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Staff Sick Absence Policy 
 

1. RATIONALE 
 

This Policy outlines the Titan Education Trust’s (Academy Trust) arrangements for reporting,            
requesting and managing staff absence due to ill health, to carry out other duties or for                
personal reasons. Arrangements for sick pay are set out for teachers in the Teacher’s Sick               
Pay Scheme Policy and for support staff in the Support stAff Sick Pay Scheme Policy. This                
policy applies to all employees except those in their probationary period. This policy does not               
cover absences relating to ante-natal care, maternity, paternity, adoption, shared parental,           
parental leave or time off to retrain or look for work following receiving a dismissal notice                
linked to redundancy. If at any time an absence is considered to be not genuine it will be                  
investigated under the Disciplinary Policy. This policy does not form part of an employee’s              
contract of employment and the Academy Trust may amend it at any time. We may also vary                 
the procedures set out in this policy, including any time limits, as appropriate in any case. 

 
2. SCOPE AND PURPOSE 
 

This policy covers all employees at all levels and grades regardless of status. The purpose of                
the policy is to ensure that staff understand the expectations of the Academy Trust in terms                
of attendance at work. In applying this policy we aim to ensure that attendance is managed                
appropriately and consistently and that employees receive relevant support. 

 
3. DEFINITIONS 
 

❏ Short-term sickness absence - any absence that lasts between half and 10 days. 
❏ Long term sickness absence - any absence that lasts for a continuous period of longer               

than 10days 
 
4. DISABILITIES 
 

We are aware that sickness absence may result from a disability. At each stage of the                
sickness absence meetings procedure (set out in paragraph 15 of this policy), particular             
consideration will be given to whether there are reasonable adjustments that could be made              
to the requirements of a job or other aspects of working arrangements that will provide               
support at work and/or assist a return to work. If you consider that you are affected by a                  
disability or any medical condition which affects your ability to undertake your work, you              
should inform the Head of School. 

 
5. REPORTING AN ABSENCE DUE TO ILL HEALTH 
 

It is the responsibility of the employee to ensure that they attend work unless genuinely               
unable to do so for health reasons. If an employee is taken ill or injured whilst at work they                   
should report this to the Head of School. Arrangements will be made for anyone who is                
unwell to be accompanied home AND/OR to receive medical treatment, where necessary. If             
an employee is ill they should take all necessary steps including medical advice and treatment               
to ensure that they are able to return to work as soon as possible. On the first day of absence                    
the employee should report their absence from work as instructed by the Head of School.               
The employee should confirm the reason for their absence and how long they expect to be                
away from work. 
 
All employees are required to follow the reporting procedure set out below. If an employee               
cannot attend work because they are ill or injured, they must telephone the Head of School                
as early as possible, and no later than 7.30 am. The following details should be provided: 
 
❏ The nature of your illness or injury. 
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❏ The expected length of your absence from work. 
❏ Contact details. 
❏ Any outstanding or urgent work that requires attention. 

 
The employee should subsequently report any additional day’s absence as instructed to do             
so, unless they are signed unfit to work by a medical practitioner, in which case they should                 
forward their Fit for Work Note to their respective local academy as soon as possible. 

 
6. EVIDENCE OF INCAPACITY 
 

For any absence that lasts for more than 7 days, a Fit for Work Note should always be                  
obtained and forwarded to the relevant academy as soon as possible. Failure to report an               
absence without exceptionally good reason will be treated as an unauthorised absence and             
dealt with under the Academy Trust’s Disciplinary Policy. An employee should expect to be              
contacted during their absence by the Executive Head Teacher, Head of School, or Chief              
Financial Officer who will want to inquire after your health and be advised, if possible, as to                 
your expected return date. 

 
7. UNAUTHORISED ABSENCES 
 

No employee may absent themselves unless there are exceptional circumstances. Prior           
permission must always be via the Academy Trust’s leave of absence request system,             
instructed to you by the Executive Head Teacher/Head of School. Requests should be             
made allowing as much notice as possible so that the relevant academy may give              
adequate consideration to each request. While the relevant academy will endeavour to            
allow employees the time they require this may not always be possible. 

 
Employees should endeavour to arrange medical or other appointments outside working           
hours wherever possible and provide evidence of such appointments if requested to do             
so. The table below sets out examples of requests of which the Academy Trust have               
pre-agreed maximum leave allowances that the Executive Head Teacher/Head of School           
may authorise at his/her discretion on their behalf, to any employee in a 12-month period.               
It is also at the discretion of the Executive Head Teacher/Head of School whether the               
leave granted will be paid or unpaid, unless a legal requirement exists. For reasons not               
listed or for days absent above the maximum, the employee must write to the Executive               
Head Teacher/Head of School in good time for prior approval. 

 
Reason for Absence Maximum Period of Absence Allowed 

Personal: 
❏ Death and funeral of a close relative as is reasonable 
❏ Illness of a member of an employee’s immediate family as is reasonable 
❏ Job interview as necessary 
❏ Attendance at a religious ceremony 
Study and examination leave: 
Qualification relevant to job role. As is reasonable to attend the course, plus the days of the                 
examinations 
To talk, or give lectures, within the UK, at the invitation of educational bodies. As is reasonable 
Attendance at Examination Board Meetings: 
Chief/Deputy Chief and Assistant Examiners/ Moderators. As is reasonable 
Public Duties: 
Justice of the Peace - Up to 26 days 
Member of a local authority - Up to 18 days 
Member of a police authority - Up to 8 days 
Member of an NHS trust or health authority - Up to 8 days 
Member of a statutory tribunal - Up to 6 days 
Member of the prison independent monitoring board - Up to 4 days 
Member of an environment agency - Up to 4 days 
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Other 
Jury Service or court witness - As is legally required. In exceptional circumstances the              
Trustees may request that an employee postpones jury service in the interests of the              
proper functioning of the relevant Academy. 
Armed Forces Reservists - Up to 10 days 
Employee representative duties - As is reasonably necessary 
Candidate in local government election - Polling day only (without pay) 

 
8. LEAVE OF ABSENCE FOR THE EXECUTIVE HEAD TEACHER OR HEAD OF SCHOOL 
 

Should the Executive Head Teacher or Head of School wish to apply for a leave of                
absence, he/she should apply to the Chair of the Academy Trust Board who shall decide               
each request in accordance with the provisions of this policy. 

 
9. ILL HEALTH ABSENCE MANAGEMENT PROCEDURE 
 

9.1 Return to Work Discussions - Following every occasion of absence a discussion            
shall take place with the employee to confirm the reason for their absence and              
ensure that the employee is now fully fit to return to work. This discussion is also                
an opportunity for the employee to raise any concerns or relevant problems they             
may have. Absences due to ill health will be recorded and reviewed by looking back               
over a period of 12 months from the first day of the most recent absence. 

 
9.2 Short Term Absences - A short term absence is any absence that lasts for less than                

2 weeks. Following a short term absence the following process shall be used for              
the return to work discussions. 

 
❏ Following a first occurrence there will be a conversation with the employee. 
❏ Following further absences the Head of School’s delegated representative         

will use the Return to Work Proforma to record the conversation they have             
had with the employee. This will be placed on the employee’s personal file. 

❏ Following a fourth absence within a 12-month period, the employee must be            
told that any further absences will result in the matter being referred to the              
Executive Head Teacher and that this might mean that the formal absence            
management procedure is commenced. 

 
10. LONG TERM ABSENCES 
 

A long term absence is one that lasts for more than 2 weeks. Once an employee has been                  
absent from the relevant Academy for 2 weeks or more the Head of School, or their                
delegated representative, shall highlight this to the Executive Head Teacher and a            
decision shall be made on the appropriate action to be taken depending upon the              
particular circumstances of the absence. This may include a telephone discussion with            
the employee over the phone, a face to face meeting or a referral to Occupational               
Health. 

 
During a long term absence, it will be the joint responsibility of the employee and the                
local Academy to remain in reasonable contact throughout the absence. The employee            
should ensure that they submit their Fit for Work Notes in good time and that adequate                
updates are supplied to enable the local Academy to forward plan. Equally the local              
Academy should ensure that any employee on a long term absence is kept up to date as                 
required. 

 
Following a long term absence, the SLT member who is responsible for absence, or their               
delegated representative, will meet with the employee on their return to work. A Return              
to Work pro-forma will always be completed. It is possible depending on the exact              
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circumstances of the illness, that the employee will require some additional support in             
returning to work, examples of which are included in the support section of this policy. 

 
Unauthorised Absence 

 
Cases of unauthorised absence will be dealt with under our Disciplinary Procedure. Absence             
that has not been notified according to the sickness absence reporting procedure, will be              
treated as unauthorised absence. If you do not report for work and have not telephoned the                
Head of School or your Line Manager to explain the reason for your absence, a senior                
member of staff will try to contact you by telephone and in writing if necessary. This should                 
not be treated as a substitute for reporting sickness absence. 

 
11. SICK PAY 
 

You should refer to your contract for details of the sick pay to which you are entitled.                 
Failure to properly report your absence or to provide medical or self-certification could             
lead to your pay being suspended. 

 
12. KEEPING IN CONTACT DURING SICKNESS ABSENCE 
 

If you are absent on sick leave you should expect to be contacted from time to time by a                   
senior member of staff in order to discuss your wellbeing, expected length of continued              
absence from work and any of your work that requires attention. Such contact is              
intended to provide reassurance and will be kept to a reasonable minimum. If you have               
any concerns while absent on sick leave, whether about the reason for your absence or               
your ability to return to work, you should feel free to contact the Executive Head Teacher                
or Head of School at any time. 

 
13. MEDICAL EXAMINATIONS 
 

We may, at any time in operating this policy, ask you to consent to a medical examination                 
by our Occupational Health Advisor AND/OR a doctor nominated by us (at our expense).              
You will be asked to agree that any report produced in connection with any such               
examination may be disclosed to us and that we may discuss the contents of the report                
with [our advisers and] the relevant doctor. Failure to agree to a reasonable request may               
be considered under the Disciplinary Policy. 

 
14. RETURN-TO-WORK INTERVIEWS 
 

If you have been absent on sick we will arrange for you to have a return-to-work                
interview with your line manager. A return-to-work interview enables us to confirm the             
details of your absence. It also gives you the opportunity to raise any concerns or               
questions you may have, and to bring any relevant matters to our attention. Where your               
doctor has provided a certificate stating that you ‘may be fit for work’ we will usually                
hold a return-to-work interview to discuss any additional measures that may be needed             
to facilitate your return to work, taking account of your doctor's advice. 

 
15. RETURNING TO WORK FROM LONG-TERM SICKNESS ABSENCE 
 

We are committed to helping employees return to work from long-term sickness            
absence. As part of our sickness absence meetings procedure (see paragraph 13), we will,              
where appropriate and possible, support returns to work by; Obtaining medical advice,            
making reasonable adjustments to the workplace, working practices and working hours; 

 
❏ Considering redeployment; and/or 
❏ Agreeing a return to work programme with everyone affected. 
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If you are unable to return to work in the longer term, we will consider whether you are                  
entitled to any benefits under your contract and/or any insurance schemes we operate. 

 
16. SICKNESS ABSENCE MEETINGS PROCEDURE 
 

We may apply this procedure whenever we consider it necessary, including, for example,             
if you: 

 
❏ Have been absent due to illness on a number of occasions; 
❏ Have discussed matters at a return to work interview that require investigation;            

and/or 
❏ Having attained a Bradford Score of 125 points or more. 

 
17. FORMAL ABSENCE MANAGEMENT 
 

Formal absence monitoring can be initiated by the Executive Head Teacher/Head of            
School at any time during the above process depending upon the circumstances of the              
absence(s). Examples of unacceptable attendance levels include more than 4 short term            
absences within 12 months, 2 absences of 4 days or more within a 13 week period, if a                  
pattern of absence is suspected or if an employee attains a Bradford Score of 125 points                
or more. 
 
Any formal meetings will be with the SLT member responsible for absence who may be               
accompanied by their HR Officer. The employee will be given notice of the meeting in               
writing which will include the reason for the meeting. The employee may also be              
accompanied by a trade union representative or colleague. The employee should provide            
their details to the Executive Head Teacher/Head of School conducting the meeting, in             
good time before it takes place. 

 
Some companions may not be allowed: for example, anyone who may have a conflict of               
interest, or whose presence may prejudice a meeting. A companion may make            
representations, ask questions, and sum up your position, but will not be allowed to              
answer questions on your behalf. You may confer privately with your companion at any              
time during a meeting. 

 
If during the formal process an employee is unable to attend a meeting for good reason,                
then every effort should be made to rearrange the meeting. However if reasonable             
attempts have been made to rearrange the meeting, but the employee is still unwilling to               
attend, then they should be notified in writing at least 7 days prior to the meeting that                 
the meeting will go ahead without them. They should be given the opportunity to attend               
in person, submit a written statement or send a representative in their place. 

 
18. STAGE 1 : FIRST SICKNESS ABSENCE MEETING 
 

The employee shall be given at least 5 days’ notice of the meeting. At the meeting the                 
employee shall be provided with a copy of their absence record. Discussions will be based on                
this, the reasons for the absence(s), how long the absence is likely to continue if the                
employee is currently absent, the Academy Trust’s concerns and the ways in which these              
could be reduced in the future. An action plan will be agreed which may include an                
attendance target for improvement and any support required with agreed timescales. 

 
The first meeting will follow the procedure set out in paragraphs 13 and 14 on the                
arrangements for and the right to be accompanied at sickness absence meetings. The             
purposes of a first sickness absence meeting may include: 

 
❏ Discussing the reasons for absence. 
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❏ Where you are on long-term sickness absence, determining how long the absence            

is likely to last. 
❏ Where you have been absent on a number of occasions, determining the likelihood             

of further absences. 
❏ Considering whether medical advice is required or, if already obtained, what that            

advice is. 
❏ Considering what, if any, measures might improve your health and/or attendance. 
❏ Determining a way forward, action that will be taken and a timescale for review              

and/or a further meeting under the sickness absence procedure. 
❏ Warning you that your employment may be at risk if your attendance does not              

improve. 
 

Following the meeting a notification of concern letter will be sent to the employee. The               
notification of concern will last for 39 working weeks. The letter shall include a summary of                
the points covered, support to be put in place, a date for review (which will normally be after                  
13 working weeks) and an explanation of possible further action should the necessary             
improvements not be made by the second review meeting. 

 
19. STAGE 2: FURTHER SICKNESS ABSENCE MEETING(S) 

 
The second review meeting shall take place as planned or sooner should the employee’s              
level of attendance deteriorate significantly in the meantime, in which case a meeting shall              
be arranged without delay while allowing 5 days’ notice. Depending on the matters             
discussed at the first stage of the sickness absence procedure, a further meeting or meetings               
may be necessary. Arrangements for meetings under the second stage of the sickness             
absence procedure will follow the procedure set out in paragraphs 13 and 14 on the               
arrangements for and the right to be accompanied at sickness absence meetings. 

 
The purposes of further meeting(s) may include: 

 
❏ Discussing the reasons for and impact of your ongoing absence(s). 
❏ Where you are on long-term sickness absence, discussing how long your absence is             

likely to last. 
❏ Where you have been absent on a number of occasions, discussing the likelihood of              

further absences. 
❏ If it has not been obtained, considering whether medical advice is required. If it has               

been obtained, considering the advice that has been given and whether further advice             
is required. 

❏ Considering your ability to return to/remain in your job in view both of your capabilities               
and the needs of the Academy Trust and any adjustments that can reasonably be made               
to your job to enable you to do so. 

❏ Considering possible redeployment opportunities and whether any adjustments can         
reasonably be made to assist in redeploying you. 

❏ Where you are able to return from long-term sick leave, whether to your job or a                
redeployed job, agreeing a return to work programme. If it is considered that you are               
unlikely to be able to return to work from long-term absence, whether there are any               
benefits for which you should be considered. 

❏ Determining a way forward, action that will be taken and a time-scale for review and/or               
a further meeting(s). This may, depending on the steps we have already taken, include              
warning you that you are at risk of dismissal. 

 
If the employee has made the necessary improvements then they shall be informed that no               
further meetings are required and that the formal notification of concern shall lapse after              
the 39 working weeks as long as the improvement continues. If the employee has not made                
the necessary improvements then their attendance and any support shall be discussed. 
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Again an action plan with timescales shall be agreed. The employee should also be warned               
that should the necessary improvements not be made in the next 13 working weeks then the                
case may be referred to a panel of governors from across the Academy Trust who may                
decide that the employee should be dismissed. This will be confirmed in writing to the               
employee as a final notification of concern. 
 

20. FINAL NOTIFICATION OF CONCERN REVIEW 
 

The final review meeting shall take place as planned or sooner should the employee’s level of                
attendance have deteriorated significantly in the meantime, in which case a meeting shall be              
arranged without delay while allowing 5 days’ notice. If the employee has made the              
necessary improvements then they shall be informed that the formal notification of concern             
shall lapse. However, the employee should also be informed that if in the next 12 months, the                 
employee’s absence once again becomes unacceptable the final notification of concern may            
be reissued. 
 
However, if the employee has not made the necessary or significant improvements then they              
shall be informed that the case will be passed to a panel of three Governors from across the                  
Academy Trust who may decide to dismiss the employee. 

 
21. GOVERNOR’S PANEL 
 

The employee shall be notified in writing when the panel has been arranged, allowing at               
least 7 days’ notice. This notification will include possible outcomes and any supporting             
documents. 
 

22. APPEALS 
 

An employee has the right of appeal against any formal action. An appeal shall be to a panel                  
of three Trustees from the Academy Trust Board not previously involved in the process. An               
employee who has received a notification of concern may appeal against it by giving written               
notice of the appeal to the Chair of Governors, including the grounds on which it is made                 
within five working days of receiving written confirmation. 

 
An employee who receives a final notification of concern or decision to dismiss may appeal               
against it by giving written notice of the appeal to the Chair of Governors including the                
grounds on which the appeal is made within ten working days of receiving written              
confirmation. The appeal hearing will be arranged without delay. The employee should be             
given at least seven days’ notice of the appeal hearing. In the case of an appeal against a                  
dismissal, the notice of the hearing shall be at least ten working days. The Appeal Panel may                 
uphold or dismiss the appeal, or reduce the severity of the sanction. Their decision is final                
and will be confirmed in writing.  
 
The Academy Trust is committed to supporting employees through periods of absence and             
has various support arrangements already in place to assist in achieving this aim. These              
include, but are not limited to, risk assessments, a confidential counselling service,            
occupational health services and phased returns to work. These support mechanisms are not             
only to assist employees in being able to attend work in times of absence, but also to ensure                  
that the Academy Trust fulfils its responsibility of ensuring the health and safety of all its                
employees and students that it cares for. If the Executive Head Teacher/Head of School feels               
that some sort of support is required, this shall be discussed and arranged via the HR Officer. 
 
The date that any dismissal takes effect will not be delayed pending the outcome of an                
appeal. However, if the appeal is successful, the decision to dismiss will be revoked with no                
loss of continuity or pay. 
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23. FIT FOR WORK NOTE 
 

An employee who is absent for more than 7 days must provide a Fit for Work Note. If an                   
employee requests to return to work before their Fit for Work Note expires, then they must                
supply a new Fit for Work Note before their return date which states that they are now fit to                   
return. The Fit for Work Note also allows medical practitioners to make recommendations             
such as phased return, altered hours, amended duties or workplace adaptations that they             
believe would enable an employee to return to work before they are fully recovered. On               
receiving such a Fit for Work Note the Executive Head Teacher/Head of School should give               
careful consideration to the suggestions and decide whether the local academy is able to              
accommodate them. During this period the employee remains on sick leave. If the Executive              
Head Teacher/Head of School decides that they are not able to accommodate the             
suggestions, taking all things into consideration, then the employee will remain on sick leave              
until they are fully fit to return to work. 

 
If it is felt appropriate, an employee who is under formal absence monitoring, may be asked                
to submit a Fit for Work Note for each occurrence of absence, regardless of how long the                 
absence is for. The Academy Trust will pay for such notes if a proper receipt is presented.  
 

24. RISK ASSESSMENTS 
 

If an employee returns to work before they are fully fit (but has been signed back to work by                   
a medical practitioner) a risk assessment of them and their role will be appropriate to               
highlight the risks and detail the adjustments that can be made to minimise such risks. The                
risk assessment should be carried out as soon as is practically possible and should be               
reviewed regularly until the employee is fully fit. 

 
25. OCCUPATIONAL HEALTH AND PHASED RETURN 
 

The Executive Head Teacher/Head of School may make a referral to Occupational Health             
whenever they feel that they require additional information about an employee’s           
attendance, whether this is due to a long term absence, a pattern of persistent short term                
absences, or where advice is needed on an employee’s ability to perform their duties due to                
illness. Before a referral is made the Executive Head Teacher/Head of School should discuss              
this with the employee where possible, explaining the reasons behind this decision. 

 
Any employee requesting to attend Occupational Health should comply with this request. A             
phased return to work is to enable a fully fit employee who has been on a long term absence                   
to readjust to returning to work. The Academy Trust’s normal phased return is limited to 2                
working weeks, with at least 2 days being worked in the first week and 4 days in the second. 

 
To enable an employee to return to work contractual changes may sometimes be             
appropriate. A decision to implement a change to an employee’s contract, such as a              
reduction in hours or taking up an alternative role, should always be a last resort when all                 
other support has previously been tried. Such a decision should never be imposed on an               
employee, but will form part of a joint decision. Contractual changes may be implemented on               
a temporary or permanent basis depending on the circumstances. In exceptional           
circumstances, where an employee cannot return to work due to ill health, ill health              
retirement may be an option. 

 
26. STAGE 3: FINAL SICKNESS ABSENCE MEETING 
 

Where you have been warned that you are at risk of dismissal, we may invite you to a                  
meeting under the third stage of the sickness absence procedure. Arrangements for this             
meeting will follow the procedure set out in paragraphs 13 and 14 on the arrangements for                
and the right to be accompanied at sickness absence meetings. The purpose of the meeting               
will be: 
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❏ To review the meetings that have taken place and matters discussed with you. 
❏ Where you remain on long-term sickness absence, to consider whether there have            

been any changes since the last meeting under stage two of the procedure, either as               
regards your possible return to work or opportunities for return or redeployment. 

❏ To consider any further matters that you wish to raise. 
❏ To consider whether there is a reasonable likelihood of you returning to work or              

achieving the desired level of attendance in a reasonable time. 
❏ To consider the possible termination of your employment. Termination will normally be            

with full notice or payment in lieu of notice. 
 
27. REVIEW OF POLICY 
 

This policy is reviewed 2 yearly by the Academy Trust. We will monitor the application and                
outcomes of this policy to ensure it is working effectively. 
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ANNEX 1 
TRIGGER POINTS FOR FORMAL MEETINGS 

 
 
 
 

 
Using the Bradford Factor1, when an employee reaches the set trigger point this will              
require attendance at an attendance management meeting (AMM). The Bradford          
factor calculation is as follows: 
 

Bradford points score =  S ² x D 
 
 
Where S is the number of occasions of absence in the last 52 weeks and D is the total                   
number of days’ absence in the last 52 weeks 
 
For this Academy Trust, the trigger point for attendance management interview is: 125             
points. 
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