
 

 

              

                                      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
and procedure for all 

Reaching together with the Fruit of the 

Spirit (Galatians 5:22-23) 
 



 

 

Approval of the Governing Body 

 
 

This document is a statement of the aims, principles and strategies for: 
 

Managing attendance Policy and procedure for all categories of school 
 

at 
 

Ivington CE (VA) Primary and Pre-school 
 
 

It was revised during the: 
 

Spring Term 2024 
 
 

It has been agreed and is supported by the teaching staff and the governing body. 
 
 
 

We aim to review this policy during the: 
 

Autumn Term 2027 
Or sooner if necessary 

 
 
 



 Linking with our Vision – Reaching together with Love, Joy and Peace 
(Galatians 5:22-23) 
 
To provide a caring, Christian ethos for the school, which inspires and excites 
a shared enthusiasm for life and learning. 
 
At Ivington CE Primary and Pre-school, through our strong Christian ethos and focus 
on nine important Christian values, we are committed to providing a deeply 
nourishing, spiritual, ambitious, and broad curriculum.  
 
Our motto, ‘Reaching together’ underpins our belief in equality of opportunity for all, 
where we actively endeavour to promote understanding and appreciation of our 
diverse society and give each child a special place in the world where they feel 
valued, essential to our community and equipped with the necessary skills to make a 
positive contribution.  
 
We perceive our role to be opening a ‘Window on the World’, through which our 
pupils are actively encouraged to develop respect for the beliefs and cultures which 
enrich their everyday lives and encourage others to do likewise.  
 
We strive to eliminate inequality through our deep Christian ethos of respect and 
understanding of all groups in society, which ensures that everyone at Ivington will 
be treated fairly despite his or her creed, colour, disability, or gender. 
 
More details are available in our Inclusion, Racial Equality and Equal Opportunities 
policies. 
 
The health, safety, and welfare of all the people who work or learn at our school are 
therefore of fundamental importance. We aim to provide a safe, secure, and pleasant 
working environment for everyone. The governing body, along with the LA, takes 
responsibility for protecting the health, safety and welfare of all children and 
members of staff.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
POLICY  

As a good employer, the purpose of this policy is to provide clear, consistent and fair 
managing attendance procedures that enable the governing body to meet its 
responsibilities under employment legislation including the Equalities Act (2010), The 
General Data Protection Regulation (EU) 2016/679 (GDPR),  Access to Medical 
Reports Act 1988, best practice and ACAS guidelines.  It should be noted that the 
data collated during related to an individual’s health is classified as ‘special category’ 
data, and should be kept confidential. 

The aim of this policy is to ensure the wellbeing of school employees and to secure 
consistent high levels of healthy attendance. The procedures set out in this 
document aim to ensure a standard approach across directorates, and fair and 
consistent treatment of employees and an equality impact assessment has been 
undertaken to ensure that no groups or individuals with protected characteristics are 
unintentionally disadvantaged by this policy. 

It is the responsibility of the Head teacher to ensure employees have access to 
policies, and to communicate any changes to employees, once the policy has been 
ratified by the governing body. 

The governing body is concerned for the wellbeing of its employees.  It accepts that 
there will be occasions when employees are unavoidably absent from work through 
sickness or injury.  Such absences do, however, have an impact on service 
provision. Therefore, absences have to be monitored and managed so that the 
school can continue to provide an efficient, economical and effective service 

The governing body values the skills and experience of disabled employees, and is 
committed to supporting disabled people by removing barriers, tackling 
discrimination and implementing best employment practice. 
 
This means that: 
 

• The school should signpost all staff to this policy, and ensure it is easily 
accessible. 

• The school aims to achieve the lowest possible levels of sickness 
absence. This is a key management responsibility. Training, support and 
guidance is available from HR Services for Head teachers (or nominated 
representatives) and governors to ensure that they are able to manage 
sickness absence in a timely, considered and sensitive manner. 

• Employees will be provided with support, access to occupational health 
(OH) services, reasonable adjustments where appropriate, and 
consideration for alternative employment as an alternative to dismissal, 
which will be seen as a last resort. 

• At all stages of the procedure employees may be accompanied by a 
workplace colleague or trade union representative. 



• There is a right of appeal against a formal cause for concern warning, 
suspension of occupational sick pay, dismissal, or medical redeployment. 

• All reasonable adjustments should be put in place, where appropriate 

• No employee will be dismissed under this policy without careful 
investigation of their medical condition, advice from the occupational 
health service, an opportunity to put forward their views, reasonable 
adjustments being put in place (where appropriate) and a prior warning of 
the potential for termination of employment.  

 
The school recognises that where an employee is affected by a medical condition 
that may affect their continued employment that this may cause distress and 
uncertainty. These feelings will be recognised by Head teachers or their nominated 
representatives when dealing with such cases and every reasonable effort will be 
made to keep the employee informed and appropriately supported throughout the 
procedure.  
 
The school will endeavour to work with the employee to resolve any employment 
consequences arising from their illness, and acknowledges that wherever possible 
adhering to the deadlines in this policy (or as established in individual cases from the 
advice received) is a means to minimise uncertainty. In particular where an 
employee has been diagnosed with a potentially terminal illness the Head teacher or 
nominated representative will seek early advice from HR Services.  Where a Head 
teacher is absent, the Chair of Governors or their nominated representative will be 
responsible for supporting and managing the absence of the Head teacher. 
 
SCOPE 

This policy and procedure applies to all employees who work in a maintained school, 
but can be applied to Voluntary Aided, Trust Schools and Academy Schools. All 
Community and Voluntary Controlled schools where the Local Authority is the legal 
employer must follow this policy and procedure. The governance arrangements for 
Voluntary Aided, Trust schools and Academies are different in that the governing 
body is the legal employer as opposed to the Local Authority. Therefore, the 
procedure may be varied in accordance with the arrangements at the school.  
Voluntary Aided Schools should, of course, keep the Diocesan Authorities informed 
of any action they intend to take. Where Voluntary Aided, Trust schools and 
Academies develop their own arrangements for managing absence in their school, 
they are responsible for consulting with the relevant trade unions.  These 
arrangements must be communicated to HR Services. 

Probationary/short term contract employees will not have their contracts extended 
solely for the purpose of completing this procedure.  

This policy and procedure applies whether or not sick pay entitlements have been 
exhausted.  Full details of sick pay entitlements and other terms and conditions can 
be found in the burgundy book (teaching staff) and green book (support staff).   

The Managing Attendance Procedure applies where an employee has an 
unacceptable level or pattern of short term absence (whether or not caused by an 
underlying medical problem), and in cases of long term sickness absence. 

https://neu.org.uk/media/42/view
https://neu.org.uk/media/3981/view


The Managing Attendance Procedure does not apply in cases of; 

• failure to follow the school’s sickness absence reporting arrangements 
where the incident will be investigated, and if appropriate the disciplinary 
procedure may apply, 

• abuse of the occupational sick pay scheme (including where a Head 
teacher or nominated representative believes an employee’s absence is 
not caused by a genuine illness), where the incident will be investigated, 
and if appropriate the disciplinary procedure may apply, 

• lack of performance where the cause is identified as being health related 
but which has not yet resulted in absence, where the managing 
performance procedure applies. 

Other policies and procedures relevant to health, wellbeing, and attendance related 
issues include; 

• Health and safety documents 

• For support staff 

o NJC Conditions of Service concerning occupational sick pay 

o Local Government Pension Scheme Regulations concerning ill 
health retirement 

• For teachers - the sick pay scheme as determined in the Conditions of 
Service for School Teachers 

 

SICKNESS ABSENCE 

Reporting Sickness Absence 

The employee must notify, personally wherever possible, their Head teacher or 
nominated representative of their absence, its nature and the likely duration, as early 
as possible on the first day of absence and normally within two hours prior to their 
scheduled start time, if not the night before.  

E-mails and text messages are not acceptable on their own. The Head teacher or 
nominated representative will normally make contact with the employee where a 
message has been left.  Only in exceptional circumstances where the employee 
genuinely cannot call themselves will it be admissible for a relative to report an 
employee’s absence.   

Where an employee fails to follow the correct reporting procedure this may be 
investigated under the disciplinary procedure. 

During the first 7 calendar days, the employee should make contact on a daily basis 
where the length of absence is unknown.  If the absence continues beyond seven 
calendar days, then on the eighth day the employee must submit a Statement of 
Fitness for Work to their Head teacher or nominated representative.   



A communication plan should be agreed between the Head teacher and the 
employee.  This should outline the method of communication (e.g. email or 
telephone call), what school information the employee wishes to be kept updated on 
during their absence (if relevant) and how often the employee will make contact with 
the school to update them on their rehabilitation.  It may be appropriate for an 
employee to provide a weekly update where the fit note is for a relatively short 
period, however where the employee has been signed off for significantly longer it 
may be more appropriate that this is bi-weekly or monthly.  This should be mutually 
agreed on a case by case basis. 

Good communication between the employee and the school is encouraged as good 
professional practice.  It is the responsibility of the employee to inform their Head 
teacher before their fit not expires of their intention to return to work so that cover 
can be arranged if required.  

If a fit note has expired and an employee is still not fit to return to work, a new fit note 
must be provided which should be forwarded to the Head teacher, normally within 7 
days of the expiry date of the previous fit note.  Where the school has exhausted all 
reasonable steps to contact the employee to obtain a fit note, and the employee has 
been given prior warning, sick pay may be withheld. 

Self-Certification 

On return to work, even after part or single days, the MA1 self-
certification/declaration form must be completed and signed by the employee and 
countersigned and retained by the school.  An employee’s entitlement to sick pay 
depends upon accurate completion of the self-certification/declaration form.  If an 
employee knowingly provides false information on this form with the intention to 
mislead, this should be investigated and if appropriate, may be dealt with under the 
disciplinary policy. 

Sickness Absence Returns (SARs) 

The Head teacher or nominated representative is responsible for completing 
absence returns for the employees in their School. Sickness Absence Returns 
(SARs) forms should be returned via AnyComms to HR Employee Services. 

 

 

Disability-related sickness absence 

An employee may have a sickness absence that is directly related to their disability.  
This should be recorded as disability-related sickness absence to enable it to be 
distinguished from other sickness absence.  As with other sickness absence, MA1 
self-certification forms or Statements of Fitness for Work should be provided and a 
return to work meeting carried out.  
 
Examples of disability related sickness absence include: 



• An episode of a pre-existing medical condition relating to the disability (this 
could include mental ill health) 

• Pain related to the disability 
 

Disability-related sickness should be recorded by line managers on the SARS form 
using the appropriate Disability-Related Sickness Absence field. 

Disability-related sickness absence will be included when calculating sick pay limits 
and will count towards Review Point levels. Depending on the individual 
circumstances, Review Points may be amended as part of the reasonable 
adjustment (0). Each case is unique and further advice should be sought from HR 
Services. 

Impact of Sickness Absence on Annual leave 

Staff who are absent due to sickness continue to be accrue holiday at the statutory 
rate.  In terms of carrying leave over from 1 holiday year to another, this is limited to 
the minimum 4 weeks plus bank holiday set by the Working Time Directive.   Where 
an employee is absent for an extended period of time and has been unable to take 
their annual leave, the school will permit the employee to roll over statutory annual 
leave for a period of 18 months (or be paid the equivalent sum if the employee is 
leaving the organisation). The 18 month roll over period starts from the end of the 
previous leave year. 
Returning to Work Before the Expiry of a Statement of Fitness for Work (Fit-Note) 

If an individual wishes to go back to work before their Statement of Fitness for Work 
runs out, then they can provided that they feel able to and the Head teacher or 
nominated representative is in agreement without returning to their doctor to be 
signed back as ‘fit’.   If the Head teacher or nominated representative does not feel 
the employee is fit to return they should hold a meeting with the employee to 
understand why they feel ready to return to work early and discuss with them what 
support can be given, including any reasonable adjustments.  If the Head teacher or 
nominated representative still feels the employee is not fit, they should document the 
rationale and refer the case to occupational health for independent assessment.   
OCCUPATIONAL HEALTH (OH) 

The role of the OH service is to provide guidance on managing health problems at 
work as well as the rehabilitation of employees following illness, for example advising 
Head teachers or nominated representatives about workplace adjustments that may 
be required to facilitate return to work. 

Head teachers or nominated representatives do not need to wait until an absence 
review point is reached before referring an employee.  Neither is it a requirement that 
an employee is referred when an absence review point is reached. Each case is 
assessed on its merit, however OH should always be consulted before an employee 
is invited to a Final Case Hearing 

Referrals should be made using the Occupational Health referral form. It is important 
that the employee understands why occupational health advice is being sought. Prior 
to referral, the Head teacher or nominated representative should discuss the referral 



and reasons with the employee.  In all cases the employee must consent to the 
referral. 

If OH considers that information from the employee’s GP and/or specialist would be 
useful, they will discuss this with the employee and seek their consent. Should the 
employee withhold their consent (or withhold their consent to be referred to OH) then 
the school will make decisions on the basis of the information available. 

Following the appointment, OH will provide a report that is sent to the Head teacher 
or nominated representative and the employee (who is responsible for forwarding a 
copy to their representative.  The employee has the right to request to see any report 
and request any amendments before it is sent to the Head teacher or nominated 
representative.  The medical advice they provide and the advice from HR Services 
will help the Head teacher or nominated representative make informed decisions 
about managing attendance. 

Where occupational health has identified that a phased return is appropriate, this 
should be mutually agreed between the employee and the school, with an outline 
plan and regular reviews put in place.  This should be flexible and determined on a 
case by case basis. 

ABSENCE MANAGEMENT PROCEDURE 

Absence Review Points 

It is the Head teacher / nominated representative’s responsibility to monitor their 
employee’s level of sickness absence.  Unreasonable absence which is not 
sickness, should not be counted for the Review Points (e.g. time off for dependents, 
medical appointments etc.) and may be dealt with under the disciplinary policy.   

For more information about how to treat absence related to protected characteristics 
under the Equality Act (2010), please see the Managing Attendance & Absence 
Guidance Document (2020).   

Absence Review Points. A series of ‘absence review points’ have been identified, 
which should indicate to a Head teacher or nominated representative when further 
action on an individual's sickness absence record should be considered. 

• Employees who have had four or more periods of sickness absence in the 
preceding 6 months. 

• Employees who have had five or more periods of sickness absence in the 
preceding twelve months (including single days and half or part days). 

• Employees who have had a total of ten or more days of sickness absence 
in the preceding twelve months over 2 or more occasions (or two working 
weeks for part-time employees; including single days and half or part 
days). 

• Employees who have a pattern of sickness absence that may give rise to a 
cause for concern. An example might be an employee who is absent only 
on a Monday or Friday 



• Where employees have continued to hit any of the absence review points 
outlined above, for a period of 18 months or more, the Head teacher or 
nominated representative may decide to move straight to Stage 2. 

Informal Absence Management – Return to Work Meeting 

After every absence (including part days) the employee’s Head teacher or nominated 
representative should conduct a return to work meeting (MA2) and must offer a copy 
to the employee, retaining the original. Trade union advice is that the employee 
should accept a copy at the time of completing the document however, the employee 
has a right to request a copy of the document at any point. The return to work 
meeting should take place as soon as is reasonably practicable, ideally on the day 
that the employee returns to work and be proportionate to the circumstances. 

The return to work meeting is an important aspect of informally managing sickness 
absence and providing support and guidance to the employee.  During the return to 
work meeting the Head teacher or nominated representative will go through the 
reasons for the absence, and identify if there are any additional circumstances that 
should be considered.  They should also take account of the advice in the fit note, 
perform any relevant safety procedures and consider whether a risk assessment is 
necessary.  
The purpose of the return to work meeting is to: 

• Identify the cause of the absence 

• Discuss the absence and explore reasons for it, including whether 
absence was work or pregnancy, disability or menopause related. 

• Update the employee on any workplace or workload issues, during their 
absence. 

• Explore ways to resolve any problems and well-being, which might 
improve healthy attendance, by taking medical or such other advice as 
required, including compliance with the working time directive and 
monitoring of work/life balance. The Head teacher or nominated 
representative should explain the range of appropriate occupational health 
and counselling services available. 

• Consider any information provided on any fit-note, including any advice 
given by the GP to determine whether the employee is fit return to work 
and whether any adjustments or support are necessary.  

• Ensure the employee understands the school’s commitment to high levels 
of healthy attendance. 

• When the absence levels get close to and/or reach the absence review 
points (5.1), the Head teacher or nominated representative should also 
explain that they are concerned about the level of absence.  If the absence 
review point has been reached, and if appropriate, a formal meeting 
should be arranged to discuss their sickness absence levels. 

Formal Absence Management – Stage 1 – Cause for Concern Meeting 



Where the level of absence hits one of the absence review points outlined above (0), 
this will be discussed with the employee at the return to work meeting. The employee 
will then be invited to attend a formal Stage 1 meeting.   

The Head teacher or nominated representative should send a written invitation to the 
employee to attend the meeting explaining its purpose and that they have the right to 
be accompanied by a trade union representative, or work colleague. (MA3 Invitation 
to meeting to discuss attendance levels.)   The employee should be given 5 working 
days’ notice of the meeting. 

The purpose of the meeting is to:  

• explain the Head teacher’s or nominated representative’s concern at the 
level of absence, 

• explore the reasons for the absence, 

• explore ways to resolve any problems, which might improve healthy 
attendance, by taking medical or such other advice as required. The Head 
teacher or nominated representative should explain the range of 
appropriate OH and counselling services available, and consider referring 
the employee to OH at this stage, 

• consider making reasonable adjustments to the employee’s job (including 
temporary redeployment) to accommodate their short–term requirements 
where the employee may be considered disabled under current equalities 
legislation, 

• consider issuing a Stage 1 Cause for Concern Warning to the employee 
regarding their absence which will stay on file for 12 months. 

Where possible, the Head teacher or nominated representative should communicate 
the outcome to the employee at the meeting, following an adjournment.  

The outcome should be confirmed in writing, normally within five days of the 
meeting. If the decision is to formally notify the employee of the manager’s concern 
at the level of sickness absence, the letter will explain that an improvement is 
required, that attendance will be monitored over the next twelve months, and that 
persistent short term absence could put continued employment at risk. (MA4 
outcome of 1st meeting – formal warning.) The employee has the right of appeal (0).   

Formal Absence Management – Stage 2 – Cause for Concern 

An employee may be invited to attend a Stage 2 formal meeting where: 

• During the 12 month monitoring period the employee has a further period of 
sickness absence and they continue to hit the Absence Review Points (0) OR 
has a further two or more periods of sickness absence, or if the employee has 
had ten or more days of sickness absence (or two working weeks for part-time 
employees, including single days and half or part days) each year over the 
last 2 years. 



The Head teacher or nominated representative should send a written invitation to the 
employee to attend the meeting explaining its purpose and that they have the right to 
be accompanied by a trade union representative, or work colleague. (MA3 Invitation 
to meeting to discuss attendance levels.)   The employee should be given 5 working 
days notice of the meeting. 

The purpose of the meeting is to:  

• explain the Head teacher’s or nominated representative’s concern at the 
level of absence, 

• explore the reasons for the absence, 

• explore ways to resolve any problems, which might improve healthy 
attendance, by taking medical or such other advice as required. The Head 
teacher or nominated representative should explain the range of 
appropriate OH and counselling services available, and consider referring 
the employee to OH at this stage, 

• consider making reasonable adjustments to the employee’s job (including 
redeployment) to accommodate their requirements where the employee 
may be considered disabled under current equalities legislation, 

• consider issuing a Stage 2 Cause for Concern Warning to the employee 
regarding their absence which will stay on file for 12 months.  Where 
neither a Stage 2 warning or taking no action is appropriate, a Stage 1 
warning could be extended for a period of up to 12 months.  Any extension 
to a warning would be considered on a case by case basis. 

The outcome should be confirmed in writing, normally within five days of the 
meeting. If the decision is to extend a Stage 1 warning or issue a Stage 2 Cause for 
Concern Warning, the letter will explain that an improvement is required, that 
attendance will be monitored over the next twelve months, and that persistent short 
term absence could put continued employment at risk. (MA5 outcome of Stage 2 
meeting – final notification) The employee has the right of appeal (0)  

If the employee has not already been referred to Occupational Health, this should be 
considered now.  If the Head teacher or nominated representative decides that there 
are grounds for referring the employee to OH he/she may seek the advice of HR 
Services before making a referral. Referrals may be made at this stage where it is 
believed that the employee may have a medical problem where assistance or 
adjustments may be required to help them return to an acceptable level of healthy 
attendance, where there is concern that the reasons for absence are not genuinely 
medically related, or to help determine whether further absences are likely if the 
employee has an underlying condition.  

Formal Absence Management – Stage 3 - Final Case Hearing 

An employee may be invited to attend a Stage 3 - Final Case Hearing where: 

• Following a Stage 2 Warning being issued, during the 12 month monitoring 
period the employee has a further period of sickness absence and they 
continue to hit the Absence Review Points (0) OR has a further two or more 
periods of sickness absence, 



• The employee has been off long term (see section 0) 

The clerk to governors should send a written invitation to the employee to attend the 
final case hearing, giving a minimum of five working days’ notice. The panel of 
governors will be advised by HR Services. The letter should explain the purpose of 
the meeting and that they have the right to be accompanied by a trade union 
representative, or work colleague. It should inform the employee that that dismissal 
on grounds of capability is a potential outcome of the meeting. (MA6 Notice of final 
case hearing.) If the employee is on sick leave the Head teacher, nominated 
representative or trade union representative should contact them personally.  

The hearing will take into account the following factors as relevant to each case; 

• how soon the employee's health and attendance will improve, 

• whether alternative work is available, 

• the effect of the absence on the school, 

• how similar cases have been dealt with in the past, whilst considering the 
individual factor pertinent to each case 

• the requirements of current equalities legislation and; 

• whether the absence has been caused by injury at work, including assault. 

Possible outcomes of the hearing are to: 

• seek agreement from the employee to obtain further information on the 
issue of capability or additional independent medical advice where there is 
a conflict of medical opinion (in which case the hearing will be adjourned 
and reconvened at a later date and where on receipt of the advice the 
Head teacher or nominated representative will make a decision based on 
all the evidence), 

• consider redeployment based on OH advice, 

• extend the Stage 2 Cause for Concern Warning for concern for up to 12 
months.  Any extension to a warning would be considered on a case by 
case basis. 

• dismiss the employee on the grounds of capability, with notice. 

Where possible, the outcome of the meeting should be communicated to the 
employee at the meeting, following an adjournment. It should be confirmed in writing 
to the employee, normally within five working days. (MA7 Final Warning / dismissal.) 

The employee has a right of appeal to a panel of governors for a final notification, 
medical redeployment, or dismissal.  

Long Term Sickness Absence 

Sickness absence is deemed to be long term when an employee has been absent 
for 4 weeks or more.  No pressure should be placed upon unwell staff to complete 
work at home. 



The Head teacher or nominated representative should: 

• maintain reasonable regular contact with the employee throughout a 
period of absence to find out how they are and their prospects for return to 
work. This may be by telephone, virtual meeting or, with the consent of the 
employee, a home visit or offsite meeting.  The welfare meeting should 
always be undertaken by two members of Staff, and the employee may be 
accompanied by a Trade Union Official or colleague if they wish.  The 
emphasis should be on providing appropriate support to enable the 
employee to return to work as soon as possible. 

• refer the employee to OH if the absence is likely to continue or if there is 
any concern by the manager or employee that the prognosis for a return 
date/full return to duties given by the employee’s GP or specialist is not 
achievable.   

• review the absence and strategy for returning to work with the employee. 
The employee should be made aware that if their absence were to 
continue past 14 weeks, the Head teacher or nominated representative will 
consider further action that could be taken, including reviewing whether 
employment should continue, based on medical advice and service 
considerations. 

• review the situation to determine the possibility of the employee returning 
to work and the likely outcomes of further action(s) that could be taken to 
assist a return, taking account of OH advice. Medical redeployment or 
reasonable adjustments under current equalities legislation will be 
considered.  

• consider referring to the clerk to governors for a final case hearing (0) by a 
panel of governors without holding the preceding formal Stage 1 or Stage 
2 meetings.  This is appropriate where the employee has had continuing 
absence for a significant period of time, and is unlikely to be able return to 
work as determined by the employee themselves or a medical professional 
and/or the absence cannot be sustained operationally. 

The employee should: 

• maintain reasonable regular contact with the Head teacher throughout their 
period of absence. They should provide updates on their condition and inform 
the school of what medical support they are utilising to aid their recovery.  
This may be via a trade union representative in some exceptional cases. 

• attend any occupational health appointments, if requested. 

Where an employee doesn’t engage in meaningful welfare discussions and/or 
requests to attend Occupational Health, the matter may be referred to a final case 
hearing (0). 

 Attendance at Meetings Whilst Absent 

The Head teacher or nominated representative should take steps to determine 
whether or not the employee is well enough to attend an absence hearing, even 
though they are not fit for work. If necessary, they should obtain medical evidence 
focused on the employee's ability to take part in a cause for concern hearing, and 



what, if any, reasonable adjustments it could make to facilitate their attendance from 
Occupational Health. Reasonable adjustments could include holding the hearing in 
the employee's location of choice, allowing them to be accompanied by a family 
member, incorporating frequent breaks into the hearing, or allowing the employee to 
make representations in writing.  Where an employee refuses to engage with 
Occupational Health, the school will make a decision on how to proceed based on 
the information available. 

Appeals 

The employee will be invited to a meeting to hear the appeal.  A minimum of five 
working days’ notice will be given of the meeting.  The employee has the right to be 
accompanied to the meeting by a trade union representative, or work colleague.  If 
the employee’s representative cannot attend the proposed date, the employee may 
suggest another reasonable date no more than five working days after the date 
originally proposed. The five day limit may be extended by mutual agreement. 

The Head teacher or panel of governors (who have not had previous involvement in 
the case) will hear the appeal.  Where an appeal relates to a dismissal, this should 
always be heard by a panel of governors.  The Head teacher should also be present 
to explain their case.  The employee should present their case, and ask questions 
where applicable. The intention is that all aspects of the employee’s circumstances 
are considered as well as the requirements of the organisation before a decision is 
made.  

The employee must submit any documentation for the appeal at least three working 
days before the hearing to the clerk to governors. 

The appeal hearing will normally be conducted as follows, with the Head teacher or 
panel of governors advised at the appeal by a member of HR Services: 

• The Head teacher or chair of the panel will introduce the participants and 
their roles, check that everyone has the correct documentation and explain 
what is going to happen. 

• The employee (and/or their representative) will present their case to the 
Panel.  The Head teacher and/or panel members, including the HR 
Services representative supporting the panel, will have the opportunity to 
ask any questions.   

• Where the appeal relates to a dismissal, the Head teacher will put the 
case to the Panel.  The employee (and/or their representative) and the 
Governor Panel, including the HR Services representative, will have the 
opportunity to ask questions. 

• Both sides will sum up their cases (no new information can be introduced 
at this stage). 

• Both sides will adjourn while the panel considers the information and 
makes their decision. 

• The chair of the panel will ask both sides to return and inform the 
employee of their decision. 



• Appeals will be conducted in a manner which takes account of the 
potential distress for the employee. 

The Head teacher or appeal panel should confirm the outcome in writing, normally 
within 5 working days of the appeal hearing, with a copy to HR Services.   

In the event of new medical information being presented by the employee the appeal 
hearing may be adjourned pending further advice from OH.  

The Grievance Procedure should not be used for appeals against Managing 
Attendance decisions. If, however, an employee has a complaint about the 
behaviour of the Head teacher, nominated representative or appeal panel during the 
course of a managing attendance process, they may raise it as a grievance which 
will be heard by a different manager.  If necessary the managing attendance process 
may be suspended for a short period until the grievance can be considered. If 
appropriate, another manager may be brought in to complete the managing 
attendance process. 

EARLY RETIREMENT ON GROUNDS OF ILL HEALTH 

An employee who has been a member of the Local Government Pension Scheme 
and is dismissed due to ill health may be entitled to immediate payment of pension 
and lump sum, subject to eligibility.  The school will be liable for any costs associated 
with the early release of pension.  The types of ill health retirement are available 
from the pension scheme administrators. Early advice from HR Services and trade 
union representatives is required if ill health retirement is being considered as an 
option.  Further information can be found here: 

Teachers:  https://www.teacherspensions.co.uk/members/working-life/life-events/ill-
health.aspx 

Support Staff: https://www.lgpsmember.org/your-pension/planning/ill-health-
retirement/
  

DISMISSAL 

The governing body in community and voluntary controlled schools is responsible for 
establishing procedures in relation to the dismissal of staff.  The dismissal from these 
schools will need to be confirmed by the Corporate Director of Children and Young 
People, in writing. 

The local authority has a statutory duty to send a representative, which is normally a 
member of HR, to all proceedings relating to the dismissal of any employee, and 
offer advice. Any advice offered by the local authority at these proceedings, where to 
LA is the legal employer, must be considered by the governing body when reaching 
a decision. 
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APPENDIX I: MA2 – RETURN TO WORK MEETING RECORD 

MA2 – RETURN TO WORK MEETING RECORD 

Return To Work Meeting 

Name of employee:   

Job title:  

Name of person undertaking meeting:  

Date of return to work meeting:  

Length of employee’s absence:  

First date of employee’s absence:   

Date of employee’s return to work:  

Reason (in detail) employee gave for absence: 

 
 
 
 
 
 
 
 
 
 
 
 

Did the employee properly notify the 
employer of their absence? 

Yes 
 

No 
 

If no, has the reporting procedure been 
confirmed? 

Yes 
No 
 

Did the employee consult their GP? Yes No 

Has the Fit-Note expired? (if relevant) Yes No 

If no - understand why the employee feels ready to return to work early and 
discuss with them what support you can give, including any reasonable 
adjustments.  If you still feel the employee is not fit, document your rationale and 
refer the case to occupational health for independent assessment.  
 
  



Does the employee and employer agree 
they are now fit to return to work? 

Yes No 

Did any factors at work cause or 
contribute to the absence? 

Yes No 

Is the employee currently taking 
medication which would impact on their 
ability to undertake their role? 
(Drowsiness etc.) 

Yes No 

IIs there anything that the employer 
needs to be aware of that may potentially 
cause further absence or affect the 
employee’s fitness to work in the future?  
N.B If the employee discloses that the 
absence is related to pregnancy or a 
disability under the Equality Act you may 
wish to seek advice from HR Services. 

Yes No 

If yes for any of the above, provide further details: 

  
 
 
 
 

What action is to be taken to support the employee? (Adjusted hours/Phased 
Return To Work/Change in duties etc.) 

 
 
 

Is it linked to previous spells? Yes No 

If yes, please explain:   

  
 
 

Occupational Health 
The role of the OH service is to provide guidance on managing health problems at 
work as well as the rehabilitation of employees following illness, for example 
advising Head teachers or nominated representatives about workplace 
adjustments that may be required to facilitate return to work.  The medical advice 
they provide and the advice from HR Services will help the Head teacher or 
nominated representative make informed decisions about managing attendance. 

Has the employee previously been 
referred to OH?               

Yes No 



If yes, provide details: 
 
 

If no, is it now appropriate to refer to OH  
at this stage?                                                                  

Yes No 

If yes, provide details: 
 
 

Complete before undertaking return to work meeting.  Seek advice from HR if 
unsure. 

Number of days absent due to sickness 
in last 6 months  (including part days, do 
not include any [pregnancy related 
absence) 

  

Number of periods absent due to 
sickness in last 6 months (including part 
days, do not include any pregnancy 
related absence) 

 

Number of days absent due to sickness 
in last 12 months  (including part days, 
do not include any pregnancy related 
absence) 

 

Number of periods absent due to 
sickness in last 12 months (including part 
days, do not include any pregnancy 
related absence) 

 

Number of days in the last 18 months  
(including part days, do not include any 
pregnancy related absence) 

 

Number of periods absent in in the last 
18 months  (including part days, do not 
include any pregnancy related absence) 

 

Where your absence levels rise to one of the following, a formal meeting may be 
arranged to discuss your sickness absence: 

• 4 periods/occasions in the preceding 6 months (including part days),  

• 5 periods/occasions in the preceding 12 months (including part days),  

• 10 or more days (or two working weeks) in the preceding 12 months over 2 
or more occasions 

• A pattern of absence gives rise to concern 

• Continued to hit any of the absence review points outlined above, for a 
period of 18 months or more. 

 
OR  



 

• Where a Stage 1 or 2 warning is in place, and you have a further period of 
sickness absence and they continue to hit the Absence Review Points OR 
has a further two or more periods of sickness absence 

 
 

The purpose of this meeting is to: 

• Formally explore ways to support an improvement in your attendance 

• Allow us to consider any reasonable adjustments to your job 
 
A potential outcome of a formal meeting is that a formal warning may be issued to 
you, and your sickness absence would be monitored for 12 months. 

Next Steps (Tick which applies) 

Your sickness absence is currently at a level the School deems 
reasonable.  
(2 or less periods in 6 months OR 3 or less periods in 12 months 
OR 1 working week or less in 12 months) 

  

Your sickness absence is close to hitting the Review Points 
outlined above.  
(3 periods in 6 months OR 4 periods in 12 months OR between 1 
and 2 working weeks in 12 months OR 10 days or less over one 
occasion).    I need to make you aware that if you hit the Review 
Points you may be invited to a formal Absence Management 
meeting. 

 

Your sickness absence is at a level the School is concerned about 
as it has hit one of the Review Points outlined above. 
OR 
Following your formal warning, you have continued to hit the 
Absence Review Points OR have had a further two or more 
periods of sickness absence during your 12 month monitoring 
period. 
 
As such I will be inviting you to attend formal Absence 
Management meeting. 

 

Employee Comments: 
 
 
 
 
Head teacher/ Nominated Representative comments: 
 
 
 



Offer the employee a copy of this document at the time of completing the 
document.  If the employee declines they understand they can request a copy of 
this document at any time.  

I confirm I have read and understand this document, I have been offered a copy of 
the document and if I have declined I can request a copy at any time.  
 
Signature (Employee): 

Signature (Head teacher/Nominated Representative): 

 

 
 

 

 


