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1. Aim of the Policy and Procedure 

This document outlines the procedures to be followed in the event of sickness or other related absences. 
The policy is aimed at enabling such absences to be addressed consistently and fairly by: 

 providing a supportive environment for those members of staff affected by ill-health; 
 providing a framework within which cases falling within the ambit of the Equality Act can be more readily 

identified and supported; 
 balancing the interests of the individual and the operational needs of the School in cases of long-term 

sickness and debility; 
 encouraging and developing a positive culture towards attendance at work with a consequent benefit of 

reduced rates of absence due to sickness.  
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This Policy relates to all categories of staff employed by the school.  This policy has been agreed in 
consultation with the recognised trade unions and covers all employees at all levels and grades 
regardless of status except those employees who are in their probationary period. 

The purpose of the policy is to ensure that staff understand the expectations of the Southport Learning 
Trust in terms of attendance at work. In applying this policy we aim to ensure that attendance is managed 
appropriately and consistently and that employees receive relevant support. 

 

3. Definitions  
 

Short-term sickness absence - any absence that lasts between half and 20 days (four working weeks). 

Long term sickness absence – any absence that lasts for a continuous period of longer than four working 
weeks. 

 

4. Disabilities 
 

We are aware that sickness absence may result from a disability. At each stage of the sickness absence 
meetings procedure (set out in paragraph 15 of this policy), particular consideration will be given to 
whether there are reasonable adjustments that could be made to the requirements of a job or other 
aspects of working arrangements that will provide support at work and/or assist a return to work. 

If you consider that you are affected by a disability or any medical condition which affects your ability to 
undertake your work, you should inform the school’s HR Officer or your line Line Manager. 

5. Principles 

Staff who are ill will be treated sympathetically and every effort will be made to assist recovery and 
safeguard their employment. However, it should be recognised that the loss of working days through 
sickness can have a significant impact on the School in terms of the effect on pupils, work not completed, 
and the cost of arranging absence cover. Repeated sickness absence places additional pressure on 
colleagues. 

 
 Entitlement levels for contractual sick pay are as per the School’s current policy. However, all staff should 
be aware that sickness leave is not an automatic entitlement and may not be available in the event of a 
failure to follow any of the procedures identified in this policy. 

6. Sickness Absence – Reporting Procedure  

 6.1 Day 1 and Day 2 

 The Cover Line Manager should be telephoned by all staff by 8am or as early as possible.  Failure to 
give an early indication of absence could result in a member of teaching staff being asked to cover as 
per the Rarely Cover Policy. Staff must also email or telephone their Line Manager to report sickness 
by 8.30am or preferably as early as possible. An indication should be given as to the expected date 
of return to work;  

 Staff should not normally ask anyone else to make contact on their behalf unless, in exceptional 
circumstances, it is not possible to do so; 

 Their Line Manager must be informed if the member of staff believes that their condition may be 
related to an activity or incident at work; 

 Staff must inform their Line Manager of any meetings or other important information relating to their 
work, which might be affected by the absence. 

 If any member of staff is unwell at work they must contact their Line Line Manager immediately for 
permission to leave work and seek medical advice. 

6.2 Day 4 (4th working day of sickness absence) 
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 Staff must contact their Line Manager again to report continued sickness. 

6.3  Day 6 (6th working day of sickness absence) 

 Staff must contact their Line Manager to report that they are still sick and that they have obtained, or 
will be obtaining, a ‘fit note’ from their General Practitioner.  

6.4  Every Further 5th working Day 

 Staff must contact their Line Manager to report that they are still sick and to give an indication of 
when they expect to return to work. 

All telephone calls to report an initial or continuing sickness must be made within 30 minutes of the time 
when the member of staff is normally due to start work. In exceptional cases where it is impossible to 
notify their Line Manager within the required period, arrangements should be made to do so at the earliest 
opportunity. The member of staff may still be considered to be in breach of the policy if the Line Manager 
does not consider the reason given for the delay acceptable.    
 
Staff who do not comply with the above procedure, and fail to report their absences as required, will be 
deemed to be absent without permission.  This will result in loss of pay.  Continued non-compliance 
 will lead to action being taken in accordance with the Trust Staff Disciplinary Policy and Procedure and 
if there is no contact at all it may be considered that the member of staff no longer wants to work at the 
school and their employment may be terminated. 

7. Evidence of Incapacity 

7.1 For sickness absence of up to seven calendar days you must complete a self-certification form, which 
is available from the school’s HR Officer. 

7.2  For absence of more than a week you must obtain a certificate from your doctor (a ‘Statement of 
Fitness for Work’) stating that you are not fit for work and the reason(s) why. This should be forwarded 
to the school’s HR Officer as soon as possible. If your absence continues, further medical certificates 
must be provided to cover the whole period of absence. 

7.3 If your doctor provides a certificate stating that you ‘may be fit for work’ you should inform your Line 
Manager or the school’s HR Officer immediately. We will discuss with you any additional measures 
that may be needed to facilitate your return to work, taking account of your doctor's advice. This may 
take place at a return to work interview (see paragraph 11.1). If appropriate measures cannot be 
taken, you will remain on sick leave and we will set a date to review the situation. 

   7.4 Where we are concerned about the reason for absence, or frequent short-term absence, we may require 
a medical certificate for each absence regardless of duration. In such circumstances, we will cover 
any costs incurred in obtaining such medical certificates, for absences of a week or less, on production 
of a doctor's invoice. 

7.5 Where an employee is absent immediately prior to a School closure period, they will continue to be 
deemed as being absent for the purposes of recording sickness and statutory and/or contractual sick 
pay during the School closure period, unless they provide a fit note indicating they are fit to return to 
work. The cost of fit note will be covered by the Southport Learning Trust if applicable. 

8. Sickness Absence – Fit Notes  

 8.1 What are fit notes and how do they work 
A fit note provides information on how an individual’s condition affects their ability to work. This will 
help the School understand how they may be able to help staff return to work sooner.  The fit note will 
advise that the individual is not fit or may be fit to return to work. 
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The doctor may also:- 

 advise when the member of staff may be fit for work with some support  

 suggest common ways to help the member of staff return to work  
 give information on how the member of staff’s condition will affect what they  can do 

 This may mean:- 

 A phased return to work 
 Altered hours 
 Amended duties 
 Workplace adaptations 

Whilst the School does not have to act on the advice from the doctor on a ‘may be fit for work’ 
 statement, the School will discuss this advice with the individual member of staff to see if they can 
return to work taking into accounts the illness or injury.  If it is possible for the employee to return to work 
an agreement will be reached on how this will happen, what support the employee will receive and how 
long the support will last. 

 
If the employee and the School agree that it is not possible for the employee to return to work until the 
employee has recovered further, the employee does not need to return to their doctor for a new fit note. 

 
8.2 When are fit notes required? 

 All sickness absences up to and including the 7th continuous calendar day (including long term 
sickness) must be covered by a self-certification form which is available from the bursar and must be 
completed by the member of staff on the day of their return to work.   

 Periods of sickness absence in excess of 7 continuous calendar days must be covered by a ‘fit note’ 
which must be sent to their Line Manager without delay. 

 Provision of ‘fit notes’ – special circumstances. A doctor’s ‘fit note’ covering each day of absence must 
be obtained if a member of staff is sick: 

- During a period of notice; 

- On the day either side of a public bank holiday; 

- On the day either side of a School holiday period; 

- During the first 6 months of employment.  

 A ‘fit note’ may also be required for each day of absence if this has been one of the determined 
courses of action following an absence review meeting (see below)  

 ‘Fit notes’ obtained after the sickness absence will not be accepted.   

Failure to provide ‘Fit notes’ as required will result in loss of pay and possible disciplinary action. 
 
9. Sickness Absence – General Points  

 The general procedure for reporting sickness absence also applies to staff who are away from the School 
when they fall sick (for example, on a School journey or on a training course);  

 For staff working part-time or job share for less than 5 days a week or uneven hours each day, the time-
scales are to be counted pro rata for the purposes of completing the sickness record and in consideration 
for the Line Manager's monthly review. 

 If an employee falls sick just before a School holiday and is fit to return to work during the holiday period, 
then a fit to return to work certificate must be obtained from their doctor.  Otherwise a ‘fit note’ must be 
obtained to cover the full holiday period.  The School will only reimburse the cost of a ‘fit note’ when it is 
required by the School but would not normally be issued by a doctor.  The School will only pay for a ‘fit 
note’ when a receipt is produced showing the cost. 
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10. Unauthorised Absence 

10.1 Cases of unauthorised absence will be dealt with under our Disciplinary Procedure. 

10.2 Absence that has not been notified according to the sickness absence reporting procedure will be 
treated as unauthorised absence. 

10.3 If you do not report for work and have not telephoned the school’s HR Officer to explain the reason 
for your absence, your Line Manager / school Headteacher / Member of Senior Leadership Team or the 
school’s HR Officer will try to contact you, by telephone and in writing if necessary. This should not be treated 
as a substitute for reporting sickness absence. 

11. Sick pay 

11.1 You should refer to your contract for details of the sick pay to which you are entitled. 

11.2 If a period of sickness absence is, or appears to be, occasioned by actionable negligence, nuisance 
or breach of any statutory duty on the part of a third party, in respect of which damages are or may 
be recoverable, you must immediately notify your Headteacher of that fact and of any claim, 
compromise, settlement or judgment made or awarded in connection with it and all relevant particulars 
that we may reasonably require. If we require you to do so, you must cooperate in any related legal 
proceedings and refund to us that part of any damages or compensation you recover that relates to 
lost earnings for the period of sickness absence as we may reasonably determine, less any costs you 
incurred in connection with the recovery of such damages or compensation, provided that the amount 
to be refunded to us shall not exceed the total amount we paid to you in respect of the period of 
sickness absence. 

11.3 Failure to properly report your absence or to provide medical or self-certification could lead to your 
pay being suspended. 

12. Keeping in contact during sickness absence 

12.1 If you are absent on sick leave you should expect to be contacted from time to time by your Line 
Manager or a member of the Senior Leadership Team in order to discuss your wellbeing, expected 
length of continued absence from work and any of your work that requires attention. Such contact is 
intended to provide reassurance and will be kept to a reasonable minimum. 

12.2 If you have any concerns while absent on sick leave, whether about the reason for your absence or 
your ability to return to work, you should feel free to contact your Line Manager or a member of the 
Senior Leadership Team at any time. 

13. Medical Examinations 

13.1 We may, at any time in operating this policy, ask you to consent to a medical examination by our 
Occupational Health Consultant and/or a doctor nominated by us at our expense. 

13.2 You will be asked to agree that any report produced in connection with any such examination may be 
disclosed to us and that we may discuss the contents of the report with our Occupational Health 
Consultant and relevant doctor. 

13.3 Failure to agree to a reasonable request may be considered under the Disciplinary Policy. 

13.4 In the event of a difference of opinion between an employee’s GP and the school’s Occupational 
Health Consultant, regarding an employee’s fitness for work, functional capacity or the existence of 
an underlying medical condition contributing towards persistent absences, the OH Consultant’s 
advice will normally take precedence. In some cases, an independent medical advisor may be asked 
to give a second opinion.   
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14.  Informal Attendance Management Procedure  

   14.1 Return to Work Meetings 
 

Return to Work/Welfare meetings should be conducted following each occasion of absence or in the 
case of long term absence.  It is important that the employee is made aware that all attendance records 
are regularly reviewed.  Each employee must complete a Back to Work Form at either 8.15am or 11.15am 
on the day of return to work with the HR Officer. The form will then be forwarded to the Deputy 
Headteacher to be countersigned.  
If the employee’s attendance is currently below the School’s expected standards the Deputy Headteacher 
will inform the employee the level of absence is a concern and that a sustained improvement is 
required.  They should be advised that their attendance will be monitored, however if there is no 
improvement the matter may need to be considered further under the informal stages of this policy. The 
outcome of the meeting should be confirmed in writing and if appropriate further review  meetings 
arranged.   

 
14.2 Absence Data Reviews 

 
To support this process, on a monthly basis, the Deputy Headteacher with Line Managers will examine 
the sickness records for their staff.  If any of the following occurs, a review process will normally be set in 
motion beginning with a sickness absence review meeting: 

 Where there are 3 spells of sickness, of any length, in the previous 6 -month period. 

 Where a total of 10 days sickness has been taken in the previous 12 month period (for this purpose, there 
is no distinction between certificated or self-certificated sickness). 

Note: It is accepted that in certain instances e.g. for a broken leg or post-operative recuperation a 
 period of absence exceeding the trigger may be required. In such circumstances, at the discretion of 
 the Line Manager, a sickness absence review meeting may not be held. HR advice should be taken 
where any of the absences are related to maternity or a Disability. 
 

15.  Returning to work from long-term sickness absence 
 

a. We are committed to helping employees return to work from long-term sickness absence. As part of our 
sickness absence meetings procedure (see paragraph 16.5), we will, where appropriate and possible, 
support returns to work by: 

i. Obtaining medical advice; 

ii. Making reasonable adjustments to the workplace, working practices and working hours, 
including a time-limited phased return to work; 

iii. Considering redeployment; and/or 

iv. Agreeing a return to work programme with everyone affected. 

b. If you are unable to return to work in the longer term, we will consider whether you are entitled to any 
benefits under your contract.  

 

16.  Sickness absence meetings procedure 

 

a. We may apply this procedure whenever we consider it necessary, including, for example: 

 Where there are 3 spells of sickness, of any length, in the previous 6 -month period. 

 Where a total of 10 days sickness has been taken in the previous 12 month period (for this 
purpose, there is no distinction between certificated or self-certificated sickness). 

i. These triggers will be pro rata for part time employees; 
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ii. Have discussed matters at a return to work interview that require investigation; and/or 

iii. Have been absent for more than 4 weeks. 

b. Unless it is impractical to do so, we will give you five days written notice of the date, time and place of a 
sickness absence meeting. We will put any concerns about your sickness absence and the basis for 
those concerns in writing or otherwise advise why the meeting is being called. A reasonable opportunity 
for you to consider this information before a meeting will be provided. 

c. The meeting will be conducted by your Deputy Headteacher or designated member of the Senior 
Leadership Team and may also be attended by the school’s HR Officer. You may bring a companion 
with you to the meeting (see paragraph 14). 

d. You must take all reasonable steps to attend a meeting. Failure to do so without good reason may be 
treated as misconduct. If you or your companion are unable to attend at the time specified you should 
immediately inform your HR Officer who will seek to agree an alternative time. 

e. A meeting may be adjourned if the school is awaiting receipt of information, needs to gather any further 
information or give consideration to matters discussed at a previous meeting. You will be given a 
reasonable opportunity to consider any new information obtained before the meeting is reconvened. 

f. Confirmation of any decision made at a meeting, the reasons for it, and of the right of appeal will be given 
to you 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. 

g. 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 at the same 

stage of the procedure.   

h. If, at any time, your Deputy Headteacher or designated member of the Senior Leadership Team 
considers that you have taken or are taking sickness absence when you are not unwell, they may refer 
matters to be dealt with under our Disciplinary Procedure. 

 

17.  Right to be accompanied at meetings 

 

a. You may bring a companion to any meeting or appeal meeting under this procedure. 

b. Your companion may be either a trade union representative or a work colleague. You should provide 
their details to your HR Officer in good time before it takes place. 

c. Employees are allowed reasonable time off from duties without loss of pay to act as a companion. 
However, they are not obliged to act as a companion and may decline a request if they so wish. 

 
18.  Sickness Absence Review Meeting 

 
18.1 – Stage One – The Review Meeting 
 
The member of staff will be given at least 5 working days’ notice of the meeting and may be 
accompanied by a work colleague or Trade Union representative. The purpose of the meeting will be: 

 To ensure the employee is fit to work from a management viewpoint (rather than on medical opinion) 
and to assist the employee to undertake work duties. Assistance may be offered from the Line 
Manager direct or via another agency, as appropriate; 

 To remind the member of staff of the sickness absence policy and to ensure that they are aware that 
their absence record is giving cause for concern; 

 To ascertain whether there are any underlying problems contributing to the absence, either at work 
or home, and to consider possible ways of helping to resolve them; 

 To agree action for the future including targets to be achieved and the setting of a date for a further 
review. The length of any monitoring period will be decided at the meeting; 
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 To indicate what the next step will be if the employee’s attendance does not improve.  

The meeting should be used as a structured method to communicate between the Line Manager and the 
employee, covering: 

 The standards required; 

 How standards are not currently being met; 

 The consequences of not meeting the standards for the employee and the service; 

 The employee's reasons for absence(s) or for the employee to put forward issues related to work or 
of a personal nature (with the Line Manager specifically including the matter of disability) which may 
either impact upon the absence or the implementation of the procedure (e.g. he/she may express a 
wish for further meetings to be attended by some-one of the same gender). 

The Line Manager should confirm to the employee in writing the salient points of the meeting and the 
outcomes to be pursued. 

 
Other action which may be pursued as a result of a sickness absence review meeting includes: 

 Referral to the Occupational Health Service; 

 Requirement to submit a ‘fit note’ for each day of absence;  

 A monitoring period; 

 Temporary adjustment to duties/workload; 

 Job redesign (of a temporary or permanent nature). 

Formal Attendance Management Procedure 

If the employee’s attendance does not improve, the formal stage of the procedure will commence. The 
employee should be given reasonable notice e.g. at least 5 working days to attend any formal 
meeting and advised of their right to be accompanied by a work colleague or Trade Union 
representative. If there is any medical information e.g. an Occupational Health report that supports that 
the employee has an underlying or recurrent medical reason and the employee is unfit to remain in their 
current role, the Line Manager should discuss with the employee any suitable alternatives such as 
redeployment or any reasonable adjustments to duties. 

 
In some cases of long term absence the Occupational Health Report may confirm that the employee is 
Depending upon the case (e.g. where the employee meets the definition of ill health retirement/or  in 
agreement with the employee) it maybe more appropriate to move to Stage 5 in the procedure  and 
arrange a Formal Meeting for the matter to be considered by the Headteacher unable to return to work 
or attend work for a significant period of time.   

 
18.2 Stage 2 - First Formal Meeting 

 
If there has been no acceptable improvement after the informal review, a Stage 2 meeting should be 
arranged unless we are in receipt of medical evidence that suggests that there should be a delay in this 
process. During the meeting, the Line Manager should consider all the information presented before 
deciding on what action is required.  If the Line Manager remains concerned about the employee’s 
attendance the employee should be cautioned that their level of attendance is considered to be 
unsatisfactory and that a sustained improvement is required. A caution will remain on the employee’s 
personal file for 12 months from the date of issue. A review period should be agreed and if appropriate, a 
target for improvement may be set with the employee. If the attendance during the review period 
deteriorates or does not improve, the review period should be brought forward. The employee should be 
advised of their right to appeal against the decision to issue a caution. The outcome of the meeting should 
then be confirmed in writing to the employee within 5 working days.   
Appeals should be submitted in writing to a member of the Senior Leadership Team, not including the 
Headteacher within 10 workings days the date of the decision. 
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If, following the review period, the attendance improves and is of an acceptable standard, no further action 
should be taken, other than to confirm in writing to the employee that their attendance is now considered 
to be satisfactory. However, the employee should also be informed that all attendance’s records are 
continuously monitored and if further action is deemed to be necessary under this policy within the 
following 12 months, action will be taken to review their attendance. 

 
Depending on the individual case it may be appropriate for you to hold more than one Stage 2 meeting 
before you consider moving to a Stage 3 meeting.  However this is a management decision  and 
progress should not be unduly delayed. 
 
18.3  Stage 3 - Final Formal Meeting  

 
If there has been no acceptable improvement after Stage 2, a Final Formal Meeting should be 
arranged.  The meeting should follow the same format and considerations as the Stage 2 Formal Meeting 
above (see the Attendance Management Guidance).  In addition, the Line Manager should also consider 
any new reasons offered by the employee in relation to their condition and review the effectiveness of any 
support or assistance that has been put in place.  The outcome of the meeting could result in the employee 
being issued with a final caution. 

 
The employee should be made aware that a significant and sustained improvement is required otherwise 
this may place their employment at risk. Depending on the individual case it may be appropriate for you 
to hold more than one Stage 3 meeting before you consider moving to a Stage 4 meeting.  However this 
is a management decision and progress should not be unduly delayed. 

 
The outcome of the meeting should be confirmed in writing to the employee within 5 working days. 

 
18.4  Stage 4 - Case Review / Recommendation for Formal Capability Hearing 

 
If there has been no acceptable improvement after Stage 3, a Stage 4 Case Review should be 
 arranged.  In addition the Line Manager should also consider any new reasons offered by the 
employee in relation to their condition and review the effectiveness of any support or assistance that has 
been put in place. 
 
After considering all the information discussed and depending upon the case history the Line Manager 
may consider the following actions: 

 a recommendation that the case proceeds to a Stage 5 Formal Capability Hearing and the case is 
considered for dismissal by the Headteacher.    

 a further period of review  
 no further action as the attendance has improved to an acceptable level 

The outcome of the meeting should be confirmed in writing to the employee within 5 working days. 
 

18.5 Stage 5 - Formal Capability Hearing 
 

If there has been no acceptable improvement at Stage 4, a Stage 5 Formal Capability Hearing should be 
arranged for the Headteacher to consider if the employee should be dismissed on the grounds of 
capability i.e. inability to attend work on a regular basis. 

 
The employee will be given 10 working days advance notice of the hearing. The notice will be in writing 
and will inform the employee of: 

 The purpose of the hearing and that it will be held under the School’s Sickness Absence Policy  
 Their right to be accompanied  
 The arrangements for the hearing & if the employee has any specific requirements  
 The date for the exchange of documents, where applicable  
 Inform the employee that one of the outcomes may be that the employee is dismissed on the grounds 

of capability. 
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Where the employee cannot attend on the date proposed and provides a good reason for failing to attend, 
the hearing will be adjourned to another day and normally within 5 working days of the original date of 
the hearing.  The new arrangements will be confirmed in writing to the employee.  
Unless there are mitigating circumstances, if the employee is unable to attend the rearranged 
 hearing, the rearranged hearing will usually take place in the employee’s absence. The employee’s 
 companion (work colleague or Trade Union representative) may attend in such circumstances and 
 will be allowed the opportunity to present the employee’s case. The employee will also be allowed 
 to make written submissions in such a situation. 

 
The employee will be provided with all relevant written information that management intends to rely 
 upon during the hearing (including medical reports) not less than 5 working days in advance of the 
 hearing, unless otherwise agreed by both parties.  Similarly, the employee will provide management 
with all relevant written information that he / she intends to rely upon during the hearing not less 
 than 5 working days in advance of the hearing unless agreed otherwise. 

 
Only in exceptional circumstances and at the discretion of the Line Manager hearing the case will new 
documents be accepted at the hearing and relevant time allowed to either party to consider such 
information where required.   Before reaching a decision the Headteacher will consider all the facts in 
relation to the case including:  

 The level and frequency of absence   
 The employee’s explanation   
 The medical position   
 Steps taken to support the employee   
 The implications for service delivery   
 The employer’s responsibility under disability legislation  

After careful consideration of all the facts presented by both parties the Headteacher may decide: 

 that the matter is referred back to the Line Manager for a further period of review and if appropriate 
they may recommend specific action in accordance with the Disability Discrimination Act e.g. 
reasonable adjustments; 

OR 

 that the employee should be given notice of dismissal them from the employment of the School, on 
the grounds of capability. 

The Headteacher will confirm the outcome of the hearing in writing to the employee  
within five working days. The employee has a right to appeal against the decision.   

 
19. Appeals  
 

If the employee wishes to appeal against a decision they must do so in writing within 10 working days of 
receiving written notification of the decision. All notices of appeal must be submitted to the Governing 
Body and must state the ground(s) on which the decision should be reviewed. 

 
The Appeal will be heard by a panel of 3 governors, on a convenient date that is within 10 working days 
of receipt of the written statement of appeal. 

 
The decision of the Appeals Panel is final and will be confirmed in writing no later than five working days 
after the hearing. 

20. Line Managers’ Discretion 

Line Managers will exercise common-sense when following these procedures, particularly in cases of 
recurring or chronic illness, hospitalisation and for staff with disabilities. In such cases they will 
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 seek professional support and advice from the School's HR service provider and/or the Occupational 
 Health Service, etc., particularly when establishing the existence of a disability. The Line Manager will 
recognise the statutory requirement placed on them not to discriminate against a person who has a 
disability. 

21.  Defining Disability 

Under the Equality Act 2010 disability is defined as "physical or mental impairment which has a 
substantial and long-term adverse impact on his/her ability to carry out normal day to day activities". 

 
 In many cases this will be clear i.e. 

 there is an impairment, which is not specifically excluded under the Act; 

 the impairment has a substantial adverse effect, i.e. more than trivial and represents a limitation which 
extends beyond the normal differences in abilities which exist among people; 

 it is long term. The long term effect is of an impairment which has lasted: 

 12 months or where the total period for which it is likely to be at least 12 months; or is likely to last for 
the rest of the life of the person affected. 
 

22. Confidentiality 

Many of the issues surrounding sickness absence are of an extremely personal and private nature to the 
employee concerned. 

  
Line Managers will be sensitive to any employee's difficulties and appreciate the strict confidence of any 
information provided. Information should only be shared with other staff on a genuine "need to know 
basis". Inappropriate breaches of confidence may be considered as a disciplinary offence.  

 
Once the Line Manager is aware of an employee's disability there will be a means which is suitably 
confidential for bringing the information together, e.g. Occupational Health Service, so the Line Manager 
can fulfil their duties under the Equality Act. On occasions it might be necessary for the Line Manager to 
implement reasonable adjustments for a disabled employee without knowing precisely why they have to 
do so.  It may be necessary to tell one or more of a disabled person's colleagues (in confidence) about 
a disability which is not obvious or where special assistance is required. This will depend on the nature 
of the disability and the reason others need to know. The Line Manager will in all cases consult with the 
disabled employee before revealing personal information. Disclosure could be held to be discriminating 
if the Line Manager would not reveal similar information about another person for an equally legitimate 
management purpose.   

23. Records and Documentation 

Absence returns showing all occasions of sickness must be submitted to the School’s Payroll provider. 
The employee's personnel record will also be updated with each spell of sickness absence and will be 
kept by the Deputy Headteacher. 

  
The Line Manager will keep a thorough record of the actions they take in respect of employee's sickness 
absence. This will include a record of sickness absence, sickness/guidance interviews, consideration of 
job redesign options etc. 

24. Home Visits 

All home visiting should be approached with sensitivity, and in the light of the employee's circumstances. 
Where practical, a home visit will be arranged after 4 weeks continuous absence, or before, depending 
on the nature and circumstances of the illness.  The Line Manager will not turn up unannounced at the 
home of a sick employee, but establish a mutually agreed date and time, confirming arrangements in 
writing beforehand. The Line Manager will normally be accompanied on these visits. 
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If a visit to an employee's home is inappropriate, the visit may be arranged at the School or other suitable 
venue. Discretion will need to be exercised. Transport may be provided for the employee if warranted. 

25. Return to Work - Long Term Absence 

In cases where the employee has had an extended absence, advice will normally be sought from 
Occupational Health with regard to whether the condition should be treated as a disability. 

 
Regardless of whether or not the employee has a disability, reintroduction, or induction into the workplace 
must be addressed. At a simple level this may involve acclimatisation and information updating. 
However, it may also require temporary or permanent adjustments to working arrangements, such as 
shorter working days. 

 
In cases where a serious change to the normal working arrangements appears warranted, advice may 
be sought from the School’s HR service provider, and, phasing, time scale and pay arrangements agreed 
and documented.  Professional advice may also need to be obtained from the Occupational Health 
Service on any health issues. 
 

26. Receipt of Reports from Occupational Health  

 Reports from the Occupational Health Service will provide valuable information to the Line Manager in 
determining an appropriate response to the employee's absence(s) from work. Reports, and the resulting 
response, may fall into these categories: 

 If there is an underlying medical reason 

Medical opinion to be considered in the light of service needs and the likely duration as well as the 
requirements of the Equality Act.  Possible responses include no further action, job redesign, 
redeployment, relocation, ill-health retirement, and termination of employment on grounds of 
incapacity. 

 If there is no underlying medical reason 

  Inform employee of Occupational Health Service view and ask employee for an explanation. 

 If there is no satisfactory explanation 

 Inform the employee that this may give rise to disciplinary action. Consider setting new time scales and 
targets.  Confirm any intended action in writing. 

 
In accordance with the Access to Medical Reports Act 1988 Occupational Health or the School must 
 gain a person's written permission before they approach their doctor for a medical report. 

27. Considering Job Re-Design 

Job redesign may be considered for all employees returning from long-term absence.  This may be 
particularly appropriate if an employee becomes disabled whilst employed or their disability worsens. 
The Line Manager will consider making reasonable adjustments to work patterns in terms of both 
physical requirements and in relation to the job description. 

 
 The following list gives examples of what it may be reasonable for the Line Manager to include: 

 Allocating some of the employee's duties to another person; 

 Transferring them to an existing vacancy; 

 Altering their working hours; 
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 Assigning them to a different place of work. 

 Allowing time off for rehabilitation, assessment or treatment; 

 Arranging training; 

 Providing supervision. 

The Line Manager will in all cases seek to modify the job to accommodate the employee's changed needs 
by considering all of these steps. The alterations should be fully discussed with the disabled employee 
and the way in which a job is redesigned will be with his/her agreement. 

28. Considering Re-deployment 

Where it becomes apparent that an employee is no longer able to continue working in their current 
 position due to illness or disability, and suitable adjustments cannot reasonably be made, 
redeployment into another role must be attempted before dismissal is considered. In such cases it is 
advisable to take medical advice from the Occupational Health Service on the tasks that the employee 
can undertake so that all options are fully explored. 
 

29. Dental, Doctor, and Hospital Appointments 

An official appointment card must accompany requests for time off for dental and hospital appointments. 
These requests must only be made to the Headteacher. Appointments should always be made in order 
to ensure minimal disruption to attendance at work. Employees are encouraged to attend appointments 
before the start or at the end of the working day. Where this is not possible they should make up the 
equivalent of the time they have been absent from duty. 

 
Where an employee needs to attend a series of appointments for on-going treatment, the Line Manager 
should be told about the arrangements as soon as possible. If appropriate, the absence should be 
recorded as sickness absence and dealt with within these procedures. 

 
A record will be kept at the times a member of staff arrives at School late or leaves early due to 
medical/dental appointments. Members of staff are required to inform their Line Manager and a record 
will be kept when a member of staff leaves the School early or when they return late. The Line Manager 
will monitor this record. 

 
 


