may only last a few minutes.  It should take place within 3 days of the return or, at the end of a long-term absence, it may even be held shortly beforehand.  The basic purpose is to recognise that an employee has been off work, express interest in his or her health, and offer support and encouragement in the return to work, including any appropriate adjustments, temporary or permanent, to working arrangements.  Discussion can be particularly useful when an employee has been absent for many weeks or months and may be apprehensive about the return.  Reassurance should be supplemented by discussion of arrangements for sharing information about any new developments, catching up on news about colleagues and pupils, and re-arranging missed training opportunities.  Discussion about the reasons for absence should always be handled sensitively, balancing the need for the employer to have relevant information with respect for people’s attitudes towards, or wishes for confidentiality about, their medical conditions, pregnancy or disability.  Discussion should cover, when necessary, reasonable adjustments for disabilities, pregnancy or recommendations from Occupational Health.  If relevant new information about the employee’s health emerges during the discussion it may be appropriate to seek further advice from Occupational Health.  Occasionally an employee may seek a temporary or permanent change to his or her contract of employment to enable part-time working.

3.5	Return to work discussions should be supportive.  They should not be used to express doubts about the validity of a particular absence, deal with concerns about levels of absence, or raise matters of misconduct or capability.  Separate arrangements should be made for dealing with such matters in accordance with the relevant procedures adopted by the governing body.  Discretion should be exercised, in consultation with the Employee Relations Team, in the timing of those arrangements.

3.6	The matters covered in a return to work discussion should be summarised in an ‘aide memoire’ for retention in the school and a copy given to the employee.  The employee should be invited to comment on the ‘aide memoire’ and may share its contents with his or her representative.  There may be reference to the ‘aide memoire’ subsequently if further action is deemed necessary.

3.7	Any claim by the employee that his or her absence has been caused by an injury at work should have been reported to the headteacher during the absence.  The headteacher should have ensured the proper recording of the injury in accordance with the procedures of the authority and the school (including any accident book) and reported it to the authority on the appropriate form after a preliminary investigation.  A copy of each accident report should be given to the employee concerned.  Where appropriate and in particular if there is any doubt over the cause and extent of the injury the matter will be referred to Occupational Health.  If the investigations are complete and an agreed report received, any recommendations for remedial action not already implemented may be discussed at the return to work meeting, but if the matter is outstanding the headteacher, or other appropriate person conducting the interview should simply confirm that a report is awaited.

Further action – sickness absence investigation

3.8	It is not advisable to set a general level of “acceptable” sickness absence as, in accordance with their contracts of employment all employees are expected to work for 100% of the time.  Headteachers will need to make a judgement about whether the level of absence in the school, given all of the local circumstances, needs to be addressed.  Schools should investigate sickness absence levels when patterns have emerged that cause concern, or after two separate absences amounting to six days in total in a term.  Unless the headteacher is satisfied with the response to enquires made on the employee’s return to work or in a pastoral discussion, or there are special circumstances as described below, this investigation should include discussion with the employee in an absence monitoring interview.

3.9	All information relating to an employee’s sickness must be treated confidentially.  The principles of the Data Protection Act must also be followed in handling cumulative data from a number of employees.

Special circumstances revealed in sickness absence investigation

3.10	An employee with a terminal illness or life-threatening degenerative illness where the employee’s medical condition is known and will not improve should not be asked to attend sickness absence monitoring interviews.  Naturally, the school is expected to provide support and encouragement to individuals in these circumstances (and it may be some that external sources of funding are available) and this could well mean that other meetings, interviews etc are held at reasonable intervals.  However, such action does not part of a management initiative to reduce sickness absences.  The wishes of employees in these cases to keep their circumstances confidential must be respected.

3.11	Some employees may be absent from work as a result of an illness or injury subsequently diagnosed as constituting a disability.  Employees who develop a disability during the course of their employment should not automatically be considered unfit to continue working.  In these situations additional support to enable the employee to work effectively and to continue in employment may be available.  Contact should be made, for information and advice, with Employee Relations and/or Disabilities Adviser and the employee should be advised to seek advice from his or her union.

3.12	If the sickness absence is caused or is alleged to have been caused in whole or part by an injury at work the headteacher must report this to the authority immediately and seek advice on appropriate action, including determining the extent of injury allowance payable.  A copy of the report should be given to the employee.  The employee should ensure that the headteacher is aware of the cause of the sickness absence as soon as the absence begins and may seek the assistance of his or her union or professional association to ascertain that the necessary action has been taken.



3.13	All pregnancy related absence should be recorded in the normal manner, return to work interviews held and absences investigated.  The school has a duty not to endanger the health and safety of a pregnant woman.  There may be a referral to Occupational Health where it is thought appropriate, but it is not appropriate to count periods of sickness absence for reasons connected with the pregnancy in deciding whether to issue a notification of concern.  Women who are pregnant have a right not to be discriminated against because of the effect of their pregnancy on their ability to carry out the full range of their responsibilities whilst at work.

3.14	Occasionally an employee is taken ill whilst away from home, perhaps abroad on holiday.  In these cases there may be a delay in obtaining medical information, although the headteacher must take all possible steps to ensure that the employee is aware that normal procedures for reporting sickness and obtaining medical certificates apply and should seek advice from appropriate personnel officers if any difficulties arise.

Stress related to work

3.15	There is an obligation on employers to take into consideration an employee’s medical health and safety in the workplace.  An employer has a duty of care to its employees and a failure to carry out this duty could result in legal redress.  These provisions are particularly important when dealing with employee stress and there have been cases of employees receiving compensation because of the failure of their employer to safeguard their health.  Schools need to address the problems created by stress at work, and seek to prevent or at least reduce stress, as well as alleviating the effects of stress on the school’s workforce.

3.16	Governing bodies should adopt and implement the policy and associated guidance in ‘Mental well-being: Policy and Guidance for Dealing with Work Related Stress in Education Employees’.  They should also implement the provisions of ‘Raising standards and tackling workload: a national agreement’ and the consequent changes to the School Teachers’ Pay and Conditions Document requiring headteachers to “have regard to the desirability of teachers at the school being able to achieve a satisfactory balance between the time required to discharge their professional duties … and the time required to pursue their personal interests outside work”.  Statutory guidance accompanying the School Teachers’ Pay and Conditions Document states that “In transferring administrative and clerical tasks to support staff, headteachers should have regard to the suitability of the task to the member of staff’s current role; whether sufficient time is available or could be freed up; whether additional training is needed; and any implications for pay and grading”.  The statutory guidance also refers to the responsibilities of governing bodies for the health and welfare of headteachers.  Whilst schools cannot prevent stress arising from employees’ personal circumstances, they should fulfil their responsibilities under health and safety legislation by ensuring that the demands of the workplace do not place excessive pressure on employees.  This guidance for schools, particularly the discussions on returns to work and monitoring absences, will assist heads to judge at an early stage if one of the school’s employees is suffering from stress related to work.  If the early symptoms can be identified, then measures can be taken to protect the employee from situations that may exacerbate the situation and eventually lead to a breakdown.

3.17	In order to identify early symptoms there must be an environment of trust in schools whereby an employee is able to discuss problems or issues without feeling pressure and vulnerable to management action.  Measures which could be taken to protect an employee include reallocating duties, providing close support from a senior manager, encouraging the employee to seek advice and treatment from his or her general practitioner or consultant, or referral, through Schools Personnel Services, to the appropriate Occupational Health service for advice.  People suffering from stress find themselves feeling extremely vulnerable and they can easily become concerned at their future employment position, even when there is no foundation for these beliefs.  


Schools should therefore provide a supportive environment since this will materially improve the recovery process.  Absence monitoring interviews with employees at risk from work related stress should be conducted in accordance with this guidance.

Further action – absence monitoring interviews

3.18	Absence monitoring interviews must be based on reliable evidence justifying concern over levels of sickness absence and should therefore be preceded by proper investigation of the case.  An absence monitoring interview does not have to be preceded by a return to work discussion, because the pattern of absence causing concern may not have met the recommended criteria for a return to work discussion or because the employee may be absent on long-term sick leave.

3.19	The absence monitoring interview (see Appendix 4) should be conducted by the employee’s headteacher, deputy headteacher for whom such a responsibility is a designated duty, head of care (for residential staff in a residential special school) head of a centrally managed service, or deputy head of service for whom such a responsibility is a designated duty.  Its purposes are to investigate, to offer help and advice to the employee and to improve attendance.  The interview should be conducted in private with the sickness absence record available for discussion.  An employee has the right to be accompanied by a representative of his/her choice.  The discussion would normally cover the reasons for sickness absence, any remedial action that might be feasible, including the employee seeking further medical investigation where appropriate, and guidance from the authority.  A plan of action should be agreed and a date arranged for a second meeting to assess the outcome of the agreed plan.

3.20	There may be cases, usually of stress-related illness, in which an employee is unwilling to attend an absence monitoring interview because he or she associates the stress with the person conducting the interview and claims that the interview would exacerbate the stress.  In such cases the headteacher should seek further advice from the appropriate personnel officer, who may advise an initial meeting with the employee’s union representative.

3.21	The matters covered in the interview should be summarised in a ‘aide memoire’ for retention in the school and a copy given to the employee (see Appendix 5).  The employee should be invited to comment on the ‘aide memoire’ and will have the opportunity to share its contents with his or her representative.  The ‘aide memoire’ does not constitute a warning and should not be part of the employee’s personnel file.  It should be filed separately in confidence and may be used subsequently but only if further action is appropriate.

3.22	The headteacher should ensure that any action promised by management as part of the agreed plan of action should be taken as quickly as possible and that the employee’s absence record should continue to be monitored, on a rolling basis.





4.	ACTION FOLLOWING ABSENCE MONITORING – FREQUENT SHORT-TERM SICKNESS ABSENCE

	Considering whether further action is necessary and what is appropriate

4.1	Some of the most difficult cases to deal with relate to patterns of frequent short-term absence due to sickness where there is a shortage of evidence about the causes of the sickness.  When, despite the support offered during absence monitoring, the level of sickness absence becomes or remains unacceptable to the work of the school then (with the exceptions described above) there should be further action on the lines described below.

4.2	Before taking further action for frequent short-term absences due to sickness a headteacher should:

· obtain full details of the employee’s short-term absences due to sickness and examine the amount and patterns of absence, seeking advice when necessary as to whether these are reasonably a matter of concern;

· establish what medical evidence is available, and decide whether a report from the Occupational Health advisor is appropriate at this stage;

· consult the records of previous interviews, whether on return to work or for monitoring absence and check on action taken following those interviews;

· review the reasons given for absences, either in the sickness records or interviews;

· consider whether the sickness is related to work and, in light of reports from Occupational Health and/or the Health and Safety Officers, whether any action is appropriate on the part of the school;

· establish what advice has been given to the employee about the amount of sickness absence, the effect on the school, the need to reduce frequent short-term absence, the timescale for that reduction (a minimum of 13 working weeks is recommended, with an extended period in special circumstances), and the consequences of absences continuing at past levels.

· Consider whether a reduction has been achieved within the agreed timescale, whether that reduction is sufficient, and, if not, why sickness absence has not diminished.

	Where the headteacher has frequent short-term absences the chair of governors should seek help from an employee relations officer before carrying out the recommended action.

4.3	If there is clear evidence that the absences are not genuine headteachers are advised to seek further guidance on appropriate action.  In certain circumstances an effective means of improving short-term absence levels may be to ask employees to submit a medical certificate to cover every single absence, even for as short a period as 1 day.  However, there are practical difficulties in imposing such a requirement; the school would have to pay for such certificates and in many cases of single days of absence most medical practitioners would not be able to see the employee on the day of sickness, thus leading to some employees needing to take more time off work to visit their doctor (some doctors only hold surgeries or offer appointments during normal working hours).  Suspected abuse of the sick pay scheme should be investigated under the disciplinary procedure adopted by the governing body.



4.4	Having reviewed the situation as set out above, the headteacher should decide whether, given all the circumstances, the amount of absence due to sickness remains unsatisfactory.  If this is the decision, then the headteacher should ensure that adequate medical evidence, including a report from Occupational Health, has been obtained before proceeding further, and that the report includes a prognosis for the illness.  Then a judgement must be made as to whether it is reasonable to regard the unsatisfactory level of sickness absence as having an unacceptable effect upon the provision of education at the school.  This would be on the basis that it is not acceptable (even with a satisfactory medical explanation) for an employee to incur frequent short-term absences at regular intervals.  In this case consideration should be given to issuing a notification of concern.

4.5	There may be occasions when a previous headteacher has not held an absence monitoring interview or managed the situation.  Where such cases involve exceptionally high levels of absence the new headteacher should review the evidence as set out above and immediately seek advice from Employee Relations.

Review of the employer’s concerns

4.6	The headteacher (or head of service as the case may be) should write to the employee asking him or her to attend a meeting to review the employer’s concern.  Before sending the letter the headteacher should arrange a suitable date, time and venue with the employee’s representative.  The letter to the employee should give details of the meeting, including a statement of its purpose, copies of all relevant paperwork to be considered and confirmation that the employee may be accompanied by a friend or representative of his or her choice.  The employee will be invited to offer an explanation for his or her frequent absences, including any new information.  At the meeting the headteacher will, in the light of the information available, decide on one of the following options:

a) continued monitoring of the employee’s absence;
b) no further monitoring necessary;
c) support for the employee in pursuing an option in paragraph 3.7
d) issue of a notification of concern – see paragraph 3.8

4.7	There may be circumstances where an employee is suffering from genuine illness that results in absence on frequent occasions for short periods of time.  It will be necessary to discuss with the employee and his/her representative the options available, which may include a consideration of ill-health retirement or reducing contractual working hours, or stepping down to a job with less responsibility.  In order that the employee and his or her representative may consider these options, it may be necessary to adjourn the meeting.

Issuing a Notification of Concern

4.8	Once all options have been explored and if no other solution is readily available, the employee should be advised that, despite the fact that it is accepted the sickness is genuine, the school is unable to sustain the current level of absence.  The headteacher should explain that, although it has concern for the employee’s future, the school has an overriding duty towards its pupils.  The individual should be advised that if the number of sickness absences does not drop to a satisfactory level, further action might be necessary which could result ultimately in termination of the contract.  The headteacher will issue a notification of concern, confirmed in writing (see Appendix 6).  The notification will last for 39 working weeks.


4.9	13 working weeks after the date on which the notification was issued there will be a further meeting to review the level of absence in the expectation that it will have reached an acceptable level.  This meeting will be known as the ‘interim review’.  The employee will be offered the opportunity of being accompanied at the interim review by a friend or representative of his or her choice. The employee will be given the opportunity to offer an explanation if his or her attendance has not improved during the interim period.  The headteacher will give consideration to the employee’s representation but may feel the need to reiterate the importance of an improvement in the employee’s attendance.  Regardless of whether there has been sufficient improvement a further meeting will be arranged to take place 13 working weeks from the date of the interim review.  This second meeting will be known as the ‘formal review’.  If at the formal review the headteacher decides that the level of sickness absence has improved sufficiently the employee will be advised that if the improvement is maintained subsequently the notification of concern will lapse at the end of the 39 working weeks with no further review.  However, if the headteacher decides at the formal review that the level of attendance is still unsatisfactory, even if there has been some reduction in absence, the headteacher will warn the employee that if no significant reduction occurs within the remaining 13 working weeks then the case will be referred to the appropriate committee of the governing body with the power to review the situation and possibly decide that the contract of employment should be terminated.  This warning will be confirmed in writing as a final notification of concern (see Appendix 7). If, prior to the meeting, the headteacher is considering the latter course of action, an employee relations officer will also be in attendance at the formal review.

4.10	The formal notification of concern will last for 13 working weeks.  At the end of that period there will be another meeting at which the headteacher will either decide that the level of sickness absence has reached an acceptable level, in which case the notification will lapse, or decide that the level of sickness absence remains unacceptable and refer the matter to the appropriate committee of the governing body.  If, during the twelve months after the lapse of a final notification of concern the employee’s level of  absence due to sickness again becomes unacceptable, the headteacher will hold a further meeting with the employee and the employee’s representative at which the headteacher may decide to issue another final notification of concern.

4.11	An employee dismissed for frequent short-term absences will be dismissed for ‘some other substantial reason’ in failing to maintain a satisfactory level of attendance.

4.12	At each stage an employee has a right of appeal to the appeals committee of the governing body.  An employee wishing to exercise the right of appeal should notify the clerk to the governing body in writing within 10 working days of receiving the notification of concern, or final notification of concern as the case may be.

Special Leave

4.13	In the procedures set out in this document only the sickness absence of the employee is being monitored through this process.  Where permission is given for staff to take special leave for private domestic reasons, such as childcare responsibilities, this should not be subsequently linked to sickness absence.  Special leave under the authority’s contractual leave of absence scheme should always be sought in advance.  The headteacher has the discretion to grant leave, which must be paid leave where specified in the scheme, for up to a limited number of days, for purposes set out in the scheme.  Applications for special leave for other reasons or beyond the limits specified in the leave of absence scheme have to be considered by a committee of the governing body, which has discretion over whether to grant the leave and whether it should be paid or unpaid.  The headteacher and the governing body should be consistent in dealing with requests for special leave and should give an employee reasons when requests are refused.  


	Where a request for special leave is deemed unreasonable and is therefore refused, the employee has the right of appeal under the leave of absence scheme.  Employees also have a statutory right to reasonable time off for emergencies involving a dependent, but this time off is limited to the time needed to make alternative arrangements for the care of the dependant and is unpaid.  If there are longer-term demands on employees as carers of children it may be appropriate to consider up to 3 months’ unpaid parental leave under statutory regulations, or a temporary reduction in hours of work or even a permanent change to a part-time contract.

Time Off for Medical Appointments

4.14	Where an employee needs to attend for a routine appointment with his or her doctor or dentist, or for other medical purposes, then, as far as possible, it is reasonable to expect these to be arranged at a time outside of school hours.  However, urgent appointments may be necessary during school time and most hospital appointments do not offer flexibility.  In these cases the headteacher should satisfy himself/herself of the need for the individual to have time off from school by, for example, asking the employee for a copy of the medical appointment form.  When an employee’s medical condition requires long term treatment, the headteacher, employee and employee’s representative are recommended to discuss arrangements, with the employee seeking to make appointments during school holidays as far as possible and the headteacher accepting that on occasions the frequency of the treatment or the workload of hospitals may not be able to offer that flexibility.  The Disability Discrimination Act includes, in its list of reasonable adjustments for disabled employees, time off during working hours for rehabilitation, assessment or treatment.  Time off for medical appointments should be paid leave and does not count as sick leave.





5.	LONG TERM SICKNESS ABSENCE

5.1	When dealing with cases of long-term sickness absence employees must be treated with sensitivity, as they may not return to work.  The teachers’ associated and other trade unions also have an important role to play and find it helpful to be alerted to the long-term absence of a member so that they can give evidence, help and support.  The local education authority has found the help of the unions and associations in these cases to be of mutual benefit.

5.2	Whilst an entitlement to full sick pay may last for 100 working days (or 6 months for employees other than teachers) it is not necessary to wait for this length of time (when pay is reduced to half) before addressing the issues created by the long-term sickness absence.  There is a question of how long a school can wait before taking action – see guidance in 3.4.  It is necessary to remain sympathetic to the employee’s condition although it is inevitable at some point that the school’s needs effectively override it.  However, it is NOT appropriate to issue notifications of concern for an employee who is off work due to long term sickness.

5.3	The employee’s absence and medical condition should be reviewed at regular intervals, starting after 4 weeks of continuous absence.  At each review the headteacher should decide on any appropriate action, such as asking Schools Personnel Services for a referral to Occupational Health, taking account of a prognosis of the condition and an expected date for a return to work where available.  When the recovery from certain types of surgery can be estimated reliably a report from Occupational Health will not be necessary, but where the medical condition is not straightforward than a report should be requested after no more than 6 or 7 weeks of absence and possibly earlier.  A detailed diagnosis of the employee’s medical condition may be required or it may be that an assessment of the individual’s likely date of return is necessary before action in relation to the individual is decided.  Care should be taken to avoid giving the mistaken impression that any referral to Occupational Health means that retirement on grounds of ill health is under consideration.  It is important that matters are not allowed to drift and the appearance given that the absence is not being managed.  Regular consultation is absolutely essential so that the school is kept aware of the employee’s views on the prognosis and how this may affect the employment position.

5.4	When requesting Schools Personnel Services for a referral to Occupational Health the headteacher should provide the information set out in section 6.

5.5	With the prior agreement of the employee a welfare visit to the employee (at home or at a neutral location) is recommended to ascertain progress and offer support if required.  Headteachers are advised to write to the employee in the first instance, expressing the interest and good wishes of colleagues and asking whether the employee would like a visit from one of them.  In some cases, for example when an absence is due to a stress-related illness, extra sensitivity is needed in contacting the employee.  Suggestions for a model letter are appended (Appendix 8) and headteachers can adapt them to the particular circumstances of a case.

5.6	Medical information, whether from a doctor’s certificate or from Occupational Health, will be essential to discussions about appropriate action.  If there is a prognosis of full recovery (for example, after surgery) then the school will await the employee’s return (a phased return may be appropriate – see section ….. below).  If partial recovery is predicted the employee may be able to resume employment, but may need some adjustments to working arrangements.  Employers are required to consider reasonable adjustments if the condition comes within the scope of the Disability Discrimination Act (see Appendix 9).  Consideration might be given to a reduction in contracted redeployment. 


	 If medical information indicates that there is no prospect of the employee becoming fit to return to work in the foreseeable future there should be discussions with the employee or the employee’s trade union or professional association.   These discussions are likely to concentrate on ill-health retirement, but there will be cases in which this may not be a suitable option (such as terminal illness) or cases in which medical practitioners disagree over the permanency of the prognosis.  Throughout the discussions the emphasis should be on preserving dignity for the employee at the same time as meeting the needs of the school.

5.7	Teachers apply through their local education authority directly to Teacher’s Pensions for ill-health retirement benefits and should obtain the necessary forms from Schools Personnel Services.  If ill-health retirement benefits are granted a teacher is required to resign as soon as possible.  The Local Government Pension Scheme only provides for the employer to apply on an employee’s behalf and requires the employer to dismiss an employee awarded a pension on the grounds of permanent ill-health.

5.8	If all other options have been discussed without an agreed acceptable outcome, it may be appropriate to consider whether to instigate a process leading to the termination of employment.  This is most likely to occur when the employee has been absent for a year or more, sick pay is due to expire and there seems no prospect of a return in the near future, but the pension authorities do not regard the illness as permanent and refuse ill-health retirement.  The headteacher should take advice from Employee Relations and will need to consider the following factors:

· the views of the employee and in particular the employee’s expectation of being able to return to work within a reasonable period ot time;

· the nature of the illness;

· medical information and advice, particularly a prognosis and including the length of the absence to date, and the likely length of the continuing absence;

· the effect of the continuing absence on the work which needs to be done.

Further information on termination of employment is given in Section 7.


6.	GUIDELINES ON PHASED RETURNS TO WORK AFTER ABSENCE DUE TO SICKNESS

6.1	Where an employee has been declared fit after a long absence from work due to illness it is advisable to consider whether, as part of the duty of care towards employees, the return to work would be achieved more effectively on a phased basis.  These guidelines are intended to help schools make arrangements for a phased return, where appropriate, and to manage the process well, both for the sake of the individual and the school/service.

6.2	Separate consideration should be given to cases in which the employee’s general practitioner or the authority’s occupational health adviser deems the employee not fully fit but capable of reduced duties to help with rehabilitation.  These circumstances do not fall within the definition of a phased return.  Depending on the reasons for the medical advice, consideration may be given to reasonable adjustments in the form of a temporary alteration to the contract of employment.

Definition

6.3	A phased return to short term arrangements for an employee declared fully fit to return to adjust to his or her normal duties and hours of work through temporarily shorter hours and a reduced workload and/or responsibilities, with an agreed plan to build up to full contractual hours and responsibilities by the end of a defined period.

Arranging a Phased Return

6.4	This will normally be on medical advice, but a headteacher may suggest to an employee declared fully fit by his or her medical practitioner that he or she adjusts to a return to work over a short period.  Likewise an employee or his or her representative may ask the headteacher to consider allowing a return to work on a phased basis.

6.5	Where a headteacher has been absent from work for a long period due to illness the authority will, usually through the Employee Relations Team in consultation with Schools Management Support Officers were appropriate, advise the designated governor on a phased return to work.

6.6	A meeting should be arranged with the employee, who should be told that they may be accompanied by a friend or representative of his or her choice when an agreed plan should be drawn up.  In developing the plan, reference should be made to the following guidance on duration and duties and responsibilities.

6.7	A phased return to work should always be limited in duration.  Depending on the nature of the illness, the length of the absence and the advice of the Occupational Health Adviser, the return should be phased over an appropriate period (up to a maximum of 7 weeks).  The plan should also specify the initial number of days per week to be worked together with the minimum hours on those days.  There should be a minimum of 3½ days a week in the first instance, and more where this is considered appropriate.  There should be a planned increase in hours over the defined period.

6.8	The exact duties undertaken will naturally vary depending on the job, the needs of the individual and those of the school.  Some flexibility may be necessary on the part of everyone concerned.  Often, it will be reasonable to reduce additional responsibilities, but as a minimum a teacher should normally be expected to carry out most aspects of his or her normal duties, albeit for reduced hours, from the beginning of the third week of the phased return.  When appropriate the arrangements should take into account the requirements of the Disability Discrimination Action.  The agreed plan should be confirmed in writing.



6.9	A review meeting should be arranged.  If the phased return is for a period of 2 or 3 weeks, this may be the end of that period.  Otherwise, review meetings should be held every 2 or 3 weeks.  A note should be kept of all review meetings.

End of Phased Review

6.10	At the end of the agreed period (including any extension agreed during review meetings) most employees will have successfully returned to their full duties and responsibilities.  Otherwise arrangements should be made for a referral to Occupational Health as a matter of urgency.

Salary

6.11	Whilst on an agreed phased return, full contractual salary should be paid.

6.12	A return to work after a period of long-term sickness absence that does not meet the above guidelines is not a phased return to work.  This does not mean that headteacher cannot agree a return to work that is more generous than that contained above.  In certain circumstances it may be a sensible way forward so that work is used as a form of rehabilitation or, perhaps, as a reasonable adjustment in order to comply with the previsions of the Disability Discrimination Act.  However in these latter circumstances it would also be legitimate for the headteacher, during discussions about the format of the return to work, to raise the issue of either a temporary or permanent change to the employee’s contract of employment.

6.13	The Disability Discrimination Act offers additional protection to disabled employees and headteachers may find further advise useful.  Additional guidance on an employer’s obligations under the legislation is attached as Appendix 9.




7.	REFERRAL FOR AN OCCUPATIONAL HEALTH ASSESSMENT

Purpose of a medical assessment

7.1	The purpose of an occupational health assessment is to allow a headteacher of head of a centrally managed service to take a considered decision, based on medical evidence, or an employee’s medical condition in order to make efforts to reduce the effect of sickness absence on the provision of education to a minimum and to ensure that the employee receives appropriate advice and support.

Reasons to refer an employee

7.2	A referral may occur for a number of reasons including the following:

· a headteacher is entitled to know, subject to the Data Protection Act and matters relating to patient confidentiality, what is causing an employee’s sickness absence so that measures can be taken to reduce its effect on the work of the school (such information must be kept confidential);

· in order to receive advice on ‘reasonable adjustments’ (in accordance with the Disability Discrimination Act) and/or where redeployment may be an option;

· a medical assessment is necessary before a retirement on the grounds of permanent ill-health can be considered.  In such cases previous involvement of the Occupational Health Practitioner through an earlier referral is usually of great value.

· The Occupational Health Practitioner may have access to specialist medical help, for example, a counselling service or physiotherapy, which could assist the recovery process.

When to refer an employee

7.3	It is recommended that referrals occur when one or more of the following conditions are satisfied:

· When an employee’s sickness absence is giving cause for concern because of the incidence, pattern and level of absence, for example where there is a pattern of persistent but short-term illness;

· When a headteacher or, in respect of the headteacher, the chair of governors, is concerned about aspects of an employee’s health that may adversely affect that person’s ability to carry out all the duties of the post, for example, where there may be signs of stress, alcohol of other substance abuse.  In these cases the headteacher must have discussed these concerns with an individual before a referral occurs.

· In any event, in a situation where an employee has been sick continuously for a long period of time and there is a lack of clarity in the headteacher’s mind about whether the employee may be able to return to work;

· Where a school has doubts about the ability of the employee to perform the duties of the job following an accident or illness.



Informed consent to a referral

7.4	Each employee’s conditions of service allow him/her to be referred for a medical examination at the employer’s discretion.  However, in respect of medical ethics, it is necessary for the headteacher to obtain an employee’s informed consent to a referral to Occupational Health.

7.5	A discussion should occur with the employee before a referral is made.  A referral is an important signal to the employee that the school is anxious to play its role in trying to arrange a return to work at the earliest opportunity and the role of teacher associations and the other Trade Unions, as partners in this exercise, is acknowledged and appreciated by all concerned.  The Trade Unions accept the principle that an employer has the right to keep in contact with an employee who is sick and support the Occupational Health for referrals for sick employees, recognising that there are major benefits to all parties by engaging in this process.  In cases of frequent short term absences, discussion with the employee would normally take place during an Absence Monitoring interview.  In cases of long term sickness it may be more difficult to discuss a referral to Occupational Health with the employee, especially when previous contact with the employee indicates that a discussion in person may be difficult to arrange.  In such circumstances the headteacher should write to the employee explaining the reasons for the proposal for referral and either invite the employee to a meeting, accompanied by his or her union representative, or suggest that the employee disucss the proposal directly with that union representative.  A headteacher may be concerned that the recommended level of contact with employees during this process may lead to accusation of harassment, especially in cases where difficulties have occurred between the headteacher and the employee.  In such cases the headteacher may find that the best way of dealing with a proprosed referral in a sensitive and sympathetic manner is to ask an appropriate colleague to make the arrangements of possibly seek the help of a trade union representative in persuading the employee of the benefit of an occupational health assessment.  In those cases where, despite these approaches, an employee seems reluctant to agree to a referral or the headteacher is unable to delegate any of these responsibilities to a senior colleague, he or she may wish to contact the Employee Relations Section.  If the process of referring someone to Occupational Health as outlined in these paragraphs is followed and the person to be referred is treated with sympathy and consideration, it is far less likely that an accusation of harassment will be made or could be justified

7.6	If an employee refuses to give informed consent to an occupational health referral then the headteacher (or designated governor in the case of a headteacher’s absence), is entitled to take action based upon the information that they do possess.  This could include referring a case to a committee of the governing body for formal consideration.  Nevertheless, it is still important for an employee to give informed consent to a referral and for an employer to do all in its power to obtain such consent.

Preparatory information prior to referral

7.7	Before an employee is seen by Occupational Health it is essential for headteachers to provide sufficient factual information, with as much details as possible, about the particular case so that Occupational Health can offer an assessment on the issues that have been highlighted.  This factual information should exclude any opinion or judgements that cannot be substantiated by factual information.  The headteacher should also specify any particular aspects of the case on which he or she would like to have medical advice.  The employee is entitled to receive a copy of such advice.



7.8	Amongst the information a headteacher should consider providing are

· the employee’s personal details (name, date of birth etc)

· details of the job the person does at the school

· any specific requirements of the job or relevant detail from a risk assessment that may affect the health or the employee.  If there are any significant events that are occurring or are known about for the future, at the school, for example an Ofsted inspection, then Occupational Health should be informed.

· any reasonable adjustments that have already been made to the employee’s working environment/job.

· details of the employee’s sickness absence record over the last 2 years, including reasons for absence where they are known.

· information about the health issues that are causing concern such as the impact of any symptoms on the individual’s ability to carry out his/her usual role.

· information on any work-related factors which might be impacting on the employee’s fitness to work including any measures the school has taken to address them.

· the employee’s views of his or her sickness absence and specifically whether there are any outstanding work related issues.

· whether there are any outstanding disciplinary, grievance or capability issues

· the school’s view on any arrangements that might be suggested to facilitate a return to work

· confirmation that the employee knows that the referral for a medical assessment has been made, with evidence of informed consent

· where an employee is re-referred – or a further appointment has been made by Occupational Health – it is important that Occupational Health is informed of any development affecting the person’s health that may have occurred since the person was last seen.

Information from Occupational Health

7.9	Clearly when the school is able to provide Occupational Health with the maximum amount of relevant information then, equally, the school is entitled to expect the maximum amount of useful information in return.  However, it is important to realise that if a particular question has not been asked by the headteacher then it may not be answered!  Amongst the information that a school can reasonably expect to receive from Occupational Health would be some or all of the following, depending upon the individual circumstances of a case and the specific questions asked.

· Occupational Health’s view on the cause of the condition, particularly if it is work related.  In arriving at an assessment it is important to distinguish between an employee’s view of his/her condition and that of the Occupational Health practitioner

· Occupational Health’s prognosis of the condition (without disclosing information that would be regarded as confidential) and how long it is expected to last

· Whether the condition, in the opinion of Occupational Health, may possibly have implications for the school in terms of its responsibilities under the Disability Discrimination Act

· The likelihood of a return to work or the minimum likely period of absence

· Whether any alterations to working arrangements or conditions would be of benefit and whether they are likely to be temporary or permanent

· Whether redeployment should be considered and what kind of employment is likely to prove of benefit to the employee

· Whether the employee may or in the future may, in the practitioner’s view, meets the criteria of the appropriate pension scheme for early retirement on health grounds

· Whether the employee will be able to return to work within the foreseeable future

· Whether the employee will be seen again and, if so, when.

Making a referral

7.10	A referral is made by contacting the relevant personnel office in Schools Personnel Services (or Learning and Culture Personnel in the case of centrally managed employees).  The Officer will make all the necessary administrative arrangements for the medical examination to occur and will also ensure that the headteacher receives a copy of the Occupational Health report.  There are no specific timescales for referrals to Occupational Health but some cases are more complicated than others.  The providers have undertaken to arrange them as quickly as possible.  Headteachers should keep in contact with their personnel officer who will be able to provide information on the progress of particular referrals.  Support staff will, in most instances, be seen by an occupational health advisor.  These guidelines also apply to teachers who are employed in centrally managed services.


8.	SICKNESS ABSENCE, DISMISSAL AND THE LAW

8.1	Employers must have followed the correct procedures with care when dismissing an employee, particularly on the grounds of genuine proven ill-health or persistent short term absence which may or may not arise from an underlying medical condition.  The key points to note are that:

· Providing the employer acts reasonably throughout, employees may be fairly dismissed for absence due to ill health.

· The LEA as employer must seek medical advice.

· If evident suggests that an employee’s sickness absence may not be genuine then the case should be treated as one of misconduct, and normal disciplinary procedures followed (which include investigation of the allegation).

· Long term sickness absence with underlying medical conditions should be approached differently from short term absences where no single, underlying medical condition is apparent.

· There must be a fair review of the sickness absence record and, in the case of persistent short term absences, the appropriate notifications of concern must be given and time for an improvement to occur, before the absence can be treated as sufficient reason for dismissal.

· The employer may treat the employee’s level of attendance as unacceptable, and set a minimum standard which, if not attained, may lead to further action and possibly to dismissal.

· It is essential that full consultation takes place with the employee throughout the period of absence, through the employee’s union or professional association where appropriate and agreed.

· The decision to dismiss is not a medical question but a management one to be answered in the light of the available medical evidence.

· The employer meets the statutory test of reasonableness by taking into account the nature of the illness, the likely length of absence, and the need to have the employee’s work done.  The question that the Employment Tribunal asks is whether the employer could be expected to wait any longer, and if so, how much longer?

8.2	Any decision to terminate the employment on grounds of medical incapability will be the responsibility of the Governing Body of a school, based upon recommendations from the medical assessment, Learning and Culture Personnel and the employee and/or representative acting on their behalf.  There should be no attempt to introduce other grounds for dismissal.  In the case of an employee awarded an ill-health pension the rules of the Local Government Pension Scheme require the employer to terminate employment immediately, so the appropriate committee of the governing body should be convened as soon as possible, in accordance with the appropriate procedures, to enable the employee to receive the pension without delay.


8.3	Before recommending the appropriate committee of the governing body to determine that an employee should cease to work at the school the headteacher should consult an employee relations officer, to ensure that all statutory requirements and contractual procedures are followed.  In community, community special and voluntary controlled schools, and in voluntary aided and foundation schools whose governing body has granted advisory rights to the local education authority, the authority has the right to be represented at all proceedings leading to a determination that an employee should cease to work at the school.  Before seeking advice on the conduct of the proceedings and the evidence to be presented to the committee, the headteacher should check that all relevant aspects of the guidance in this document have been followed. Heads of centrally managed services should seek advice on the specific procedures applying to centrally managed teachers, as these differ from the procedures for support staff in those services.


9. ABSENCE REPORTING PROCEDURE FOR STAFF AT BROADWAY – DIRECTIONS FOR ALL STAFF

9.1	The School is responsible for reporting your absence which results in the calculation and payment of your entitlement to Statutory Sick Pay and Occupational Sick Pay in accordance with your conditions of service.

9.2	If you are unable to attend work as a result of sickness you must, in all circumstances, follow this procedure to avoid loss of pay and ensure that our School can deliver effective teaching and learning to all our students at all times.

9.3	Day 1

On or before the first working day of sickness absence, you must immediately contact  the School Cover Administrator on 0121 464 8836 by 8.00am at the very latest, stating the following:

· Nature of the illness
· Date illness commenced
· The date on which you expect to be fit for work.  If you do not know when you expect to be fit to return to work, you must contact the Cover Administrator each day that you are absent.  The same time limits apply as if it were the first day.
· If the absence is attributable to an injury sustained at work, the designated Senior Teacher for cover will require further details from you if this is the case, in order that the correct procedure can be followed.

Neither text messages nor emails are acceptable as they have, in the past, not been received in time to make appropriate alternative staffing arrangements.

All staff must contact the Cover Administrator  to inform her of their absence and their line manager to set their cover work with the exception of the Senior Leadership Team who must contact the Headteacher.

9.4	Day 4

You should make contact with the Cover Administrator no later than the 4th day to either confirm that you will be returning to work as previously notified or that you will be arranging to see your Doctor with a view to obtaining a Doctor’s Statement.  If you are absent between four and seven days you will be required to fill in a Statutory Sick Pay (SSP) form on your return to work which must be returned to the Cover Administrator.

9.5	Day 8

If you are absent for 8 calendar days or more you must produce a Doctor’s statement (Fit Note from 6.4.10).  This must reach the Cover Administrator as soon as possible on or after the eighth day.  You are advised to see your Doctor as soon as possible so that a note can be produced on time.

The fit note will provide the information the school needs regarding your absence from work beyond 7 days.

On return to work after any period of absence, you must sign a statement self-certification form (Statutory Sick Pay – SSP) detailing the reasons for absence up to and including the first 7 days in order to claim benefit for this initial period.

For a summary of certification required for sickness absence see Appendix 1.

9.6	When You Return to Work

You must inform the Cover Administrator immediately upon your return to work.

You may also be invited to a return to work discussion with the designated Senior Teacher.  This is always the case for staff who have been absent for 4 days or more.  (See Appendix 3 – Return to Work Interview Aide Memoire).

If you are uncertain about any of these instructions or need further information, please contact the designated Senior Teacher for Cover.

9.7	Sickness Absence Records

The School will confidentially record and hold records of sickness absence of all staff.  Individual records will be updated after each absence and reviewed on a regular basis.




10. PROCEDURE FOR PROVIDING COVER WORK IN THE EVENT OF AN ABSENCE FROM BROADWAY

In the event of absence from school teaching staff should take note of the following: 

· For absences known in advance eg. school trips, courses, hospital appointments etc, a standard cover lesson plan sheet should be completed (see Appendix 2).  These are available from the staffroom or either admin office and on the school T drive (in cover and called cover lesson schedule).  When complete these should be placed in the appropriate Year’s cover trays (outside the staffroom on the ground floor at PBC or in the staffroom at AC).

· In the event of illness (unless the serious nature of the illness prevents), cover work needs phoning into or emailing to a line manager so they can complete a cover lesson plan and put in the appropriate Year cover tray.


	







APPENDIX 1


CERTIFICATION OF SICKNESS ABSENCE


Uncertificated Sickness

A sickness absence of 1 to 3 calendar days does not have to be supported by a medical certificate, nor is the employee required to compete a self-certification form.  However, the employee must inform the school on their first day of sickness in accordance with the school’s procedure for reporting absence.  The employee may or may not have consulted their doctor.

Self-Certificated Sickness

In the case of an absence which is longer than 3 consecutive calendar days but less than 8 days the reason and duration of the illness must be written on a self-certification form by the employee and handed to the head teacher (or other designated person).  Self-certification forms should be kept by the school and may be completed by the employee on returning to work if that return occurs within or at the end of the period of 7 calendar days.  The employee may or may not have consulted with their doctor.

Certificated Sickness, including fitness to return to work

In the case of an absence of more than 7 consecutive calendar days a medical certificate completed and signed by a qualified medical practitioner must be supplied.

The Birmingham City Council Staff Handbook (for non-teaching employees) states that “subsequent doctor’s statements shall be submitted to cover their absence if it extends beyond the period covered by the initial statement, at the same intervals as required for national insurance purposes and at similar intervals in respect of the period for which SSP is payable.  In cases where the first doctor’s statement covers a period exceeding 14 days or where more than 1 statement is necessary the officer must, before returning to work, obtain a final statement as to their fitness to resume duties”.

The national conditions of service for teachers include similar provisions.

The periods of absence covered by doctor’s certificates will vary.  In appropriate circumstances they may cover a few months.  If a single certificate is for several months the headteacher should seek advice, from the appropriate personnel officer in the first instance.


APPENDIX 2
COVER LESSON SCHEDULE

	ABSENT MEMBER OF STAFF
(including code)
	
	DATE
	

	PERIOD: 
Class: 					Subject: 					Room: 		

Theme/Topic:  												
													
													
Lesson Objectives: 											
													
													
Cover Details: 												
													
													
													
													
													
													
													
													
													
Feedback from cover member of staff: 									
													
													
													
													
													
													

After the lesson the cover member of staff is to place this sheet along with any work completed in the appropriate member of staff’s tray in the staffroom (see code at top of sheet).





APPENDIX 3

RETURN TO WORK INTERVIEW (AIDE MEMOIRE)

Member of Staff: 											
		
Period of Absence (Dates): 										


1. Briefly, what was the reason for your absence?  							

													

													

													

2. Did you see a Doctor and/or undergo any medical treatment?  YES /NO
												

													

												

3. Have you completed and returned the necessary paperwork?  YES  /  NO

														

														

														

4. Do you feel fit enough to return to work?  YES  /  NO

													

													

													

5. Are there any duties you are not fit to undertake at this time?  YES  /  NO

													

													

													


6. If you were absent through injury, was this the result of an accident or assault at work?  YES  /  NO

													

													

													

													

7. Do you have future appointments as a result of this absence?  YES  /  NO

													

													

													

													

8. Does the school need to be made aware of any issues in relation to your absence/provide support upon your return to work?  YES  /  NO

													

													

													

													

9. Any other comments

													

													

													

													



Signed	Senior Teacher: 							Date:			

	Member of Staff: 							Date:     		

APPENDIX 4
HOW TO CONDUCT ABSENCE MONITORING INTERVIEWS

1. It is important not to confuse these interviews with return to work/pastoral interviews whose purpose is quite different.  Circumstances in which absence monitoring interviews are appropriate are described in paragraphs 3.18 to 3.22.

1.1 The interview should be conducted by the headteacher, deputy headteacher (or head of care in a residential special school) or head of service.  A request from the employee to discuss the situation with a person of the same sex, ethnic origin or age should be accommodated wherever possible.  If neither the headteacher nor the deputy matches the specified criteria then the employee should be advised that he or she may choose his or her representative accordingly.  The headteacher should also make clear in advance that he or she will not be seeking to discuss confidential medical details, simply the effects of the absence on the employee’s attendance at school.

1.2 Preparation

As with any interview the headteacher should have the relevant facts and figures to hand, be clear on the purpose of the interview and have a basic outline of the points to be covered when preparing for the interview;

· obtain the attendance record and make a note of the number of days absence and how many separate periods of absence there are;

· check the reasons given for the absences

· examine what action has already been taken

· decide whether it would be advisable to consult with Schools Personnel Services in order to discuss options, proposals etc

· be clear that the ultimate purpose of the meeting is to improve attendance.  This may be achieved by a number of methods including: giving help and support, referring someone to Occupational Health, and taking measures to improve the motivation and morale of the workforce;

· invite the employee to have a teacher association/trade union representative present (or other person of their choice) and allow reasonable time for representation to be arranged.

1.3 Conduct of Interview

The interview may prove to be difficult and it is important to follow certain principles and to conduct the exchange with courtesy and proper regard for the potential sensitivity of the subject.  Accordingly the head should:

· explain the purpose of the interview and acknowledge the potential sensitivity of the subject matter;

· try to encourage discussion, by inviting the employee to explain how long the absences may last (the interview is not an interrogation but without knowing what the problem is, it will not be possible to do anything about it)
· explore any discrepancies with the employee

· explain why attendance levels are important to the school, that there is a commitment to provide good education for pupils and that excessive levels of absence undermine this commitment

· try to reach joint solutions to any problems identified

· concentrate solely on sickness and attendance, ensuring that discussion of other performance issues does not occur (however tempting it may be to introduce other “issues” the interview is for a specific purpose and is not a performance appraisal or disciplinary hearing)

The headteacher is advised to consider the following factors and, where appropriate, explore them with the employee:-

· emotional or domestic problems giving rise to the possibility of underlying health problems

· problems within the working environment particularly working relationships

· a chronic health problem which may be receiving medical attention but which leads to regular, although not constant, incapacity for work (monitor or deal with as for a long term sickness);

· a chronic health problem which is receiving medical attention but which may take some time to respond to treatment and/or may have some unfortunate side-effects.  In addition to showing sympathy for the condition it is important that enquiries are made about how long care/ treatment will take.





APPENDIX 5
ABSENCE MONITORING INTERVIEW – AIDE-MEMOIRE

Date of Interview: 						

Name of Employee: 						

Present: 												

Number of absences: 				 Number of working days absent: 			

Reason for absences (for example, influenza, infection, migraine, post-operative recovery – to be taken from the sickness absence certificates already submitted to the school, and having regard to the list of reasons for absence accompanying the authority’s weekly absence return):
													
													
													
													
													

Summary of discussion:
													
													
													
													
													

Actions agreed:
													
													
													
													
													

Date signed: 					 as a correct record of the meeting

Signed by the Headteacher 					 (or, in the case of an absence of a Headteacher, by the Chair of Governors)


A copy of this note is to be sent to the employee with an invitation to comment on its contents and the original is to be kept by the headteacher in the school


APPENDIX 6

MODEL TEXT FOR REQUESTING AND GIVING INFORMATION ON SICKNESS ABSENCE IN A REFERENCE

Requesting information

The Authority has recommended to schools a policy for managing staff sickness absence in educational establishments to provide support to the employee and improve levels of attendance.  Please give brief details of any pattern of sickness absence of 				 which has led you formally to address the level of absence under  the policy adopted by the governing body of your school for managing staff sickness absence.

Responding to request for information

Either

In relation to your request for information about absence due to sickness there has been nothing in the sickness record of 			 which has led me formally to address the level of absence under the policy adopted by the governing body of this school for managing staff sickness absence in educational establishments.

Or, for example,

In relation to your request for information about absence due to sickness 			 was absent for a period of 				 last year following a road traffic accident.  In his/her return to work adjustments were made to help with mobility around the school, and I am pleased to say that he/she is undertaking normal duties without any difficulty.

Or, for another example

In relation to your request for information about absence due to sickness 			 was absent for short periods due to an underlying medical condition, which, after some time, has responded satisfactorily to treatment so that 				 is now attending school normally.



APPENDIX 7

MODEL LETTER RELATING TO NOTIFICATION OF CONCERN



Date: 							

Name and address of employee

Dear

Notification of concern about absence due to sickness

I am writing to confirm the outcome of our meeting on 			   at  		  in which we reviewed your sickness absence record.  In the meeting I explained that, having discussed your absence record with you on previous occasions, your level of attendance is below that which is required and is causing difficulties in the workplace.  Over the last 	 months your absence record due to sickness has been as follows:

Dates 				 	Total Days 			Reason for Absence 		

In view of the level of your absence due to sickness I confirm a formal notification of concern, with immediate effect.  It will last for a total of 39 working weeks (working weeks being defined in accordance with your conditions of service).  After 13 working weeks there will be an interim review and after another 13 working weeks a formal review of the level of your sickness absence in the expectation that it will have reached an acceptable level.  If there is the required improvement in your attendance by that time and that improvement is maintained subsequently this notification of concern will lapse at the end of the total period of 39 working weeks with no further review.  If the required improvement is not achieved by the time of the formal review you may be given a final notification of concern at that point in accordance with the procedure for managing staff sickness in educational establishments.

If you consider that this notification has been issued inappropriately, you have the right of appeal to the appeals committee of the governing body.  If you wish to exercise that right you should notify the clerk to the governing body within 10 working days of receiving this letter.

I trust that you will be able to attend work on a regular basis with the aim of achieving improved attendance.   If you have any problems that make it impossible for you to attend work, I would urge you to tell me immediately so that we can try to find a satisfactory solution.  I have explained to you the difficulties we face when you fail to attend school and the effect that this has on the effective provision of education.  I trust that this notification will lead to the improvement required and that no further action will be necessary under the procedure.

I enclose an additional copy of this letter for you to pass to your representative.

Yours sincerely

Headteacher


APPENDIX 8

MODEL LETTER RELATING TO FINAL NOTIFICATION OF CONCERN

Date: 							

Name and address of employee

Dear

Final notification of concern about absence due to sickness
		
I am writing to confirm the outcome of the formal review meeting on 			  at 		 in which we reviewed your sickness absence record in the light of the notification of concern issued to you on 		.  In the meeting I explained that your level of attendance is below that required in that notification of concern and continues to cause difficulties in the workplace.  Over the last 26 working weeks your absence record due to sickness has been as follows:

Dates				Total Days		Reason for Absence

In view of the continuing unacceptable level of your absence due to sickness I confirm this final, formal notification of concern, with immediate effect.  It will last for a period of 13 working weeks at the end of which I will again review your level of absence in the hope that it will have reached an acceptable level.  If there is the requirement improvement in your attendance by that time this notification of concern will lapse.  If the required improvement is not achieved I will refer the matter to the appropriate committee of the governing body to consider whether your attendance is likely to improve and the impact your absences are having on the school.  Depending on the situation and the medical advice available, the committee may consider termination of your contract of employment.

If you consider that this notification has been issued inappropriately, you have the right of appeal to the appeals committee of the governing body.  If you wish to exercise that right you should notify the clerk to the governing body within 10 working days of receiving this letter.

If there are changes to your circumstances which will affect the level of your absence due to sickness please let me know as soon as possible, so that we can discuss other appropriate solutions to the situation.

I enclose an additional copy of this letter for you to pass to your representative.

Yours sincerely



Headteacher



APPENDIX 9

MODEL LETTER PROPOSING A VISIT TO AN EMPLOYEE ON LONG-TERM SICK LEAVE


Dear

*Select options as appropriate or amend to suit particular circumstances

Either

I hope that you are making good progress following your recent operation/accident/illness.  Your colleagues have asked me to send you their best wishes.  I understand that you have kept in touch and that 			 has been to see you/would like to come and see you.  [*I understand that 			 has been in touch, and I myself would like to come and see you.]  If you would like a visit, or if there is any other support which you feel the school could offer, please let me or the school secretary know.  If it is not convenient to call on you at home and you are well enough to go out a meeting could be arranged at another, suitable venue.

Or

I have been sorry to hear of your illness and your colleagues have asked me to send their best wishes.  If you feel well enough to receive visitors we would be pleased for one of us to come and see you.  If you would like a visit and if there is anyone in particular you would like to see or if there is any other support which you feel the school could offer, please let me or the school secretary know.  If it is not convenient to call on you at home and you are well enough to go out a meeting could be arranged at another, suitable venue.

[When the absent employee is the headteacher the letter would be signed by a designated governor or an appropriate officer of the authority].


APPENDIX 10

DISABILITY DISCRIMINATION ACT


The Disability Discrimination Act 1995 was passed with the purpose of eliminated discrimination against disabled employees.  The provisions of the Act do place obligations on schools to make ‘reasonable adjustments’, wherever possible, to enable disabled employees to continue in their posts.

Definition of disabled employee

An employee will be regarded as being disabled for the purposes of the Act if ‘he/she has a physical or mental impairment which has a substantial and long term effect on his/her ability to carry out normal day-to-day activities’.  Any impairment must have lasted for at least 12 months, or be reasonably expected to have lasted for that period.  The physical or mental impairment must be real.  How an employee carries out his duties following his /her disability is relevant information in deciding whether his/her impairment is substantial.

An impairment is to be taken as affecting normal day-to-day activities if it affects an employee with regard to mobility, manual dexterity, physical co-ordination, ability to lift, carry or move everyday objects, speech, hearing, eyesight, memory and ability to concentrate, learn or understanding, or perception of risk or physical danger.

To come within the meaning of the Act a mental impairment must arise from a clinically well-recognised illness.

If an impairment ceases to have an impact on a person’s ability to carry out day-to-day activities then the person will still be regarded as disabled if the condition is likely to re-occur.  Additions to alcohol, nicotine or other substances do not amount to an impairment for the purposes of the DDA.

Discrimination Against Disabled Persons

It is unlawful for an employer to discriminate against a disabled person:

a) In the arrangements he makes for deciding whom to employ;

b) In the terms he offers that person employment; or

c) By refusing to offer, or deliberately not offering him/her employment.

It is unlawful to victimise a person (whether disabled or not) because that person has brought proceedings under the Act, given evidence or information in connection with such proceedings, or made allegations that someone has contravened the DDA.  Any allegation must be made in good faith in order to be protected.

Meaning of Discrimination

A person discriminates against a disabled person if:

a) For a reason which relates to that disability, he treats him/her less favourably than he treats others to whom that reason does not apply; and

b) he cannot show that reason is justified.

The comparison is to be made with others to whom the reason for the treatment does not apply, even if their circumstances are different from the disabled person.  Thus to dismiss a person who is absent from work for a long time because of sickness is less favourable treatment when compared with the non-dismissal of a worker who is still performing his work.  The key to a defence is therefore b) above.  In this connection treatment will only be justified if, but only if, it is both material to the circumstances of a particular case and substantial.  This will include taking into account the circumstances of both the employer and employee.  If an employer can demonstrate that treatment of a disabled employee is on the basis of material circumstances relevant to the case and that these material circumstances are substantial than the employer will have satisfied b) above and a finding of disability discrimination will not be made.

Duty of an employer to make adjustments
 
An employer also commits an act of discrimination against a disabled person if he fails to make reasonable adjustments to prevent physical features of other arrangement which place the disabled person at a substantial disadvantage in comparison with persons who are not disabled and the failure to comply with this duty cannot be justified.

If any physical feature of the workplace, or any arrangement made by or on behalf of the employer, that place the disabled person at a substantial disadvantage in comparison with persons who are not disabled it is the duty of the employer to take such steps as it is reasonable in all the circumstances of the case, in order for the arrangement or physical feature not to have that effect.

The Act gives a list of steps which an employer must have to take in relation to a disabled person in order to comply with this provision:

· adjustments to the premises
· allocating some duties to someone else
· transferring to another vacancy
· altering working hours
· assigning to a different place of work
· allowing for treatment during working hours for rehabilitation, assessment or treatment
· training
· acquiring or modifying equipment
· modifying procedures for assessment or testing
· providing a reader or interpreter
· providing supervision

To determine whether it would be reasonable for an employer to take a particular step, regard should be had to the extent the taking of the step would prevent the discriminatory effect, whether it would be practicable to take that step, the financial and other costs that would be incurred, and the extent it would disrupt the employer’s activities, the extent of the employer’s financial and other resources and the availability to the employer of financial and other assistance with respect to the taking of that step.  Reasonable adjustments must be job related.


APPENDIX 11

DIAGRAM ILLUSTRATING, AND TO BE USED IN CONJUNCTION WITH, THE GUIDANCE


Ensure that the following are in place and all relevant people know their responsibilities
· LA guidance adopted and published within the school
· Training undertaken by appropriate employees
· Reporting arrangements for all employees in case of sickness absence
· Reporting arrangements for all accidents and injuries at work
· Appropriate enquiries or discussion when employees return to work after sickness
· Recording and monitoring of absences due to sickness



Investigate individual cases at appropriate times and consider special circumstances


Hold an absence monitoring interview where appropriate


 
    Short-term absence                                                		   	            Long term absence

Consider whether further 						          Review after 4 weeks
action is appropriate				      
   
Hold Formal Meeting	     Decide on an option		                         When appropriate request report 
								   	       from Occupational Health
Notification of concern
Including appeal procedure					            Welfare visit(s) where appropriate

Interim review after 13                                                                                         Discuss situation and options
working weeks
                                                                                                                If fully fit, discuss              If no prospect of full
Formal review after 13					     phased return to work              fitness consider
more working weeks 								                        options	

Final notification of concern
including appeal procedure


If situation still unsatisfactory and no other option, refer as appropriate for procedure for
termination of employment including appeal
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