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1. Scope 

1.1. The current educational climate indicates ongoing change at a significant pace for 
delivery of high-quality teaching in a rich learning environment.  This Trust values all 
members of staff and their health and well-being is important.  There are occasions 
when health related circumstances cause sickness absence, and the Attendance 
Management policy and guidance enables staff to be appropriately supported within 
a procedural framework that provides for best management practice 
 

1.2. This policy applies to all employees of this Trust except where other provisions are 
protected following TUPE Transfer.  

2. Purpose 

1. To be consistent and fair in the application of the attendance management policy. 
2. To provide appropriate support to employees during an absence and when returning to 

work. 
3. To prevent, where possible, sickness absence caused by or because of 

accidents/injuries at work. 
4. To set and review targets, where absence is an ongoing concern, for Trust employees to 

improve attendance. 
5. To regularly monitor and review action taken by managers within this policy. 
6. To provide adequate support to managers to manage attendance effectively. 

3. Responsibilities 

7. To have a clear reporting procedure for employees to follow in the event of an absence 
due to illness, including any planned absences for health-related matters, referencing 
any relevant timescales and further procedure if the employee is unable to make contact 
personally. 

8. To communicate reporting procedures to all employees outlining their responsibilities.  
9. To treat matters related to ill health with confidentiality and in line with Data Protection 

legislation. 
10. In cases of prolonged absence, to contact the employee at the earliest opportunity, 

before four working weeks if appropriate, to offer support and explore possible options.  
11. Employees to remain in contact with their manager during their absence and be 

contactable by agreed methods and frequency and participate in discussions/meetings 
with them, to aid engagement and explore appropriate solutions, including reasonable 
adjustments where appropriate.  

12. To conduct return to work updates promptly after each absence to clarify reasons for 
absence and offer appropriate support. 

13. To seek medical advice where appropriate, via medical practitioners and health and well-
being services, according to service agreements.  

14. Employees to attend any medical appointments and reviews arranged for them by health 
and well-being partner services. 

15. Where absence is attributable to an accident at work to refer to accident reporting 
procedures. 

16. To maintain accurate and up to date return to work documentation (including risk 
assessments undertaken). 

17. To treat as misconduct any suspected abuse of the attendance management policy, in 
line with the Trust’s disciplinary policy.   

18. To monitor trends, patterns, and reasons for absence, reporting attendance information, 
as appropriate, through team structures within the Academy Trust’s leadership team to 
enable strategic management and ownership. 

http://cyps.northyorks.gov.uk/conduct-and-disciplinary


 

OFFICIAL - SENSITIVE 

19. Employees must not undertake any leisure, sporting or other activities that could be 
detrimental to their recovery and return to work (advice should be sought from a medical 
professional).  

20. To avoid all non-emergency appointments (Dental, Medical etc.) during working hours 
where possible.  

21.  In managing attendance before, during and after any period of absence due to sickness, 
managers will record the outcome of related discussions with the employee detailing any 
reasonable adjustments considered and/or agreed. A copy of the notes will be shared 
with the employee as soon as possible after the meeting. 

4. Procedure for Absence Notification:  

22. If a member of staff is going to be absence, he/she is required to notify the HR manager 
on 01287 677265 by 8AM on the first day of absence. In exceptional circumstances, 
contact should be made as soon as practically possible.  

23. Details for the reason of absence and an indication of a return to word date should be 
given.  

24. Contact may be made by a partner or other relevant person if required in an emergency.  
25. The following information should be shared by the staff member:  

• The date of the beginning of their absence.  

• An understanding of the reason behind their absence.  

• The possible duration of their absence.  

• Whether their GP has been contacted.  

• Whether the absence is related to stress or an accident that took place at work.  

26. If the employee becomes unwell while at work and is unable to continue, the 
Headteacher, deputy or a member of the Senior Leadership Team should give 
permission for the individual to leave work and ensure that the employee is able to return 
home safely. This person should then inform the HR Manager who will record the 
absence as appropriate.  

5. GP Fit notes and sick pay 

 

27. Following notification of the absence, the Academy Trust is required to report this to their 
payroll provider.  

28. Managers and employees need to ensure that every day of a period of absence is 
covered either by a self-certification sickness form (see ‘Reporting an Absence, Return 
to Work Meetings & Self-certification form’) or a doctor’s fit note. An employee who is off 
sick for seven days or less (including weekends) must complete a self-certification form 
to cover every day of absence, including half days. This can be done prior to, or on their 
return to work. The manager retains the form and follows Academy Trust absence 
reporting procedures. 

29. For sickness absences of eight days or more (including weekends) a doctor’s fit note 
should be submitted by the employee to the manager following issue by a doctor, 
ensuring the dates are consecutive and there are no gaps. Upon receipt, the Academy 
Trust retains a copy of the fit note, and the original is returned to the employee. 

30. If an employee is absent from work through sickness and has not notified their manager 
as outlined previously, or does not provide the appropriate medical certificate, the 
absence will be regarded as unauthorised and therefore the absence may be unpaid and 
may be regarded as a conduct issue, subject to the Academy Trust’s disciplinary policy. 

31. The Academy may, in exceptional circumstances, require a medical certificate for an 
absence of under 7 days. If this were the case, the Academy would pay any change 
incurred.  

http://cyps.northyorks.gov.uk/sites/default/files/Human%20resources/Academies/Attendance%20Management/Reporting%20an%20absence%2C%20RTW%20meetings%20%26%20Self%20certification%20form.docx
http://cyps.northyorks.gov.uk/sites/default/files/Human%20resources/Academies/Attendance%20Management/Reporting%20an%20absence%2C%20RTW%20meetings%20%26%20Self%20certification%20form.docx
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32. Absences the run over the weekend or holidays are included in calculating continued 
sickness absence.  

6. Bradford Factor  

6.1. The Bradford Factor is a simple formula used to help manage short term sickness absence 
and determine when these have been excessive.  
 

B = S (Squared) x D 
 
B = Bradford Factor  
S = Number of Discrete Absence Periods  
D = Total number of days absent (Based on 52 Week Period) 
 

6.2. After conducting the calculation, the Manager will deem the appropriate action 
depending on the employee’s Bradford Score. 

 

7. Procedure for Short Term Absence 

7.1. Regular engagement between the manager and the employee is important for open 
and transparent communication.  Consultation meetings will be held between the 
manager and the employee to discuss support available to help improve attendance, 
to clarify procedural steps, and any potential impact on their employment. The 
frequency and content of consultation meetings for prolonged absence will be 
determined on a case-by-case basis subject to the nature of the absence.  
Employees will be invited to meetings by letter or email with reasonable notice and 
notified of their right to be accompanied, subject to the Academy Trust’s local 
arrangements.  The outcome of all formal meetings held under the attendance 
management procedure will be confirmed with the employee as soon as possible. 

 
7.2. The attendance triggers are:  

• Three Periods of absence of any duration in a rolling three-month period.  

• Five Working days or more in total during a rolling three-month period. 

• Ten Days sickness in a rolling twelve-month period.  

• 4 or more occasions in any rolling 12-month period*  

• Any period of absence of four weeks or more 

• Unacceptable patterns of absence (e.g: regular Friday and/or Monday 
absences) 

*An occasion is defined as a period of absence that may be consecutive days, single days or half 
days. This includes intermittent absences and longer periods of absence. Recurrent absences with 
the same illness in short succession (i.e. one week) may be considered as one occasion subject to 
discussion regarding underlying medical cause for absence. Rolling periods refer to the 6 or 12 
months previous to the latest absence. 
 

7.3. The Academy Trust will determine a consistent approach to setting appropriate 
improvement targets, and where possible, they will be agreed with the employee, 
depending on individual, team, or department circumstances. Targets may include 
reference to team absence levels, broader Academy Trust absence level or a fixed 
number of days. 
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7.4. When triggers are met, the manager will arrange an attendance management 
consultation with the employee to discuss their attendance.  Appropriate targets and 
support will be discussed with the employee and the manager will set the target over 
a three-month review period to help the employee improve their attendance.  If after 
the three-month monitoring period the employee has achieved the targets set, a 
meeting will be held to confirm that no further action is required.  
 

7.5. If the employee has not sufficiently improved their attendance against the targets set 
in the initial review period, a further attendance consultation meeting (Stage 2) will 
take place with the employee and a formal notification will be issued to allow the 
employee a further three-month review period and support to improve attendance. 
 

7.6.  In exceptional circumstances subject to provision within the policy, the manager may 
wish not to issue formal notification, however they must make a note on the file, 
seeking medical advice where appropriate.  
 

7.7. Following the three-month formal notification period, another attendance 
management consultation meeting will be held, and an outcome determined, subject 
to content of discussion held, with one of the following three possible outcomes:  
 

• Satisfactory progress has been made and the target has been achieved; at this 
point the process ends. However, this will be on the understanding that if there 
are further relapses in attendance within six months of the monitoring end date, 
subject to discussion with the employee, the manager will issue final 
notification.  
 

• The target has not been achieved and subject to discussion with the employee, 
a final notification is issued as part of the meeting.  

 

• In exceptional circumstances - a decision may be made to postpone the outcome 

of the meeting and extend the monitoring period by a maximum of one month to 

allow further review. 

 

7.8. The duration of final notification is six months during which time monthly reviews will 
take place, where appropriate. The employee will be informed of each of the review 
meetings and the possible outcomes in writing within a reasonable timeframe. Where 
the employee has been issued with a final notification, they have a right of appeal 
against this and a right to be accompanied. The employee must submit their appeal 
within ten working days from the date of receipt of the letter with the final notification. 
 

7.9. If the employee has achieved their targets, a further attendance consultation meeting 
is held at the end of the six-month final notification period and final notification 
expires. However subject to circumstances, this will be on the understanding that 
sustained improvement is required and if further relapses in attendance occur 
within six months of expiration of the final notification, consideration may be given to 
progress to panel. 
 

7.10. If the employee does not achieve the targets set during the final notification period, 
the manager will hold an attendance consultation meeting and, subject to discussion 
and case details, the case will progress to a panel. 

8. Procedure for Prolonged Absence 

8.1. Where an employee is absent for a prolonged period in excess of four weeks, 
including during any review period, this will be considered as an occasion of absence 
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in this procedure.  An attendance consultation meeting will be held, subject to the 
nature of the illness, and a referral to medical partners will be discussed and 
completed (if not already addressed).  During the continued period of absence 
regular attendance consultation meetings will be held with the employee to enable 
regular updates, discussion regarding medical information and to support the 
employee returning to work, including consideration of reasonable adjustments 
where appropriate.  
 

8.2. If the absence remains ongoing with no foreseeable return to work date, and/or a 
prolonged recovery timescale that is unsustainable for the Trust, the case will then 
be progressed to Attendance Panel.  This will be subject to case circumstances, 
having explored appropriate support mechanisms and any related reasonable 
adjustments to improve attendance during the attendance management process, 
including whether medical redeployment, or ill health retirement are applicable to the 
case.  

9. Medical redeployment and ill health retirement 

9.1. If the employee remains absent due to ill health and the Trust cannot sustain the 
absence, and a return to work is not foreseeable, then the manager should consider 
whether medical redeployment is applicable or available, and whether ill health 
retirement should be considered and discussed with the employee.  It should be 
noted that the decision in relation to ill health retirement is separate from any decision 
to dismiss an employee on grounds of ill health / capability and must be considered 
prior to dismissal. 

10. Formal meeting alternative to attendance panel 

10.1. Where a case is likely to progress to attendance panel, in some circumstances it may 
be appropriate for a formal meeting to be offered to an employee and, where agreed, 
held instead of an Attendance Panel (the use of this process must be subject to 
mutual agreement).  Where this takes place, it is essential that due process is 
followed in accordance with the attendance management policy and procedure to 
avoid allegations of unfairness, undue pressure or discrimination. Whilst an individual 
may be agreeable to a process alternative to a panel hearing, the procedure remains 
formal with the following steps: 
 

• The employee should be invited to a final attendance review meeting. It must 
be explained that dismissal is being proposed. The employee must be informed 
of their right to a formal hearing and given a copy of the attendance 
management policy and procedure with explanation, as necessary. If the 
decision is reached to use a formal attendance meeting, the employee will be 
asked to confirm their agreement in writing. A signed copy of the agreement 
should be retained for Academy Trust records.  
 

• The employee should be encouraged to be accompanied, subject to Academy 
Trust local agreement, by a trade union or professional association 
representative (if applicable) or work colleague at the final review meeting and 
the formal attendance meeting. The employee is encouraged to seek separate 
advice prior to and during the meetings from trade union or professional 
association representatives or to seek independent advice prior to the formal 
attendance meeting.  The employee will be reminded of their rights to a formal 
hearing and given a full explanation of the evidence and proposed action and 
be afforded the opportunity to comment on and question the facts of the case. 

 

• If there is agreement to the proposed action (dismissal) management must 
confirm in writing to the employee the facts of the case and the process that 
has been followed including the date of the meeting, those present, the 
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information and advice given about the employees’ rights under the formal 
procedure (including the appeal process) and their understanding of these.  

 

10.2. Should an employee wish to retract their agreement to dismissal prior to or during 
the formal attendance meeting, then a panel hearing should be arranged under the 
normal procedure. 
 

10.3. There may be circumstances where an employee does not wish to attend or is too ill 
to attend.  Where this occurs, the formal meeting must proceed in the employee’s 
absence to reach a decision and this should be formally communicated with the 
employee, following the procedure outlined. 

11.    Attendance Panel and Appeal Hearings 

11.1. Where panel or appeal hearings are required the relevant Hearing and Appeals 
procedure will be used.  The employee must be invited to an attendance 
management hearing and given appropriate notice of the hearing. Any 
documentation which the manager will be using at the hearing must be given to the 
employee, their representative, and the panel at least 5 working days prior to the 
hearing, subject to the Academy Trust’s local agreement. The Academy Trust’s 
Hearing and Appeals procedure will be used. Where an employee or their 
representative is unable to attend an alternative date should be suggested within five 
working days. 
 

11.2. Panels / Headteachers will normally be advised by a NYES HR representative. If, as 
an outcome of the attendance hearing, the panel decide that the employee’s level of 
absence is unacceptable, given the circumstances of the case, or the Academy Trust 
cannot sustain the absence, despite all the measures taken to facilitate a return to 
work and / or improve attendance, the outcome reached will be either of the following:  
 
1. Extension of the period for improvements in attendance or continuation with the 

monthly review, and / or modification the targets set, together with a revised action 

plan and monitoring programme, or, 

2. Termination on the grounds of capability due to ill health.  Notice will be given in 

accordance with this procedure and will be either contractual or statutory, 

whichever is greater. 

 

11.3. At any attendance management panel, it is important for management to ensure that:  

• All reasonable adjustments suggested either by the employee or medical partners, 

such as occupational health, have been considered 

• Medical advice has been obtained and considered 

• Medical redeployment and Ill health retirement options have been considered 

 
The Academy Trust should notify the employee of the outcome of the hearing within 
five working days, in writing after the panel, and where the outcome has resulted in 
dismissal, provide reasons and the right of appeal 

12. Appeals against termination 

12.1. An employee has a right of appeal against the decision of the attendance panel to 

terminate their employment within ten days of notification of outcome of the attendance 

panel. The appeal should be heard as soon as possible and where possible before the 

termination takes effect. Appeals against termination will be heard in accordance with 

the Academy Trust’s hearing and appeals procedure. Panels will normally be advised 

by a representative from North Yorkshire HR.   



 

OFFICIAL - SENSITIVE 

13. Exclusions from the Attendance Management policy and procedure 

13.1. The following appointments are not recorded as sickness for the purposes of the 

attendance management policy:  

• GP appointments 

• Dental appointments 

• Hospital appointments 

• Medically prescribed treatment appointment 

• Any form of absence that is not related to the sickness of the employee 

 

13.2. Where these prevent attendance at work, evidence of appointments must be seen and 

approved by managers. It is expected the employee will take all reasonable steps to 

attend the above appointments whilst avoiding disruption to the workplace, subject to 

circumstances e.g., in the employees own time or at the start or end of their working 

day/shift. 

 

13.3. Sickness absence which is as a direct consequence of pregnancy will be recorded as 

absence but will not be included in calculating absence for the purpose of attendance 

management procedures.  Sickness absence which is a direct consequence of a 

disability is still recorded as absence, but managers need to consider reasonable 

adjustments in individual cases in line with the relevant legislation.  

 
13.4. Absences arising out of an accident, assault, injury or disease whilst undertaking the 

duties of the post will be recorded as absence and where the Trust acknowledge 

liability will be excluded in calculating absence for the purpose of attendance 

management. However, all such absences will be subject to investigation in 

accordance with the Trust’s terms and conditions and Health and Safety policy. 

 

14.  Occupational Health  

 

14.1. Referrals to Occupational Health should be considered in instances of long-term 

absences, frequent short-term absences, and other instances when medical advice is 

necessary.  

They are undertaken to give further medical context to the Academy over concerns of 

any individual’s ability to carry out his/her duties and responsibilities.  

 

14.2. An employee may self-refer – this includes asking questions to help the Academy make 

informed decisions on how to support an employee’s absence of health issue. It is also 

an opportunity for the employee to discuss medical issues confidentially with the 

Academy’s medical advisors.  

 

14.3. It’s important an employee provides occupational health therapists with as much 

information as possible to ensure a tailored approach can be taken and to avoid the 

need for a re-referral.   

 

14.4. Referrals are made through North Yorkshire Occupational Health. Referrals are made 

and any accompanying documents such as job descriptions and Occupational Health 

will arrange an appointment.  

 

14.5. Following the appointment Occupational Health will send a report to the school which 

can be shared with the employee.  
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15.  Phased Return 

15.1. Employee’s will be directed to Occupational Health or their GP for guidance on the 

best way to reintegrate into their role over a fixed period, this is usually 4 weeks. It will 

be reviewed by the school and staff member at regular intervals to determine if 

changes need to be made.  

 

15.2. A phased return may be extended for a further 2 weeks in exceptional circumstances 

to a maximum of 6 weeks with the expectation that the individual will return to full 

contractual duties from the 7th week.  

 

15.3. Where it’s not possible for the employee to return to their full hours from the 07th week, 

it might be necessary for the employee to request to temporarily reduce their hours 

which will be reflected in their pay. This should be jointly reviewed after an agreed 

timeframe where it will be decided if the individual will be able to return to full 

contractual hours or would like to discuss permanently reducing their hours – where 

this is a possibility, occupational health advice should be sought.  

 

15.4. In some circumstances, reasonable adjustments can be made to support an employee 

in their role where their health or a disability is impacting their ability to carry out their 

role. This may include varying work tasks, work pattern or adjusting trigger points. 

Occupational Health will provide personalised advice on what reasonable adjustments 

may be necessary for that individual.  

 

16.  Ill Health Retirement 

16.1. If the employee is unable to return to work in any capacity, or if they are required to be 

absent for a significant period, retirement on the grounds of ill health may be 

considered. However, this has to be recommended by Occupational Health.  
 

17. Statutory obligations 

17.1. This policy recognises the requirements to comply with the following legislation where 

applicable:  

• Equality Act 2010 

• Health and Safety at Work Act 1974 

• Management of Health and Safety Regulations 1999 

• RIDDOR - Reporting of Incidents, Diseases, Dangerous Occurrences Regulations 

1995 (as revised 1999) 

• Human Rights Act 1998 

• Employment Rights Act 1996 

• Data Protection Act 2018 and Access to Medical Records Act 1988 

In application of this policy, it is expected that managers will follow the principles of 
the above legislation regardless of the reason for absence. 

 


