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1.  INTRODUCTION  

 

The Trust is aware that sickness absence may result from a disability. At each stage of the 

meetings/hearings procedure, particular consideration will be given as to whether there are 

reasonable adjustments that could be made to the procedure or role requirements.  

The school recognises that its employee’s contribution to the functionality of the school is 

crucial to its continuing success. It is therefore committed to preserving the health, welfare 

and safety of all its employees and as such seeks to provide a safe and healthy working 

environment. It is inevitable that from time to time employees may be unable to attend work 

due to sickness or injury. In such instances, the school is committed to dealing with absence 

due to genuine sickness in an empathetic, objective, sensitive, and consistent way across the 

school and to assist employees return to work as quickly as possible. It is also the school’s aim 

to minimise the incidence of sickness and to give appropriate guidance and support to achieve 

this. 

 

However, high levels of sickness absence and/or repeated absence can cause significant 

disruption to the business of the school and can place an undue burden on other teams’ 

members and therefore this needs to be managed closely.  

 

This policy sets out the school’s approach in relation to sickness absence management, 

including its procedure for notification and certification and its position on payment during 

sickness absence. 

 

The procedure applies to all employees of the school. This procedure does not form part of 

any employee’s contract of employment, and it may be amended at any time.  

 

This policy meets the guidance requirements of: 

• Data Protection Act 2018 

• Employment Rights Act 1996 

• Employment: Statutory Code of Practice  

• Equality Act 2010 

• Induction for Early Career Teachers (England)  

• The Statutory Sick Pay (General) Regulations 1982 

It also reflects best-practice guidance set out in: 

• The Advice, Conciliation and Arbitration Service (Acas)’s guidance on holiday, sickness 
and leave 

• The Health and Safety Executive (HSE) incident reporting in schools 

mailto:admin@larwood.herts.sch.uk
https://www.legislation.gov.uk/ukpga/2018/12/contents/enacted
https://www.legislation.gov.uk/ukpga/1996/18/contents
https://www.equalityhumanrights.com/en/publication-download/employment-statutory-code-practice
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.gov.uk/government/publications/induction-for-early-career-teachers-england
https://www.legislation.gov.uk/uksi/1982/894/contents
https://www.acas.org.uk/holiday-sickness-leave
https://www.acas.org.uk/holiday-sickness-leave
https://www.hse.gov.uk/pubns/edis1.htm


LARWOOD SCHOOL – HEALTH AND ATTENDANCE POLICY 
 

4 
Registered office: 

C/o Larwood School, Larwood Drive Stevenage, Hertfordshire. SG1 5BZ, UK. Company Number: 10359418 
Telephone: 01438 236333    Email: admin@larwood.herts.sch.uk 

 

Data protection  

All discussions and sensitive medical and personal information about staff members’ 
sickness and other absence will be treated confidentially by all parties concerned. This data 
will be collected, used, and stored in line with the Data Protection Act 2018. Please refer to 
our privacy notice for staff members for more detail on how data will be processed.  

Disability-related absence 

We have an obligation under the Equality Act 2010 to make reasonable adjustments for 

staff with a protected characteristic (such as disability, pregnancy and gender reassignment) 

where the reasonable adjustment would remove or reduce a disadvantage the member of 

staff faces. In discussion with the staff member, our trust will consider all reasonable 

adjustments and provide these where possible. 

Staff who believe they have a disability or medical condition that affects their ability to do 

their work should inform their line manager, so that the trust is able to consider appropriate 

reasonable adjustments and support.  

Where staff need time off work to attend medical appointments related to their disability or 

medical condition that affects their work (e.g. treatment, rehabilitation and/or check-ups) 

staff should speak to their line manager about their needs.  

 

2.  BREACHES OF THIS POLICY AND PROCEDURE 

 

Breaches of this policy and procedure include a failure to adhere to notification and 

certification procedures or taking ‘sickness absences’ when not genuinely ill.  

 

In the case of a breach of this policy and procedure, employees may be subject to disciplinary 

proceedings and possible withdrawal of sick pay. In cases of frequent or long-term absence, 

the school will also have regard to its absence management procedure. 

 

3.  EXECUTIVE HEADTEACHER, HEADTEACHER, HEAD OF SCHOOL AND THE CHAIR OF 

TRUSTEES 

 

In cases where the Executive Headteacher, Headteacher or Head of School is the absent party, 

the chair of trustees will carry out the functions normally allocated to the Headteacher and 

Head of School in this procedure.  

 

Where the Executive Headteacher is absent he/she will need to notify both the chair of 

trustees and the Headteacher(s), Head of  School or next suitable post holder. The Headteacher 

will notify the Executive Headteacher and Assistant Headteacher. 

mailto:admin@larwood.herts.sch.uk
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4.  NOTIFICATION/CERTIFICATION PROCEDURE 

 

If the absence is the result of an accident or injury sustained during the course of work duties, 

this information and the name of the person to whom the incident was reported must be 

made known. This is to ensure that the school’s management has properly recorded the 

accident and, where necessary, taken remedial action. 

 

Absence – Roles and Responsibilities  

Employees are responsible for maintaining their own health and well-being including:  

• Taking reasonable steps to maintain their own fitness for work  

• Not attending work when they are genuinely ill or unfit for work  

• Using Schools UK Insurance to seek online Doctor support when appropriate. This is at a 

time/day/place that suits you and negates having to wait for long periods of time to see 

your local Doctor 

• Not to take unnecessary risks that may affect their health or well-being  

• Following the school’s absence notification procedures and protocol.  

• Assisting in their own recovery particularly where specific remedial action is identified  

• Working with their team to encourage health and well-being 

• Middle leaders, line managers and leadership team are responsible for maintaining an 

overview of the health and well-being of their staff including:  

• Ensuring employees are aware of the absence procedures  

• Applying and reviewing attendance related practice when needed such as during a 

pandemic crisis seen in 2020 

• Recording and monitoring attendance and absence  

• Ensuring that return to work interviews are carried out effectively and timely  

• Seeking advice from appropriate specialists (EPM’s HR, Occupational Health etc.)  

• Providing appropriate support when team members are unwell or unable to attend work 

due to ill health or injury  

• Working in conjunction with EPM’s HR and Occupational Health Advisors where there 

are long-term absences or other concerns  

• Identifying opportunities to improve the health and well-being of their team 
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4.1  First day of absence 

 

It is a requirement that employees telephone (in person unless incapacitated) the 

Headteacher / Head of School unless otherwise directed by the School, as soon as possible 

on the first day of absence. Employees should strive to do this at the earliest possible 

opportunity. In any case, notification of absence should be made prior to the time the 

employee is due to start work so that cover can be arranged. Text message is not acceptable 

as this can often go astray or take a long time to arrive. 

 

4.2  Second to seventh calendar day of absence 

 

Employees (or their next of kin if they are not sufficiently well to do so) should maintain 

contact, during any period of self-certification, such that their Headteacher / Head of School 

has a reasonable knowledge of the employee’s progress at all times, and of when he/she can 

realistically expect the employee to return to work.  

 

Unless the school specifically requests it, employees are not required to submit a fit note for 

absences of up to seven calendar days but, on their return to work, must confirm to the school 

the number of days they were off sick and the reasons for the absence, via the completion of 

a self-certification form (see appendix 3).  

 

4.3  Absence greater than seven calendar days 

 

For absences of more than seven consecutive calendar days, (including weekends and public 

holidays), employees must obtain a fit note from their doctor and send it to the school 

immediately after the first week of absence. If an employee is still not fit to return by the time 

their medical certificate expires, the employee must obtain another medical certificate so that 

their entire period of absence is covered and send this to the school at the earliest 

opportunity.  

 

4.4  School holidays 

 

The requirement to provide a certificate to cover absences also applies to school holidays. 

Where an employee is not fit to work on the last day of term and first day of the next, a 

certificate should be provided to cover the school holidays or otherwise to show that the 

employee was fit during that period.  

 

4.5  Provision of fit notes for periods of absence less than eight calendar days 
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The school reserves the right to require employees to obtain a medical certificate from their 

GP for absences of any duration. Examples of when this may be done include where there are 

concerns about frequent absence, or where employees have been off work due to sickness at 

any time during the week immediately before or immediately after they have taken some 

holiday (in this case, a certificate will be required for the whole period of absence). In such 

circumstances, the school will cover the costs incurred in obtaining such a fit note for 

absences of a week or less on production of a doctor’s invoice.  

 

4.6  Fit notes which recommend adjustments 

 

The school will give reasonable consideration to all adjustments recommended by GPs where 

it is stated that the employee is fit if certain adjustments can be made. However, where the 

school feels unable to comply with the adjustments, the employee will remain sick in 

accordance with the note. 

 

4.7  Sickness incapacity whilst on annual leave 

 

If an employee becomes unfit during annual leave and wishes to treat the incapacity as sick 

leave and reclaim the annual leave they must comply fully with the usual requirements for 

notification and provision of medical evidence. Where those requirements are not fulfilled, 

the absence will be deemed unauthorised and will not be paid. 

  

5.  MAINTAINING CONTACT 

 

It is recommended that regular contact be maintained between the employee and employer 

throughout any prolonged period of absence.  

 

It is anticipated that at an early stage, arrangements will be made between the employee and 

their Headteacher, line manager, or other nominated person as to the frequency and form 

(e.g. telephone, email, or letters) that contact is to take. 

 

6.  FAILURE TO INFORM THE SCHOOL OF AN ABSENCE AND/OR FAILURE TO PROVIDE A 

MEDICAL CERTIFICATE 

 

A failure to attend work without providing any reason, or any reasonable reason will be 

deemed an unauthorised absence from work which may result in an employee being in breach 

of contract and therefore subject to disciplinary process and/or withdrawal of pay.  
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Should an employee fail to provide a certificate either from the outset of an absence or fail 

to maintain certification throughout the entire period of their absence, they will be treated 

as having an unauthorised absence from the work and may be deemed to be in breach of 

contract with the consequences outlined above. 

 

It is reasonable in such circumstances for the school to make reasonable efforts to contact an 

employee to establish their whereabouts to ensure their wellbeing and log their attempts to 

do so.  

 

The management of such unauthorised absences is not covered by this policy. Where such 

issues arise, the Trust’s HR advisory service team should be contacted promptly for further 

guidance. 

 

7.  SICK PAY  

 

Subject to compliance with the appropriate procedures, the school will pay “Statutory Sick 

Pay” (SSP) in respect of all eligible employees at the prevailing nationally set rates, and 

payment will be subject to deduction of tax and National Insurance contributions as 

appropriate. To qualify for payment of SSP, a “self-certificate” declaration form must be 

completed upon return to work after any period of absence (see appendix 3). SSP is payable 

from the fourth day of absence and may be payable for up to 28 weeks. 

 

The school will also pay occupational sick pay (up to and including full basic salary for a certain 

period, less any SSP received) subject always to continued compliance with the school’s 

sickness absence and notification/certification procedures. Eligibility for occupational sick pay 

and the level and duration of payment of any occupational sick pay will follow the 

entitlements set out in the relevant conditions of service.  

 

No payment will be made in respect of unauthorised absences. Pay will not be reinstated if a 

certificate is latterly provided. 

 

For long term absences, if it is concluded in the school’s reasonable belief, that an employee 

is unable to fulfil their contract of employment as a result of ill health, the school reserves the 

right to terminate the employee’s contract with due notice having followed the school’s 

absence management procedure prior to any applicable sick pay having been exhausted. 
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8.  MEDICAL APPOINTMENTS 

 

The school will allow reasonable time-off for employees to attend medical appointments, 

which are unable to be arranged out of working hours. Before arranging non-urgent doctor’s 

medical appointments, employees should seek the approval of their Headteacher if it is 

necessary to take time off work. Employees should make every attempt to make these 

appointments at the beginning or end of the day or during lunch breaks to minimise the 

time they have to be absent from work and evidence of the appointment may be requested 

by the school. 

 

9.  RETURN TO WORK MEETINGS 

It is considered good management practice to hold return to work meetings after every period 

of sickness absence. Where possible, the return to work meeting will be carried out on the 

first day back to work by your Line Manager, or shortly afterwards where this is not possible.  

 

The meeting will be to welcome the employee back to work and seek to clarify that the 

employee is fit to carry out the duties of their post. The meeting will also establish the reasons 

for the absence and highlight any additional support required. Any concerns regarding 

absence may be raised and measures identified to support the employee to improve 

attendance where necessary and help to prevent its reoccurrence.  

 

In a return to work meeting, employees should be made aware when they are near to 

reaching the trigger points (see section 9.1 below) and that reaching these could result in a 

formal ill health capability meeting being convened (see section 10 below). If an employee 

has reached the trigger points when a return to work meeting is held, the employee should 

be made aware that an ill health capability meeting may be scheduled and a first written 

warning could be given at this meeting. Alternatively, consideration should be given to setting 

an attendance improvement plan (AIP) (see section 9.2 below).  

 

A record of the meeting must be made using the self-certification sickness absence and return 

to work meeting form (appendix 3). A copy of this form should be given to the employee and 

the original placed on the employee’s personal record file. 

 

9.1  Trigger points  

 

In any six-month period, the trigger points are: 

 

• three separate occasions of sickness absence; and/or 

• a continuous sickness absence of 10 working days’ or more; and/or 
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• an absence which appears to have a recurring recognisable pattern, for example frequent 

absenteeism around a weekend 

 

However, these trigger points are for guidance only and the school reserves the right to raise 

any concerns with an employee at an earlier stage where there are reasonable grounds for 

concern, or at a later stage where appropriate, and to institute an attendance improvement 

plan at any time (see section 9.2 below). 

 

It is hoped that closer monitoring and discussions with an employee concerning absence and 

attendance will result in an improved attendance record. 

 

Employees should be aware that a poor attendance record may result in formal action being 

taken, which may, in some circumstances, include and/or lead to the termination of their 

employment. 

 

9.2 Attendance improvement plan (AIP) 

 

An AIP is a record of what an employee will need to achieve in terms of attendance over the 

coming weeks or months. The AIP should provide enough time to demonstrate attendance 

has improved with details of assistance that the employee will be offered, wherever possible, 

to help them achieve improved attendance. 

 

AIPs may be put in place either where there are management concerns about attendance or 

as part of a formal process. 

 

9.3  Persistent short-term absence 

 

If an employee’s sickness absence is close to reaching or indeed has reached a “trigger point”, 

the relevant line manager and/or Headteacher should discuss this with the employee and 

start to monitor their sickness absence more carefully through an AIP and pursuant to the 

school’s absence management procedure.  

 

9.4  Long term sickness absence 

 

Long-term sickness absence occurs when an employee is absent from work for a continuous 

period of at least 28 calendar days. Where it is clear at the outset or becomes clear after a 

time that the absence will be long term, a referral can be made to Occupational Health 

(usually after four to six weeks’ of continuous absence, sooner if there are concerns of a 

mental health nature for example, stress, anxiety or depression). The Headteacher or 

mailto:admin@larwood.herts.sch.uk


LARWOOD SCHOOL – HEALTH AND ATTENDANCE POLICY 
 

11 
Registered office: 

C/o Larwood School, Larwood Drive Stevenage, Hertfordshire. SG1 5BZ, UK. Company Number: 10359418 
Telephone: 01438 236333    Email: admin@larwood.herts.sch.uk 

 

nominated person will inform the member of staff that Occupational Health will be asked to 

give an opinion in relation to the employee’s current fitness for work and recommendations 

for support that may be of benefit, where it can be facilitated. The Headteacher or nominated 

person should then contact the Schools’ HR advisory service team about making a referral to 

Occupational Health.  

Other instances of absence (bereavement and compassionate leave, ECT induction, jury 

service, and trade union duties) 

Our trust recognises that it is not possible to cover all circumstances where it is reasonable 
to grant leave. If there is a specific or exceptional situation not covered by this policy, staff 
should discuss their need for time off with their line manager. 

9.4.1 Bereavement 

We encourage staff experiencing bereavement to reach out to their manager so they can 
discuss: 

• Whether and when the staff member will take compassionate leave. We will be guided 
by the wishes of the staff member on this 

• How the trust can support the staff member during this difficult time  

9.4.2 Compassionate leave 

• Compassionate leave requests for immediate family (parent, guardian, child, unborn 
child, sibling, partner), need to be discussed directly with the line manager.  

• Funeral leave requests for immediate family (parent, guardian, child, unborn child, 
sibling, partner), need to be discussed directly with the line manager.  

Depending on circumstances, staff may be able to extend this period of leave or take 
compassionate leave for situations outside of their immediate family.   

9.4.3 Statutory parental bereavement leave and pay  

Beyond compassionate leave, staff may be eligible for statutory parental bereavement leave 
and pay in cases where:  

• A child (under the age of 18) dies 

• A child is stillborn after 24 weeks of pregnancy 

• There’s an abortion after 24 weeks of pregnancy 

Read the government’s guidance on statutory parental bereavement and pay to find out 
more.  

9.4.4 Early career teachers (ECTs) serving induction.  

Where an ECT has been absent for 30 days or more (or equivalent for part-time ECTs), per 
year of their induction, their induction period will be extended by the aggregate total 

mailto:admin@larwood.herts.sch.uk
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number of days absent. If the ECT is unable to serve the extension in our trust, they will 
need to complete 1 or more terms in a new school or institution.  

This does not apply to ECTs taking statutory maternity, paternity, shared parental, adoption 
or parental bereavement leave.  

9.4.5 Jury service and magistrate duty 

If a staff member is summoned for jury service, they should speak to their line manager as 
soon as possible to allow time to arrange cover. 

 

9.5 Referral to the Occupational Health Unit 

 

During any period of absence or on return to work, the school may require an employee to 

engage with an Occupational Health physician/adviser so that they can prepare a medical 

report. If the school has made a referral, employees are expected to co-operate fully with the 

Occupational Health physician/adviser. This may include attending an appointment with the 

Occupational Health physician/adviser and providing consent for the release of medical 

information. 

 

• in this section, the duties of a Headteacher may be delegated to another appropriate 

member of staff 

• the Headteacher should talk to the employee and explain that he/she will be referring 

him/her to the Occupational Health Unit. In some circumstances, it may be necessary to 

inform the employee in writing 

 

When to make a referral 

 

A referral should be made if any of the following occur: 

 

• where it is anticipated or known that the absence is going to last four weeks or more. The 

absence need not have exceeded four weeks at the time of making the referral 

• where there is a concern over persistent short term absence prior to or during an 

attendance improvement plan 

• where a trigger point is met, unless a referral has already been undertaken recently 

• where there is a concern of any nature where there appears to be an underlying medical 

condition 

• when an employee has been absent with, or appears to be suffering from, mental health 

issues (for example stress, anxiety, depression) 
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• where there are concerns about an employee’s health and/or safety in the workplace and 

medical advice is required 

 

Referrals may not be necessary for routine procedures, which require a fixed period of 

convalescence, unless complications arise. 

 

Occupational Health Recommendations 

 

It should be noted that the outcomes of an Occupational Health referral in the form of the 

report(s) provided are advisory in nature. It will ultimately be a judgement for the school, 

having sought HR advice, as to whether any given recommendation can be reasonably 

implemented. Occupational Health may recommend reasonable adjustments, which could 

include a phased return to work, temporary or permanent adjustments to an employee’s role. 

In the event that the employee is unable to fulfil the role, retirement on ill health grounds 

may be considered.  

 

10.  ABSENCE MANAGEMENT PROCEDURE 

 

10.1  General principles  

 

Ill health capability hearings and the management of absence is based on the principle that 

whilst absence due to ill health will not usually be the fault of an employee, there will come a 

point where the employee is deemed incapable of undertaking the role they were employed 

to do.  This may be because the employee is not in work regularly enough to effectively fulfil 

the role, despite consideration of reasonable support to reduce levels and/or instances of 

absence. 

 

At the discretion of the school, and usually involving long-term absence, informal health 

review meetings may be arranged to discuss the contents of any Occupational Health report 

or generally to ascertain the employee’s state of health and options going forward.  

 

At every stage of the absence management procedure, the employee will: 

 

• be given advance notice of any formal ill health capability hearing, which should be at 

least five working days’ notice in writing by recorded delivery or delivery by hand 

• be advised in writing of the nature of the attendance concerns against him or her 

• have the right to be accompanied by their professional association/trade union 

representative or work colleague; and 
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• have a right of appeal against any decision made following a hearing 

 

Employees should make all reasonable efforts to attend hearings/meetings convened under 

this absence management procedure. If an employee fails to attend any hearing/meeting 

without good reason, this may be treated as misconduct in itself. If the employee fails to 

attend without good reason or is persistently unable to attend due to health issues, a 

hearing/meeting may be convened and a decision taken based on the available evidence in 

the absence of the employee.  

 

10.2  Expert advice at a hearing 

 

At any ill health capability hearing where dismissal is a possibility, the Headteacher or panel 

may be advised by an HR professional. For schools that subscribe to the Schools’ HR advisory 

service, please contact your HR adviser prior to arranging a hearing.  

 

At any hearing where dismissal is to be considered, the following provisions apply: 

 

• at any community or voluntary controlled school, the local authority must be invited to 

send an adviser. The school must send all of the papers for the hearing to the HR adviser 

no later than the date on which the papers are sent to the employee 

 

• at any voluntary aided, foundation school or academy the school is encouraged to invite 

an HR adviser. If an HR adviser is to be in attendance, the school must send all of the 

papers for the hearing to the HR adviser no later than the date on which the papers are 

sent to the employee  

 

10.3  The note-taker at formal hearings 

 

A written record of the proceedings is essential at every formal hearing. This is likely to be the 

clerk to the trustees or a member of administration staff at the school. The note-taker will 

make a confidential record of the hearing but not of any confidential deliberations to 

determine a judgement at the end of the hearing. 

 

The school does not support the audio recording of ill health capability meetings or hearings 

unless there are exceptional circumstances for doing so. Covert recording is considered gross 

misconduct. 
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10.4  Right to be accompanied 

 

An employee has the right to be accompanied and supported, at each formal stage of the 

procedure where action may be taken (including appeal), by a work colleague or an accredited 

professional association/trade union representative.  

 

The employee should give advance notice if he/she is to be accompanied, and by whom. If 

the professional association/trade union representative or work colleague is unavailable at 

the time of the hearing, the employee should contact the individual that convened the 

hearing to postpone the hearing (once) to a time that is mutually convenient to all parties. 

Any postponement should be within a reasonable timescale and should not normally extend 

beyond five working days. 

 

10.5  Formal ill health capability hearing – short-term absence 

 

While formal ill health capability hearings are more commonly used to address concerns 

relating to short-term absence, they may also be convened following an employee’s return to 

work from long-term absence. This will especially be the case where it is not the first period 

of prolonged absence to have occurred. 

 

The hearing is intended to establish the facts.  At this hearing, the Executive Headteacher/and 

or Headteacher / Head of School or line manager will: 

 

• identify the attendance concerns, support already given or considered, and the level of 

attendance required where there has been an attendance improvement plan 

• provide written evidence of the concerns identified e.g. self-certification sickness absence 

and return to work meeting form(s), other meeting notes, absence data, any medical 

information being used to determine whether, and if so what support the employee may 

benefit from. 

• consider and discuss any causes and reasons for the absences. The employee should be 

given the opportunity to discuss any contributory factors they feel may have affected their 

attendance 

• after reviewing the evidence before them and taking into account any contributing factors 

the employee has put forward, the Executive Headteacher or Headteacher or line 

manager will decide upon the relevant outcome from the hearing: 

 

Outcomes of the hearing, depending on the circumstances of the particular case, could 

(without limitation) include: 
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• the setting of an attendance improvement plan (AIP), where one has not been set prior 

to entering the formal process. 

• first written warning and an AIP which is likely to be appropriate in most cases where 

there has been a persistent failure to meet satisfactory attendance levels, 

notwithstanding previous informal discussions 

• final written warning and an AIP which is likely to be appropriate where, following a first 

written warning and an AIP, there has been a continued failure to meet satisfactory 

attendance levels or where there has been a serious failure to meet satisfactory 

attendance levels 

 

Dismissal with notice may be considered where despite the employee having already received 

a first and/or final written warning for short-term absence, and following one or more AIP 

their attendance levels continue to fall below expectations. 

 

Notes must be taken of the hearing and a copy given to the employee, but not of any 

deliberations. 

 

After the hearing, the employee will be informed in writing of the school's decision as soon 

as practicably possible and usually within five working days. Where a formal sanction (a 

warning or notice of dismissal) has been issued, the decision letter must contain the right to 

appeal.  

 

10.6  Duration of warnings  

 

In circumstances where a first written or final written warning is issued it will be placed on 

the employee’s personal file normally for a period of 12 months, unless the employee is 

notified to the contrary. The employee will need to be at work throughout the relevant 

warning period. If they should be absence from work for any reason e.g. sickness, this period 

will not count for the purposes of the warning period. 

  

10.7  Formal ill health capability hearing – long term absence  

 

Dismissal with notice may be considered, without the need for first or final written warnings, 

where an employee has been or is likely to be absent for a prolonged period, where a 

reasonable period of recovery has been allowed for and weighing up input from Occupational 

Health. In the Trust’s opinion a return to work in the short term is unlikely and where it is 

concluded that there are no reasonable adjustments or restrictions that would enable the 

employee to return to a work. Where possible, these judgements should be made having 

sought advice from Occupational Health via the Trusts’ HR advisory service team. 
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10.8  Arranging a formal ill health capability hearing – long term absence 

Ill health capability hearings will be heard by either the Executive Headteacher and/or 

Headteacher/Head of School or a panel of three trustees as appropriate in the circumstances. 

 

The hearing allows the employee to prepare a response to concerns about their absence and 

make their case in the company of their professional association/trade union representative 

or a work colleague. 

 

If an employee is unable to attend an ill health capability hearing, he/she may choose to 

provide written permission to the effect that their representative may act on full authority 

and he/she will accept any decision that their representative has been party to. He/she may 

also choose to provide a written response. 

 

Hearings should normally be held during normal working hours, but, where this is not 

possible, the hearing should begin as soon as possible after the end of the school day. 

 

The employee must receive at least five working days’ notice in writing, by recorded delivery 

or delivery by hand, stating: 

 

• the purpose, time and place of the hearing 

• specific concerns, confirming that this is a formal ill health capability hearing pursuant 

to the school’s health and attendance policy and procedure  

• a copy of the school’s health and attendance policy and procedure 

• who will be attending (e.g. Headteacher, employee) 

• the right to be accompanied by an accredited professional association/trade union 

representative or a work colleague 

• relevant documentation the school intends to present 

• the requirement for confidentiality 

• the requirement for the employee to provide, at least three working days’ before the 

hearing, all relevant documents that he/she intends to present 

The Executive Headteacher/Headteacher/Head of School or panel members, as appropriate, 

will be sent all of the papers to be presented, including a copy of the invite letter sent to the 

employee in reasonable time before the hearing. Panel members must not discuss any aspect 

of the case or the contents of the case papers with anyone, including other panel members, 

before the hearing.   
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10.9  The ill-health capability hearing decision – long-term absence 

If the case for dismissal is not established, a warning appropriate to the circumstances of the 

case may be issued.   

 

If the decision is dismissal, then the employee will be informed as a matter of urgency and 

advised of the right of appeal. The decision of the Executive Headteacher/Headteacher (or 

governing body disciplinary panel), the reasons for it and the appeal arrangements will be 

confirmed in writing to the employee as soon as reasonable practicable and usually within 

five working days. 

 

For a community or voluntary controlled school (whose staff are employed by the County 

Council), a copy of the letter will be sent to the director of Children’s Services who will then 

formally confirm the dismissal by letter to the employee. 

 

10.10  Appeal 

If the employee wishes to appeal against the school’s decision at any stage of the process 

(including the level of any sanction imposed) he/she must do so in writing to the person 

specified in the decision letter, stating the full grounds of appeal, within seven calendar days 

from receipt of the letter setting out the school’s decision. 

 

An appeal will be heard by the Executive Headteacher/Headteacher/Head of School (only in 

cases where a warning was issued by a line manager) or by a panel of three trustees, not 

involved in the original hearing. At the discretion of the school, the appeal may be a complete 

rehearing of the matter or it may be a review of the fairness of the original decision in light of 

the procedure that was followed and any new information that may have come to light.  

 

New evidence will only be considered if relevant and there is a good reason why this had not 

been included as part of the original hearing.  

 

The employee's letter to lodge the appeal must be accompanied by detailed grounds for 

appeal.   

 

The Executive Headteacher/ Headteacher/Head of School / chair of panel, i.e. the person or 

a representative of the panel that heard the original case will normally present the case at 

any appeal against a warning or ill health capability dismissal decision.  

 

11.  LINKS WITH OTHER POLICIES 

• Privacy Notice for Staff Members 
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Appendix 1 
 
Sick Pay Entitlement 
 

Teachers 

During the first year of service Full pay for 25 working days and after completing 4 
calendar months’ service half pay for 50 working days 

 

During the second year of service Full pay for 50 working days and half pay for 50 working 
days 

 

During the third year of service Full pay for 75 days and half pay for 75 working days 

 

During the fourth year and 
successive years 

Full pay for 100 working days and half pay for 100 
working days 
 

 
Note 1: For teachers, working days are the days defined as “directed time” (currently 195 per school 
year). Years of service are based on aggregated service.  
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Appendix 2: Sick Pay Entitlement, Support Staff 
 

Table A 

Support Staff in Community or Voluntary Controlled Schools, or any other school adopting 
the new terms and conditions of employment - with effect from 1 April 2012 

First 2 days absence in  
each period of absence 

No pay 
 

 

During the first 6 months of service Statutory Sick Pay only 

 

During months 7-12 of service 1 month full pay and 1 month half pay 

 

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

 

During the third year of service 3 months’ full pay and 3 months’ half pay 

 

During the fourth year of service 4 months’ full pay and 4 months’ half pay 

 

Additional Disability Leave 
allowance 

Up to 5 extra days paid disability leave per year available 
to those employees who have a disability defined by the 
Equalities Act 2010.  

 

Additional Pregnancy related sick 
leave 

Up to 5 extra days paid pregnancy related sick leave for 
women who experience pregnancy related sickness.  

  

 
Note 1: For occupational sick pay entitlement record purposes (and without prejudice to the 
National Council’s arrangements for self-certification days and to any local agreements on 
“qualifying days” for statutory sick pay purposes) “one month” is deemed to be equivalent to 
26 working days, Saturday being reckoned in all cases as a working day. 
 

 
Note 2: If an employee has suffered an injury during the course of their work duties, and this 
has been confirmed in writing by the Department of Work and Pensions (DWP), then the 
employee is entitled to receive the first four months of their absence as full pay (for the first 
two days of absence pay will not be deducted). If they are still absent after the first four 
months, then their normal sick pay entitlement will begin.  
 

Note 3: Entitlement is based on continuous service. 
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Appendix 3 - Self-Certification Sickness Absence and Return to Work Meeting 
 

User Guidance Notes 

This form should be completed using block capitals and placed on the employee’s school file. In addition, 
a copy should be given to the employee. 
 
Please ensure that you complete all sections of the form. If you require further guidance, please contact 
the Schools’ HR Advisory Team.   

Part One-Employee details 

Title First name Last name Initials 

 
 

   

Job Title Payroll Number 

 
 

        

Part Two - Details of Sickness 

Number of days 
Absent 

Start date of sickness Last date of sickness 

Working 
days 

                 

Calendar 
Days 

 Please tick this box if the sickness was over 7 calendar days  
Please attach a fit note/GP’s certificate. 

Part Three – Return to work meeting 

Line Manager’s Name  

Date of meeting  

Location of meeting  

People present at meeting  

Back problems  Muscular Skeletal   Stress/Depression/Anxiety   

Carcinoma 
 

 Colds 
 

 Flu   

Infections   Headache/ Migraine   Eye Disorder 
 

 
 

Ear, Nose & Throat 
 

 Urinary Tract infection   Pregnancy Related  

Stomach Aliments  Heart problems  Respiratory/Chest/Asthma  
 
Other  (please specify): 

Details of items discussed 
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Risk Assessment reviewed or conducted    

 
Have any health review prompts been reached?  
 
Health review prompts  

• When there are 3 or more instances of absence in any rolling 6 month period 

• When an individual accumulates ten or more calendar days absence within any rolling 6 month period 

• When an absence appears to have a recognisable pattern, for example frequent absence around a 
weekend  

• When an employee’s sickness absence is for a continuous period of at least 28 calendar days 

• When there are a series of absences which impact on service delivery 

• Has an Attendance Improvement Plan been set recently (this may be set prior to trigger points being 
met).  
 

Yes  (If yes, consider arranging a Formal ill-health Capability Meeting and inform employee that they 
may be issued with a warning at the Formal ill-health Capability Meeting) 

 
No    
 

Attendance Improvement Plan set   

Details of support offered  

 
 
 
 
 
 
 

Details of the impact of the absence on the school/employees workload 

 
 
 
 
 
 

Referred to Occupational Health   

Part Four – Authorisation 

I certify I was absent from work due to sickness as detailed on this form.  
Please note: Knowingly making a false statement may result in disciplinary action being taken and sick 
pay being terminated. 
 

Employee Signature: Name  

Date     2 0   

I certify that I have discussed this absence with the employee and that the necessary certifications have 
been completed. 

Managers Signature: Name  

Date     2 0   
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