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MISSION STATEMENT 
 

YHCLT is a co-operative community of schools, working together to provide the best possible 

standards of education, enabling children to become responsible and articulate citizens, with a local, 

national and global perspective. We try to demonstrate co-operative ethical values in everything we 

do: 

 

 we believe in being open with colleagues in our schools and beyond; 
 we act with honesty and integrity, working in a professional and respectful manner in our 

dealings with everyone; 

 we act with social responsibility; 

 we treat everyone with respect, care and sensitivity; 

 we support staff to develop their capacity for self-help and to take responsibility for their 
own actions. 

 

Date: July 2018 
Please always check the latest e-version of this policy as small changes may be made. 
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Purpose 
 

1. Good attendance is vital if the School is to provide effective and efficient education. High 
levels of attendance will help the School to plan and provide quality services. Low levels of 
attendance, on the other hand, will result in poor provision of services. 

 

2. The main aim of this policy is to support employees to achieve high levels of attendance from 
employees and to reduce sickness absence. 

 

3. In reducing sickness absence the Yorkshire & the Humber Co-operative Learning Trust 
(YHCLT) recognises that employees are entitled to expect fair treatment. However, Heads are 
entitled and required to manage sickness absence properly and fairly taking into account the 
need to provide regular efficient and effective services. 

 

4. This policy aims to ensure employees are: - 

a. Treated fairly, properly and consistently. 

b. Given adequate opportunity and assistance to improve their attendance record with a 

view to ensuring their full return to normal working or where possible and practical 

redeployment to alternative work. 

c. Fully informed of the services available from the Occupational Health Service including 

counselling. 

d. Informed when their attendance record is causing concern. 

 
5. This policy is separate from the Trust’s policy on discipline. Sickness Absence is not a 

disciplinary issue unless a false reason for absence is given in which case the matter should 
be dealt with under the terms of the disciplinary procedure. 

 

6. Action taken under the sickness absence policy will be on the grounds of your capability to 
attend work. If the absences continue at an unacceptable level and dismissal is the next stage 
the matter will be referred to the Head. 

 

7. At any stage of the process, if difficulties arise the employee may find it useful to contact 
their union representative for support. 

 
 

Scope 
 

8. This policy applies to all staff employed by the Trust. 
 
 

Principles 
 

9. Prior to final approval by the YHCLT Board this policy has been the subject of consultation 
with unions and professional associations; their suggested amendments have been taken into 
consideration and changes made where they can be agreed. 

 

10. The school is committed to ensuring equality of treatment and fairness in the operation of 
the sickness absence procedure in line with the Equality Act 2010. To this end, the Head or 
person delegated will provide a moderating role to ensure fair treatment and ensure 
attendance targets set are in line with the policy. 
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Responsibility 
 

11. The implementation of the policy is the responsibility of the Head. 
 

12. All staff are required to engage with the policy. 
 
 

Roles 
 

13. To ensure sickness absence is properly managed it is important that all parties are aware of 
their responsibilities. With this in mind the following roles are clearly identified. 

 
 

Head 
 

14. The monitoring and control of absence on a day to day basis is the responsibility of the Head. 
 

15. Heads are also responsible for the day to day welfare of their staff. 
 

16. Heads must ensure following adoption of this policy that its aims are publicised to all their 
staff. 

 

17. Where an employee’s absence becomes problematic and/or they meet the trigger points in 
this procedure the Head will allocate a case manager to work with the employee to identify 
underlying reasons for absence, monitor attendance and support. The case manager will 
usually be an appropriately delegated Senior Manager or the Head. Where the Head is the 
case manager and a hearing becomes necessary then a panel of Governors/ Trustees will hear 
the case; in other cases the Head will remain independent and will hear the case. 

 

18. The Trust has delegated responsibility to senior managers of the Trust and schools depending 
on the situation. Details of the delegated responsibilities for dealing with sickness matters 
are outlined in the Scheme of Delegation at appendix 2 attached. The Senior Manager will 
use her/his discretion when delegating responsibility for dealing with sickness cases to an 
appropriate manager. 

 
 

Other Relevant Policies/Procedures/Strategies 
 

19. There are other Policies and Procedures to which the Trust should have regard. These 
include:- 

a. Welfare Procedure – (including the availability of advice counselling from the OHU or the 

external counselling service). 

b. Equal Opportunities in Employment Policy. 

c. The possibility of redeployment and returning to work on a part-time basis after 

sickness, this will be dependent on the suitability of each case. 

d. Retirement on the grounds of permanent ill health. 

e.  The disability provisions of the Equality Act 2010 which states that the employer has a 

duty to make reasonable adjustments for employees who are or become disabled to 

enable them to carry out their duties and not to suffer detriment. 
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f. Pay Policy 

g. The School will also consider patterns of sickness absence that link to annual leave periods 

or School closure periods. When staff are off sick just before or just after a School holiday 

period the School reserves the right to request a doctor’s certificate of fitness to work. 

This will always be the case if an employee is being monitored as part of the sickness 

management process and/or has received a warning to improve their attendance. 

 
 

Sickness absence and disability 
 

20. The definition of disability in the Equality Act 2010 is technical, but many people with long 
term illnesses which significantly affect their day to day activities will qualify as disabled. 
Sickness in itself is not a disability. 

 

21. The Equality Act requires employers: 
 

a) not to treat people unfavourably because of a disability unless it is justified to do so. 

 
b) and also requires them to agree reasonable adjustments when this could keep 

people in work or help them to return to work. 

 

22. Managers should therefore consider carefully whether, in the particular case, they are 
justified in taking disability related absence into account when operating the policy. They 
should consider, for example, the impact of the employees absence on pupils and colleagues 
as well as the impact on the employee of applying the thresholds in the policy in full. 

 

23. So far as adjustments are concerned, minor adjustments (those which cost little or have 
relatively little impact on the school) will usually be reasonable. If the impact on others, or 
cost, is significant the adjustment sought may be unreasonable. It all depends on the 
circumstances; balancing the improvement an adjustment would make for the employee 
against the disruption or cost of the adjustment. 

 

24. For example, these might all be reasonable adjustments: 
 

 A phased return to enable the person to return to work after a period of sickness absence; 
and/or a re-allocation of duties 

 

 An acceptance that the disabled person will need some level of absence from their work 
to attend appointments linked to their disability. 

 

 An acceptance that a disability may increase the likelihood that the person will have a 
higher rate of sickness absence and so agree fairer support which could enable more 
latitude to be shown which could result in actions such as to disregard an agreed amount 
of disability related absence. 

If in doubt, managers and employee should seek advice. 

 
25. When a disability has been identified within the sickness management process, a useful 

starting point would be to ask the question: “What is the effect of the disability, and what 
adjustments may be effective to help retain the employee?” Rather than “Can that person 
still be employed?” 
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26. Whilst it will be necessary in many circumstances to obtain medical and other advice to aid 
the decision making process, it is ultimately a management decision to determine if the 
required changes are reasonable and practicable. 

 

27. When sickness absence reaches a stage where consideration is being given to options that 
may include, for example, dismissal, ill-health retirement or significant adjustments to the 
employee’s role, managers need to take advice. 

 

28. It should also be pointed out that it is possible to discriminate against someone who has an 
association with a disabled person, i.e. a parent who has a disabled child for whom they are 
the main carer. You must be careful not to treat them unfavourably compared to other 
employees. 

 
 

Methods of Monitoring and Controlling Sickness Absence 

 
Reporting Sickness and producing certificates 

 

29. It should be noted that a self-certification form must be completed for all absences of 7 days 
or less. 

 

30. A medical fit note (Med3) is not normally required until the 8th day of absence. However, in 
appropriate cases, as part of this procedure, the Head may require a certificate prior to this, 
if the level of sickness absence is raising concern. This will normally apply to cases of short- 
term absences. In such cases the cost of obtaining the certificate will be reimbursed by the 
School. 

 
 

Records 
 

31. The Trust recognises that accurate, accessible and well-presented information is essential for 
effective absence control and will ensure that such records are kept, regularly monitored and 
that action is taken on a consistent basis. 

 

32. Information on levels of sickness absence will be presented to the Trust. Confidentiality of 
individual staff will be maintained, except in cases that reach the second stage of the process. 

 

33. When considering an employee’s attendance record all absences from work will be 
considered; where absence is linked to a disability it may be appropriate to log it separately 
or disregard it for the purposes of the sickness management procedure and absence triggers. 

 

34. If an absence is related to an industrial injury it is important that any need for improvement 
in methods of work, working conditions and training etc. are identified. In the case of an 
accident which has arisen out of or in the course of a teacher’s employment then the 
provisions under Para 9.1 of the Burgundy Book will apply for sick pay entitlements. Support 
staff are covered by the Green Book. RIDDOR and relevant Health and Safety report must be 
completed as appropriate. 

 
 

Maintaining Contact with Sick Employees 

 
Contact during Absence 
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35. It is important that the Head or appropriate Senior Manager maintains regular contact with 
an employee who is absent from work due to sickness. This might involve telephoning the 
employee at home or when appropriate visiting the employee at a suitable venue or at home. 
Care should be taken if this contact could be perceived as threatening by the employee. 

 

36. It is important to keep in touch with staff who are off sick; this needs to be carried out 
sensitively at a neutral venue or at the employees home if that is requested by them. The 
decision to meet staff who are off sick rests with the Head or a delegated Senior Manager 
and should be arranged when it is appropriate to do so. At this visit it may be appropriate to 
discuss referral of the employee to the OHU and/or to offer counselling support to the 
employee. After visiting an employee an appropriate record must be agreed and kept of the 
discussion. 

 

37. If the absence continues for more than two - three weeks or is causing concern for some 
other reason, then it may be appropriate to suggest that a union rep or colleague 
accompanies the employee. If an employee asks for their union rep to attend the meeting it 
should be seriously considered as long as their attendance does not unreasonably delay the 
meeting or is likely to cause the meeting to become more formal than is necessary at this 
stage. 

 

38. If there is no improvement in an employees’ sickness record and every effort has been made 
by the School to help an employee to improve their attendance to a satisfactory level then 
the case manager must inform the employee of their intention to proceed to an informal 
meeting. 

 
 

Return to Work Discussions 
 

39. It is widely recognised that the return to work discussion can have many positive effects. Such 
discussions must be carried out after each absence in private and sympathetically, by the line 
manager. 

 

40. A record of the discussion and the nature of the sickness must be made and agreed. 
 
 

Sickness Control Procedure 
 

41. The aim of this part of the policy is to explain to employees what may happen if their 
attendance record is unsatisfactory and to ensure that where formal action is necessary that 
this is done in a fair, consistent and proper manner. 

 

42.  Trigger points for formal action as noted below will operate for part time staff on a pro rata 
basis. 

 
 

FREQUENT SHORT & MEDIUM TERM ABSENCE 

 
Frequent Short & Medium Term Absence and Trigger Points 

 

43. High levels of short term, frequent or medium absence will be considered a problem where: 

a. Repeated absence follows a pattern linked to certain days of the week or events. 
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b. The number of days exceeds 8 days in one 52 week rolling year. 

c. The number of occurrences exceeds 4 in a rolling 52 week year. 

 
44. In these circumstances, a formal meeting will be held, an action plan drawn up to improve 

attendance, support offered if appropriate and the situation will be monitored. Where 
attendance does not improve, or there is a failure to follow the sickness reporting procedure, 
one or more of the following actions may be considered: 

a. No further action at this time 

b. A monthly review meeting to assess attendance 

c. A referral to the Occupational Health Adviser 

d. A requirement to provide a doctor’s certificate for every absence 

e. Notification to the employee that future failure to follow the sickness reporting procedure 

or comply with the above could result in withdrawing contractual sick pay. This may be 

appropriate in cases where the employee fails to keep the school informed of their 

absence, does not respond to contact from the school or provide sick notes. In this case, 

their absence could be considered as unauthorised absence. 

f. Referral to the Head or a nominated person in line with the scheme of delegation to 

consider dismissal on grounds of ill health due to the incapability to attend work on a 

regular basis. 

 
 

Formal Action – short and medium term absence 
 

45. Where formal action is taken it will follow the process below 

First Stage – Informal Meeting. 

46. If your attendance record is falling below an acceptable standard, and the trigger points 
explained above are met and discussions have taken place with a senior manager as part of 
the return to work procedure, you will be interviewed by the Head or a delegated Senior 
Manager and asked for an explanation. This will be an informal meeting and you may bring a 
colleague or trade union representative if you wish. You will be informed in writing of this 
informal meeting with 5 working days’ notice. 

 

47. If it appears that a personal or domestic difficulty may be affecting your health, welfare 
assistance will be offered if appropriate. This facility, however, is also available to you at an 
earlier stage. 

 

48. If it seems that there is an underlying heath reason affecting your attendance record you will 
be referred to the Occupational Health advisor. You will also be advised to consult your GP 
and possibly to access counselling via your schools service such as: Focus, Relate, Let’s Talk. 

 

49. At this stage you will be normally be advised that your attendance record is causing concern 
and that every effort must be made to improve it. A letter confirming this advice will be sent 
to you by the Head or appropriate senior manager. 
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50. Your attendance record will be monitored and reviewed after a suitable interval (which 
should be no longer than 3 months). If during the review period there is improvement to a 
satisfactory level, you will be advised of this and this will be confirmed in writing. If however, 
following the review, there is no improvement or insufficient improvement you will be 
formally interviewed. 

 
Second Stage – Formal Action 

 

51. You will be informed of the meeting, with 5 working days’ notice, and will be given the right 
to be accompanied by a colleague or trade union representative. The meeting will be 
conducted by the Head or a delegated Senior Manager. 

 

52. The purpose of the formal meeting will be to: - 

a. Establish the reasons for your level of absence 

b. Record what action could be taken by you and the School to support you to improve your 

level of attendance. 

c. Express concern over your level of sickness absence and its effect on others 

d. Set a review period during which your sickness absence level will be monitored. 

e. Consider all the circumstances of the case and if appropriate you will be given a first 

formal warning, which will remain on your file for one year. 

 

53. Where a first formal warning is given this will be confirmed to you in a letter which will 
explain that if your absence record does not improve to the required standard and if the 
improvement is not sustained, it will result in a further formal meeting being convened and 
if appropriate a second formal written warning being issued to you. A copy of this letter will 
be given to your recognised trade union representative who is supporting you. 

 

54. In deciding appropriate action, the Head will take into account all circumstances including 
medical information from the Occupational Health Advisor, length of service, possible 
modification to your job and the availability of suitable alternative work. The Head will 
consider reasonable adjustments for employees who could be considered disabled in line 
with the definition in Equality Act 2010. 

 

55. Where a first formal warning is given, your attendance record will be monitored and a review 
of your attendance record will take place at intervals of not more than 3 months. One of the 
aims of the procedure is to achieve and maintain a satisfactory attendance level and 
therefore, a satisfactory attendance level must be achieved during the review period, this 
must then be maintained over a longer period. In the case of a first formal warning, the 
improvement must be maintained over a twelve month period from the date of the letter 
confirming / giving the warning. If an improvement is maintained over a twelve month period, 
the warning will not be built upon in the future. However, your attendance will still be 
monitored and if it deteriorates you will revert back to the first stage of the procedure - the 
informal meeting. If during the review period there is improvement to a satisfactory level, 
you will be advised of this in person and will be confirmed in writing to you by the Head. If, 
however, following the review, there is no improvement or insufficient improvement a 
further formal meeting will be held. 
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56. Where a first formal warning has been issued you will have the right to make a representation 
in writing, no later than 10 working days following the date of the letter confirming the 
warning, to a Trustee ( for Trust staff ) or a Local Governor (for School staff ) appealing against 
this warning who may ask the Head to reconsider. The nominated Trustee/ Local Governor 
will not be able to participate in any dismissal or appeals proceedings and this fact should be 
recognised by the Trust when dismissal and appeals panel are being set up. 

 
Third Stage – Formal Written Warning 

 

57. You will be informed of the meeting, with 5 working days’ notice, and be given the right to 
be accompanied by colleague or trade union representative. The meeting will be conducted 
by the Head or appropriate Senior Manager. If appropriate a formal written warning will be 
given and a further 3 month review period will be set. The formal written warning will be 
confirmed in writing by letter and subject to your agreement, a copy of this letter will be sent 
to your recognised trade union representative. 

 

58. Where a formal written warning has been issued you will have the right to make a 
representation in writing, no later than 10 working days following the date of the letter 
confirming the warning, to a Trustee ( for trust staff) or a Local Governor ( for school staff) 
appealing against this warning who may ask the Head to reconsider. The nominated 
Trustee/Local Governor will not be able to participate in any dismissal or appeals proceedings 
and this fact should be recognised by the Trust when dismissal and appeals panel are being 
set up. 

 
Fourth stage – Dismissal 

 

59. If during the 3 month review there is insufficient improvement to your attendance a final 
formal meeting will be held. You will be informed of the meeting in writing, 10 working days 
in advance, and will be given copies of all relevant documentation which will be presented by 
the Head or appropriate Senior Manager. You will also be given the right to be accompanied 
by a colleague or trade union representative. This formal meeting will be heard by a panel in 
line with the trust scheme of delegation and may result in your contract being terminated on 
the grounds of your capability to attend work on a regular and sustained basis. Alternatively, 
your formal written warning may be reinforced and a further review period set. At the 
meeting the Head or an appropriate senior manager will present the case and you will be 
given the opportunity to put forward an explanation either in person or through your 
representative. 

 

60. The Head or the relevant Committee of the Trust/ Local Governing Body will decide what 
action is appropriate and if dismissal is recommended to be the appropriate course of action, 
a letter confirming this decision will be sent to you. The letter will also state that you have a 
right of appeal to the Appeals Committee of the Trust/Local Governing Body. Any appeal must 
be given in writing to Clerk to the Trust Board/PA to the CEO with a copy to the Head, within 
10 working days of the date of the dismissal letter. 

 

Note: the appeal should be convened as quickly as possible, normally within 4 weeks of receipt 
of your appeal but allowing sufficient time for you to prepare for the hearing. 

 

61. Following the decision of the Appeals Committee, if the dismissal is upheld, this will take 
immediate effect and full pay in lieu of notice will be given to you, in accordance with your 
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contract of employment, regardless of whether or not you are off sick at the time or whether 
or not your sick pay has been exhausted. A letter confirming this decision will be sent to you. 

 
Improvement 

 

62. If during any of the 3 month review periods, your sickness absence record improves to a 
satisfactory level, you will be advised of this by letter. One of the aims of this procedure is to 
achieve and maintain a satisfactory attendance level and therefore, although a satisfactory 
attendance level may be achieved during the review period, this must then be maintained 
and sustained on a permanent basis. 

 

63. Where a warning has been issued, the improvement must be maintained over a twelve 
month period from the date of the letter confirming/giving the warning, after which time the 
warning will not be built upon in future cases. However, your attendance will still be 
monitored and if it deteriorates again you will revert back to the first stage of the procedure 
the informal meeting. 

 
 

LONG TERM SICKNESS ABSENCE 
 

64. If you are absent for a period of three weeks or longer and/or have a long term illness, the 
following action will be taken, having full regard to the policies on Equal Opportunities in 
Employment, Ill Health Retirement and the disability provisions of the Equality Act 2010, 
especially that relating to the need to make reasonable adjustments for employees who are 
or become disabled. 

 

65. With your permission, your Trade Union will be kept fully involved and informed of the 
situation. 

 

66. After a 3 to 4 week absence the Head or an appropriate Senior Manager will normally write 
to you giving at least 5 days notice that they wish to meet you either an appropriate neutral 
venue or at home. If your absence continues you will be contacted periodically, with the 
involvement of your trade union if you so wish, and in turn you should maintain contact with 
your School to keep them informed about the progress of your health and likely return date. 

 

67. You will normally be referred to the Occupational Health Unit, after approximately 3 to 4 
weeks absence, who will undertake reviews as necessary. You have a contractual duty to 
attend these review meetings and the OHU may be able to offer you further advice, help and 
support. Counselling may be suggested at this, or any, stage. 

 

68. It is essential that you take the opportunity to make sure that the OHU have all the available 
information about your absence/illness. This will ensure that the OHU gives the case manager 
their medical opinion of the impact of your condition upon your work and any possible 
detrimental impact that your job might have on your health. They will also provide advice to 
assist the School in managing a sustained return to work and advise on suitable adaptations 
to your job if necessary. The referral to OHU will be shared with you to ensure that it is 
accurate and you are fully aware of the information being sent to the OHU. 

 

69. The OHU may ask your permission to contact your GP and, possibly, your Consultants, so that 
they are fully informed about your condition. If you decide not to agree for your GP to provide 
details of your medical history/condition (as is your right) then they will advise the school as 
best they can with the information available to them. They will, where possible, advise the 
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case manager on the likelihood of you recovering and being able to return to work in your 
own job. The OHU will also advise when your return to work is expected. 

 

70. If the illness/absence is such that you cannot return to your own job then the possibility of 
employment at another School within the Trust may be explored as well as whether it is 
practical to modify your job or if alternative work (either short term or on a permanent basis) 
is available. Full regard will be made to the policies on Equal Opportunities in Employment, 
Redeployment & Protection of Earnings Policy (if applicable), ill Health retirement and the 
Equality Act 2010, especially that relating to the need to make reasonable adjustments for 
employees who become disabled or whose disability worsens. 

 

71. If you cannot return to your own job wherever possible retirement on the grounds of 
permanent ill-health will be considered in cases of a long term absence/illness. This will be 
dependent upon the OHU being able to make the necessary recommendation in line with the 
requirements of the Superannuation Scheme for non-teaching staff and in the cases of 
teachers the Teachers Pensions. At this stage the possibility of phased or early retirement, 
redeployment, ill health retirement may be discussed with you. The Head may also wish to 
take advice from the School’s HR adviser. 

 

72. Where retirement on the grounds of ill health cannot be offered to you, or in the case of 
teaching staff the decision from the Teacher’s Pension is not known and the employee has 
been absent for a considerable amount of time, the following action will normally be taken: 

a. You will be kept fully informed if your employment is at risk and this will be confirmed in 

writing. 

b. Where your job can no longer be kept open and no suitable alternative work is available 

or acceptable to you, you will be interviewed and informed of the likelihood of dismissal. 

c. Where dismissal action is taken this will be heard by a relevant Committee of the Trust / 

Local Governing Body and will be on the grounds of capability. The same dismissal process 

will be applied. 

d. The exhaustion of sick leave entitlement does not in itself make it fair to dismiss and no 

dismissal will be considered just because sick pay has been exhausted. Conversely, it is 

not necessary to wait until sick pay has been exhausted before dismissing you. 

e. Where there is a disagreement between the OHU and your medical adviser about your 

medical condition the matter will be referred at your request to an Independent Medical 

Referee. The cost of an Independent Medical Referee will be borne by the School. 

 

73. If you are employed as a teacher and have been absent from duty for more than 3 months 
(ignoring short breaks) on account of mental illness you will be suspended from duty on 
normal sick pay and will not be permitted to return to work until the OHU is satisfied that you 
are fit for work. Wherever possible your trade union representative will be informed of your 
suspension prior to you receiving the letter from the School. 

 
 

Further Information 
 

74. Any disagreement over the interpretation of any part of this policy should be referred to the 
Head in consultation with the Trust who will endeavour to resolve the issue in question. 
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75. The aim of this policy helps to ensure that all employees are treated fairly, properly, 
sympathetically and consistently with the ultimate aim of achieving high levels of attendance 
from employees at all levels of reduce sickness absence. 

 

76. Although the Head has been referred to in the policy it may be appropriate for the Head to 
delegate any part of the procedure to an appropriate “line manager”. The delegation of any 
meetings etc will be at the discretion of the Head. 

 
 

Monitoring Head’s Absence 
 

77. The policy on Sickness Absence will apply to the CEO, all Heads and Deputies. It is important 
that a consistent and fair approach is adopted for all employees within a School. It has 
therefore been agreed that in order to monitor the sickness absence of a Head the following 
procedure must be implemented. 

 

78. The overall responsibility of monitoring the attendance record of a Head will be the CEO / 
Trustee or their representative. Where formal action has to be introduced the Trust will be 
able to seek advice and assistance from the School’s HR adviser. 

 

79. The overall responsibility for monitoring and the attendance of the CEO will be the 
responsibility of the Chair of the Board after taking advice from the Trust’s HR adviser. 

 
 

Review 
 

80. The operation of this policy will be reviewed annually. 
 

81. Professional Associations and Trade Unions at Regional Level and Human Resources need to 
be consulted about any significant changes. 
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The most important symptoms of coronavirus (COVID-19) are recent onset of any of the following: 

 

● a new continuous cough 

● a high temperature 

● a loss of, or change in, your normal sense of taste or smell (anosmia) 

 

If you have any of the symptoms above, stay at home and arrange to have a test to see if you have 
COVID-19 – go to testing to arrange. 

APPENDIX 1 Covid- 19 Addendum 
September 2020 
YHCLT position in regard to staff attendance at work and COVID related absence in relation to this 
policy. 

 

The health, safety and welfare of pupils and staff at YHCLT is of paramount importance. The 

following guidance has been produced so managers and employees are aware of arrangements 
regarding the sickness absence scheme in relation to coronavirus (COVID-19). 

The decision on whether an employee should attend work, if they believe they have been 
exposed to coronavirus, should be taken in conjunction with Public Health England 
https://www.gov.uk/coronavirus guidance and medical advice at all times. 

 

 

Protecting yourself and others 
In order to best protect yourself and others, it is important to follow national guidelines 
https://www.gov.uk/coronavirus 
All staff must be mindful of the need to treat colleagues with dignity and respect during these 
exceptional circumstances and remember that actions are taken in line with government guidelines 
and to help prevent the spread of infection. 

 

COVID-19 absence and trigger points 
Any absence from work arising from: self-isolation due to being symptomatic or a family member 
being symptomatic or being instructed to isolate by Test and Trace or has tested positive for Covid 
19 will not count towards any absence monitoring triggers as described within this policy and will be 
discounted for this purpose. This will not be recorded as sickness absence. 

 
Staff who are isolating are following government guidelines and are available to work from home if 
they can. 

 
YHCLT staff are employed under the below terms and conditions for Teaching and Support staff. 

 

Burgundy Book terms and conditions- Teaching Staff 
Under the Burgundy Book sick pay scheme where, in the opinion of an approved medical 
practitioner it is inadvisable for a teacher to attend duty for precautionary reasons due to infectious 
disease in the workplace, full pay shall be allowed during any enforced absence from duty. This 
provision also applies where the approved medical practitioner considers it inadvisable for the 

https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/
https://www.gov.uk/coronavirus
https://www.gov.uk/coronavirus
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teacher to attend duty where they reside in a house in which another person is suffering from an 
infectious disease. 
Approved medical practitioners may include NHS 111. 

 

NJC Green book terms and conditions- Support Staff 
Under the NJC Green Book sickness scheme an employee who is prevented from attending work 
because of contact with infectious disease is entitled to receive normal pay and the period of 
absence is not reckoned against the employee’s entitlements under the sickness scheme. 

 
Absence reporting procedures for COVID related reasons 
All staff must follow normal school absence reporting procedures if unable to attend work due to 
COVID 19. 

 
If an employee has tested positive for Covid they will be on sick leave until they are certified fit to 
return to work. 
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Appendix 2 - Scheme of delegation 
 

 

ref 

Topic Decision/Responsibility  

Trustee 

 

LGB 

 

CEO 

 
Exec 

Head 

 
Head 

teacher 

 
Head of 

school 

 

CFO 

Notes * = Responsibility to 

approve/determine 

 

(*) = Advise 

 Dismissal Hearings likely to lead to dismissal        For all disciplinary, capability or redundancy 

cases ref 33 - 40 a panel of 3 is aimed for, made 

up from * as appropriate plus HR 

33 Dismissal Dismiss CEO *        

34 
Dismissal Dismiss senior staff with Trust 

wide remit 
* 

 
* 

    CEO plus at least 1 trustee on panel of 3 

35 
Dismissal Dismiss Head of school or 

Headteacher 
* 

 
* * 

   LGB informed/involved 

36 
Dismissal Dismiss school leadership 

teachers 
* 

 
* * (*) (*) 

 Panel of 3 - at least one Trustee along with 

Exec Head, CEO or as appropriate. 

37 
Dismissal Dismiss support staff over grade 7    

* * (*) * 
CEO or HT/EHT from other schools may 

replace the Head CEO 

 
38 

Dismissal Dismiss teachers  
* 

 
* 

 
* 

 
* 

 
* 

 
(*) 

 Panel of 3 - including Executive Head or 

Head from another school, plus at least one 

Governor or Trustee. 



17 

 

 
 

ref 

Topic Decision/Responsibility  

Trustee 

 

LGB 

 

CEO 

 
Exec 

Head 

 
Head 

teacher 

 
Head of 

school 

 

CFO 

Notes * = Responsibility to 

approve/determine 

 

(*) = Advise 

 
39a 

Dismissal Dismiss support staff below grade 

7 - Trust staff 

    
* 

 
* 

 
* 

 
* 

Panel of 3 or at least 2 advised by HR. Panel 

= CFO plus another member of trust senior 

staff. 

 
39 

Dismissal Dismiss support staff below grade 

7 - schools 

    
* 

 
* 

 
(*) 

 
* 

Panel of 3 or at least 2 advised by HR. Panel 

= Head (or an appropriate senior manager 

delegated by Headteacher) plus a Governor 

40 
Dismissal Determine appeals against 

dismissal 
* 

 
* * 

  
* 

Independent panel usually at level above 

those making the dismissal decision. 

 

 
41 

Time Off Issue warning as part of sickness 

management 

   

 
* 

 

 
* 

 

 
* 

 

 
(*) 

 

 
* 

Will usually be line manager meeting staff 

to monitor sickness absence; manager 

above this level issuing any warnings during 

the monitoring process. Skills and training 

required - may be delegated elsewhere. 
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Stepney Primary School 

Procedure for Reporting Sickness Absence 

REPORTING YOUR ABSENCE 

 
1. When you cannot come to work because you are ill or injured, you are required to follow 

the reporting procedure set out in this document. Failure to do so may result in a loss of pay. 

 

2. You are reminded that should you require medical treatment at any time you must consult 

your doctor as quickly as possible. 
 

FIRST DAY OF ABSENCE 
 

3. If you are unable to attend work due to you being ill or being injured, you must notify the 

School’s Sickness Absence Line by 7.30 a.m. on the first day of absence. You must briefly state what 

the symptoms are and how long you expect to be away from work. 

 

Note: Catering and Midday staff should also contact their Facilities Manager on telephone number 

07887730455 (work sick line 01482 612933) by 7.30 a.m. to ensure cover is in place. Cleaning staff should 

also contact their Facilities Manager via 07887730455 (work sick line 01482 612933). 

 
EACH CONSECUTIVE DAY OF ABSENCE 

 
4. You are expected to notify the School through the Sickness Absence Line on 01482 343690 

on each consecutive day of your continuing absence. You should again state what the symptoms 

are and how long you expect to be away from work. If you have a “Statement of Fitness for Work” 

note, you are not required to contact work after the first day of absence and for the duration of 

your medical note. Fitness for Work notes should be sent to the school as soon as possible, for the 

attention of the School Finance and Administration Manager. 

 

SEVEN DAYS ABSENCE (OR LESS) 
 

5. When you return to work from sickness which has lasted up to seven calendar days (you 

must count all days including Saturdays, Sundays, rest days and public holidays) you will be required 

to complete a self-certification form on your return.   You will be asked to confirm the duration   

and reason for your absence. This form must be completed for all absences of 7 days or less. 

Failure to do so may result in a loss of pay. 

 

MORE THAN SEVEN DAYS ABSENCE 
 

6. If you are absent for more than seven calendar days you must consult your doctor about 

your illness. You must obtain a medical certificate (Statement of Fitness for Work) signed by your 
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doctor and submit this to the School Finance and Administration Manager on your eighth day of 

absence. If a Statement of Fitness for Work note is not received by the end of the eighth day this 

may result in a loss of pay for these or any subsequent days of sickness absence. 

 

CONTINUING SICKNESS ABSENCE 
 

7. You must continue to submit a Statement of Fitness for Work note to the School Finance 

and Administration Manager for any further days absence. 

 

RETURNING TO WORK 
 

8. Where the Statement of Fitness for Work note covers more than fourteen days, or where 

more than one medical certificate has been issued, before returning to work you must obtain a final 

certificate showing your fitness to return, from your doctor. 

 

9. If you wish to return to work before your sickness certificate has expired you must obtain a 

final certificate from your doctor that you are now fit. You must submit any final certificates to the 

School Finance and Administration Manager immediately prior to your return to work. 

 

ON YOUR RETURN TO WORK 
 

10. When you return to work your SLT Line Manager will discuss your absence with you 

informally. He/she will try to assist you if you have any particular difficulties arising from your 

absence. 

 

11. If you have had several recent absences (and especially if they were uncertificated/self-

certificated), your Line Manager will want to know more about the circumstances and you should 

be prepared to discuss the situation openly. 

 

SICKNESS AND ANNUAL LEAVE (Relevant Support Staff Only) 
 

12. In cases of sickness during periods of annual leave, you must notify the School Finance and 

Administration Manager immediately, whatever the period of absence anticipated. You must 

complete a self-certification form or obtain a Statement of Fitness for Work signed by your doctor 

as outlined above and submit this to the school. 

 

13. You will be regarded as being on sick leave from the date of self-certification or the medical 

certificate. This means that your absence will not then be deducted from your annual leave 

entitlement. 

 

14. Regular periods of sickness absence before, during and following annual leave will be 

monitored by your manager in accordance with the Policy on Sickness Absence. 


