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1.0 Introduction

1.1 This policy sets out a fair and consistent framework to support our employees during
periods of absence. This may be due to ill health, both short term and long term sickness
absence, or other categories of leave.

1.2 Our trust will take a supportive approach, whilst attempting to achieve a balance between
the needs of the individual employee and the needs of our trust and its young people. In
adopting this policy the aim is to:

e Treat all employees fairly, consistently and sensitively;

e Through induction, ensure all employees read this policy and understand how to
make a request for general leave;

e Ensure employees understand their responsibilities during periods of illness and
are aware of support mechanisms available to them;

e Set out the process for recording and monitoring of absences, and associated
action when specific trigger points are reached;

e Support the effective management of sickness absence.

1.3 Our trust is committed to promoting equality and diversity in our policies, procedures and
guidelines along with delivery of high quality teaching and services that meet the diverse
needs of students and workforce, ensuring that no individual or group are disadvantaged.

2.0 Purpose and Scope

2.1 The purpose of this document is to provide employees with guidance and set
expectations relating to absence.

2.2 This policy applies to all trust employees and records of all leave/absence will be
recorded within personnel files.

3.0 Review and Associated Policies
3.1 This policy is reviewed every three years by the Trust Board.

3.2 The following are associated policies and guidance:

e Terms & Conditions of Employment for Teachers — Burgundy Book
e Terms & Conditions of Employment for Support Staff — Green Book
e Maternity Policy

e Employee Contracts of Employment

e Capability Policy

e Data Protection Policy

4.0 Principles
4.1 Employees are valued within our trust, we strive to support and nurture them.

4.2 Trustees must also consider the impact upon quality first teaching and learning, and
standards of delivery of our support services, when an individual is absent. In addition,
they must consider affordability and financial sustainability.
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4.3 Our trust aims to be an employer of choice and has made provision for a range of
employee benefits including subscribing to the Schools Advisory Service for 24 hour
access to Nurse and GP appointments, physio, counselling and wellbeing support.

4.4 Our trust uses external specialists including an Occupational Health provider when
advice and guidance is necessary to support an employee’s return to work or sustain
attendance, and HR Services for guidance, particularly during Stage Three of this
process.

4.5 Any information provided to our trust about an employee’s health will be processed
lawfully and in accordance with our Data Protection Policy. We recognise that such data
is sensitive and will handle it in a confidential manner.

5.0 Strategic Absence Management

5.1 Our greatest asset is our dedicated and experienced staff. Therefore, when they are
unexpectedly absent, this has implications upon teaching and learning or the provision
of quality support services.

5.2 Absence due to sickness will be monitored by the Trust Board, Finance Committee and
Local Governing Bodies through information provided by the CEO.

5.3 In addition, each month HR Officers will meet with the CEO and CFO to review the absent
employee caseload, this internal monitoring ensures that the policy is being applied fairly
and in a timely way for all staff.

6.0 Categories

6.1 This is how we categorise leave, other than sickness, maternity, paternity or adoption.
The following sets the consistent data set for HR reporting across all properties within
our trust.

6.2 Employees request general leave by completing a form within our HR system.

6.3 This is checked and considered by the appropriate leader and subsequently moves along
the designated management chain within the property for authorisation.

6.4 Categories of general leave are as follows:

General Absence Reason Details Authority Paid?

Authorised Unpaid Leave Personal requests Headteacher/ No
outside of the criteria WS Leader
below where there is a
financial impact.
Authorised Absence — other Personal requests Headteacher/ Yes
outside of the criteria | WS Leader
below where the
financial impact is nil.
TOIL - hours to be
worked at another
time.
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General Absence Reason Details Authority Paid?
*Bereavement/Compassionate | Up to 5 days per Headteacher/ Yes
Leave (in respect of close occurrence. WS Leader
relative or dependant)
Exceptional
circumstances — CEO Discretion
additional days
*Family Leave (e.g. caring for | Up to 5 days per Headteacher/ Yes
close relative/dependant) rolling 12 months. WS Leader
& Emergency Leave Includes caring
responsibilities and
emergencies (e.g.
taking children to
medical
appointments), in
addition to attending
assemblies,
productions or sports
days. Also includes
emergencies such as
transport issues,
accidents, burglary,
fire, flood or domestic
Crisis.
Employed on trust business, Such as attending Headteacher/ Yes
but not available to teach/work | meetings, training, WS Leader
conferences, fixtures,
briefings. Also used to
generate cover.
Funeral (in respect of close Usually 1 day, may Headteacher/ Yes
relative or dependant) extend to 2 days WS Leader
where exceptional
distances of travel are
involved
Fertility Treatment Up to 3 days per Headteacher/ Yes
rolling 12 months. WS Leader
Medical Appointment (for the | Such as doctor, Headteacher/ Yes
employee, not a family dentist, hospital. WS Leader
member) Employee to upload
evidence of
appointment.
Moving House 1 day per rolling 12 Headteacher/ Yes
months WS Leader
Occupational Health As arranged by HR Headteacher/ Yes
Appointment WS Leader
Public Duties (usually paid at | Jury Service, Headteacher/ Yes —a
a set rate by government) attendance at court, WS Leader top up of
the set
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provided. Upto 1.5
days per year for
meetings, visits,
inspections.

General Absence Reason Details Authority Paid?
military reservist rate to
activities. basic pay.

Pregnancy Related Relates to expectant Headteacher/ Yes
mother. Evidence of WS Leader
appointment to be
uploaded.

Partner’'s Antenatal Up to two days, Headteacher/ No

Appointments evidence of WS Leader
appointment to be
uploaded.

Secondment Matches contractual Headteacher/ As per
change details. WS Leader contractual

change

Suspension A neutral act for safety | ELT Yes
or during due process.

Trip, Visit or Fixture Accompanying Headteacher/ Voluntaryt

t Unpaid if extends beyond educational trips/ visits | WS Leader

contracted hours. in staff member
capacity.

Training As part of our trust Headteacher/ Yes
CPLD programme. WS Leader

Voluntary Governance Roles | Evidence of role tobe | ELT Yes

Notes:

Part Time Staff*: Allowances mentioned for bereavement, compassionate and family leave
above are pro-rata for part time staff.

Bereavement/Compassionate Leave: We recognise that circumstances and the nature of
relationships vary. Rather than being prescriptive on the situations under which
compassionate leave is available, each case should be assessed individually and should take
into consideration the following factors to determine whether a request is granted:

Close Relative or Dependant: A close relative or dependant is defined as:

e Own Child

The seriousness of the situation
The age of the person

The extent to which the person can cope on their own
The nature and extent of any illness
The availability of others to look after the person

The relationship between the person and the employee
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Next of Kin

Spouse/Partner

Parent, Grandparent, Grandchild
Brother/Sister

Parent of Spouse/Partner

Under normal circumstances up to 5 days paid leave in any 12 month period can be granted
following the death of a close relative or dependant. Where more than 5 days is required, the
Headteacher will refer the request to the CEO.

Unauthorised Absence: Any unauthorised absence will be unpaid and addressed within our
disciplinary policy.

Other Requests: Requests for time off for other circumstances not covered by this policy
should be made in writing to the Headteacher/CEO. Headteachers, in conjunction with the
CEO, will determine whether such leave is approved or not, and if approved whether it is paid
or unpaid.

7.0 General Absence During Probationary Period
Any general absence requested whilst an employee is within their probationary period,
other than evidenced medical appointments, or occupational health appointments where
organised by our trust, will usually be refused. In exceptional circumstances, where such
absence requests may be granted, they will be unpaid.

8.0 Other Categories of Leave

8.1 Employees who have full year contracts will also be able to request holiday via My Portal
in Every, authorised through the chain of line management. The allowance runs from
September to August and a maximum of five days can be carried forward per leave year.

8.2 Categories are also in place for maternity, paternity, parental, neonatal and adoption
leave, in line with statutory requirements.

9.0 Refusal of Leave
Employees who feel that they have been unreasonably refused the right to take leave or
who feel that they have been victimised for requesting leave should, in the first instance,
raise the matter with the Headteacher/CEO. They can also consult with their union and
have the right to raise the matter through the grievance procedure.
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10.0 Categories of Sickness Absence (within our HR system)

Sickness Reasons

Anxiety or Depression

Cold or Flu

Disability Related Absence

Eye Condition

Infection

Injury to back or neck

Injury — other

Medical Suspension

Migraine

Planned Surgery*

Sickness - Other (not included in this list)
Stress

Vomiting & Diarrhoea

Not known — to be amended when known

11.0 Pay During Sickness Absence

11.1 Payment of salary or Statutory Sick Pay (SSP) will be made in line with the individual's
entitlement based upon their employment contract, related terms and conditions of
employment and SSP eligibility criteria.

11.2 * Payment of salary, which is deemed our Occupational Sick Pay (OSP), will be paid
during the probationary period for planned surgery which occurs as a direct result of a
disability.

12.0 Definitions

12.1 Long Term Absence: This is usually associated with an absence that is for four
working weeks or more and is due to an underlying medical condition. However, it can
also be where illness means that there is no prospect of a return to work in the near
future.

12.2 Short Term Absence: This is normally attributable to a minor ailment; and is typically
where an employee is absent for a day or a couple of days.

12.3 Disability Related Sickness Absence: This category should be used for recording
by the Headteacher/Workstream Leader using the same method they use to record
other types of sickness. Disability related sickness absence arises where the
employee’s sickness absence is related to their disability. The Equality Act does not
require disability related absence to be automatically discounted; nor does it require
an employer to retain someone indefinitely if they are frequently absent due to a
disability. However, when counting disability related absences towards trigger points
for unacceptable attendance procedures, a Headteacher/CFO must be able to
demonstrate that all reasonable adjustments have been considered. External
HR/Occupational Health advice will be sought in these circumstances.
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12.4 Sustained Attendance: When an employee returns to work they are expected to
achieve and maintain a level of attendance which does not meet one of the
trigger points. The point that an employee reached in the absence management
procedure remains ‘live’ for one year. If an employee is not able to sustain their
attendance, they will return immediately to the point in the absence management
procedure that was reached when the employee returned to work following their period
of iliness.

12.5 Sickness Absence during the Working Day: If an employee needs to leave work
during the day due to illness, they need to seek permission from the
Headteacher/Workstream Leader (or a member of SLT). Even though this absence
may only be for part of a day, it will be recorded and monitored as part of our Trust’s
absence management procedures and the employee should report to the
Headteacher/Workstream Leader (or a member of SLT as appropriate to the setting)
upon returning to work.

12.6 Accident or Injury at Work: If an employee considers that their illness arises from
an accident at work, they must notify the Headteacher/Workstream Leader
immediately; an accident at work form must be completed.

12.7 Underlying Medical Conditions: An employee’s contract may be terminated on the
grounds of ‘capability’ where an underlying medical condition is identified. If when
considering this course of action, the answer is ‘yes’ to the following questions the
matter should be discussed with the CEO and advice sought from the external HR
Adviser:

e Has advice been sought from Occupational Health about the employee’s condition?

e Does the advice indicate that the employee is unlikely to return for a prolonged
period?

e Are we satisfied that ‘there are no/no further reasonable adjustments’ of the
employee’s post possible to allow them to remain in post?

e Does the medical report mention suitability for alternative employment?

12.8 Reasonable Adjustments: In line with the Equality Act, we will consider any possible
reasonable adjustments, and implement these where appropriate in support of an
employee’s disability. These adjustments will be considered on a case by case basis,
taking into consideration a number of factors:

How much the alteration will provide an improvement
How easy it is to make the change

The cost of the change, both financially and practically
Health and Safety implications

The impact of the change on the rest of the team

The trust’s resources

Reasonable adjustments for consideration may include, but are not limited to:

¢ Allocating alternative duties
e Altering hours of work
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12.9

12.10

13.0
13.1

e Assigning a different place of work

e Allocating a ‘buddy’ to support the employee
e Providing specialist equipment

e Redeployment

e Adjustment may be made to the number of instances/days’ absence that
trigger unsatisfactory attendance procedures (Occupational Health advice
must be sought in this instance)

e Allowing a longer period of time for reviewing reasonable adjustment(s) or
seeking redeployment

¢ Allowing the employee to take Disability Leave

Phased Return: In certain circumstances a phased return period may be offered in
order to support achievement of a successful and sustained return to work. This may
be as a result of medical advice, occupational health advice or at the discretion of our
trust where common sense deems it being in the best interests of the employee’s well-
being. Arrangements for a phased return may include an adjustment to hours, working
days and/or amendments to duties.

Phased returns would not normally exceed four weeks unless there are exceptional
circumstances on advice from a medical professional or Occupational Health. An
employee will be notified in writing of the conditions agreed for a phased return to work
which will set out any amendments to working hours and days, timescales for the
phased return and any other reasonable adjustments that are to be made. During a
phased return an employee will receive normal pay for the hours worked and their
individual entitlement to occupational sick pay for the remainder of their contracted
hours; SSP may be payable during a phased return where the employee meets the
relevant criteria.

Terminal illness: We will deal with such situations compassionately taking account
of the wishes of the employee and their financial situation as well as the needs of the
school/trust. Each case will be considered on its own circumstances and advice will
be sought from different agencies including Occupational Health, HR and pensions.

Monitoring Trigger Points

Monitoring of absence relates to a number of trigger points that, once reached, require
some form of intervention:

a) Four or more episodes and/or twelve working days of sickness absence within a rolling

twelve month period.

b) Where there is a number of absences in a short period such as three episodes in six

months or nine working days in six months.

c) A pattern of absence which is causing concern, such as a particular day of the week

14.0
141

or fortnight.

Reporting Absence

All employees must report sickness absence on day one to their workplace, and on
each subsequent day unless a specific absence period has been stated on day one.
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14.2

14.3

14.4

14.5

14.6

14.7

14.8

15.0
15.1

Contact should be made by 8.10 am unless they work a shift pattern e.g. Estates and
Catering colleagues, who should report directly by telephone to their line manager at
the earliest opportunity to allow contingency arrangements to be made.

The following information will be required:

e Nature of illness and when they became ill

If they will be seeking medical attention

Whether the iliness is due to an accident or injury at work
Likely return date, if known

Teaching Staff: Provide details of cover work for lessons

If absent for more than 3 days, on the 4" day employees must speak with the
Headteacher (teaching and learning colleagues) or their Workstream Leader to update
them.

If absent for more than 7 days, employees must obtain a Fit Note from their GP on the
8t day (note this refers to calendar days and therefore includes weekends, non-
working days and school holidays) and send it to the Headteacher or Workstream
Leader who will share it with HR@horncastleeducationtrust.org for employee records
and payroll purposes. Employees are expected to keep in touch with the
Headteacher/Workstream Leader to ensure they are supported and the impact of their
absence can be understood.

Where absence is long term (4 working weeks or more), regular consecutive Fit Notes
are required. Itis expected that the employee will keep in touch with the Headteacher/
Workstream Leader to discuss their health and the progress they are making towards
returning to work.

For serious illnesses, an employee will need to seek medical advice as soon as
possible and to follow any such medical advice or treatment they are given. This
includes participating in Occupational Health appointments that have been made for
them by our trust.

When not at work through illness, an employee should act responsibly and continue
to follow the Code of Conduct (this includes any use of social networking sites) and
undertake all actions open to them to promote a speedy recovery and their return to
work. Failure to do so may result in action being taken in line with our trust’s
Disciplinary policy.

If an employee feels that their job (or aspects of it) is making them ill or contributing to
their illness, they need to make sure that the Headteacher/Workstream Leader is
informed so that an investigation can take place to understand the implications,
provide relevant support and take preventative action.

Medical Suspension

In certain circumstances it may be appropriate to medically suspend an employee, for
example, when the employee and their GP consider they are fit for work without any
adjustments and the Headteacher/CFO in conjunction with the CEO, having sought
advice from the external HR Adviser, believe they are not and wish to seek further

Employee Journey Suite — Staff Absence Management Policy — February 2026 10


mailto:HR@horncastleeducationtrust.org

15.2

15.3

15.4

16.0
16.1

16.2

17.0
171

17.2

clarification from Occupational Health before allowing the employee to return to work.
In these situations the employee will receive full pay.

When adjustments which a GP has recommended cannot be accommodated following
a risk assessment conducted by our trust, the employee will remain off work for the
period specified in the Fit Note.

When the Headteacher/CEO believes that an employee is not fit to attend but they
refuse to take sick leave, advice may need to be sought from Occupational Health and
the HR Adviser.

Any decision to medically suspend needs to be based on sound justification,
demonstrated by a thorough risk assessment and having considered the views of the
employee. Trust approval should be sought if the Headteacher believes there are
sufficient grounds to suspend.

An interview with the employee should be convened as soon as possible after the
decision has been made and confirmed in writing. The employee has the right to be
accompanied by a trade union representative, trade union official or fellow employee
of their choice. Within reason, the unavailability of any representative will not delay the
interview. If the need to suspend an individual is urgent, the Headteacher/CEO may
telephone the employee to inform them of the medical suspension and follow up the
discussion in writing.

Medical suspension does not impact on sick pay. Once Occupational Health advice
has been sought, the medical suspension will be reviewed.

Returning to Work

On their first day back after illness, the employee should meet with a member of the
school SLT or line manager (as applicable within their setting) or their workstream line
manager for a Return to Work discussion before the start of morning school/shift or, if
part-time, prior to their official start time.

A Return to Work discussion is an informal part of this process, it will include:

e Confirming the details of the absence
e Checking that the individual is reporting as fit to work
e Asking if there is any further support required as a result of the absence

Occupational Health Appointments

We may, at any time, require an employee to attend a medical examination by an
Occupational Health Practitioner. It is expected that employees will make all efforts to
attend these appointments.

Should they fail to attend the appointment without good reason, as deemed acceptable
to the CEO, any charge levied to the trust for the original appointment will be passed
on to the employee via a payroll deduction.
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18.0 Potential Outcomes
18.1 The short term and long term absence procedures can be found within appendices A
and B.

18.2 Once an employee has met the conditions to enter into ‘Stage 3’, there are two
potential outcomes that will be considered:

e Dismissal due to ‘Some Other Substantial Reason’: The employee’s absence
record has demonstrated they have not achieved a sustained improvement and
therefore not met the required standard.

e Dismissal due to Capability Resulting from lll Health: The employee’s absence
record has demonstrated they have not achieved a sustained improvement and
therefore not met the required standard, due to an underlying health condition.
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Appendix A: Short Term Absence Procedure

Short term absence is normally identified as absence that has no underlying long term
medical condition and is attributable to minor ailments. Often the employee will only be
absent for a few days. Short term absence is the most disruptive in terms of service
delivery.

Relevant leader in this policy refers to the Headteacher for teaching and teaching support
colleagues, the CFO for workstream colleagues and the CEO for their direct reports.

For all formal meetings, from Stage One onwards, the employee will have the right to be
accompanied by a trade union representative, trade union official or fellow employee of
their choice. Within reason, the unavailability of any representative will not delay the
meeting, if there are no mutually convenient times within a five working day period
following the original scheduled date.

Informal actions within the workplace:

a) Return to work discussions after every absence

b) Discuss absences and identify any underlying reasons

c) See if any assistance can be offered

d) Raise awareness of the policy and advise the employee of consequences of hitting
trigger points

1.0 Stage One — Trigger Point Met: \When a trigger point, as set within this policy, is
reached, HR Officers will arrange and conduct a Stage One Absence Management
meeting with the employee to review their attendance record as follows:

1.1 A letter of invitation will be sent giving 5 full working days’ notice, setting out the
periods of absence and providing a link to the policy.

1.2 Review and discuss the reasons for absence during the past rolling 12 months.
Explore other areas possibly associated with the absences e.g. are the absences
caused by a disability or personal, family or work related problems.

1.3 Explore if any patterns exist e.g. specific days of the week, activities that trigger
absence.

1.4 Clarify the number of days, instances and percentage of time absent to the
employee. This data report can be extracted from our HR system.

1.5 Discuss current health, any symptoms, medical support and medication if
applicable.

1.6 Identify if there is a known underlying health condition. If this is confirmed, or a
possibility, make a referral to Occupational Health for guidance.

1.7 Remind the employee of support from line manager, HR, Schools Advisory Service.

1.8 Ensure the employee has received a copy of this policy, advise them that should
their attendance not significantly improve to below trigger points, then they will be
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subject to a Stage Two Absence Management Meeting and thereafter should their
attendance still not improve, they could be dismissed.

1.9 Confirm expectations:

e sustained improved attendance to be secured. This means remaining below
any trigger points (e.g. absence during a rolling 12 month period does not hit
any trigger points).

e should a trigger point be met once again within the rolling 12 month period, the
level of attendance has not reached the required standard and the employee will
be subject to Stage Two.

1.10 In addition, where the employee has an underlying condition/disability:

Refer to 1.6 and the Occupational Health report. Consider the underlying
condition and review the recommendations. Expectations should be considered
on a case by case basis, but will need to clarify the improvement in attendance
required going forward deemed to be acceptable; this may include some
adjustments to physical equipment, contractual arrangements or triggers used.

Relevant leaders will be advised of the meeting date and given access to a copy of the
outcome letter which will be documented for the employee.

2.0 Short Term Absence: If the employee meets a trigger point (including amended trigger
points as may be agreed with reference to point 1.10) for a second time during the rolling
12 month period, a Stage Two meeting will be arranged and conducted by HR Officers,
the relevant leader may also be invited to attend. The meeting will include:A letter of
invitation to be sent giving 5 full working days’ notice, setting out the periods of absence,
including a copy of the Stage One outcome letter, and providing a link to this policy.

2.2 Review and discuss the reason for recent absence, reflect upon and compare

2.3

24

2.5

26

2.7

reasons to the past rolling 12 months. The employee is required to give an
explanation as to why their attendance has not improved.

Clarify the number of days, instances and percentage of time absent to the
employee. This data report can be extracted from our HR system.

Revisit patterns and triggers e.g. are the absences caused by a disability or
personal, family or work related problems.

Discuss current health, any symptoms, medical support and medication if
applicable.

If a referral to Occupational Health was offered and accepted as part of Stage One,
refer to the report and discuss recommendations. If this was not the case, proceed
with a referral to Occupational Health for guidance at this point.

The leader will be required to demonstrate what action and discussion has taken
place with the employee.

2.8 Remind the employee of support from line manager, HR, Schools Advisory Service.
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2.9 Consider if a risk assessment is required in order to fulfil our duty of care.

2.10 Ensure the employee is made aware, verbally and within the outcome letter, that
should they not improve and sustain attendance, they will be invited to an Absence
Management Hearing with the possible outcome of dismissal due to capability,
being unable to fulfil their role.

2.11 Confirm expectations:

e sustained improved attendance to be secured. This means remaining below any
trigger points (e.g. absence during a rolling 12 month period does not hit any trigger
points).

e should a trigger point be met once again within the rolling 12 month period, the
level of attendance has not reached the required standard and the employee will
be subject to an Absence Management Hearing.

2.12 In addition, where the employee has an underlying condition/disability:

e Refer to 1.6/1.10 and the Occupational Health report. Consider the underlying
condition and review the recommendations. Expectations should be considered
on a case by case basis, but will need to clarify the improvement in attendance
required going forward deemed to be acceptable; this may include some
adjustments to physical equipment, contractual arrangements or triggers used.

Relevant leaders will be given access to a copy of the outcome which will be documented
for the employee.

3.0 Short Term Absence: If the employee meets a trigger point for a third time during rolling
12 month period, a Stage Three Absence Management Hearing will be arranged by HR
Officers, to include the relevant leader and an external HR Adviser who will conduct the
hearing. The hearing will include:A letter of invitation to be sent giving 5 full working days’
notice, setting out the periods of absence, including copies of the Stage One and Stage
Two outcome letters, and providing a link to the policy.

3.2 Review and discuss the reason for recent absence, reflect upon and compare
reasons to the past rolling 12 months.

3.3 Clarify the number of days, instances and percentage of time absent to the
employee. This data report can be extracted from our HR system.

3.4 Revisit patterns and triggers.

3.5 Discuss current health, any symptoms, medical support and medication if
applicable.

3.6 Refer to the adaptations implemented following the Occupational Health report
recommendations if applicable, check they have been in place and discuss the
impact of these.

3.7 Check if there are any other significant emerging factors and if so review these with
an external HR Adviser for guidance.
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3.8 Advise the employee that, despite support, regrettably their absence record
evidences they have not achieved a sustained improvement to their attendance and
therefore have not met the required standard.

3.9 If the HR Adviser and the relevant leader are satisfied that the absences are
attributable to short term sickness only and everything has been reasonably
undertaken to assist the employee, the HR Adviser will prepare for the relevant
leader a letter of recommendation to the Trust Board to dismiss the employee with
notice, along with the grounds for dismissal. This is sent to the Senior Governance
Professional who will convene a panel.

3.10 If there is concern that the absences are not attributable to short term sickness
and/or that satisfactory action has not been taken, options of further involvement of
Occupational Health, or extending a review period can be considered, and they can
agree to meet again with the employee. The employee needs to be notified of the
possibility of dismissal should there not be any significant improvement.

Follow-Up Action:

3.11 The relevant leader makes their recommendation to the Trust Board via the Senior
Governance Professional - the final decision to dismiss is delegated to a panel the
composition of which is detailed within the Scheme of Delegation. The outcome of
the Absence Management Hearing will be confirmed in writing to the employee by
the Senior Governance Professional. This will include details of the appeal process.

4. Stage Four - Short Term Absence: Appeal

4.1. An employee has the right to appeal against their dismissal. If the employee wishes
to appeal they must do so in writing to the Senior Governance Professional within
10 working days of the date on which the decision is confirmed in writing, stating
the full grounds of the appeal. The composition of the appeal panel is set out within
the Scheme of Delegation. For clarity, working days does not mean term time days.

4.2. Following the decision to dismiss and notice being issued, our trust may only
advertise to recruit to the post when it has been confirmed by the Senior
Governance Professional that the employee has not submitted a written notification
of an appeal against the decision.
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Short Term Absence Flowchart
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Consider if extenuating
Yes [—» circumstances exist to extend
monitoring period

Positive prognosis?

No Stage Three Outcome Letter Sent
e
Stage Three Outcome Letter Sent i

\_(_ Sustained improvement - absence remains
below trigger points. Process Ends

Recommendation for dismissal

A

Panel Meeting

A

Panel Outcome Letter Sent to
confirm dismissal

No Appeal? — Yes

Employment Terminated Appeal Panel Meeting
Process Ends

Dismissal
Upheld?

Yes |—

No —i

Panel Outcome Letter Sent

:

Return to Stage 3
on previous page
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Appendix B: Long Term Absence Procedure

Long term absence is normally identified as an absence from work for one month (or
more) with an underlying medical condition and/or where there is no prospect of a return
to work in the near future.

Relevant leader in this policy refers to the Headteacher for teaching and teaching support
colleagues, the CFO for workstream colleagues and the CEO for their direct reports.

In some circumstances, progression to formal action may not be necessary if the return
to work is imminent or if the relevant leader feels that progress is being made and an
early return to work/improvement is likely. Examples of this are where planned, routine
surgery takes place, followed by an expected recovery period. No further action is
required except, where the relevant leader considers it appropriate, to make a referral to
Occupational Health to confirm fitness to return to duty.

For all formal meetings (from Stage One onwards) the employee will have the right to be
accompanied by a trade union representative, trade union official or fellow employee of
their choice, who must not be a potential witness. Within reason, the unavailability of any
representative will not delay the interview, if there are no mutually convenient times within
a five working day period following the original scheduled date.

1. Keeping in Touch:

1.1. Leaders will ensure this is done in a non-intrusive way. An individual, either the line
manager or other relevant leader, will maintain contact during the period of absence
to discuss the employee’s wellbeing, expected length of continued absence from
work and any of their work that requires attention.

1.2. Any changes in sick pay entitlement should be communicated to the employee, e.g.
the date when full pay reduces to half pay, and half pay ceases.

2. Stage One — Trigger Point Met: When a trigger point as set within this policy is reached,
HR Officers will arrange and conduct a Stage One Absence Management meeting with
the employee to review their attendance record as follows:

2.1. A letter of invitation to be sent giving 5 full working days’ notice, setting out the
periods of absence and providing a link to the policy.

2.2. Review and discuss the reasons for absence during the past rolling 12 months.

2.3. Clarify the number of days, instances and percentage of time absent to the
employee. This data report can be extracted from our HR system.

2.4. Discuss current health, any symptoms, medical support and medication if
applicable.

2.5. Make a referral to Occupational Health for guidance. The exception, when a
referral is deemed unnecessary, would be when there is a known underlying health
condition where progress is good and return is imminent (as per paragraph two of
this procedure).
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2.6.

2.7.

2.8.

2.9.

2.10.

2.11.

2.12.

Discuss the progress of any treatment and the stage of recovery, and likely return
to work date.

Consider potential reasonable adjustments, this may include information on the Fit
Note from the GP.

Remind the employee of support from line manager, HR, Schools Advisory
Service.

Ensure the employee has received a copy of this policy, explain the formal
monitoring process during long term absence, which may ultimately lead to a
dismissal.

Set a reasonable review period, usually between 1-3 months, based upon the
individual’s circumstances.

Confirm that another meeting will be convened to discuss the Occupational Health
report and any recommendations. The relevant leader will also attend that
meeting to participate in discussions about reasonable adjustments. This meeting
will be documented.

If the employee is still absent at the end of the review period, they will be subject
to a Stage Two Absence Management meeting.

Relevant leaders will be advised of the meeting date and given access to a copy of the
outcome letter which will be documented for the employee.

3. Long

Term Absence: The Stage Two meeting will be arranged and conducted by HR

Officers, the relevant leader may also be invited to attend. The meeting will include:A
letter of invitation to be sent giving 5 full working days’ notice, setting out the periods of
absence, including a copy of the Stage One outcome letter, Occupational Health report if
available, and providing a link to this policy.

3.2.

3.3.

3.4.
3.5.
3.6.

3.7.

Clarify the number of days, instances and percentage of time absent to the
employee. This data report can be extracted from our HR system.

Discuss any progress or improvements regarding current health, symptoms,
medical support and medication if applicable.

Consider if temporary or permanent redeployment is appropriate/possible.
Consider if a risk assessment is required in order to fulfil our duty of care.

Refer to the adaptations implemented following the Occupational Health report
recommendations if applicable, check they have been in place and review the
success, impact and implications of the arrangements and progress towards
making a full return to duties.

Check if there are any other significant emerging factors and if so review these with
an external HR Adviser for guidance.
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3.8.

3.9.

If appropriate and the employee is a member of a pension scheme, make them
aware of potential ill health retirement.

Set a reasonable review period of 1 to 3 months, as appropriate to the nature of
illness and medical advice.

3.10. Remind the employee of support from line manager, HR, Schools Advisory Service.

3.11.1f the employee is still absent at the end of the review period, they have been unable

to return to work and the prognosis is still unclear or redeployment/adjustments
implemented have not been successful in securing a full return to duties, they will
be subject to a Stage Three Absence Management Hearing with the possible
outcome of dismissal due to capability.

Leaders will be given access to a copy of the outcome which will be documented for the
employee.

4. Stage Three — Long Term Absence: The Stage Three Absence Management Hearing
will be arranged by HR Officers, to include the relevant leader and an external HR Adviser
who will conduct the hearing. The hearing will include:A letter of invitation to be sent
giving 5 full working days’ notice, setting out the periods of absence, including copies of
the Stage One and Stage Two outcome letters, occupational health reports and meeting
notes where recommendations were reviewed, and providing a link to this policy.

4.2

4.3.

4.4.

4.5.
4.6.

4.7.

4.8.

4.9.

Clarify the number of days, instances and percentage of time absent to the
employee. This data report can be extracted from our HR system.

The employee will be required to give an explanation as to why their attendance
has not improved and any mitigating circumstances.

HR/the relevant leader will be required to demonstrate what action, adjustments
and discussion has taken place with the employee throughout Stages One and Two
respectively.

Consideration will be given to dismissing the employee on the grounds of capability.

Check if there are any other significant emerging factors and if so review these with
an external HR Adviser for guidance.

Advise the employee that despite support, regrettably their absence record
evidences they have not achieved a sustained improvement and therefore have not
met the required standard.

If the HR Adviser and the relevant leader are satisfied that the absences are
attributable to long term sickness and everything has been reasonably undertaken
to assist the employee, HR Adviser will prepare for the relevant leader a
recommendation letter to the Trust Board to dismiss the employee with notice, along
with the grounds for dismissal. This is sent to the Senior Governance Professional
who will convene a panel.

If there is concern that the absences are not attributable to long term sickness
and/or that satisfactory action has not been taken, options of further involvement of
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Occupational Health, or to extend the review period can be considered and they
can agree to meet again with the employee. The employee needs to be notified of
the possibility of dismissal should there not be any significant improvement.

Follow-up Action:

4.10. The relevant leader makes their recommendation to the Trust Board via the Senior
Governance Professional - the final decision to dismiss is delegated to a panel the
composition of which is detailed within the Scheme of Delegation. The outcome of
the Absence Management Hearing will be confirmed in writing to the employee by
the Senior Governance Professional. This will include details of the appeal process.

5. Stage Four - Long Term Absence: Appeal

5.1. An employee has the right to appeal against their dismissal. If the employee wishes
to appeal they must do so in writing to the Senior Governance Professional within
10 working days of the date on which the decision is confirmed in writing, stating
the full grounds of appeal. The composition of the appeal panel is set out within the
Scheme of Delegation. For clarity, working days does not mean term time days.

5.2. Once the decision to dismiss has been made and notice has been issued, our trust
may advertise to recruit to the post when it has been confirmed by the Senior
Governance Professional that the employee has not submitted a written notification
of an appeal against the decision.

Employee Journey Suite — Staff Absence Management Policy — February 2026 22



Long Term Absence Flowchart

Trigger Point Met

-

Stage One Invitation Letter Sent

I ———

v

Stage One Meeting
Review period set

Occupational Health Referral, Report,
Review Meeting as appropriate

\ 4

Stage One Outcome Letter Sent

Adjustments if relevant
Return to Work /
Phased Return?

No

Absence Continues @ end of review period or |
failed Phased Return
Stage Two Invitation Letter Sent

I

No —| Yes > Phased Return Review Meetings

Yes

A

Line Manager — weekly
Formal — 4 weeks (max)

Review adjustments/consider
extending Phased Return (once)

Sustained
Improvement?

Next
Page Yes
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Page

Stage Two Meeting
Review period set

i

Stage Two Outcome Letter Sent

Absence Continues @ review period or
failed Redeployment
Stage Three Invitation Letter Sent

Stage Three Meeting
Review period set

A 4

Stage Three Outcome Letter Sent

Return to absence
management process

Yes
No ‘
Il Health
Retirement?
> Redeployed?
|
Yes
No

Redeployment Review Meetings

Line Manager — weekly
Formal — 4 weeks

No

Sustained
Improvement?

Yes

( Appointment/Process Ends >

NB A further Occupational Health appointment/review can be called upon at any point this

becomes relevant.
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Stage Three Review Meeting

No

Stage Three Review Outcome <
Letter Sent
I —

l

Recommendation for dismissal

Panel Meeting

Panel Outcome Letter Sent to
confirm dismissal

No

Employment Terminated
Process Ends

Yes |—

Appeal?

Redeployment/
Phased Return?

Yes

Review Meetings
Line Manager — weekly
Formal — 4 weeks

Sustained
Improvement?

Yes

v

( Appointment/Process Ends >

Yes

Appeal Panel Meeting

Dismissal
Upheld?

No —i

Panel Outcome Letter Sent

!

Return to Stage 3
on previous page
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