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DEFINITIONS 

In this Sickness Absence Policy and Procedure, unless the context otherwise requires, the following ex-

pressions shall have the following meanings: 

i. ‘Chair’ means the Chair of the Governing Body appointed from time to time.  

ii. ‘Clerk’ means the Clerk to the Governing Body appointed from time to time. 

iii. ‘Companion’ means a willing work colleague not involved in the substance of the employee’s ab-

sence issues under review by this Sickness Absence Policy and Procedure, or an accredited trade 

union representative or an official employed by a trade union who will be expected to make 

themselves available for periods of time necessary to meet the timescales under this Sickness 

Absence Policy and Procedure.  

iv. ‘Diocesan Schools Commission’ means the education service provided by the diocese, which may 

also be known, or referred to, as the Diocesan Education Service. 

v. ‘Governing Body’ means the governing body of the School.  

vi. ‘Governors’ means the governors appointed or elected to the Governing Body of the School, 

from time to time.   

vii. ‘School’ means the school or college named at the beginning of this Sickness Absence Policy and 

Procedure and includes all sites upon which the school undertaking is, from time to time, being 

carried out.   

viii. ‘Vice-Chair’ means the Vice-Chair of the Governing Body elected from time to time. 

 

 

1. SCOPE OF PROCEDURE 

  

1.1 This Sickness Absence Policy and Procedure applies to you if you are an employee or worker at the 

School (hereinafter referred to as an “employee” or “you”).  

 



1.2 The purpose of this procedure is to establish a framework for the effective management of staff 

sickness absence taking into account both the welfare of employees and the requirements of the 

School to deliver an effective education to its pupils.  

 
1.3 The Governors delegate their authority in the manner set out in this policy. 

 

1.4 For the avoidance of doubt this policy may be used concurrently with the School’s Capability Policy 

and Procedure and Disciplinary Policy and Procedure. 

1.5 In this policy “working day” means any day on which you would ordinarily work if you were a full 

time employee. In other words it will be different for teaching and non-teaching staff but will not 

be different on the basis of whether an employee is full-time or part-time. 

1.6 The School is committed to ensuring respect, objectivity, belief in the dignity of the individual, con-

sistency of treatment and fairness in the operation of this policy.  

2. GENERAL PRINCIPLES 

  

The Governors expect the School to: 

  

2.1 Never ignore sickness absence 

2.2 Always monitor attendance 

2.3 Ensure that short term absences do not go unnoticed 

2.4 Take swift, supportive action if the absence is work related 

2.5 Keep accurate, up to date, employee attendance records 

2.6 Handle attendance problems promptly and sensitively, in a supportive manner 

2.7 Develop and maintain an atmosphere that encourages people to come to work 

2.8 Deal with each person as an individual  

2.9 Treat all staff fairly  

2.10 Keep Governors informed about the School’s sickness absence rate 

2.11 Seek support and advice from its HR provider, Occupational Health and the Diocesan 

Schools Commission, as appropriate 

   

 

3. EMPLOYEE’S OBLIGATIONS 

  

Employees are expected to: 

  

3.1 Comply with the School’s sickness notification procedure 

3.2 Ensure medical advice and treatment, where appropriate, is received as quickly as possible 

in order to facilitate a return to work 

3.3 Take and follow the medical advice and treatment offered  

3.4 Keep in regular touch (consistent with your medical condition) and inform the Headteacher, 

or nominated person (or Chair in the case of sickness absence of the Headteacher), of any 

significant developments affecting the period of absence  

3.5 Attend medical appointments promptly. 

    



4. SICKNESS NOTIFICATION PROCEDURE 

(See Appendix I for forms which must be completed before or after each absence period) 

4.1 You must contact the school’s Headteacher on the school mobile phone by 7:15am on the morning 

of your absence (unless there are extenuating circumstances which does not make it possible for 

you to call). If the headteacher is not answering, you can try the school’s office number; the Depu-

ty Headteacher’s number or the School Business Managers number. Text or email is an alternative 

if a Senior Member of staff is not answering their phone. 

 

4.2 Brief details of the reason for absence and, if possible, some indication of a likely return to work 

date should be given during this contact. The position in relation to current workload should be 

discussed in order to help the School make appropriate cover arrangements.  

 

4.3 If your absence is the result of an accident or an injury sustained at work then this information 

must be made known.  You should indicate if the incident has been reported, when it was reported 

and to whom.  

 

4.4 If your absence is a planned sickness absence e.g. due to a medical procedure or appointment, 

then you must complete a Planned Absence Request Form together with a copy of the appoint-

ment.  

  

4.5 Each day of your sickness, you are obliged to contact the headteacher by 3pm to inform him 

whether or not you are fit to return to work the following day, unless you have a medical certifi-

cate booking you off for a specified period of time.  

  

4.6 The Conditions of Service for Teachers in England and Wales (the Burgundy Book) stipulates that a 

self-certificate should be completed after each absence period. Teachers are required to complete 

a self-certificate to cover every day of absence, including half days.  

 

4.7 A doctor’s Statement of Fitness for Work (a “doctor’s statement”) must be provided by all staff 

where sickness absence lasts beyond 7 calendar days (Note: When you work out the number of 

days that you've been sick, you need to count all the days in a row you've been sick, including 

days you don't normally work such as weekends and bank holidays).  

 

4.8 The doctor’s statement must be forwarded to the Headteacher, or nominated person, to reach 

them on or before the eighth day of absence.  

  

4.9 If more than one doctor’s statement is required for any period of absence, you must keep the 

Headteacher, or nominated person, informed of developments on a weekly basis. The Headteach-

er, or other nominated person, is also entitled to make reasonable contact with you during your 

sickness absence, whether or not you have complied with the requirement to make weekly con-

tact.  The purpose of maintaining such contact (whether on a weekly or reasonable basis) during 

such period of sickness absence is to ensure that the educational needs of the School are fulfilled, 

to give you the opportunity to indicate if there are any ways in which the School may be able to 

support you and to give you the opportunity (if you wish it) to be kept up to date with develop-

ments at the School.  



 

 

4.10 The requirement that you maintain weekly contact during any period of sickness absence may be 

relaxed by the School if a doctor’s statement indicates that such contact would hamper your re-

turn to work or, alternatively, by agreement between you and the School. 

 

  

5. RETURN TO WORK DISCUSSIONS 

  

5.1 After every absence your line manager (or other appointed person) must discuss with you:  

 

5.1.1 the reasons for your absence; 

5.1.2 whether the appropriate notification has been completed; 

5.1.3 your fitness to work; and  

5.1.4 whether there are any issues which require particular support from the School. 

  

5.2 A record of this return to work discussion should be placed on your personnel file. 

 

5.3 Your line manager (or other appointed person) may use the return to work discussion as an oppor-

tunity to bring you up to date with developments within the School during your absence. 

 

5.4 Because of the nature of your medical condition you may prefer not to discuss the reasons for ab-

sence with your line manager (or other appointed person) and, in that case, you may hold the re-

turn to work discussion with a member of the senior leadership team. 

  

6. OCCUPATIONAL HEALTH REFERRAL 

  

6.1 The School may, at any time it considers appropriate, refer you to Occupational Health for an as-

sessment of: 

 

(a) Your health 

(b) Its impact on your attendance at the School 

(c) Its impact on your fitness to perform the duties required by your employment 

(d) Its impact on your ability to attend formal meetings or interviews under any other proce-

dure particularly in the light of the guidance at page 20 of the Health and Work Handbook 

produced by the Faculty of Occupational Medicine, Royal College of General Practitioners, 

Society of Occupational Medicine  

(e) What steps the School could take to improve your health and/or attendance 

 

A referral to Occupational Health is a supportive measure and you are expected to cooperate fully 

where such a referral is made.  Occupational Health appointments will be scheduled during work-

ing time, where possible.  

  

 

6.2 Before making any decision to dismiss you on notice under this Sickness Absence Policy and Proce-

dure the School will have referred you for at least one Occupational Health assessment. 



 

6.3 Notwithstanding Paragraph 6.2 above, if you decide not to engage in an Occupational Health refer-

ral the School will have no option but to proceed to make decisions without the benefit of medical 

advice. 

 

 

 

 

 

 

 

  



7. ABSENCE REVIEWER, FINAL ABSENCE REVIEWER AND APPEAL MANAGER 

The table below sets out the persons to be appointed, where possible, throughout the stages of the sick-

ness absence review procedure depending on the person who is/has been absent from work due to sick-

ness:  

Employee 

Level 
Absence Reviewer 

Final Absence Re-

viewer 

Appeal Man-

ager (re Writ-

ten Warn-

ings) 

Appeal Manager  

( re Dismissal) 

Headteacher 

Chair or a non-staff 

Governor (other 

than the Vice-Chair)  

nominated by the 

Chair 

Governors’ Ab-

sence Panel ap-

pointed by the 

Vice-Chair 

A non-staff 

Governor 

(other than 

the Chair or 

Vice-Chair) 

nominated by 

the Vice-Chair 

Governors’ Appeal 

Panel, appointed 

by the Vice- Chair 

Other Lead-

ership Spine 
Headteacher 

Chair or  a non-staff 

Governor nominat-

ed by the Chair 

A non-staff 

Governor 

nominated by 

the Vice-Chair  

Governors’ Appeal 

Panel 

Other Teach-

ing Staff 

(1) A member of 

the Leadership 

Team (other 

than the 

Headteacher) 

appointed by 

the Headteach-

er or in the 

event that (1) 

above cannot 

be complied 

with, (2) A per-

son appointed 

by the 

Headteacher 

Headteacher 

Chair or  a 

non-staff 

Governor 

nominated by 

the Chair 

Governors’ Appeal 

Panel 

Other Sup-

port Staff 

A person appointed 

by the Headteacher 
Headteacher 

Chair or  a 

non-staff 

Governor 

nominated by 

the Chair  

Governors’ Appeal 

Panel 

NB: In law, only the Governing Body, as the employer of staff, has the power to terminate employ-

ment, so the Governing Body will need to ensure that it has delegated this power to the Final Absence 

Reviewer in accordance with the table above.  Where the Governing Body amends the table above, it 

will need to ensure that it has delegated its power to dismiss to the panel of persons and/or the indi-

vidual that it appoints as the Final Absence Reviewer.  

 



8. PERSISTENT INTERMITTENT ABSENCE 

 

8.1 Persistent intermittent sickness absence can be defined as frequent short-term absences from 

work that are normally sporadic and attributable to minor ailments, in many cases unconnected.   

 

8.2 Managerial problems are created by the frequency of the absences and the reasons behind the 

absences.  It can only be addressed effectively through proper monitoring systems and effective 

management action. 

 

Triggers 

 

8.3 Whilst each case of sickness absence should be considered individually and based on your working 

arrangements, the following triggers will normally lead to a Formal Absence Review Meeting: 

 

8.3.1 Sickness absence of 10 or more working days in any 12 month period, accrued over 3 peri-

ods of absence or more. 

 

8.3.2 Sickness absence of 6 or more days accrued over 2 or more periods in any  4 month period. 

 

8.3.3 Two periods of sickness absence both lasting 4 or more days in any 12 month period. 

 

8.3.4 Any levels of absence which show a trend or pattern e.g. Friday – Monday absences, month-

ly dates (e.g. last Friday every month) and any other notable dates. 

  

9. LONG TERM ABSENCE 

 

9.1 Long-term absence is where an employee is absent from work for a considerable number of weeks 

or months as the result of a serious health problem. It can normally be distinguished from persis-

tent intermittent absence in that it tends to be continuous and usually can be traced to an underly-

ing medical condition. 

 

Trigger 

 

9.2 An absence lasting 4 working weeks will normally lead to a Formal Absence Review Meeting.  

  

10. FORMAL ABSENCE REVIEW MEETINGS 

  

10.1 Where a Formal Absence Review Meeting has been triggered in accordance with Paragraphs 8.3 or 

9.2 above, the School will appoint an Absence Reviewer in accordance with Paragraph 7.  The Ab-

sence Reviewer will write to you inviting you to a Formal Absence Review Meeting.  You will be 

given at least 5 working days notice of such meeting.  At the same time as sending you the letter 

inviting you to the meeting, the Absence Reviewer will also send you a copy of the Absence Report 

which they have prepared and which shall: 

 

10.1.1 Set out your absences from work indicating your reasons given for the absence 



10.1.2 Set out any suggestions made by you or the School to make reasonable adjustments to 

working arrangements that could reduce your absence or assist your return to work 

10.1.3 Include copies of self-certificates, doctor’s statements and all medical reports including 

those obtained from Occupational Health. 

  

10.2 At a Formal Absence Review Meeting you will have the opportunity to: 

 

10.2.1 Present any medical evidence in your possession  

10.2.2 Make reasonable suggestions about managing your return to work including any phased 

return to work, change or reduction of duties and/or working hours 

10.2.3 Make suggestions of other reasonable adjustments that could be made 

  

11. FORMAL RESPONSES 

 

11.1 The Absence Reviewer will confirm the outcome of the Formal Absence Review Meeting  in writing 

within 5 working days of the date of such meeting.  The Absence Reviewer may, in addition to 

making an Occupational Health referral, make the following formal responses: 

 

11.1.1 Reasonable adjustments to working arrangements 

 

These will vary on a case by case basis depending on the medical condition identified. 

  

11.1.2 A First Written Caution 

 

11.1.2.1 In the context of a persistent intermittent absence this is a caution that if you 

are absent from work for two or more days in the period of the next six 

months you will be at risk of a Final Written Caution. 

 

11.1.2.2 In the context of a long term sickness absence this is a caution that if you are 

not fully back to work within between 4-12 working weeks there will be a fur-

ther Formal Absence Review Meeting. The precise number of working weeks 

will be set by reference to the available medical evidence. 

  

11.1.3 A Final Written Caution 

  

11.1.3.1 In the context of a persistent intermittent absence this is a caution that if you 

are absent from work at all in the period of the next six months you will be at 

risk of dismissal. 

 

11.1.3.2 In the context of long term sickness absence this is a caution that if you are not 

fully back to work within between 4-12 working weeks you will be referred to 

the Final Absence Reviewer in accordance with Paragraph 7 which could lead 

to dismissal. The precise number of working weeks will be set by reference to 

the available medical evidence. 

  



11.2 The Final Absence Reviewer may (in addition to the responses available to the Absence Reviewer) 

make the following responses: 

  

11.2.1 Dismissal with Notice 

 

In coming to such a decision in relation to a case of persistent intermittent absence the 

Final Absence Reviewer will consider:  

 

(a) The total absence and pattern of absence 

(b) The available medical prognosis 

(c) Advice from Occupational Health 

(d) The reasons advanced for the absence 

(e) How long the employee has worked for the School 

(f) Is the job a key job?  If so, how long can the School effectively function without 

that contribution? 

(g) The additional demands the persistent intermittent absence has  generated for 

other employees and the School 

(h) Whether other reasonable adjustments have been considered 

(i) Whether other reasonable adjustments have been made and, if so, whether they 

were effective 

 

11.2.2 In coming to such a decision in relation to a case of long term absence the Final Absence 

Reviewer will consider:  

 

(a) The available medical prognosis 

(b) Advice from Occupational Health 

(c) Is complete recovery likely and, if so, when? 

(d) How long the employee has worked for the School 

(e) Is the job a key job?  If so, how long can the School effectively function without 

that contribution? 

(f) The additional demands the absence has generated for other employees and the 

School 

(g) Whether alternative employment or a transfer is available, suitable and accepta-

ble 

(h) Whether ill-health retirement has been explored 

(i) Whether other reasonable adjustments have been considered 

(j) Whether other reasonable adjustments have been made and, if so, whether they 

were effective 

 

11.2.3 In a case where your employment is terminated, the Final Absence Reviewer will rec-

ommend to the Governing Body that your employment is terminated in accordance with 

your contract of employment, and the Governing Body will take appropriate steps to 

terminate your employment.  

  

11.3 In the event that your employment is terminated in accordance with Paragraph 11.2 above: 

 



11.3.1 If your contract of employment contains a garden leave clause the Governing Body may 

exercise that clause so that you are not required to attend the School during your notice 

period but remain employed and so bound by the terms of your contract of employment 

until the expiry of the notice period; or  

11.3.2 If your contract of employment contains a payment in lieu of notice clause the Govern-

ing Body may exercise that clause to bring your contract to an end with immediate ef-

fect. 

  

 

11.4 You may appeal against a First Written Caution or a Final Written Caution by writing to the Clerk 

within 5 working days of being sent the relevant caution. 

 

11.5 You may appeal against a dismissal with notice by writing to the Clerk within 10 working days of 

being sent the notification of termination.  

 

11.6 Any appeal letter lodged in accordance with Paragraphs 11.4 or 11.5 above must set out the 

grounds of your appeal in detail.  

 

11.7 The fact of the appeal does not delay the commencement of any period under any caution or of 

any notice period.  

 

 

11.8 Any appeal should normally be heard within 20 working days of the Clerk receiving your appeal 

letter. 

 

11.9 The Appeal Manager is not required to hear oral evidence and may rely on written evidence. 

 

11.10 If the Appeal Manager does decide to hear oral evidence, you will be given an opportunity to 

comment on it either by (a) attending the meeting or (b) reviewing the notes of that oral evidence 

after the meeting (if you were not present at the meeting where such oral evidence was given).  In 

the event of (b) you must provide any response to the notes of the oral evidence within 5 working 

days of receipt of the same.  

 

 

11.11 The Appeal Manager will confirm the outcome of the Appeal Meeting in writing to you within 5 

working days of the date of the Appeal Meeting.  The decision of the Appeal Manager is final and 

there will be no further right of appeal.  The outcomes of the Appeal Meeting are that: 

 

(a) the Appeal Manager may uphold the decision of the Final Absence Reviewer; or 

(b) the Appeal Manager may uphold the employee’s appeal, overturn the decision of the Final Ab-

sence Reviewer and refer the matter back to the Final Absence Reviewer for reconsideration.    

 

12. GOVERNORS’ PANELS 

 

12.1 Governors’ Absence and Appeal Panels shall comprise three non-staff Governors not previously 

involved in the matter and shall not comprise the Chair or Vice-Chair unless there are insufficient 



numbers of non-staff Governors not previously involved in the matter, in which case the Chair 

and/or Vice—Chair may be appointed to a Governors’ Absence or Appeal Panel. 

 

12.2 In the event that there are insufficient numbers of Governors available to participate in a Gover-

nors’ Absence or Appeal Panel, the Governing Body may appoint associate members to solely par-

ticipate in the appropriate Governors’ Absence or Appeal Panel on the recommendation of the Di-

ocesan Schools Commission. 

  

13. COMPANION 

 

13.1 If you are the subject of any Formal Absence Review Meeting and subsequent appeals, you may be 

accompanied by a Companion.   

 

13.2 You must let the relevant Reviewer or Manager know who your Companion will be at least one 

working day before the relevant meeting.   

 

13.3 If you have any particular reasonable need, for example, because you have a disability, you can 

also be accompanied by a suitable helper.  

 

13.4 Your Companion can address the meeting in order to: 

(a) put your case; 

(b) sum up your case;  

(c) respond on your behalf to any view expressed at the meeting; and 

(d) Ask questions on your behalf  

 

13.5 Your Companion can also confer with you during the meeting. 

 

13.6 Your Companion has no right to: 

 

(a) answer questions on your behalf; 

(b) address the meeting if you do not wish it; or 

(c) prevent you from explaining your case. 

  

13.7 Where you have identified your Companion and they have confirmed in writing to the relevant 

Reviewer or Manager that they cannot attend the date or time set for the meeting, the relevant 

Reviewer or Manager will postpone the meeting for no more than five working days from the date 

set by the School to a date or time agreed with your Companion provided that it is reasonable in 

all the circumstances.  Should your Companion subsequently be unable to attend the Formal Ab-

sence Review Meeting, it may be held in their absence or written representations will be accepted.  

14. TIMING OF MEETINGS 

 

Meetings under this procedure may: 

 

14.1 need to be held when you were timetabled to teach.  

14.2 exceptionally be held during planning, preparation and administration time if this does not impact 

on lesson preparation. 



14.3 be held after the end of the School day.  

14.4 not be held on days on which you would not ordinarily work. 

14.5 Be extended by agreement between the parties if the time limits cannot be met for any justifiable 

reason.  

 

  

15. VENUE FOR MEETINGS 

 

The relevant Reviewer or Manager can hold the meeting off the School site to minimise any distress to 

the employee.  

  

16. ASSISTANCE 

  

In all cases involving any cautions in relation to the Headteacher or to a person on the leadership spine, 

or to potential or actual dismissal of any other member of staff, the Diocesan Schools Commission (and 

for maintained Schools, the Local Authority) may send a representative to advise the Absence Reviewer, 

the Final Absence Reviewer or the Appeal Manager. 

             

17. REVIEW OF THIS PROCEDURE 

 

This procedure produced by the Catholic Education Service (CES) for use in Catholic Voluntary Aided 

Schools in England, was amended in September 2013 and updated in June 2016 following consultation 

with the national trade unions.  It may be adapted, as appropriate, for use in joint Church schools subject 

to the approval of the CES on referral by the relevant Catholic diocese. This procedure will be reviewed in 

readiness for the academic year 2018/2019. 

 

 

  



 

Appendix 1: 

Absence Time off work Procedure 

 
Introduction 

Any employees seeking planned leave of absence other than normal holiday periods should 

apply to the Head on the approved Staff Planned Absence Request Form. Leave of absence 

may only be granted in accordance with this guidance. 

 

The principles behind the following guidelines are that employees should not make personal 

arrangements that conflict with their terms and expectations of employment. Wherever 

possible, 

careful foresight should be exercised and requests for leave submitted well in advance. The 

need to ensure continuity of educational provision makes it particularly important that 

these general principles should be scrupulously applied. 

 

While financial considerations are important, the most important consideration in the minds 

of those granting leave of absence will be the avoidance of unnecessary interruption of 

education and the welfare of the children. There is not, therefore, an automatic right to 

leave of absence without pay or any supposition that such leave will be granted other than 

in accordance with the following guidelines. All leave of absence granted will be recorded in 

accordance with the absence recording procedures. 
 

 

Reason for Absence 

 

Leave 

Entitlement 

 Discretionary 

Leave 

Entitlement 

 

 

 

 

Period Salary Period Salary 

Medical / Dental Examination 

 

Attendance at a hospital/doctors appoint or 

similar where the arrangements are beyond the 

control of the employee. The Head must be 

satisfied that all such requests are reasonable, 

and proof of appointment be provided. 

A staff 

member can 

have 2 days 

per year, any 

more than 2 

will be 

unpaid. 

With 

salary 

1 day Without 

salary 

Bereavement – 1 

 

Death of a member of the employee’s 

immediate 

family (spouse, partner, parent, child, sibling). 

 

 

 

Minimum 

necessary up 

to a 

maximum of 

5 days 

With 

salary 

In excess of 5 

days 

With or 

without 

salary at 

the 

Head’s 

discretion 

Bereavement – 2 

 

Funerals other than for a member of the 

employee’s immediate family. 

 

1 day Without 

salary 

In excess of 1 

day at the HM’s 

discretion 

Without 

salary 

 

 



Compassionate Leave 

 

In exceptional circumstances the Head is able to 

grant extended leave of absence. 

 

  Days taken Without 

salary 

Personal Business 

 

Absence for personal business will only be 

granted in exceptional circumstances and at the 

Head’s discretion. The School has an 

expectation that employees will not ask for 

time off during term time. Proof to be provided. 

 

Half day or 

less, 2 

incidents per 

year/1 full 

day 

With 

Salary 

In excess of 2x 

half day or 

less/1 full day 

Without 

salary 

Attendance at an Employee’s Child Event 

 

A request for absence to attend their own 

child’s sporting or cultural event may be 

granted at the Head’s discretion as long as it 

does not conflict with the needs of the School. 

 

  1 day per year 

per child 

With or 

without 

salary at 

the 

Head’s 

discretion 

Maternity, Paternity or Adoption Leave 

 

As per the School’s policies. 

 

    

Personal Illness or Injury 

 

As per the School’s policy on absence payment 

during sickness or injury. 

 

    

Serious Family Illness 

 

‘Serious illness’ is defined as non-routine illness 

and would be likely to require the 

hospitalisation of the person affected. This 

applies to a near relative(spouse, partner, child 

and sibling) 

 

 

 

 

 

 

Minimum 

necessary up 

to a 

maximum of 

2 days 

With 

salary 

In excess of 2 

days at the 

Head’s 

discretion 

Without 

salary 

Illness of an Employee’s Child/Dependant 

 

It is the responsibility of all employees with 

children to have in place an appropriate 

childcare programme to deal with any 

eventuality which may arise. Therefore, paid 

leave of absence will not normally be granted in 

cases of illness of employee’s children with the 

exception of serious illness. A reasonable 

Half day or 

less 2 

inncidents 

per year 

 

See Serious 

Family Illness 

With 

Salary 

Excess of 2 days Without 

Salary 



amount of unpaid may be granted in 

accordance with employment law. 

 

 

Illness of an Employee’s Child/Dependant -1 

 

Where a child becomes ill in the course of the 

working day and the employee is summoned to 

deal with the situation, there is an absolute 

expectation that where the parent is in a 

relationship where both parties have 

responsibility for raising the child, childcare is 

shared equally. Where the parent is a single 

parent, there is an expectation that adequate 

childcare facilities are in place so as to prevent 

an untenable amount of time off work. 

 

For the 

remainder of 

the school 

day 

With 

salary at 

the 

Head’s 

discretio

n 

  

Illness of an Employee’s Child/Dependant -2 

Where a child becomes ill overnight or before 

the start of the working day and it has not been 

possible to activate the above mentioned 

childcare arrangements, there is an absolute 

expectation that where the parent is in a 

relationship where both parties have 

responsibility for raising a child, childcare is 

shared equally. Where the parent is a single 

parent there is an expectation that adequate 

childcare facilities are in place so as to prevent 

an untenable amount of time off. 

A maximum 

of 1 day’s 

leave to 

allow the 

necessary 

arrangement

s to be made 

2 per Year 

With 

salary 

Where it occurs 

more than twice 

in an academic 

year 

Without 

salary 

Employee’s Own Wedding 

 

It is not acceptable for employees to arrange 

their own wedding during term time and days 

of absence will not be granted for this purpose 

 

 

 

 

 

  Only in 

exceptional 

circumstances 

(e.g. where the 

spouse to be is 

in the armed 

forces and is 

unable to take 

leave during the 

school holidays) 

At the 

discretion 

of the HT 

Attending a Wedding as a Guest 

 

The School has an expectation that employees 

will not ask for time off during the school term. 

However, under exceptional circumstances, 

attendance at weddings of an employee’s 

immediate family may be granted  at the Head’s 

discretion. 

 

 

 

 

 

 

 

 

 

 

 

 

1 day 

 

 

Without 

salary 

 

Holidays or Festivals of Religious or Ethnic 

Groups 

 

Minimum 

necessary 

but up to a 

maximum of 

Without 

salary 

 

 

 

 

 

 



Requests must be made to the Head for 

absence due to religious or ethnic holidays. 

2 days per 

year 

To attend a job interview at another School    

(Teaching Staff only) 

 

 

Up to 2 days    

per post 

With 

salary 

  

 

To attend a job interview ( Non-Teaching Staff 

only) 

 

 

 

 

 

Minimum 

period 

required but 

up to 1 day 

per post 

With 

salary 

  

To attend courses, conferences or other 

Schools 

 

Staff are encouraged to take advantage of 

professional training and to visit other schools. 

 

 

 

 

When 

booked 2 

weeks in 

advance and 

where only 

one member 

of staff is 

absent at 

any one time 

With 

salary 

Late bookings 

are at the 

Head’s 

discretion 

With 

salary 

Sitting an examination related to work in the 

School 

 

 

 

 

 

 

Minimum 

period 

required to 

attend the 

exam 

With 

salary 

  

Study leave for an examination related to work 

in the School 

 

In addition to any absence agreed, the 

course/college as part of the course. 

Half a day 

per paper on 

days 

immediately 

prior to an 

exam 

With 

salary 

In excess of half 

a day per paper 

Without 

salary 

Accompanying child to interview/school or 

college 

 

There is an expectation that this will be shared 

between parents. 

 

Minimum 

necessary up 

to a 

maximum of 

1 day 

 

With 

salary 

 

Additional days 

at the Head’s 

discretion 

 

Without 

salary 

Award Ceremonies 

 

Significant award to self or member of 

immediate family (e.g. University Graduation, 

National Honours) may be granted as long as 

this does not conflict with the needs of the 

School. 

 

Proof Required 

1 day With 

salary 

In excess of 1 

day 

Without 

salary 



Participation in a Cultural or Sporting Event 

 

Leave of absence will only be granted where the 

event is of local, national or international 

significance. 

 

1 day 

 

Without 

salary 

In excess of 1 

day at the 

Head’s 

discretion 

Without 

salary 

Holidays taken during term time 

 

No such request will be entertained for 

academic staff under any circumstances and 

only at the Head’s discretion for non-academic 

staff. 

 

As contract With 

salary 

Not permitted  

Moving House 

 

In exceptional circumstances and at the Head’s 

discretion, where a removal cannot be arranged 

for a holiday period. 

 

 

 

1 day 

 

 

With 

salary 

  

Attendance at Board Meeting as a Governor of 

another School 

 

Staff wishing to be considered as a Governor 

must obtain permission in writing form the 

Head prior to putting themselves forward for 

appointment. 

 

 

As may be 

necessary 

With 

salary 

  

Court Attendance 

 

Jury Service – where this appropriate, the 

employee is under an obligation to reimburse 

the School to the amount of the loss of earnings 

allowance received under the Jurors Allowance 

Regulations and accordingly must claim this 

allowance. 

 

Witness – where this appropriate, the 

employee is under an obligation to reimburse 

the School to the amount of the loss of earnings 

allowance that is recoverable from the 

person(s) issuing the citation and accordingly 

must claim this allowance. 

As may be 

required 

With 

salary 

but see 

detail as 

to 

paymen

t being 

made 

and 

claimed 

  

Territorial Army 

 

Employees must obtain the Head’s/ Bursar’s 

consent before joining the Non-Regular Forces 

(e.g. Territorial Army, Royal Air Forces 

Volunteer Reserve). The Head/ Bursar will grant 

two weeks additional leave with no loss of pay 

to volunteer members of the Non-Regular 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Forces who are required by the Forces to attend 

annual camp. 

 

Annual Camp 

 

Employees attending camp during term time 

are required to send accounts a copy of their 

Forces’ pay slip for the period of the annual 

camp, so that they can arrange for a deduction 

to be made from the employee’s salary of an 

amount equal to the pay received from the 

Forces for each normal working day of the 

absence (i.e. without making any deductions for 

days when the employees would not normally 

be working). This would then pay or contribute 

towards any cover required. 

 

Employees attending annual camp during the 

school holidays or in their annual holiday are 

not required to provide a copy of their Forces’ 

pay slip and may keep any remuneration 

payable from the Non-Regular Forces. Such 

employees are personally responsible for 

declaring any additional income to HRMC. 

2 weeks With 

salary 

Territorial Army Mobilisation 

 

Any such employees who are mobilized under 

The Reserve Forces Act 1996 (RFA 96) will be 

granted leave of absence without pay for the 

duration of that service (unless the Governing 

Body applies for and gains exemption, deferral 

or discharge on the grounds that their absence 

would cause serious harm to the school in 

which they are employed) and will have their 

employment protected in accordance with the 

act. Staff are required to apply for leave of 

absence as soon as they know the dates of duty 

and provide the school with a copy of the 

mobilization papers. 

 

   Without 

salary 

 
The School will monitor and review this procedure on an annual basis. This procedure does 

not form part of the contract of employment and can be altered at any time as deemed 

necessary by the School. 

Updated: September  2018 
 

 

 

 

 

 

  



 

Planned Absence Request Form 
 

Please complete this form and pass to the Headteacher for approval. If the absence is not approved or approved on an 

unpaid basis then this will be returned to you for confirmation. 

 

Please provide work for cover as required. 

 

Please inform SBM if cover will be needed for your class. 

 

This form should be submitted for approval at least 2 days prior to the first day of absence. This is NOT the form to use for 

an unplanned sickness absence – Self Certification/Return to work form to be completed upon return to work. 

 

Planned Absence Information 

 

Employee Name:…………………………………………………  Class:…………………………………………. 

 

Type of Absence Requested: 

 

Planned Medical/Dental � Holiday   �  Bereavement  � 

 

Training/CPD  � Jury Service  �  Maternity/Paternity � 

 

Other – With Pay  � Other – Without Pay �  

 

 

Date of Absence: From………………………….. To:…………………………………… 

 

Time Of Absence: From:………………………… To:…………………………………… 

 

Total Number of Days:…………………………..Number of days in this category this year:……….......... 

 

Reason for Absence: 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

            

Employee Signature:…………………………………………….. 

 

Date:…………………………………………………………………….. 

 

Headteacher Approval:      Approved  � Not Approved  � Paid � Unpaid � 

 

Comments:___________________________________________________________________________________________

____________________________________________________________________________________________________

______________________________________________________________________ 

 

Headteacher Signature:…………………………………………   

 

 

SBM Signature:……………………………………………….. 

 

 

                  

  



 

 

 

 

Self Certification Sick Form 

 
Please complete this form for the first day of sickness absence for 1 to 5 days. Even though a doc-

tor’s note is required for 6+ days, this form should still be completed and signed by the Headteacher 

or Deputy Headteacher as part of your back to work meeting.  

 

Complete form and take to either the Headteacher or Deputy Head for signing, be prepared to dis-

cuss your absence. Once completed and signed by yourself and the Headteacher or Deputy 

Headteacher please pass back to Lucy Henderson.  

 

 

Self Certification Information 

 

(For Completion by the Office) 

 

Name: 

 

Year Group: 

 

(For Completion by the Office) 

 

First Day of Absence: 

 

Is injury at work claimed: YES/NO 

 

Expected Date of Return: 

 

Reason For Absence: 

 

 

Total number of sick days this academic year: 

 

 

Declaration on Return to Work 

 

I certify that I was ill for the period: 

 

 

 

TO 

 

 

and was unable to attend work during that period. 

 

The reason for my absence was: 

 

 

 

 

 

 

 

Please be specific. Description such as “sick” or “unwell” should NOT be used. 

 

 



 

 

 

 

 

A doctors certificate provided:  YES/NO 

Are you claiming injury at work:   YES/NO 

 

 

 

I declare that all the above details are correct and I understand that the provision of any false infor-

mation could result in disciplinary action being taken, including the possibility of dismissal. 

 

 

Employees Signature 

 

 

For Completion by Headteacher or Deputy Head 

 

I confirm that the declaration was completed and signed in my presence, and the illness and return 

to work was discussed. 

 

Comments: 

 

 

 

 

 

 

 

 

Paid  �   unpaid  � 

 

 

 

 

Headteacher Signature: 

 

Date: 

 

  


