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Rationale
In accordance with local and national guidelines, it is recommended that schools have an attendance policy and framework in place. It is recognised that our school leaders, teaching and non-teaching staff may need to take time off for illness, emergency leave or for other family and personal-related issues. 
This policy sets out the basis upon which leadership and management actions may be taken to help to ensure consistency across the school, taking into account the wellbeing of staff and the requirements of the school to deliver an effective education to young people. Its implementation will ensure fair treatment for staff, a positive culture and ensure that issues are not ignored, and the action taken is timely, free from unlawful discrimination, and supportive.
Regular attendance at work is a term of every employee’s contract of employment. 
When implementing this policy, the school will have regard to the Health and Safety policy. Any member of staff is entitled to have access to data in line with the school privacy notice, provisions of General Data Protection Regulations and the Data Protection Act 2018.

Aims
As a school we aim to:
· support a workplace health strategy.
· support healthy lifestyles.
· reduce the pressure that poor attendance places on staff and our education provision
· reduce the pressure that poor attendance places on the school budget.

Our expected outcomes are:
· improvement in the quality of teaching and learning
· improvement in the quality of support, service quality and availability
· improvement in staff health and morale
· improvement in recruitment and retention

Implications for Implementation include:
· line management involvement
· trigger points for action
· counselling interviews
· referral to Occupational Health where appropriate
· capability hearings (for serious, sustained attendance problems)
· compliance with the Equality Act, 2010, local authority procedures and guidelines and all current legislation regarding employment of staff in a school

Practice
Our current practice is outlined in the following appendices:
Appendix A		Overview
Appendix B		Reporting and Recording Absence
Appendix C		Special Leave of Absence
Appendix D		Summary of Attendance Management Procedure
Appendix E		Short term/Non-continuous Absence
Appendix F		Long term/Continuous Absence
Appendix G		Sick Pay Entitlement
Appendix H		Informal meeting notes template and Sample Improvement Notice
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Appendix A

Overview
1 Staff Absence and absence reporting procedures
All staff should sign in no later than 8.25am in order to be present for the start of morning briefing at 8.30am.  Staff should leave school no earlier than the time at which afternoon briefing ends, providing their work is completed and contracted hours are undertaken.
Employees who are unable to attend work due to sickness and/or lateness, must, in the first instance, report their absence by text to the Head, Deputy Head, Assistant Head/Senco and the School Business Manager by 7am at the latest on the first working day of such absence or lateness. This is because Oak Hilll is an alternative provision and needs to plan and arrange cover. The employee should state the reasons for their absence and/or lateness, the likely duration, provide relevant absence certification and confirm the actual date they became unwell.  
1.1  Each member of staff must set up a Whatsapp group entitled “your name @ Oak Hill” and add the personal and work mobile number for the Head, the Deputy Head, Assistant Head/Senco and the Business Manager. Staff absence or lateness must be reported using this group.  
1.2 Each member of staff must also telephone their line manager between 7am and 8am on the day of absence to report their absence.  This is in addition to the text (Whatsapp) sent.
1.3 Following any period of absence, the employee must confirm the date they are returning to work either the day before or by 7am on the day of return.  They should use the absence Whatsapp group as stated in 1.1 to report this.
1.4 There will be no requirement for staff during sickness/authorised special leave absences to undertake any duties normally expected, for example planning and marking of work. It is not unreasonable for the majority of staff absences however, for the school to request copies of short-medium term planning and records held at home to enable supply cover to function effectively, and provide continuity for the class. In such circumstances they should be emailed to the school office (office@apoakhill.org.uk) and the Deputy Head (bola.macarthy@apoakhill.org.uk) by 8am on the morning of the absence or arrangements will be made for their collection on an exceptional basis.
1.5 A signed ‘Statement of Fitness for Work’ from a registered healthcare provider, such as a registered Doctor, nurse, occupational therapist, pharmacist or physio therapist can issue a fit note and a fit note is required for any absences of over seven days.
1.6 The employee is required to notify the Head or their own line manager of any known long-term prognosis.
1.7 Staff absence will be monitored by the Head (or the Head’s designated representative) and the School Business Manager.
1.8 The Head (or the Head’s designated representative) will contact the absent employee by telephone, this may include regular, weekly or fortnightly welfare contact
1.9 The Head (or the Head’s designated representative) may ask to arrange a meeting with the employee during their period of absence.
1.10 The employee may be referred to Occupational Health.
1.11 Employees will be required to meet with the Head (or the Head’s designated representative), when they arrive in school, upon their return to work for a return to work meeting.
1.12 Sick pay entitlement for teachers is determined by conditions of service outlined in the ‘Burgundy Book’ and contract of employment. 
1.13 Sick pay entitlement for support staff is determined by conditions of service outlined in the ‘Green Book’ and contract of employment.
1.14 Failure to follow without good reason, the correct notification procedures for notifying the school of an absence from work, would be considered as unauthorised absence under the school’s disciplinary procedure, and a breach of your conditions of service.
1.15 Failure to provide, without good reason, the relevant Fit Note could therefore result in your dismissal from the school for gross misconduct and/or to your contractual or statutory sick pay being suspended. If there is a delay in getting a fit note, you need to explain to the Head and/or line manager why there is a delay and when you can get a fit note, which covers the period of absence(s).
1.16 Persistent lateness would warrant disciplinary action following a period of informal monitoring and punctuality/investigation reviews.  All employees are expected to attend work as per their contracted working hours.  This includes attending staff morning briefing which begins at 8.30am and afternoon briefing which begins at 2.55pm Monday – Thursday and 2.30pm on Friday.
1.17 Employees are expected to keep in regular and reasonable contact with the nominated person in line with their contractual obligations to discuss any welfare, provide management updates, medical prognosis, discuss reasonable adjustments, signposting to support, discussing phased return, redeployment, GP, variation to contract, stress risk assessment if appropriate, other support and to arrange absence meetings and helping to facilitate a return-to-work date.

2 Recording Absence
2.1 The School Business Manager will record all staff absence on the school’s management information system and on the payroll portal.
2.2 Should an employee ask to see their own absence record, this information will  be made available to them to verify the record is accurate.
2.3 Trigger points for short-term, non-continuous absence will be established which will lead to action being taken by the employee and/or the school to identify and address any underlying causes, such as reasonable adjustments where appropriate to support a return to school. 

3 Return to Work Discussions
3.1 Return to work discussions will take place with the employee’s line manager.
3.2          Each absence will be discussed to establish:
· that the employee is fit to return to work 
· the reason for and cause of absence
· that the employee has provided the correct certification 
· anything the school can do to support the employee and duty of care.

4 Trigger Points for Action
4.1 Further management action may apply if any of the following triggers occur:
· 3 spells of self-certificated absence within 10 working weeks
· 2 spells of certificated absence within 10 working weeks
· several absences being attributed to a single cause
· any other patterns that give cause for concern
· there is a long-term, or continuous, absence
· the overall attendance of a member of staff falls below 95% within a period of up to 12 months
4.2 Where attendance continues to be of major concern, formal procedures may commence. These procedures will follow guidelines outlined in the Operational Guidelines (March 2017) of the London Borough of Barnet’s Attendance Management Policy (see summary in Appendix D), which are updated by the school in line with effective management delegation, work-load, fairness and service provision.
4.3 Further sickness occurring during a monitoring/review period set by the Head (or the Head’s designated representative) may lead to a referral to Occupational Health, signposting to appropriate support, including GP and counselling etc.

5 Unauthorised Absence/Falsification of documentation
5.1 Where an employee is absent without an reasonable explanation or contact with the school in line with the policy, pay may be suspended and/or stopped.  Pay will be reinstated if an acceptable explanation is given.
5.2 In addition to stopping pay, the Head (or the Head’s designated representative) will take reasonable efforts to make contact by telephone, whatsapp, email and by letter (recorded delivery). The letter will notify the employee that failure to make contact with the school may result in the school contacting their next of  kin in line with a duty of care.
5.3 If subsequent contact is made with the employee, action taken by the school will be determined by the length and/or periods of absence.
5.4 Despite reasonable efforts, if it proves impossible to contact the employee, on the fifth day of absence the Head (or the Head’s designated representative) will send a second letter (by email and recorded delivery) asking the employee to attend an investigation meeting, set five days following the expected date of delivery.

The letter will explain that a continued unauthorised absence is a breach of their contract of employment which could lead to disciplinary action, including an appropriate sanction and ultimately possible dismissal.
 
The letter will make clear that failure to attend the investigation and disciplinary meeting will result in a conduct hearing being arranged taking account of the information gathered and could be held in their absence. This may not be as beneficial to the employee. 

The provision of false information, recklessly falsification of documents may be dealt with under the School Disciplinary policy and could result in disciplinary action, which may include dismissal or other appropriate sanction.

6 Confidentiality
6.1 Written permission and consent will be obtained, should the school wish to see an employee’s medical records
6.2 The access to Medical Reports Act 1988, gives an employee the right to see the medical practitioner’s report, up to six months after it was supplied
6.3 An employee can ask the medical practitioner to amend their medical report if it is thought that it is incorrect or misleading

7 Attendance Meeting
7.1 The Head (or the Head’s designated representative) will arrange a meeting between the employee and an appropriate member of staff, where an attendance trigger point has been met
7.2 Reasons for absence will be clarified, any reasonable actions that may be taken will be identified and any reasonable adjustments to the employee record will be made.
7.3 The employee will be given written confirmation of any actions to be taken and improvement targets set, where appropriate.
19

8 Occupational Health Referral
8.1 Referral to occupational health will be made in the following instances:
· absence which is attributed to a diagnosed underlying condition or where there are concerns of an underlying cause and reasonable adjustments will provide support.
· several absences being attributed to a single cause
· it’s impact on your attendance at work, fitness to perform the duties required and ability to attend formal absence meetings
· if further sickness occurs during a monitoring and review period
· during the first 4 weeks of continuous absence if early treatment might help after 4 weeks if there is no clear return to work date
8.2 The employee will be notified in advance of being referred to occupational health and the reason(s) for the referral.
8.3 Recommendations made in the occupational health report will be considered, discussed with the employee and, where reasonably possible, adopted if practical to the performance of the employee within their role all recommendation may not be suitable and reasonable.
8.4 The Burgundy Book conditions of service, specifies that a teacher can be required at any time to be examined by an approved medical practitioner. 
8.5 Follow-up appointments with occupational health may be arranged as necessary.
8.6 If you decide not to engage or give consent for an Occupational Health referral the school may have to proceed to make a decision without the benefit of Occupational health medical advice, which may not be as beneficial. 

9 Disability Discrimination Acts
9.1 Where an employee’s illness falls within the confines of the Disability Discrimination Act 1995 (DDA) and the Disability Discrimination Act 2005 (DDA 2005), the school will make reasonable adjustments as are practicable to enable the employee to continue in employment, to provide support and to sustain a return to school.
Appendix B
Reporting and Recording Absence
Reporting Absence
[image: ]  All staff must report their absence as early as possible and before 7.00 am on the first day of absence. This time is important, as the school needs to arrange cover if necessary.

[image: ]  All staff must report their absence before 7.00 am on each subsequent day of absence

[image: ]  They must give a reason for their absence and when the symptoms started and to provide an estimate of how long they may be absent for. 

[image: ]  For each period of absence from one to seven days a self-certification form must be completed and handed to or e-mailed to the School Business Manager at nicola.baker@apoakhill.org.uk  

· If an absence is for longer than seven days including weekends, a ‘Statement of Fitness for Work’ must be supplied.  This will serve as notice of absence for the period of the certificate. 
· If sick leave extends into the school holidays, staff must continue to submit fit notes as required if they remain off sick.

Recording Absence
[image: ]  All absences and reasons for absence will be recorded onto the school’s management information system by the School Business Manager.

[image: ]  Details of the information held will be discussed with the member of staff upon their return to work.

[image: ]  This information will be made available to the member of staff, at their request.

Appendix C

Special Leave of Absence Procedure

The special leave of absence procedure provides the school with special leave arrangements for compassionate or other personal leave in addition to a statutory entitlement. 

The new special leave of absence procedure covers the following:

· Decision maker and appeals table
· Making a request for special leave
· Use of annual leave for teaching and non-teaching staff
· Discretion to grant special leave.
· Reasonable time off for dependants – statutory entitlement
· Medical appointments
· Jury service
· Type of special leave which can be granted and whether paid or unpaid.

Employees are obliged to attend work under their contracts of employment. In the case of teachers, there is a contractual obligation to be available for work on the days specified by the school and for non-teaching employees who are based in the classroom and/or employed on term-time only contracts there are parallel contractual requirements. For employees who are employed all year round and who are not based in a classroom there is nonetheless an expectation that they will take annual leave during the school holidays. School term dates are published in advance on our website and are available from the school office. 

This notice explains to employees our position regarding requests for special leave of absence for compassionate or other personal leave during term time. This notice:

· Is a reminder to employees that they must apply for special leave and in a reasonable time, having regard to the fact that some requests will be outside of the discretion of the school.  Where possible, at least seven days notice is required. It is the employee’s responsibility to add their authorised absence, if agreed, to the calendar on School Pod, the school’s MIS.
· Draws employees’ attention to the special leave policy as part of their induction and also at the start of each school year.
· Reminds employees at appropriate intervals that they are expected to consider their responsibilities under their contracts of employment and how to reconcile them with caring and personal needs, in part to try to plan in advance for the possibility that normal care arrangements may be disrupted.
· To confirm that if requests for special leave become frequent, the leadership team including Head (or nominated representative) may need to discuss the personal reasons with the employee because the frequency is incompatible with the needs of the school.
· Invites employees to apply at the beginning of the school year where possible, otherwise as soon as possible for leave of absence for unavoidable religious ceremonies, so that plans for cover can be made in good time, on the understanding that the leave is only for religious ceremonies, which have to be observed unavoidably and cannot be observed outside working hours. 

Special leave does overlap with the statutory right to reasonable time off for dependents.

Time off for dependents – the law

‘An employee is entitled to be permitted by their employer to take a reasonable amount of time off during the employee’s working hours in order to take action which is necessary’:

(a) To provide assistance on an occasion when a dependant falls ill, gives birth or is injured or assaulted.
(b) To make arrangements for the provision of care for a dependant who is ill or injured.
(c) In consequence of the death of a dependent.
(d) Because of the unexpected disruption or termination of arrangements for the care of a dependant; or
(e) To deal with an incident which involved a child of the employee, and which occurs unexpectedly in a period during which an educational establishment which the child attends is responsible for him. 

“Dependant” is defined as an employee’s spouse or civil partner, child, parent, a person living in the same household as the employee (other than a tenant, lodger, boarder or employee). For the purpose of (a) and (b) above, a dependant also includes any person who reasonably relies on the employee for assistance on an occasion when the person falls ill or is injured or assaulted or to make arrangements for the provision of care in the event of illness or injury. For the purposes of (d) above it also includes any person who reasonably relies on the employee to make arrangements for the provision of care. The rights do not apply unless the employee tells the employer the reason for the absence as soon as reasonably practicable and, except where that cannot be done until after the employee has returned to work, tells the school how long they expect to be absent. Further information is available at www.direct.gov.uk/en/employment/employees/timeoff. 

The special leave procedure allows us to exercise the employer discretion to grant time off, which is subject to the needs of the school. The school has to balance those needs with the circumstances of the employee, and with precedent, fairness and equality. Example, if your child falls ill, you could take time off to go to the hospital, doctors or to make care arrangements or the school may ask you to arrange alternative arrangements, as it is not an emergency and there is no obligation to authorise further time off, due to the impact. Your employer may ask you to take annual leave or unpaid leave if you want to look after your child for longer and this needs to be agreed or alternative caring responsibilities need to be arranged.

This notice provides all teaching and non-teaching employees with key information regarding our position on statutory time off for dependants and how the school can accommodate this. 

Under the new special leave of absence procedure, the Head (or designated representative) has discretion to grant a limited amount of special leave in certain specific circumstances and subject to specified limits. Our school wants to be consistent, equitable, supportive and to meet our statutory obligations when granting such time off. The discretion to grant special leave of absence is also to be exercised subject to the needs of the school. Please read carefully the table below to this notice to outline our school discretion to grant such leave in the future and with effect from 21st February 2024.

Employees with caring responsibilities are urged to plan in advance for the possibility that normal caring arrangements may be disrupted at any time, for example, if a child’s school or nursery is closed unexpectedly.

In order for the school to make arrangements for cover it would be helpful if any employees wishing to take special leave during term time for a religious ceremony which their religion requires them to observe unavoidably and which cannot be celebrated on the nearest weekend or out of school hours could apply to the Head (for a member of the leadership team) for such leave at the beginning of the school year.  If the exact date of the ceremony is not known at this stage, please indicate the approximate date.

A reminder that employees must not book or take holidays during term time. Please share this information with friends and family members, so that there can be no misunderstanding over ‘surprise’ holidays, for which the Head and Trustees have decided that special leave will not be granted. Special leave will only be considered for the exceptional circumstances outlined in the special leave of absence procedure and in line with Appendix A. Employees must apply for any special leave and seek approval in reasonable time from the Head or School Business Manager (for non-teaching employees), who will refer any appeal, as necessary. 

You should also be aware that any employee taking unauthorised leave will be in breach of contract, and that conditions of service provide for pay to be deducted in such cases. Breach of contract is also a disciplinary matter and disciplinary action may therefore be taken. Clearly this would be formal action, that the school would only take in exceptional circumstances and where the special leave is not authorized.




	Type of Special Leave
	Maximum time at discretion of Head of Department or Head each academic year
	Paid/Unpaid each academic year
	Comments

	Compassionate and Emergency Leave


	Emergency and unforeseen time required for a dependent (statutory right) ie  child, elderly/infirm parent.

	The time to manage the emergency only and which is unforeseen

	Paid emergency leave only and up to 3 days

	The employee must contact their line manager later in the day to provide an update on the emergency situation. For a member of SLT the employee must contact the Head

	Time off for a sick dependent (not the emergency). 
	Up to 3-days per academic year
	Paid
	The expectation is for employees to have contingency plans in place for such circumstances i.e. caring responsibilities.
The amount of time must be ‘reasonable’.

	Death of a close family member
	Up to 5-days including funeral
	Paid
	Parent/carer, spouse/civil partner, common law (including same sex partners), sibling, child, grandparent, grandchild, parent-in-law, daughter-in-law, a person who relies on you to help in the event of an accident, illness or injury, such as elderly neighbour. 

	Funeral of other relatives and close friends
	1 day 
	Paid
	Sibling, aunt, uncle, niece, nephew, close friend

	Bereavement parental 
(Statutory right)








Stillbirth or miscarriage
(Statutory right)
	2 weeks’ bereavement pay.
May be extended at the discretion of the Head.





Up to 52 weeks of statutory maternity leave of pay
	Paid
	This applies if:
Their child dies under the age of 18.
They’ve worked for the employer for at least 26 weeks.
They earn on average at least £118 per week before tax.

This applies if:
The employee has a stillbirth after 24weeks of pregnancy

	Illness of a close relative or person with whom the employee has a close relationship
	1 day or at the discretion of the Head
	Paid or unpaid at the discretion of the Head
	

	Medical Appointments
	
	
	

	Consultant appointments
	The time for the appointment and reasonable travel
	Paid 



	The appointment letter must be shared with the School Business Manager when making the request.
Staff must try and have the appointment on a non-working day, before or after school, during school holidays or during lunchtime if possible.

	Routine dentist/Doctor appointments
	Must be taken in own time 
	Unpaid
	Must be taken in own time if possible

	Routine medical appointment for a dependent
	The time for the appointment and reasonable travel
	Unpaid
	The employee must provide evidence of the appointment at the time of requesting the leave and routine appointments should be taken before or after school, during school holidays or during lunchtime 

	Emergency dentist/Doctor appointments
	The time for the appointment and reasonable travel
	Paid
	The employee must contact school following the reporting sickness absence procedures. The employee will be recorded as sick as they are not fit to be in school.

	Time off for fertility treatment
	Up to 2 days
	Paid 
	There is no statutory right for employees to take time off for fertility treatment. However, the school recognises that such treatment is necessary for some people and would prefer that any treatment required is undertaken during their own time. If this is not possible, then you should speak to the relevant decision maker, who will manage the request on a case-by-case basis. 





	Other Time
	
	
	

	House Move
	1 day per academic year
	Paid
	The employee is expected to inform vendors and solicitors of a preferred date during school closure.

	Examination Leave
	1 day per exam, plus 1 day revision 
	Paid
	Where the course is approved by the school and is pertinent to Continuous Professional Development (CPD) and future development.

	Religious days of observance
	[bookmark: _Hlk492904676]Up to 2 days per year if the religious day falls on a school day. (E.g. Eid, Diwali, Yom Kippur)
	Paid
	The employee must request the leave as early as possible and at least two weeks in advance.

	Participation in sporting events such as Commonwealth games, Olympics, elite sports etc

	Paid - Up to 3-days per year
	Paid
	The employee must request the leave as early as possible and at least one term in advance.

	Chief Examiner/moderator meetings
	Up to 10-days per year
	Paid 
	If the Examining Board reimburse the school

	Ofsted and other regulated relevant Inspections
	Up to 6 days
	Paid
	Where the school approves this




	Assistant Examiner/moderator meetings
	Up to 5-days per year
	Paid – if Examining Board reimburse the school
	

	Interviews


	Up to 3-days per year
For members of SLT, in exceptional circumstances 4th day may be granted.

After 3 days per year. 4th day onwards is unpaid
	Paid






Unpaid
	Many Senior appointment processes are a minimum of 2-days. Which is why an extra day for SLT members is at the discretion of the Head

	To stand as a candidate at Local Government election
	1 day
	Unpaid
	

	Elections
	1 day
	Unpaid
	Special leave will be granted to enable staff to undertake official appointments in connection with parliamentary and local elections within the authority. Approval is at the Head's discretion and subject to the needs of the school.



	Difficulty getting to work due to severe weather or travel disruption
	
	Unpaid
	There is no legal right for an employee to be paid for working time they have missed because of severe weather or travel disruption and staff should make all reasonable efforts to attend if the school is open.

	Study and examination leave:

	For Open University Degree


(ii)	For part-time degree or degree equivalent



(iii)	Other professionally relevant examinations

	Up to 10 days in any 3-year period plus the days of the examination

Up to 10 days over the normal period of the course, plus the days of the examinations

The days of the examinations
	
Paid



Paid




Paid
	

	
	
	
	

	Public Duties
	
	
	

	School Governor
	Up to 3-days per year
	Paid
	Relevant paperwork must be submitted  to the admin office as evidence of requirement to attend.

	Magistrate/Member of Public Body 
	Up to 10-days per year
	Paid
	Relevant paperwork must be submitted to the admin team as evidence of requirement to attend.

	Jury Duty
	As required
	Certificate will show to what extent the salary will be stopped during the absence – claim from court
	Relevant loss of earnings certificate paperwork must be submitted to the admin office as evidence of requirement to attend. The certificate will be returned to the employee completed to show to what extend the salary will be stopped during their absence. This amount will then be claimed from the court. 

	Armed Forces - Reservists
	Paid leave for one week of training, where it is not possible to arrange annual training during school holidays.

For those called upon for active service, the Reserve Forces Act allows for the Ministry of Defence to compensate the employer for the loss of key employees and allows them or deferral.
	Paid up to 5 days 
	Relevant paperwork must be submitted to admin office as evidence of requirement to attend and attendance.

	Domestic Crisis
	Requests may be for short periods of time off work, of up to one day to deal with the domestic crisis, and such a request may develop into a request for an extended period of time off work
	Paid Up to 2 days per year
	The Head or a member of SLT may authorise time off for an employee to address a domestic emergency. This will be for a period of time necessary to address the immediate emergency, usually a few hours or a maximum of one day. The employee is expected to return to work as soon as possible thereafter.


	Other Family Occasions
	
	

	Close family weddings 
	1 day, or 2 days over a 2 year period and only in exceptional circumstances where travel is required
	Unpaid
	This is not for the employee’s own wedding. There is no provision for employees to be given time off for their own wedding or to attend family weddings. It should be explained to members of the family that attendance at weddings during school opening days is not authorised unless on an exceptional basis.

Employees are expected to arrange their own weddings at weekends or during school holidays and not to seek any time off work for the wedding or the honeymoon.

	University graduation of immediate family
	1 day (or 2 with travel)
	Paid
	This is for University Graduation only

	Child starting at Primary School
	Up to 2-hours maximum to accompany child on 1st day at primary school only
	Paid
	Only up to 2-hour time to accompany the child to class. Any on-going settling in periods are not covered by this procedure

	Children’s functions ie school events, assemblies, concerts etc
	At the discretion of the Head
	Paid
	The employee must provide evidence of the event at the time of requesting leave.










Additional information

Holidays during term time/late return from holiday

Teaching staff, teaching assistants and staff on term time contracts are not allowed holiday leave during term time.
Staff who are delayed in returning from leave/holiday through circumstances beyond their control, e.g. civil disturbance, transport strikes, illness/accident may be asked to produce written evidence of the reason for their late return and if this is not acceptable, the delay in returning to school may need to be investigated further.
Justices of the Peace
Staff must consult the Head and obtain permission before allowing their name to be considered in connection with appointment to the Bench. Once appointed, the number of paid working days leave granted to any one member of staff in any one school year must not exceed 12 days or 24 half days.

Maternity Leave
Maternity leave is granted in accordance with the School Teacher’s Pay and Conditions Document (‘Burgundy Book’) and the London Borough of Barnet’s Maternity Leave guidelines.

Members of Public Bodies and School Governors
Leave to attend official duties will be granted as for JPs (see above).


Participation in Special Events*
Where an individual has been invited to participate at a national or international level, up to 3 days paid leave will be allowed. Time needed beyond this will be given paid or unpaid at the Head's discretion.

Religious Holidays
Leave of absence will be granted for official religious holidays and festivals, which fall within school time. Up to 3 days a year will be as paid leave (Barnet guidelines on number of days paid). Anything over this would be unpaid leave. This time cannot be taken in lieu for religious holidays i.e. the day(s) taken on a different day.

Paternity Leave/Parental Leave
Paternity leave is granted in accordance with the School Teacher’s Pay and Conditions Document (‘Burgundy Book’) and any government guidance.

Trade Union Duties
Paid leave is allowed in order to carry out official union duties and will be granted in line with local and national agreements.

Witnesses in Legal Proceedings
Paid leave shall be granted where a member of staff is subpoenaed to be a witness in legal proceedings. A member of staff attending voluntarily as a witness in legal proceedings not connected with school business may be granted unpaid leave of absence.

Other Leave
Other leave may be granted at the discretion of the Head within the guidelines for employees of AP Barnet MAT.

The noun 'relative' is used throughout in the conventional sense. It is accepted that there may be circumstances where a person can be considered as a relative without being so in a legal sense.


Appendix D
Summary of Attendance Management Procedure

	Stage
	Suggested timescale
	Action
	Outcome

	Informal attendance monitoring such as informal long term absence reviews
	Up to a 6 month period
	Meetings
with employee
	Discussions to understand underlying reasons for absences and what help can be given for improving attendance and the well-being of the employee. For long-term sickness absence informal meetings held to discuss return to work. Where trigger point reached, consideration given to arranging formal Stage 1 meeting, continuing with informal monitoring, no further action,

	Stage 1
	Start of formal process
	Formal absence meeting
	Formal meeting arranged to review overall attendance record. Where reasons accepted, continue with informal attendance monitoring. Where reasons are not accepted a first written warning should be issued in the form of an improvement notice, reasonable adjustments if necessary and support. The plan must include individual trigger points and action that both the employee and the school can do to improve
 attendance.

	
	Up to 6 months
	First formal evaluation meeting after 3 to 6 months or earlier if the trigger point has been reached.
For long-term absence a review period of 4 weeks may be more appropriate.
	Where attendance has risen to an acceptable level the procedure ends. Where there has been insufficient improvement in attendance, consideration should be given to issuing a final written warning for review in 3 to 6 months’ time. Where no improvement has been made, there are no acceptable reasons for the poor attendance, no underlying health issues and/or the trigger has been reached, consideration should be given to progressing directly to Stage 2.

	Stage 2
	Up to a further 3-6 months
	Formal ill health capability meeting
	Formal meeting arranged to review overall attendance record. Where reasons accepted, continue with improvement notice within Stage 1 of the procedure.
Where reasons for poor attendance are not accepted and/or there has been insufficient increase in attendance, dismissal and action short of dismissal will be considered.

	Stage 3
	
	Appeal
	Appeal heard. Possible outcomes include upholding original decision or moving back to Stage 1 and a further improvement notice.



Appendix E
Short Term/Non-Continuous Absence

Return to Work Interviews
All staff who have been absent will be required to attend a return to work interview with the Head or their line manager (or designated manager) who will  establish:
· that the employee is fit to return to work the reason for and cause of absence
· that the employee has provided the correct certification
· if there is anything the school can do to support the employee

Occupational Health Referral
Referral to occupational health will be made in the following instances: 
· Absence which is attributed to a diagnosed underlying condition
· absence which has not been diagnosed, but where there are concerns of an underlying cause
· several absences being attributed to a single cause
· if further sickness occurs during a monitoring and review period

The employee will be notified in advance of being referred to occupational health and the reason(s) for the referral.

Recommendations made in the occupational health report will be considered, discussed with the employee and, where reasonably possible, adopted.

Follow-up appointments with occupational health may be arranged

Appendix F

Long Term/Continuous Absence Interim Interview(s)
The Head (or the Head’s designated representative) will discuss the employee’s progress and strategies recommended by occupational health for return to work.
Should a phased return to work be recommended, this will be agreed with the Head (or the Head’s designated representative).
Support, agreed by the Head (or the Head’s designated representative), will be put in place.
Any variation to standard work patterns, will be put in writing to the employee by the Head (or the Head’s designated representative) and relevant school staff will be notified.

Occupational Health Referral
Referral to occupational health may be made in the following instances:
  
· absence which has not been diagnosed, but where there are concerns of an underlying cause
· during the first 4 weeks of continuous absence if early treatment might help
· after 4 weeks if there is no clear return to work date

The employee will be notified in advance of being referred to occupational health and the reason(s) for the referral.

Recommendations made in the occupational health report will be considered, discussed with the employee and, where reasonably possible, adopted.

Follow-up appointments with occupational health may be arranged.

Return to Work Interviews
All staff who have been absent will be required to attend a return to work interview with the Head (or the Head’s designated representative), who will establish:

· that the employee is fit to return to work 
· the reason for and cause of absence
· that the employee has provided the correct certification
· if there is anything the school can do to support the employee

Should a phased return to work be recommended, this will be agreed with the Head (or the Head’s designated representative).
Support, agreed by the Head (or the Head’s designated representative), will be put in place.
Any variation to standard work patterns, will be put in writing to the employee by the Head (or the Head’s designated representative) and relevant school staff will be notified.
Appendix G

Sick Pay Entitlement Heads and teachers
Teachers’ sick pay is based on a teacher’s length of service and is determined by the provisions within the ‘Burgundy Book’ as amended by the London Borough of Barnet, a summary of which is detailed below.

	
During the first year of service
	Full pay for 25 working days and after completing four calendar months of service, full pay for 50 working days

	During the second year of service
	Full pay for 75 working days

	During the third year of service
	Full pay for 115 working days

	During the fourth and subsequent years
	Full pay for 150 working days



In very exceptional circumstances, when a teacher has been on long-term sick leave and their sick pay expires, the Management Committee, together with the Head, may agree an extension of sick pay for a specific period. This would normally only be appropriate in cases of severe hardship.

Support and Admin Staff
Sick pay for support and admin staff is based on length of service and is determined by the provisions within the ‘Green Book’.  It should be noted that service can only be aggregated where there is less than 12 months between periods of service.

	
During the first year of service
	1 month full pay and, after completing 4 months of service, 2 months of half pay

	During the second year of service
	2 months of full pay and 2 months of half pay

	During the third year of service
	4 months of full pay and 4 months of half pay

	During the fourth and fifth years of service
	5 months of full pay and 5 months of half pay

	After five years’ service
	6 months of full pay and six months of half pay



Appendix H

Informal Discussion Notes



	Employee Details

	Employee:
	Department:
	

	Job Title:
	Date:
	






	Absence Details

	First day of absence:
	/	/
	Last day of absence
	/	/

	
Total no of days:
	
	
Reason




	Absence over previous 12 months

	First day of absence:
	Last day of absence
	Total no of days
	Reason for absence:






	Notes of discussion: (please continue on an additional sheet if necessary)
	

Please remember to:
· State the purpose and importance of the discussion
· Identify impact of absence on service, department, colleagues and service users etc.
· Focus on required outcomes (action plan)
· Uncover causes and concerns
· Explore resources required

	
Agreed Outcome / Action Plan:
	

Where appropriate:

10 Provide assistance in terms of appropriate changes in working arrangements and support
11 Encourage employee to seek medical advice/ specialist assistance

	
These notes represent an accurate record of the discussion
	


/	/

	Signature of Line Manager
Manager	Date:
	

	
Signature of Employee


Employee	Date:
	

/	/





Sample Improvement Notice
Example of first written warning or final written warning

Date……………………… Dear ………………………
First Written 
You attended an ill health meeting on ………………… I am writing to inform you of your written warning/final written warning.*

This warning will be placed in your personal file but will be disregarded for disciplinary purposes after a period of 12 months, provided your attendance reaches a satisfactory level.

a) The nature of the unsatisfactory attendance was:
(e.g.: 3 absences totalling 11 days from 17 May to 8 October )

	17 May – 20 May
	4 days
	headache
	self-certified

	21 July – 23 July
	3 days
	headache
	self-certified

	4 October – 7 October
	4 days
	flu
	self-certified



b) The attendance improvement expected and agreed actions are:
to have fewer than 3 periods of absence in the next six month  period
to see your optician within the next two weeks to have your eyes tested because you think your eyesight may be causing you to have headaches and to meet with your GP
· to be referred again to the Occupational Health Service to discuss whether the annual ‘flu jab will help keep you free from ‘flu over the winter period.
·   to consider and implement reasonable adjustments if necessary


c) The timescale within which the improvement is required is from the date of this letter until 28 April.

d) The likely consequence of insufficient improvement is: final written warning/dismissal. *
Yours sincerely



Head

*The wording should be amended as appropriate
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