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1.
Introduction

1.1.
A DfEE circular states: “all schools should have a clear written policy for handling staff sickness absence and for taking decisive action to reduce absence levels which disrupt children’s education”.

1.2
The purpose of this document is to set out procedures, taking appropriate action when staff are absent and for promoting good health.

1.3
The day to day management of attendance is the Head teacher’s responsibility.  Specialist advice from Education Personnel or the County Medical Advisor may be called on at any stage.

1.4
Information about an employee’s health is a confidential matter between the individual and the Headteacher.  The Headteacher will take all precautions to respect and protect confidentiality.

2.
Sickness Reporting Procedure
2.1
When a member of staff is unwell it is their responsibility to:


First day: Staff, or someone on their behalf, should contact the school either the previous evening or before 7.30 am on 01727 860079 to report their absence to the cover manager and state the reason for absence/delay. If the switchboard is not manned they may leave a message on the (added) Staff Absence line: Ext 228. (added)
2.2
It is good practice, but not always possible, for work to be left for the relevant line manager, or the line manager to be contacted directly with cover work, room changes, meetings to postpone, return date.  E-mailed work should be addressed to the line manager on (updated to) cover@nicholasbreakspear.herts.sch.uk.



Departments should have prepared cover work for use if it is impossible for an absent colleague to set work. Departments should have their own policy in setting cover work for absent colleagues.

2.3
The above steps must be followed daily if full information cannot be given on day one of absence.  The school must never be left unsure as to a time/date of return.  

2.4
Fourth day: If absence continues beyond three days a self-certification form must be completed and forwarded to the Headteacher.  If the employee is unable to complete and sign the self-certification form, another person can do so on their behalf.

2.5
Eighth day and beyond: if the sickness absence extends beyond seven days a medical certificate must be obtained and forwarded to the Headteacher.  Further certificates must be submitted to the Headteacher.

2.6
The Occupational Health Department should be informed of absences lasting longer than four weeks and discussions with OH should be instigated when:

· The member of staff returns to work but continues to show symptoms of stress or cause for concern or absences for the same condition as a previous lengthy absence.

· Absence is lengthy (over two months).

· There is concern that a teacher  an employee is returning to work too soon.

· Other concerns are expressed by staff.

2.8
After a lengthy absence it is often desirable to have  any 3 consecutive absences and/or any 3 absences in a half term it is necessary to have a “Return to Work” interview (Added) by the Head Teacher and or Business Manager which has clear guidelines for its conduct and content agreed beforehand and a note for both parties of any action agreed.

3.
Frequent or long term Absence

3.1
The DfEE guidance referred to above also recommends that the school’s policy should include: “Defining trigger points for management action based on an individual’s cumulative absence…”
3.2
Whilst every case should be treated individually, where a teacher member of staff has, in any year, been absent on more than 5 occasions (single days or concurrently) through ill health, a meeting with the Headteacher will be arranged to ensure that the member of staff is well enough to return to work (if applicable) and to discuss the effect of such absences on the pupils and on the rest of the staff.

3.3
It is important to emphasise that the above are guidelines. The Headteacher will always exercise discretion when considering the need for a meeting or further investigation. For example, there may be readily acceptable reasons for an unduly frequent absence or a planned hospitalisation which will not require any specific action.

4.
Leave of Absence

4.1
Medical/Dental or other appointments should be, wherever possible, outside school time.  Where this is impossible staff will need to ask the Headteacher for leave of absence.  This will normally be granted with pay provided the appointments are not too intrusive into school time.  Staff have an entitlement to reasonable time off school, with pay, for breast screening or ante-natal care.

4.2
LEA LA regulations give up to one day’s leave with pay to attend the funeral of a member of the immediate family.  The school is more generous in its interpretation of these rules – staff should discuss the matter with the Headteacher who has been given authority from Governors to exercise discretion in this matter.  However, requests for absence longer than five working days can only be granted at the discretion of the Governors.

4.3
Staff are entitled to one day leave in order to move house.  This is normally granted as paid leave.  Requests for longer periods must be in writing and will only be granted at the discretion of the Governors.

4.4
Staff are entitled to leave of absence to attend for interview for other paid positions.  However, if this is to be paid leave, the total of school days missed must not exceed 4 days in any one period of twelve months.  This is far more generous than the LA/national requirements.

4.5
Visits to schools prior to taking up a new position are by negotiation with the Headteacher but should not exceed one school day.

4.6
Other short absences will be considered by the Headteacher; school policy is to be generous but with the efficient delivery of a good education to children in mind.

4.7
The sickness of family members can cause problems and staff can expect up to three days of leave in any twelve months to be given with pay.  More than this is by negotiation but normally will not be paid

4.8
Work with examination boards must be discussed with the Headteacher before any agreement is made to moderate or mark if this is likely to require absence from school.  The school policy is that such examination work gives beneficial experience to the teacher and is to be encouraged.

4.9
Staff should complete the LOA pro-forma (obtainable from the office) for all LOA requests. The Headteacher or Assistant Head (Staffing) will confirm agreement by signing the pro forma and passing it to the office. Please be aware that the Office will not discuss absence, nor will they accept notes or verbal requests for cover. Cover is solely arranged upon receipt of a LOA slip. 

4.10 
As a matter of courtesy the LOA should also be discussed with your line manager/Head of Department as well so that he/she is aware of classes being covered on that day. Appropriate work should be left for all classes. Heads of Department are responsible for ensuring that work is available for all classes to be covered.

4.11
All staff must ensure that they return to work after school holidays on the designated day.  

4.12
All additional days will be counted as unpaid leave unless there is a prior agreement with the Headteacher.

5.
Conclusion

5.1
The Governors and Senior Leadership Team value the dedication and hard work of the teaching and non-teaching staff of this school.

5.2
The framework given by this document is intended to give some flexibility for the SLT to give generous, but consistent and fair, interpretation of regulations.  However, the overall attendance record and the impact of any absence on the education of pupils will be taken into consideration when any decisions are made.

5.3
The equal opportunities implications will be a consideration when any discretionary decisions are made.










NICHOLAS BREAKSPEAR CATHOLIC SCHOOL                 STAFF ATTENDANCE POLICY





�





�











Policy: Staff Attendance Policy

Staff/Gov Responsible : ACM /LGM 

Pages: Page 2 of 4

Last Review: 01/07/06
Nicholas Breakspear Catholic School

Review Date: 01/07/07

