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Introduction 

Our Academy vision is “Living Well Together with Dignity, Faith and Hope”. We 
aspire to take dignified decisions and afford dignity to all members of our 
community, regardless of background or circumstance. Our position as a Voluntary 
Aided Church Academy means that the Christian faith has a central role in all of our 
actions and decisions. We strive for excellence in all that we do, enabling our 
students to transform their lives and to hope for happy and successful futures. 
 
At All Saints Academy, we have our Christian faith at the heart of our community, 
with respect, acceptance of different views and Christian morals promoted 
throughout all our activities. Our vision of “Living Well Together with Dignity, Faith 
and Hope” translates into our everyday practice. The value of ‘living well together’ is 
particularly relevant in this policy as we are committed to ensuring opportunities and 
access for all our staff. We aim to identify, make provision and make reasonable 
adjustments where possible, for Staff with either medical, special educational needs 
and/or disabilities. We also aim to create and maintain awareness within the 
Academy of supporting the needs of both staff, and students, so all members of the 
Academy share the responsibilities.  
 

 
Staff Absence Policy Framework 
 
All Saints Academy aims to deliver an efficient, cost effective and quality service to its 
stakeholders.  The Academy believes that the participation and commitment of every employee in 
the activities of the Academy is vital in order to achieve an optimum level of service, and that good 
attendance is an essential factor in the achievement of the Academy’s objectives. 
 
This policy has been developed consistent with the principles of our vision of “Living Well Together 
in Dignity, Faith and Hope” and that the Academy recognises that every employee is needed and 
that most absence is unavoidable. The Academy wishes to avoid creating alarm about the 
consequences of staying off work when ill and is concerned with the health and welfare of its 
employees. We will put this policy into practice through a supportive, compassionate and dignified 
approach to staff absence. 
 
Policy Aims 
 
This document aims to provide the Principal, Governors and employees working in the Academy 
with information on the policy and procedure for managing absence, and guidelines for the 
implementation of the policy in line with good management practice. 
 
If staff require any help in understanding the sick pay regulations or clarification on any matter 
relating to sickness absence, they are encouraged to seek assistance from the Academy’s Human 
Resources Department. 
 
Policy Statement 
 

1. The Academy is committed to securing good employee relations through providing for the 
care and welfare of employees whilst managing absence levels. 
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2. The Academy recognises that effective management of absence will benefit all employees 
and contribute to the principle aim of providing an efficient, cost effective, high quality 
service. 
 

3. The Occupational Health Unit and the Health and Safety Unit at Bedford Borough Council 
will provide advice and support in the management of absence. Counselling can be offered 
where appropriate.  Any home visits by managers, counsellors or medical practitioners 
should be conducted in a supportive way and with the consent of the employee.  
Employees should be advised that they can have a representative present during a home 
visit. 
 

4. The Academy will ensure that the Staff Absence Reporting Policy is applied fairly and 
consistently. 
 

5. Employees who are absent due to ill health will be approached in a sensitive and caring 
manner with due regard to needs for confidentiality. 
 

6. The Principal and Governors are responsible for managing absence.  Accurate information 
about levels, patterns and related costs of absence will be obtained either from the 
Academy’s information systems or via the Academy’s Human Resources Department.  
Advice and support will always be available from the Academy’s Human Resources 
Department. 
 

7. Wherever possible, assistance will be offered to help sick employees regain full health.  
Rehabilitation, where possible, support and counselling will be offered to employees when 
recommended by Bedford Borough’s Occupational Health Unit.  Special assistance will be 
offered wherever practicable to employees with disabilities or special needs. 
 

8. When employees are found to be permanently incapable of continuing with their duties due 
to ill health, the Academy will endeavour to offer redeployment for alternative work, subject 
to vacancies and suitability. 
 

9. When all possible practical alternative options have been explored, termination of service 
on the grounds of ill health or incapability will be considered in line with the Academy’s 
procedures. 

 
 
Procedure for Notification of Sickness Absence 
 
Employees unable to attend work are responsible for ensuring that the Academy is notified before 
the beginning of the working day. 
 
Where a Principal is unable to attend work, he or she should ensure that the Vice Principal is 
notified before the start of the working day; if the Vice Principal is not available, another 
appropriate colleague should be contacted. 
 
If an employee is unable to comply with this requirement personally, they should, where possible, 
ensure that someone else notifies the Academy on their behalf. 
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The employee should indicate the nature of the illness and the likely duration of the absence.  The 
employee should keep their Academy informed daily of any changes in the likely date of return to 
work. 
 
If the Principal is absent, he or she should keep the Vice Principal informed.  After four calendar 
days absence the Chair of Governors should be informed. 
 
When staff report an absence they are asked to supply the following information: 
 

• The reason for the absence –i.e. whether it is for sickness, personal, compassionate or any 
other reason. 

• If for sickness, the nature of the complaint, i.e. flu, cold, injury etc. Staff should state how 
long they expect to be off work and, if possible, indicate a date for return and whether they 
intend to consult their doctor. 

• Teaching staff are also requested to leave details of what lessons they have scheduled for 
that day, and set work for the groups that will require cover by another member of staff. 

• By 4.00pm on the first day of absence, staff or their representative are asked to report in by 
phone to advise whether or not they will be returning to work the next day.  Staff are asked 
to repeat this at the end of each day of absence.  If a member of staff is unsure as to 
whether they will be fit to return the next day, the Cover Manager will provisionally provide 
cover for them.  If the staff member does return, the cover can be cancelled.  If no message 
is received the Cover Manager will telephone a staff member at home to ascertain the 
position. 

 
A Return to Work Interview should take place after every period of sickness absence.  It is routine 
to conduct these interviews with all employees who are absent due to sickness.  It is vital that all 
interviews of this kind are to be held upon return to work and prior to resuming normal duties. 
 
For teaching staff, however, we do understand that this may be impractical due to teaching 
commitments.  In this case the interview should take place either during break, lunchtime or the 
next available free period on the day of return to work.  Associate staff should ensure their 
interview is carried out between 8.30am and 9.00am on that same day.  All of these interviews 
should take place in the Finance/HR Office.  They will be informal, simple and fast, so will not take 
up much time. 
 
If the sickness absence is longer than 5 days, a second interview will be carried out by the 
appropriate line manager.  
 
Consistent absence will be followed up by the employee being invited to an Attendance Meeting 
with the Principal and HR Manager.  This meeting would take place once a trigger has been met.  
Meetings will be held during work hours and all employees will be informed in writing of the 
date/time of such a meeting.  This meeting will be a two-way discussion which serves to highlight 
the unacceptable level of attendance and explore possible remedies to the situation. 
 
On returning to work staff will also be asked to complete a self-certification form which must be 
completed immediately and returned to the HR Manager.   
 
If an absence continues into the eighth day (including weekend, public holidays and any other 
non-working days) staff must obtain a fit note from their GP and send it to the HR Office without 
delay.  The new fit note system means that the doctor can advise if a member of staff is: 
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• unfit for work or 
• maybe fit for work 

 
A doctor will only give a ‘maybe fit for work’ statement if they think that a health condition may 
allow a staff member back to work with suitable support. This will ensure that staff are covered by 
the Academy’s insurance. 
 
If a member of staff fails to notify sickness or does not produce the required medical certificates, 
consideration will be given to suspending sick pay.  For clarification on any aspect of sick pay or 
entitlement to sick pay, staff should contact the Academy’s Human Resources Department. 
 
If a member of staff is unable to attend work for a reason other than sickness – i.e. family 
sickness, domestic emergency, car breakdown etc., they must report their absence to the Cover 
Manager who will then put them in touch with their Curriculum Leader or Line Manager to discuss 
the situation. 
 
An employee who falls sick during a school holiday period should be regarded as being sick from 
the date of a doctor’s certificate. 
 
Absence Standards and Monitoring 
 
It is recognised that setting standards is important to ensure consistency and fairness in dealing 
with ill health and absenteeism.  
 
The Academy will allocate responsibilities for absence control; monitoring and documentation 
systems required to record absence and costs of cover including payroll returns and computerised 
data entry. 
 
The Human Resources Department will produce reports on absence levels and present them to 
the Academy Senior Leadership Team. 
 
The HR Manager will monitor absence levels regularly.  If an employee reaches the defined levels 
of absence detailed below, or a pattern of absence is identified, the HR Manager will examine the 
reasons for the absences and will consider taking the appropriate action in line with the Procedure 
for Dealing with Short Term Absence, in consultation with the Academy’s Human Resources 
Department as appropriate.   
 
If a Principal reaches the defined levels of absence detailed, or a pattern of absence is identified, 
the Chair of Governors will examine the reason for the absences and will consider taking any 
action in line with the Procedure. 
 
The trigger for an Attendance Meeting is:- 
 

1. 3 consecutive days absence in a rolling 3 month period 
2. 3 instances of absence in a rolling 3 month period 
3. 8 days aggregated absences in any 12 month period 

 
The Attendance Meeting has two purposes: 
 

1. To ascertain the reason for absence and to try and reduce absence 
2. To ascertain whether the colleague requires any support 
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Note:  Absences of four calendar weeks duration will be regarded as long term.  There may also 
be instances where a number of short term absences are the result of any underlying medical 
condition.  These cases are more appropriately dealt with under the Procedure for Dealing with 
Long Term Sickness. 
 
Procedure for Dealing with Short Term Absence 
Stage 1 
 
If an employee reaches the defined level of absence, prior to considering any formal action, the 
HR Manager or the Chair of Governors (in the case of the Principal) will informally examine the 
reasons, pattern and nature of the absence.  This should include a private and confidential 
discussion with the employee. This will be a routine process and will draw on appropriate items 
from the following checklist.:- 
 

• previous sickness 
 

• the nature (including pattern) and length of the sickness absence  
 

• explore the underlying causes of absence including personal, health, domestic or work 
related matters 

 
• the likelihood of a recurrence or some other illness 

 
• the gaps between periods of absence 

 
• the type of work that the employee does including the impact of absence on the service to 

customer and client, department and colleagues 
 

• offer independent welfare counselling, where appropriate 
 

• The purpose of the discussion is not to determine whether the absence is legitimate but 
whether the frequency and/or duration have reached the defined levels and to improve 
future attendance 

 
If, for reasons of confidentiality or sensitivity, an employee does not feel able to discuss 
details of their absence with their Line Manager or Supervisor, they may speak to an 
alternative member from the Academy’s Senior Leadership Team, the Academy’s Human 
Resources Department, another Governor, Occupational Health and/or Trade Union 
Representative to raise the issue with the Principal on their behalf. However, it is 
emphasised that the principle responsibility for taking remedial action remains with 
Principal or Chair of Governors. 
 
Following the discussion, the Principal or Chair of Governors, having sought advice, will decide on 
any further course of action. 
 
If the discussion has confirmed the level of absence to be at the defined levels, the employee will 
be given an opportunity to improve their attendance and will be given improvement targets, which 
will be specific in terms of amount of absence and for a set period of time before returning to the 
defined levels.  If this level of defined absence is reached, the Principal or Chair of Governors may 
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then proceed to Stage 2.  A file note should be made in accordance with the good management 
practice and given to the employee. 
 
Depending on the circumstances, the Principal, Chair of Governors or HR representative, as 
appropriate, may, at any time within this procedure, recommend a referral to the Bedford 
Borough’s Occupational Health Unit to establish the employee’s medical situation.  Advice must be 
sought from the OH Unit prior to any disciplinary hearing within the scope of Stage 2. 
 
The employee’s consent will be sought if the Bedford Borough’s OH Unit needs to contact the 
employee’s doctor.  The OH Unit will establish the employee’s medical position and fitness to 
undertake the duties of the post on the information available to him.  The employee will be notified, 
in writing, of the OH Unit’s statement. 
 
The employee must notify the Principal or Chair of Governors if he/she wishes to seek an 
independent medical opinion within 5 working days of being notified of Bedford Borough’s OH 
Unit’s statement.  The employee’s independent medical report must be submitted, within one 
calendar month, to the Principal or Chair of Governors. 
 
A representative of the Bedford Borough OH Unit may be requested to discuss the case with the 
independent medical adviser. 
 
Stage 2 
 
The decision whether or not to take disciplinary action will be made by the Principal or Chair of 
Governors having sought advice, if appropriate, from the Academy’s HR Department.  The letter 
will provide requisite notice, state date, time and place of the hearing, the reason for hearing and 
the employee’s right of representation in accordance with the Academy’s Staff Code of Conduct 
and Disciplinary Procedure. 
 
If disciplinary action is proposed because of repeated short term absence, the employee will be 
given the opportunity to seek and present an independent medical opinion prior to a formal 
disciplinary hearing being held. 
 
In accordance with the Academy’s Staff Code of Conduct and Disciplinary Procedure, disciplinary 
action should not count against an employee indefinitely. In most circumstances any action taken 
should be disregarded for disciplinary purposes after the following specified periods of satisfactory 
conduct.  Disciplinary sanctions may include the following, subject to the circumstances of the 
case: 
 
• Verbal Warning – 6 months 
• Written Warning – 12 months 
• Final Written Warning – 2 years 
• Dismissal 

 
In cases of dismissal, the reason for dismissal would normally be due to incapability on the 
grounds of non-performance of duties due to non-attendance. 
 
If a pattern emerges where an employee’s attendance remains satisfactory throughout the period 
the warning is in force, only to lapse very soon thereafter, this record of abuse will be taken into 
account when deciding the duration of any subsequent warning. 
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The outcome of a disciplinary hearing may result in an employee being required to submit a 
doctor’s certificate from the first day of any subsequent absence for a set period of time and/or 
specific improvement targets over set periods of time, in addition to disciplinary action.  The cost of 
the certificate will be for the employee to pay except in the event of demonstrable financial 
hardship when some negotiation may be possible. 
 
An employee should be advised, in writing, of the outcome at each stage of the disciplinary 
process, the length of time any warning will remain on their record and the consequences of 
further action. 
 
All reports and correspondence relating to formal disciplinary action will be removed from the 
employee’s file on the expiry of the warning. 
 
If disciplinary action is taken, the right of appeal exists in accordance with the Academy’s Staff 
Code of Conduct and Disciplinary Procedure.  The employee is entitled to see and present an 
independent medical opinion at any appeal hearing. 
 
Procedure for Dealing with Long Term Sickness 
 
For reasons of consistency, long term sickness absence is defined as four calendar weeks.  
However, there may be instances where a number of short term absences are the result of an 
underlying medical condition and it would be inappropriate to apply the Procedure for Dealing with 
Short Term Absence. 
 
Where an employee is absent through long-term ill-health, the Principal or Chair of Governors 
should try to establish the employee’s medical position.  The Academy’s Human Resources 
Department can assist in this. 
 
The employee should be consulted regularly and an attempt made to establish the length of time 
he or she is expected to be away.  The Principal or Chair of Governors will also be able to refer 
the employee to Bedford Borough OH Unit in order to ascertain a likely return to work. 
 
Where there is doubt about the employee’s fitness to return to their job, the Principal or Chair of 
Governors should seek a medical opinion from Bedford Borough OH Unit and discuss future 
options with the employee.  The Academy’s HR Department can assist in this. 
 
The employee should be referred to Bedford Borough OH Unit to establish whether the employee 
is fit to perform alternative duties, where redeployment is available, or whether retirement on the 
grounds of permanent ill-health is appropriate. 
 
The time may eventually come when, having considered all the facts, the employee’s job can no 
longer be kept open and no suitable alternative work, either full-time or part-time, is available.  In 
such cases, the position should be explained to the employee before any action towards dismissal 
on medical grounds is taken with due regard to any notice period. 
 
It should be emphasised that prior to any action towards medical dismissal/retirement, due regard 
is given to the obligations of the employer under the Disability Discrimination Act 1996. 
 
When an employee is on long term sickness absence, the Principal or Chair of Governors should 
consider whether a home visit would be appropriate.  The guidance and advice of the Academy’s 
HR Department and the OH Unit, if appropriate, should be sought.  The employee must be 
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telephoned, if this is appropriate, or advised in writing of the need to visit him or her.  Home visits 
should be conducted in a sympathetic and supportive way and with the consent of the employee.  
Employees should be advised that they can have a representative present during a home visit. 
Planned Absences 
 
If staff members need to take time out of work for either professional or personal reasons, they 
must complete a Leave of Absence Form (LOA) or a Work Related Absence Form (WRA) which is 
available from the Finance/HR Office and it must be returned to the Data/Cover Manager who can 
then arrange for appropriate cover (once approval is given).   
 
These forms must be completed, where possible, a minimum of 3-5 working days in advance of 
the planned absence.  This notice period may be waived at the discretion of the Principal in certain 
circumstances. 
 
ALL requests for absence/cover must be approved by the SLT.  Forms should be submitted to the 
Cover Manager, in the first instance, which will provisionally log the date in the diary and then 
forward the request to the Leadership Team and Principal for approval. The Cover Manager will 
advise staff when a request for planned absence has been approved or notify staff if approval has 
not been given, giving the reason why. 
 
 
Requests for CPD Training 
 
Staff wishing to undertake an external training course should complete the lilac training request 
form, following the guidance given within the form on how it should be processed. 
 
 
Related Academy Policies 
 
This policy should be read in conjunction with  
 

• Staff Code of Conduct & Disciplinary Procedure Policy 

Monitoring, Evaluation & Review 
 
The Governing Body has delegated to the Principal the responsibility for reviewing the 
implementation and effectiveness of this policy.  The Governing Body will approve all major 
changes to this policy.  The policy will be promoted and published throughout the Academy. 

The policy will be reviewed annually. 
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Appendix   -  Guidance Notes 

 
Staff should ensure that, on their return from sick leave, they are fit for the full duties of their post.  
Any doubts concerning an individual’s fitness should be referred to the Academy’s Human 
Resources Department.   

 
As employees, staff are required to comply with the following: 

 
• Attend work when fit to do so 
• Comply with the Academy’s Staff Absence Reporting Procedures 
• Ensure medical advice and treatment, where appropriate, is received as quickly as 

possible in order to facilitate a return to work 
• Provide the Academy with a completed self-certification form or statement from the 

doctor as required 
• Keep the Academy informed of any significant developments 

 
Employees should give as much notice as possible of absence and of work that might need to be 
set. 

 
It is the responsibility of individuals to ensure that the Academy is notified if they are 
prevented, for any reason, from attending work.  If staff are unable to do this personally, a 
relative or friend can do this on their behalf.  In the case of teaching staff this must be done 
by 7.30am at the latest, and one hour prior to starting time for all other staff.  The message 
should be left on the main switchboard number 01582 619700. 
 

• Teaching staff should expect to set work during a period of absence up to and including 3 
days.  Cover work should be sent to the Curriculum Leader.   
 

• Cover work schemes could be set in place so that an employee who is ill does not have to 
set work. 
 

• If a member of teaching staff is unfit to set cover work, this must be declared in the 
message left at switchboard on the first morning of absence; the member of staff must also 
contact their Curriculum Leader to this effect. 

 
• Depending upon the nature of an employee’s illness, working at home may be appropriate. 

 
• Any member of staff – Teaching or Associate – wishing to leave the premises during the 

day between the hours of 8.15am and 3.10pm must sign out at Reception upon leaving and 
sign in upon their return. 
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• Any member of staff arriving at the Academy after the commencement of their normal 

starting time for whatever reason must also sign in at Reception. 
 
• This is compulsory and must be adhered to at all times.  Failure to do so will result in a 

meeting with the line manager and, in more serious cases, further action may be taken. 
 

• Provisions of the Staff Absence Reporting Policy should be made known to all employees 
of the Academy. 
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