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Promoting Health at Work.
Sidney Stringer Academy recognises its duty of care for employees and will promote
their health and well–being. Through its actions, policies and practices, the Academy
seeks to actively encourage attendance at work. We recognise that healthy
employees are able to make a greater contribution to the effectiveness and
efficiency of the Academy.
The Academy's strategy for Promoting Health at Work centres on a number of key
areas.
•
•
•

•
•
•
•
•
•

•

Promoting the health, welfare and “well-being/work-life balance” of our
employees;
Ensuring the equality agenda applies to all health policies and
procedures;
Raising awareness and ownership of the importance of attendance at
work both for current employees and those who wish to join the
Academy;
Emphasising the importance of attendance throughout the recruitment
process.
Providing support to employees both when they are ill and through
various life events.
Providing and promoting a safe and healthy workplace and healthy
lifestyle.
Identification and management of work related ill health issues;
Strategic performance management of attendance at work.
Ensuring managers are trained and updated to manage employee health
and safety issues effectively reflecting the requirements of policies,
procedures and legislation.
Ensuring employees are aware of their rights and responsibilities in
relation to their health, safety and welfare.

Whilst we recognise that a certain level of sickness absence is inevitable, high levels
of sickness absence make it difficult to deliver reliable, high quality services. Sickness
absence incurs significant costs and affects levels of morale and performance.
More employees being available for work gives less reliance on over-time, and
temporary and agency workers, and reduced need for colleagues to cover
workloads. In turn this will enable us to achieve our objectives more effectively.
In seeking to manage and address the causes of sickness absence, the intention is to
develop and promote leave policies that support employees in integrating their work
and personal responsibilities.
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1. Scope
The policy and procedures apply to all employees of Sidney Stringer Academy.
Procedures for teaching staff and Academy-based employees are based on the
strategy and principles of the corporate procedure. In the case of Teachers, the
“Conditions of Service for Teachers” (Burgundy Book) must be considered in
association with this policy and associated procedures.
2. Principles and Protocols
High levels of attendance are valued and will be acknowledged across the Academy.
Matters raised relating to an employee's attendance should be conducted in a
positive way and do not imply any distrust of the employee or concerns regarding
their conduct. There will be a positive and preventative approach rather than a
punitive one. Absence due to sickness will be distinguished from abuse of the
sickness absence system, which will be addressed as part of the disciplinary
procedure.
The Academy recognises its legal requirement to provide suitable and sufficient
health surveillance where assessment has identified a risk to employees' health and
safety.
Regular organisational reviews will be undertaken to identify and address specific
health conditions such as musculoskeletal problems and stress.
All ill health suspected to be related to work should be reported to the Occupational
Health provider for assessment and investigation. The Reporting of Diseases and
Dangerous Occurrences Regulations 1995 require a number of diseases, medical
conditions or injuries to be specifically reported. Medical suspension may be used in
order to protect an employee and others, e.g. German measles and pregnant
women. This suspension will not be detrimental to pay and will not be included for
sickness monitoring purposes. (Please see guidance document on Work Related Ill
Health Conditions.)
The importance the Academy attaches to attendance will be emphasised in all preemployment literature. Individuals will not commence in post before fitness to do
the job is established.
The Academy is committed to the fair treatment of employees and potential
employees with disabilities and will ensure compliance with the Disability
Discrimination Act 1995. Where an individual is recognised as being covered by the
provisions of the Act the Academy will make reasonable adjustments to their job
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and/or workplace as required. The Academy's health provider will only propose
redeployment on medical grounds once any such reasonable adjustments have been
made.
In some circumstances a recommendation could be made for temporary medical
redeployment by the Academy's health provider where a health condition is
considered longer term but not permanent. This recommendation would have to go
to Academy Trust for approval.
Where work related issues are the potential cause of ill health managers will make
every effort to work with the individual and their representative to resolve the
situation. However where this is not possible redeployment may be considered.
Employees will be treated fairly and procedures will be applied consistently across
the Academy. Managers are encouraged to act promptly in dealing with such
matters.
Employees will be referred to the Occupational Health Provider for an assessment of
their health in cases of frequent, short-term absence, patterns of absence or longterm absence, (as defined in the Academy's procedure), or where there is a
recognised health/work conflict.
The Academy has appointed a health provider whose opinions/ recommendations
are taken into consideration by managers when making decisions about continued
employment. Employees will have the right of appeal in relation to such decisions as
outlined in the procedure.
Employees suffering from the effects of ill health will be treated with sensitivity and
in a supportive manner. The Academy recognises the benefits and supports the use
of a phased return to work where appropriate.
Reviews of sickness absence cases will be conducted with respect for confidentiality
and in accordance with the requirements of the Data Protection and Access to
Medical Reports Acts.
Open communication between managers and employees will be encouraged and
promoted not withstanding the right to confidentiality.
Where the procedures require consideration of action and a manager feels that this
is not appropriate for legitimate reasons details will be noted and held on the
employee's personnel file, i.e. where an employee is absent due to a broken leg it
would be reasonable not to consider a home visit or referral to Occupational Health
until after a period of 6 – 8 weeks.
Any actions will be in accordance with the Academy's Managing Health at Work
Protocol.
The Promoting Health at Work Policy and associated documents will be monitored
and reviewed to ensure that it continues to meet the Academy's aims and complies
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with these principles.
3. Roles & Responsibilities
Managers, employees and trade union representatives are responsible for working
together in order to promote attendance and improve our service.
Trade Unions
The Academy recognises the co-operation of the trade unions in the development
and implementation of this policy. The policy and procedure documents will be
jointly reviewed when requested by either party, subject to the work programme for
that year, and are the subject of collective agreement. Where requested by an
employee, trade unions must be involved at an early stage when dealing with cases
of absence, which are giving cause for concern.
Academy Governing Bodies/Management Teams.
The improvement of attendance levels will form part of the Academy’s performance
management and will be a standing item on the Academy Governing
Body/Management Team Agenda.
The Academy should take into account work/life balance in considering reasonable
achievement targets which will be agreed with the recognised trades unions in
conjunction with the governing body and individuals.
The Academy Governing Body/Management Team will identify the relevant
supervisors and managers who will have responsibility for the Return to Work
Interviews and Review process. They should ensure that training is provided so that
all managers and supervisors are aware of the policy and procedure and of the
support mechanisms available to employees.
The Academy Principal or Chair of Governors' sub-committee will be responsible for
chairing the Managing Health Review process highlighted in the procedural
documents. Consideration must be given to the Academy’s Standards & Framework
Act 2003/Education Act 2002, when dealing with health cases and particularly with
regard to Managing Health Review meetings (and potential dismissals that may be
considered) in respect of the role of the Academy Principal.

The Managing Health Review meeting must not be chaired by anyone
previously involved in management of the case.
(See Promoting Health at Work – Procedures Document. Section 10.)
Line Managers and Supervisors
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All line managers and supervisors are responsible for monitoring attendance levels
within their teams and undertaking return to work interviews for each absence. They
will receive appropriate support from the Human Resources and the Occupational
Health provider to enable them to take a proactive approach to managing health and
ensuring the workplaces they manage are conducive to the well-being of employees.
Where it becomes apparent that day-to-day support and general counselling are
insufficient to address specific employee absence which is giving cause for concern
then the case should be referred to a designated senior manager for review.
The Academy Principal is responsible for ensuring that absence returns are
completed and sent to the payroll provider within communicated deadlines to
ensure that there is no impact on the employee's entitlement to sick pay or upon the
Academy in respect of the need to recover overpayments. They are also responsible
for undertaking and maintaining up to date risk assessments for their areas of work
and ensuring that appropriate action is taken in relation to ensuring a safe working
environment.
Human Resources
(i)

The HR provider will be responsible for the development,
implementation and review of the Academy's strategy in conjunction
with Academy Governing Bodies/Management Teams. The HR
provider will ensure appropriate help and support is provided to the
Academy Principal and employees. Employees will be advised of their
rights to representation throughout the procedure.

(ii)

The Occupational Health provider will provide a full range of services
run by qualified and experienced practitioners who are guided by
professional ethics. Individual cases can be discussed and where
necessary a case conference can be arranged.

Counselling will provide confidential support to all employees and also develop
mechanisms to support managers. This service will include personal or telephone
counselling on issues relating directly or indirectly to work, counselling following
traumatic events, welfare advice, training and consultation for managers who have
health and welfare concerns about employees. Full details of the role of the
Occupational Health Provider are identified in the Managing Health at Work
Protocols.
Employees
Employees are responsible for ensuring they attend work unless unfit to do so and
for co-operating with the general requirements of this strategy and associated
documents. They must familiarise themselves with the terms and conditions of
employment regarding absence from work and conditions for receipt of
Occupational Sick Pay. Abusing the sickness absence procedures or sick pay scheme
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will be subject to disciplinary investigation.
4. Monitoring Sickness Absence
Absence information (including sickness) for each employee is recorded within the
unit / section on a weekly return by the manager. This is sent to the payroll provider
where the information is entered into the HR and Payroll system. It is from this data
that the various reports are produced.
The HR Assistant is responsible for ensuring that line managers/supervisors are
provided with individual employees' absence details either on request or where the
individual has reached one or more of the trigger points. When analysing an
employee's attendance record, all relevant periods of sickness absence should be
taken into account. It is recommended that analysis covers a three-year
retrospective period as a maximum.
The HR Assistant is also responsible for ensuring that Academy’s management teams
are provided with accurate and meaningful information. The management teams
should monitor and discuss absence issues on a monthly basis.
5. Other relevant policies and procedures
The Academy operates a number of policies, which support the management of
attendance. It is important that employees and managers become familiar with their
contents.
Addiction Policy
Capability Procedure
Dealing with Violence
Disability Equality Policy
Disciplinary Procedure
Equal Opportunities Policy
Family Friendly Policies
Anti Bullying Dignity at Work
Policy Grievance Procedure
Policy on HIV infection or Aids
Managing Stress
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Promoting Health at Work.
PROCEDURES
(With reference to teachers, the “Conditions of Service for Academy
Teachers” [Burgundy Book] must be considered in conjunction with these
procedures).
1. Notification and Communication
Employees who are absent from work due to sickness or accident should follow the
procedure details below. Designated Managers receiving such calls should complete
the Sickness Notification/Self-Certification/Return to Work Form (Appendix 1.a/b.)
An employee must telephone their Manager or a designated person on the first day
of absence. This should be in line with the normal requirements of their unit but
should not be later than four hours from their normal starting time. If the employee
is unable to telephone in person, he/she should arrange for someone to ring on his
or her behalf with the relevant information.
The employee should try to make contact with their line manager as soon as possible
to ring on his or her behalf with the relevant information. The employee should try
to make contact with their line manager as soon as possible
NB

Individual units/sections may have a designated officer to receive calls
relating to absence. If the absent employee has not made contact at all, the
Manager/Designated Person should contact the employee.

Employees must keep their Manager/Designated Person informed of the likely
duration of their absence; provide details of their absence, and any work
commitments that may need rearranging. The employee must also agree when
he/she will next make contact. (A further notification should be recorded in Section
B of Appendix 1.a/b (Sickness Notification/Self Certification/Return to Work Form).
Employees must make contact on the first, and seventh day of absence and
thereafter contact should be in relation to the duration of any medical note.
(N.B. There can be no expectations that work will be undertaken at home during
illness, unless the individual specifically requests this. It must be appropriately
agreed and must not contravene medical advice to the contrary.)
If the absence was the result of an assault at work or an accident/near miss or
travelling to or from work, the employee must complete the appropriate report
form. Forms are available on request from the Manager/Designated Person who
must also complete the form and ensure that the process is completed. (Please refer
to guidance on reporting Accidents and Near Miss Incidents and the guidance on
reporting Assaults, in particular the necessity to ensure that links are made between
a reported accident and any subsequent absence due to illness following the
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accident.). In the case of teachers, reference should be made to the Conditions of
Academy teachers’ Burgundy Book, Section 4, Paragraph 9.
If the absence of a teacher was due to an infectious or contagious illness contracted
directly in the course of the teacher's employment, or due to pulmonary
tuberculosis, or the contact with an infectious disease occurs outside the course of
employment of a teacher, all as authorised by the approved medical practitioner,
then the conditions within the Burgundy Book (Conditions of Service for Teachers)
"Contact with infectious diseases" will apply.
(N.B. Contact with colleagues who have been in contact with someone who has
German Measles can affect pregnant employees. For further advice - refer to the
Maternity Leave Policy or the Occupational Health Provider).
Failure to inform the Manager/Designated Person of absence may lead to the
absence from work being considered as unauthorised, and may result in loss of pay
and disciplinary action. (See Appendix 3).
2. Certification
If an employee returns to work after no more that seven calendar day's absence,
he/she must immediately complete Section D & E of Appendix 1a/b (the Sickness
Notification/Self Certification/Return to Work Form) provided by their
Manager/Designated Person, returning it for signature.
If the absence lasts for more than seven calendar days, the employee must forward
the original copy of medical certificates at intervals prescribed by their doctor. It is
the employee's responsibility to ensure that all days of sickness absence are covered
by the appropriate certification otherwise these days may be treated as days of
unauthorised absence and may be dealt with under the disciplinary procedure.
If an employee is required to submit their medical certificates to the Department for
Work and Pensions (DWP) in relation to claiming benefits they should still provide a
photocopy of the certificate to their Manager/Designated Person indicating that the
original has been forwarded to the DWP.
If an employee feels unable to give reasons for their absence or has any other
concerns regarding disclosure of specific details to their Manager/Designated Person
they may give 'confidential' as a reason for absence on the Report of Absence form.
Employees should note that two or more occasions of reporting the reason as
'confidential' may result in a referral to the Occupational Health Provider.
It is the Manager/Designated Person's responsibility to ensure the completion and
transmission of all associated forms and reports.
3. Return to Work
Where an employee returns to work after an absence of more than twenty-one days
he/she will need to provide a note from their doctor that certifies them fit for work,
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unless their original medical certificate indicates a specific date on which they will be
fit to return. Following every absence the employee's Manager/Designated Person
must arrange to see the employee privately at the first opportunity, but no later
than the third day of their return to work. The length/timing of any such meeting
and depth of discussion should be appropriate to the length/type of absence.
The purpose of the Return to Work meeting is to welcome the employee back to
work, to give the Manager/Designated Person the opportunity to illustrate the
interest the employer has in the health and welfare of the employee, and to
ascertain the following:
i
ii
iii
iv
v
vi
vii

the reason for the absence (unless confidential - see paragraph 2.4)
that the employee is now well enough to return to work
that all appropriate documentation is completed
that the employee is aware of the range of support options
available including counselling
update them on any issues that have arisen during their absence;
inform the employee if procedures have not been followed to give
them the opportunity to conform with these procedures;
give the employee the opportunity to alert their supervisor to any
issues causing them concern.

Section E of the Sickness Notification/Self-Certification/Return to Work Form
(Appendix 1.a/b.) should be completed at each meeting and a record held on the
employee's personnel file. A copy should be given to the employee highlighting
outcomes from the meeting.
Employees should note that if they have not complied with the Academy's
notification or certification procedures the Manager/Designated Person may
consider the following action for failure to attend work.
viii
ix

The withholding of all or parts of sick pay. (In the case of teachers,
refer to Teachers' Pay and Conditions).
Requiring the employee to submit medical notes for each absence.
Where this is required the Academy will meet the cost. (If possible,
GPs should be requested to invoice the Academy directly.)

Managers/Designated Persons should note that GPs are not obliged to provide their
patients with certification for illnesses of seven days or less. Many GPs are unhappy
about providing certificates in this way as they feel it is a waste of NHS resources and
often the employee's illness does not require the GPs intervention. The Cabinet
Office's Regulatory Unit reported that this type of certification by employers is a
waste of GP's time.
4. Absence Levels and Patterns giving cause for concern
There are occasions when an employee's absence(s) may need further discussion
and investigation. This should be done in a separate meeting (Appendices 2.a. and
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2.b.) and in a tactful and sensitive manner. The employee should be advised of the
meeting which should be held at a mutually convenient time, with 5 days notice in
writing and that they can have a TU Representative to accompany them. Where the
Manager/Designated Person is concerned at the level, frequency and/or pattern of
sickness absence and it becomes apparent that the normal day to day support and
general counselling is not resolving these concerns then the case should be referred
to a senior member of the Academy's management team.
In particular, cases should be referred where:• There is a particular pattern of absence;
• There are frequent absences under three days (short term)
• The employee has three periods of absence in excess of three days in any
twelve week period (short term)
• The employee is absent for 30 calendar days or more continuously (long
term);
• Absences are pregnancy related or related to a disability defined under
the Disability Discrimination Act 1995. (Advice may be sought from the
Academy’s HR Representative)
Any Manager/Designated Person involved in managing sickness absence must
ensure that other appropriate procedures are invoked if the absence is due to: i
ii
iii
iv

violence or harassment
alcohol or drug abuse
industrial injury
HIV or AIDS

The Academy’s HR Representative can be contacted for assistance in such instances.
Managers/Designated Persons must consider, throughout the procedure, the need
to consider alternative support mechanisms such as reasonable adjustments to the
job if the reason for absences is a disabling medical condition or a permanent
disability. Reasonable adjustments may be adaptations to the environment or
changes to some of the duties that are not essential requirements or different ways
of doing the job.
5. Patterns and Frequent Short Term Absence (Please refer to flowchart
Appendix 4)
If an employee is experiencing frequent short term absence or a regular pattern of
absence, the Manager/Designated person, and an HR representative (as required)
will meet with the employee at a mutually convenient time (Appendices 2.a. and
2.b.). They may be accompanied by a trade union representative or colleague and
shall be advised of this right, prior to the meeting, with 5 days notice in writing.
The purpose of the meeting is: Page 11 of 45

•
•
•
•
•

to discuss concerns relating to their absence
to establish why the absence occurred,
to establish/discuss why there may be a pattern (if relevant)
to explain to the employee the impact of their absence on colleagues and
to identify what action is necessary to support them in attending work
more regularly. This may include actions outlined in 5.3 and 5.4 below or
the setting of standards and timescales for improvement.

The meeting also provides an opportunity for the employee to highlight any health,
work or non-work related problems.
The Manager/Designated person, in discussion with the HR Assistant/Provider (as
necessary), will decide whether or not a referral to the Occupational Health Provider
for a health assessment is necessary. A referral may also be considered if an
employee's ill health is affecting their performance, for safety reasons or due to
exceptional, unpredictable or extreme circumstances.
The employee should be advised (in cases of absence causing concern) and
encouraged to contact the Academy's Occupational Health Provider for a health
assessment if necessary. A referral may also be considered if an employee's ill health
is affecting their performance, for safety reasons or due to exceptional,
unpredictable or extreme circumstances.
If referral to Occupational Health and Counselling suggests an underlying medical
condition as in the case of frequent short-term absences then appropriate review
periods should be agreed. Should the need for review continue beyond six months,
referral to a Managing Health Review should be considered (please refer to section
10). This period should not extend beyond nine months.
If it is clear that the absence is due to non-medical circumstances the
Manager/Designated Person should consider, in a sensitive manner, an appropriate
support mechanism (ie use of the Academy's Family Friendly and/or Special Leave
policies; review of hours/home working). Any change to normal working practice
should be documented and a timescale agreed for review. The employee should be
informed that any further action might be covered by the scope of the disciplinary
procedure if their absence continues to be related to non-medical circumstances.
If there are no underlying health conditions, and no work or non-work issues are
identified, agreed standards of attendance will be set and timescales for
improvement agreed. The Manager/Designated Person will write to the employee
highlighting the concerns and the action that will be taken if these improvement
targets are not achieved. A date for a final review meeting will be set.
If at the final review meeting (Appendix 2.a.) the employee has met the required
improvement targets this should be acknowledged and further review periods
agreed over the next six months to ensure maintenance of the standards required.
If there is insufficient improvement at the final review meeting standards will be
reiterated and a further period of review set to allow time for improvement. The
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employee will be informed that if there is no significant improvement then the
matter will be referred to a Managing Health Review (please refer to section 10).
The outcome of the final review meeting should be confirmed in writing (Appendix
2.c.), highlighting the concerns and the need for the Managing Health Review.
6. Long Term Absence (Please refer to flow chart at Appendix 5)
If the employee's absence is identified as long term then the Manager/Designated
Person should maintain contact with the employee, using an agreed approach
between the employee and the Academy, (this can also involve the TU
representative) and a home visit (See Appendix 2.a.) may also be considered at a
mutually agreed time.
The purpose of contacting the employee will be;
• to identify areas for support needed, (Employees should be advised that
their TU’s are available to offer support)
• to keep the employee up to date with progress,
• to determine whether any other actions should be taken (eg a phased
return )
• to agree time-scales for further visits subject to no further deterioration in
the employee's condition.
If a visit has been mutually agreed but the employee does not wish to be visited at
home, then subject to the employee's health, arrangements should be made for
them to attend another mutually agreed venue.
A trade union representative, relative, friend or colleague may accompany the
employee during any visit and the employee should be advised of this right.
If a return to work is not predictable the employee will be referred to a Member of
SMT within the Academy, or the Academy Principal, depending on whether he/she
has delegated role for determining potential dismissals, who will arrange to meet
the employee with a HR Assistant/Provider (as necessary). A trade union
representative, colleague or friend may accompany the employee at the meeting.
The member of the senior management team within the Academy will discuss with
the employee the need for a referral to the Occupational Health Provider(Referrals
may take place at an earlier or later stage if necessary and may also be appropriate
where a return to work is imminent in order to assess the employee's fitness to
return to work.)
If referral to the Occupational Health Provider suggests an underlying medical
condition as the cause of long-term absences then appropriate review periods
should be agreed subject to any medical treatment being undertaken and/or support
mechanisms (See OHU role in Policy Document 4.7.iii) to be put in place.
The Occupational Health Provider will assess the employee's ability to continue in
his/her normal duties and advise accordingly as to whether or not any steps can be
taken to help the employee return to work. Following this advice the member of the
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senior management team within the Academy will discuss with the employee and
their representatives the outcome. This may include the need for reasonable
adjustments to their job, redeployment or further review periods.
The Occupational Health Provider may provide information regarding the presence
of management/work issues, which the employee feels are making it difficult for
them to work. Under the employer's duty of care within the Health & Safety Act
(1974) these problems should be explored in order to resolve such issues.
If there are no underlying health conditions identified by the Occupational Health
Provider and no work or non-work issues identified, then a review meeting should
be held and a programme for return to work discussed (Appendix 2.a.). If the
GP/Individual challenges the view of the Occupational Health Provider, then the
individual does have the right to a second opinion.
The Member of the SMT within the Academy will confirm the outcomes of the
meeting highlighting any concerns, outcomes agreed and action to be taken if the
Return to Work is not achieved (Appendix 2.b.). This will include setting a final
review meeting (Appendix 2.a. and 2.c.) and if a return to work is still not achieved
then consideration will be given to referring the employee to a Managing Health
Review.
If long-term absence continues beyond six months and no return to work is
predictable, consideration will be given to referring the employee through to a
Managing Health Review chaired by the Academy Principal or Governors' subcommittee. An employee's absence should not go beyond nine months without such
a referral.

7. Effect of Health Conditions on Performance
There may be occasions where an employee's performance is affected but this does
not lead to absence from work. Where such concerns are identified (within the
Capability Procedure) and it appears that the employee may be affected by a health
condition then the employee should be referred to the Occupational Health
Provider. The outcomes of such a referral are highlighted in paragraph above.
Having considered if performance issues continue beyond six months and a health
condition has been identified then consideration should be given to referring the
employee through to a Managing Health Review (See Section chaired by the
Academy Principal or a member of the Governors' sub-committee.
If performance issues continue and no health condition is identified then the
employee's case should be referred through the Capability Procedure and the
employee informed of this action.
8. Medical Redeployment
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Medical Redeployment will only normally be considered where the employee has a
diagnosed health condition, considered to be permanent (to the age of retirement)
and which renders them incapable of doing their current job.
Medical redeployment will only be considered where reasonable adjustments to the
employee's existing job or work place have proved impractical. Guidance on making
such adjustments can be obtained from the Department for Work & Pensions,
Access to Work service, details of which are available from HR.
In some cases a temporary redeployment may be recommended where the
condition is considered longer term but not permanent. The Manager responsible
for reviewing the case must consider the practicalities of such a redeployment based
on advice from the Occupational Health Provider, in relation to timescales.
The employee should notify their GP when a redeployment opportunity has been
identified and suggest that they be certified as fit to undertake the redeployment
process.
If the employee and /or the GP disagree with the recommendation for medical
redeployment they should raise their objections with the Occupational Health
Provider and the issue can be raised at a case conference where necessary. If no
agreement can be reached the matter will need to be referred to an independent
medical adviser. (See Section 16. Appeals).
Where such a recommendation is received the employee will be provided with
active support to find a position for a period of six months from the date they
receive notification of this from the HR provider that medical redeployment is
recommended.
The six-month period may be extended where an employee has become disabled
during their employment and where there is reasonable belief that redeployment
may be achieved over a longer period.
It is a requirement under the Disability Discrimination Act 1995 and the City
Academy's Disability Equality Policy that alternative jobs be sought for people who
have a disabling medical condition or impairment which prevents them continuing in
their current post. This condition or impairment must be the reason for the absence.
When identifying jobs for a medical redeployee, consideration must be given to
reasonable adjustments to the duties or the environment that would then make the
job suitable. The Occupational Health Provider assessment should identify any DDA
restrictions on the employee's ability to undertake the job.
Following the recommendation from the Occupational Health Provider a meeting
will be arranged between the Manager, employee and the HR representative (as
necessary). The employee may be accompanied by a Trade Union representative or
colleague. The purpose of this meeting will be to explain the support mechanisms
available during the redeployment period and to discuss with the employee their
skills, experiences and motivation in order to assess the most suitable redeployment
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options and the support required, (which may include re-training).
A review of the employee's progress should take place every 4-6 weeks for a period
of three months. If there are any concerns regarding the employee's medical ability
to pursue the redeployment they should be raised with the Occupational Health
Provider. Any training requirements should be addressed within the first three
months of the placement.
Where for any reason redeployment has not been achieved or an employee has
turned down a suitable alternative offer of employment he or she will be referred
back to the Occupational Health Provider and a Managing Health Review will be
organised.
If an employee is issued with notice of termination, subject to medical advice,
medical redeployment will continue to be pursued during the notice period and
notice will be withdrawn if a suitable redeployment opportunity is found.
9. Medical Retirement
(This Section applies to support staff in Academies)
Following a recommendation for ill health retirement from the Academy's Medical
Officer a Managing Health Review will be organised.
Details of the recommendation will be forwarded by the Occupational Health
Provider to the West Midlands Local Government Pension Fund who will confirm
that such retirement can proceed.
The employee will be retired on medical grounds as soon as possible, subject to
contractual notice of termination entitlement, after confirmation of the decision has
been obtained from the West Midlands Local Government Pension Fund.
10. Managing Health Review (See Procedure at Appendix 7)
The purpose of the Managing Health Review will be to consider whether or not there
are any further actions the Academy can take to enable the employee to remain in
employment or whether their employment should be terminated due to incapacity
to undertake their duties effectively because of ill health.
The Managing Health Review will be arranged at a mutually convenient time. The
employee will receive reasonable notice of the date of the meeting and will be given
details of the reason for the Review in writing. They may be accompanied by a trade
union representative (Managers should check with the local Trades Union
representative whether a full-time official is required to be in attendance on this
occasion) or colleague and shall be advised of this right, prior to the meeting, with at
least 5 days notice in writing.
The Academy Principal/Members of SMT/Governors' sub-committee members
should not see themselves as medical experts and should not ignore medical opinion
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or draw conclusions that are at odds with the medical advice. They must be aware
that the decision to dismiss an employee who is absent due to ill health is not a
medical decision but a managerial one based on medical opinion amongst other
things. No decision to terminate employment will be taken without: i

Obtaining medical advice from the Occupational Health Provider

ii

Making reasonable attempts to address the causes of an ill health
problem including adjustments or redeployment.

The Academy Principal or Chair of Governors' sub-committee (*see note below) will
chair the Review and an HR Assistant/Provider (as necessary) will support them. (See
Appendix 7.)
(* Refer to the Academy Staffing Regulations 2003/Education Act 2002. Only
someone not previously involved in managing the case can Chair this review. The
Academy Principal should be aware of any arrangements relating to their Academy.
If in doubt they should contact their HR Provider for advice.)
The Manager dealing with the case will explain the action taken so far and the
reasons for referral to the Review. A trade union representative or colleague may
accompany the employee at this meeting. The employee/trade union representative
will be able to put forward their views on any actions proposed and the likelihood of
a return to work. The Academy Principal or Chair of the Governors' sub-committee
may call other parties involved in the case to the Managing Health Review should
specialist information or advice be required, including that of the Occupational
Health Provider
Following the Managing Health Review meeting the Academy Principal or Governors'
sub-committee will withdraw to consider their decision. They may draw the
conclusion that
• Further time should be given to allow improvement in attendance levels;
• Further consideration should be given to readjustment (i.e., hours,
duties) or redeployment
• The employment should be terminated on the grounds that the Academy
cannot sustain the employee's level of absence.
Or
that the employee is incapable of continuing in their employment due to their ill
health and retirement be recommended on the grounds of ill health subject to
approval by West Midlands Pension Fund (see section 9), (In the case of teachers –
see Teachers' ill-health retirement procedures issued 31.3.04 and included in the HR
Handbook).
When considering termination of employment the Academy Principal or Governors'
sub-committee must be clear as to the reasons for the dismissal. In considering
whether or not a dismissal is fair the Academy (or Academy, in the case of a
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voluntary aided Academy) must be able to show: 

the reason (or, if more than one, the principal reason) for the dismissal and



that it was one of the potentially fair reasons or some other substantial
reason of a kind such as to justify the dismissal of an employee holding the
position which that employee held.

In relation to this procedure the potentially fair reason for dismissal will be:
'A reason related to the capability or qualifications of the employee for
performing the work of the kind which he/she was employed by the
employer to do.'
In the case of health issues capability is assessed by reference to skill,
aptitude, health or any other physical or mental quality
(Ref: Employment Rights Act 1996)
Notice will be served and pay in lieu of notice will be paid on termination, which may
run concurrently with sick pay. There will only be extensions to sick pay at
Governors' discretion, and sick pay will not be allowed to 'run out' before
termination takes effect. (Please note Burgundy Book Section 4. Paragraph 9, in
respect of teachers, for absences arising from accidents, injury or assault at work).
In the case of Medical Retirement the employee will be referred to the HR Provider
who will advise the employee of their benefits, i.e. contractual notice entitlement
and appropriate pension benefits. They will also contact the Occupational Health
Provider.
11. Employees who have not been certified as fit to return to work
If an employee is adamant that they are fit to return to work yet their GP refuses to
certify this fact it may be beneficial for both the Academy and the employee to seek
a view from the Occupational Health Provider. If their advice is that it may be
beneficial for the employee to return to work then it may be helpful for the
employee to provide this information to the GP along with details of any actions the
Academy and the employee will take to enable the return to be successful.
(In there is any dispute over medical evidence – there is re-course to requesting a
report from an independent medical examiner). The cost of this will be borne by the
Academy.
12. Refusal to participate
There may be occasions when an employee refuses to participate in the corporate
procedures. This may be by refusing to attend an appointment or give consent for
the Occupational Health Provider to seek information from their GP or specialist. The
Academy may still seek advice and may have to make decisions about the
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continuation of an employee's employment situation on the basis of information
obtained.
If an employee does not respond to reasonable verbal or written requests to attend
then a final attempt should be made to make contact. This should be in writing and
sent by recorded delivery.
13. Sickness Absence and Annual Leave
(N.B. Reference to annual leave whilst off sick in this section does not apply to
Teachers or Term Time only staff).
If an employee falls sick during annual leave he/she will need a doctor's certificate
straight away in order for sick leave to be covered from that date.
Whilst an employee is on sick leave it may be appropriate or even beneficial for
them to go on holiday. This is something that may be considered by the individual
employee and their own GP. The employee should notify their Academy
Principal/Line Manager/HR Provider of their request to take annual leave and the
period of leave. Arrangements should be made to make contact upon their return or
maintain regular contact if the absence is for a prolonged period. If the Academy
Principal/Line Manager/HR Provider believe taking annual leave to be in conflict with
the employee remaining on sick leave they should seek advice from the
Occupational Health Provider.
An employee returning to work from long term sick leave prior to the end of the
leave year must be enabled to take any remaining contractual leave entitlement as
holiday. This is subject to the employee being able to take the remaining leave
within the year in which they return. Payment cannot be substituted for leave in
these cases.
Where an employee is dismissed by the Academy the pro-rata statutory entitlement
is payable in some cases.
14. Payment of Occupational and Statutory Sick Pay
The Academy pays sick pay in accordance with the relevant National Agreements
and Statutory Regulations. Managers should note the particular procedural
requirements relating to Industrial Injury and related issues, by reference to the
Academys' Health & Safety Manual.
Governing Bodies of Academy have delegated authority to extend sick pay within the
Academy's Constitution in exceptional circumstances.
If the absence is occasioned by the actionable negligence of a third party in respect
of which damages are recoverable, the employee shall advise their manager
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forthwith and the Academy/employer may require the employee to refund a sum
equal to the aggregate of sick pay paid to him/her during the period of disability of
such part thereof as is deemed appropriate, but not exceeding the amount of the
damages recovered. In the event of the claim for damages being settled on a
proportionate basis, the employer will require full details and will determine the
actual proportion of sick pay to be refunded by the employee.
15. Timescales
Return to Work Interviews should be carried out as soon as possible but no later
than within three working days of an employee's return to work.
An employee will be given five working days notice of any review meeting or
Managing Health Review.
The outcome of all meetings will be confirmed in writing and a copy sent to the
employee (and their representative when appropriate) within five working days of
the meeting.
16. Appeals
Where decisions are made regarding termination of employment the employee will
have the right of appeal against this decision to the Governing body of the Academy.
Any employee wishing to appeal must submit their appeal in writing to the Chair of
Governors within 20 working days of receiving written confirmation of the dismissal.
(Except in the case of medical retirement.)
See Appendix 8 "Procedure to be followed at Governor Hearings or appeals".
17. Right to representation
If the employee is being formally interviewed as part of these procedures they have
the right to be accompanied by a colleague or friend or trade union representative.
The Academy Principal must ensure that the employee is notified of their right to be
accompanied by a friend, colleague or trade union in any correspondence and at the
commencement of any review meetings.
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Appendix 1a/b.

Sickness Notification/Self-Certification/Return to Work Form.

Data Protection Act 1998 -The information provided on this form will be used for the collation and processing of
Sickness absence records in accordance with the Academy's Promoting Health at Work policy and procedures.

This form should be completed in full for all periods of sickness absence

SECTION A

To be completed on notification of sickness
Employee Name:

Payroll Reference Number:

Job Title:

Section:

Place of Work:
Reason for absence given by the employee (the words sick and ill should not be used, if a reason is confidential the reason
may be termed 'confidential'. There will be a referral to Occupational Heath if confidential is the reason on two or more occasions).

First day of
sickness*

Date:

First day absent
from work

Date:

First notification
received

Date:

*Please include Saturday, Sunday, Public, Annual or Academy Holiday even if it was not a normal work day
Does the employee believe the absence is due to a
workplace accident or assault?
Yes
No
Name of line manager/
nominated person (please

Has an Accident/Assault Report Form been completed?
Yes
Post title:

No

print):

A photocopy of this form must now be sent with the absence return to the HR Assistant and the original
retained by the line manager

SECTION B

Further notification of absence from employee
Date received:

Likely return date:

Comments:
Name of line manager/
nominated person (please

Post title:

print):
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SECTION C

Certification (to be completed by employee upon return to work)
I certify that I was absent from work due to sickness during the period stated below:

Date became unfit for work:

Last date unfit for work:

(whether or not a working day)

(whether or not a working day)

Date of first full day of
absence from work:

Date resumed work:

SECTION D
My reason(s) for absence were (please provide details of your sickness or injury, refraining from using words such as
'sickness' or 'unwell'. Include details of ongoing issues, recurring problem, future medical appointments or treatment, specific
work implications, etc):

I confirm that the information on this form is correct and the return to work contact took place. (Knowingly
making a false statement may result in disciplinary action being taken and sick pay being withheld.)
Signature of Employee:

Date:

SECTION E

To be completed by the line manager:
Absence triggers: Occasions within last 12 wks (incl. current absence)
Note of discussion with employee:
occasions

I certify that I have:
 discussed this absence with the employee and arranged/held the return to work meeting 

 ensured that the necessary certifications are completed and sent the documentation to Human Resources 
 ensured that the information is recorded on the Absence Return 
 ensured that an accident/assault form has been completed and attached (as appropriate) 
Signature of Manager:

Name of Manager (Please
print):

Post title:

Date:

A copy of this form should be given to the employee, a copy kept by the Academy under confidential cover
and a copy should be sent to the Human Resources Assistant for the employee's personal file. The
purpose of the record will be for the Academy to monitor the effectiveness of the Promoting Health at
Work Policy and Procedures (without identifying individual cases) and to enable the Academy Principal to
monitor absence levels.
All records must be kept confidential.
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Appendix 2.a
forward

Home Visit/ Review Meeting Form
Employee's name:
Date of Meeting:

Section
Location of Meeting:

Date absence began:

Number of days absence:

Reason(s) given by employee for absence:
Details of issues discussed:

Details of support offered to employee (This may include – Occupational Health service referral, specific
training, advice/support from the Human Resources Provider/senior manager/trade union, reference to
other appropriate policies/procedures.)

Outcomes (These may include reference to support offered, an investigation of the employee's claims that
the absence was work related, a review of the risk assessment, referral to review process. Include timescales
where appropriate.)

Employee Signature:

Date Completed:

I confirm that I have met with the employee and discussed their absence and ensured that
the necessary certifications are completed and retained on the personal file. I will ensure that
all outcomes are addressed as identified above within appropriate timescales.
Manager's signature:

Date Completed:

A copy of this form should be given to the employee and a copy should be passed to the Human
Resources Assistant for the personal file. The purpose of the record will be to enable line managers to
monitor individual absence levels and to monitor the effectiveness of the Authority's Promoting
Health At Work Strategy.

Data Protection Act 1998
The information provided in this form will be used for the collation and processing of
sickness absence records in accordance with the Academy's Promoting Health at Work policy
and procedures.
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Appendix 2.b
Example Review Letter.
Dear_________________
I am writing to confirm the outcome of the review meeting I held with you on __ at __.
The purpose of the meeting was to discuss with you my concerns relating to your
levels of sickness absence. Also present at this meeting was ________.
I explained that the reason for my concern was that you had _ days/instances of
absence during the past _ months. I gave you a copy of your sickness absence
record at the meeting.
As you are aware, you have met with your line manager on _ occasions prior to this
review meeting, at return to work meetings, where you have discussed your sickness
absence levels, what support is available to you and any actions required.
At the review meeting on _______ we discussed further your sickness absence
levels and reasons for absence. Your response was _______. We also discussed
whether there was any additional support that could be provided to you such as
_______________.
We agreed that the following measures would be put in place –
(include reference to support measures agreed and targets set, with timescales)
I explained that it was important that if you continue to experience problems that
affect your attendance record you should discuss these with me, so that we can
determine whether any further support could be made available to you.
I hope that the measures that we have agreed will help you to improve your
attendance. However, if there is an insufficient improvement in your attendance
levels during the next __ months, we will need to meet again for a further review
meeting. If, following this review meeting there remains insufficient improvement in
your attendance record the matter may be referred to the (a nominated Manager)
who may choose to hold a Managing Health Review with you, where decisions may
be made regarding your continuing employment.
I hope that this clarifies the points we discussed and that there is a significant and
sustained improvement in your attendance level.
(if appropriate) I enclose a second copy of this letter that you may wish to pass to
your representative.
Yours sincerely,
Designated Manager
A copy of the letter should be passed to the Human Resources Assistant for
the employee's file.
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Appendix 2.c.
Example Final Review Letter.
Dear __________________
I am writing to confirm the outcome of the final review meeting I held with you on __
at __. The purpose of the meeting was to discuss with you my concerns relating to
your levels of sickness absence. Also present at this meeting was ________.
At the review meeting on ____ we discussed further your sickness absence levels
and reasons for absence. Your response was _______. We also discussed whether
there was any additional support that could be provided to you such as
____________.
We agreed that the following measures would be put in place –
(include reference to support measures agreed and targets set, with timescales)
I reiterated that it was important that if you continue to experience problems that
impact upon your attendance record you discuss these with your line manager, so
that he/she can determine whether any further support could be made available to
you.
Since our last meeting there has been
1.
2.
3.
4.

an improvement
a significant improvement
no change
a deterioration*

in your levels of attendance.
1&2:
I am pleased that the actions agreed at our previous meeting have enabled such an
improvement. I will continue to monitor your progress and if your levels of attendance
continue to improve there will be no need for a further meeting. (Mention any support
mechanisms which are to remain in place.)
3&4:
There has been no improvement in your levels of attendance despite the support
mechanisms/actions agreed* at out previous meeting. I will continue to monitor your
progress and we will meet again in x months. If, following this review meeting there
remains insufficient improvement in your attendance record the matter may be
referred to the (Academy Principal or nominated manager) who may choose to hold
a Managing Health Review with you, where decisions may be made regarding your
continuing employment.
or
as we have now discussed your levels of attendance on three separate occasions I
will be referring your case to _________ who will arrange a Managing Health

Page 25 of 45

Review. I should warn you that one of the possible outcomes of this review is that
your employment could be terminated.
I hope that this clarifies the points we discussed and that there is a significant and
sustained improvement in your attendance level. *
Refer to rights of representation and include the following if appropriate.
I enclose a second copy of this letter that you may wish to pass to your
representative.
Yours sincerely,

Designated Manager
A copy of the letter should be passed to the Human Resources Assistant for
the employee's file
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Appendix 3
GUIDANCE ON THE WITHHOLDING OF STATUTORY SICK PAY
AND OCCUPATIONAL SICK PAY.
The Academy can in certain circumstances suspend or withhold Occupational Sick
Pay (OSP) and Statutory Sick Pay (SSP). The withholding of Statutory Sick Benefit is
a matter for the Department for Work and Pensions to determine.
Employee's will be given an opportunity to state their case, and be represented if
they so wish, before a final decision to withhold payment is made.
Sick Pay will normally only be suspended or withheld in the following circumstances:If the employee is absent without authority and cannot be contacted.
If the employee fails to follow the Sickness Notification Procedure without there being
any mitigating circumstances
If the employee fails to provide A National Insurance Medical Certificate from a
General Practitioner or Hospital to cover absences in excess of seven calendar days.
If the Academy has good reason to believe an employee is making a false claim
action should be taken in accordance with the Disciplinary Procedure.
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Appendix 4
GUIDANCE ON MANAGING SHORT TERM ABSENCE

RETURN TO
WORK

FREQUENT
SHORT

INTERVIEW

TERM

NO

ENSURE ALL
DOCUMENTS
COMPLETED

REFER TO
DESIGNATE
MANAGER

YES

(PARA 4.3)

DISCUSS CASE
WITH HR

FINAL REVIEW MEETING
REVIEW MEETING (PARA 5.1)




CONSIDER IF OH & C REFERRAL IF
REQUIRED (PARA 5.3)

SET REVIEW DATES (NO LONGER
THAN 6 - 9 MONTHS) (REF. PARA.
5.4) OR 
 SET STANDARDS & REVIEW DATE
(REF. PARA 5.6) 
 CONSIDER NEED FOR ALTERNATIVE
SUPPORT MECHANISMS (REF. PARA
5.5 AND THROUGHOUT) 





IMPROVED ATTENDANCE 
ACKNOWLEDGE AND
MONITOR (PARA 5.7)





ATTENDANCE NOT IMPROVED 
SET FURTHER PERIOD
FOR IMPROVEMENT
WRITE TO EMPLOYEE
OUTLINING CONCERNS
REFER TO MANAGING
HEALTH REVIEW IF NO
SIGNIFICANT
IMPROVEMENT

MANAGING HEALTH
REVIEW
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Appendix 5
GUIDANCE ON MANAGING LONG TERM ABSENCE

ABSENCE 30
DAYS PLUS ENSURE
MAINTAINING
CONTACT
WITH
EMPLOYEE
(PARA 6.1)

PREDICTABLE
RETURN

YES

PLAN FOR RETURN
(NOTE SEE LATER
STAGES IF RETURN
NOT ACHIEVED.)

REFER TO
DESIGNATED
MANAGER
(REF. PARA
6.2)

NO

DISCUSS WITH
HR

REVIEW MEETING




CAN YOU PLAN FOR RETURN? (PARA 6.3
– 6.4) 
IF YES ACKNOWLEDGE
AND PLAN.
IF NO SET REVIEW DATES
(NO LONGER THAN 6 - 9
MONTHS) (PARA 6.5)
OH & C REFERRAL IF
REQUIRED (PARA 6.2)
CONSIDER NEED FOR ALTERNATIVE
SUPPORT MECHANISMS 

RETURN ACHIEVED
 YES, MONITOR PROGRESS 
 NO, GO TO FINAL REVIEW
SET DATE FOR RETURN
SUBJECT TO DISCUSSION. IF 
RETURN NOT ACHIEVED MOVE
TO MANAGING HEALTH REVIEW 




FINAL REVIEW MEETING
MANAGING
HEALTH
REVIEW
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CAN YOU PLAN FOR RETURN 
YES, PLAN AND MONITOR
NO , REFER TO MANAGING
HEALTH REVIEW

Appendix 7
PHAW - PROCEDURES TO BE FOLLOWED AT MANAGING HEALTH REVIEW
MEETINGS.
1. The employee shall have the right to be represented by his/her trade union or
a representative of the employee’s choice.
2. The employee shall be allowed to call witnesses and produce
documents relevant to his/her case at the review.
3. The Academy’s representative(s) (which may be the Academy Principal, if a
committee of Governors is considering the case), shall first put the Academy’s
case in the presence of the employee, including details of what support has
been afforded and other considerations made, with outcomes, and may call
witnesses and present documents.
4. The employee (or his/her representative) shall then have the opportunity to ask
questions of the Academy’s representative on the case made by him/her and
any witnesses from whom s/he may call.
5. The members of the committee (or Academy Principal, if potential dismissal role
has been delegated to him/her) shall then have the opportunity to ask questions
of the Academy’s representative and witnesses.
6. The employee (or his/her representative) shall put his/her case in the presence of
the Academy’s representative and to call such witnesses and present
documents.
7. The Academy’s representative shall then have the opportunity to ask
questions of the employee and his/her witnesses.
8. The committee (or Academy Principal, if considering the health review) shall
have the opportunity to ask questions of the employee and his/her witnesses.
9. The Academy’s representative and then the employee (or his/her representative)
shall have the opportunity to sum up their cases if they so wish.

10. The Academy’s representative and the employee and his/her representative
will withdraw.
11. The committee with the person appointed as Secretary, if any, and any
adviser(s) to the committee will deliberate in private, only recalling the Academy’s
representative and the employee and his/her representative to clear points of
uncertainty on the cases made. If a recall is necessary, it is essential that both
parties return, even if only one is required to assist with the point, giving rise to
doubt. The committee (or Academy Principal) will determine, on the basis of the
cases made what action is to be taken. The committee (or Academy Principal)
will announce the decision to the Academy’s representative and the employee
and his/her trade union representative. If the case has been found against the
employee, s/he will be informed of any right of appeal.
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Appendix 8
PHAW - PROCEDURES TO BE FOLLOWED AT GOVERNOR HEARINGS OR
APPEALS
12. The employee shall have the right to be represented by his/her trade union or a
representative of the employee’s choice.
13. The employee shall be allowed to call witnesses and produce documents
relevant to his/her case at the hearing.
14. The Academy’s representative(s) shall first put the case against the employee in
the presence of the employee and his/her representative and may call witnesses
and present documents.
15. The employee (or his/her representative) shall then have the opportunity to ask
questions of the Academy’s representative on the case made by him/her and
any witnesses from whom s/he may call.
16. The members of the Hearing or Appeals Committee shall then have the
opportunity to ask questions of the Academy’s representative and
witnesses.
17. The employee (or his/her representative) shall put his/her case in the presence of
the Academy’s representative and to call such witnesses as s/he and present
documents.
18. The Academy’s representative shall then have the opportunity to ask questions
of the employee and his/her witnesses.
19. The Committee shall have the opportunity to ask questions of the employee and
his/her witnesses.
20. The Academy’s representative and then the employee (or his/her representative)
shall have the opportunity to sum up their cases if they so wish.

21. The Academy’s representative and the employee and his/her representative
will withdraw.
22. The Committee with the person appointed as Secretary, if any, and any
adviser(s) to the Committee will deliberate in private, only recalling the
Academy’s representative and the employee and his/her representative to
clear points of uncertainty on the cases made. If a recall is necessary, it is
essential that both parties return, even if only one is required to assist with the
point, giving rise to doubt.
The Committee will determine, on the basis of the cases made what action is to be
taken. The Committee will announce the decision to the Academy’s representative
and the employee and his/her trade union representative. If the case has been
found against the employee, s/he will be informed of any right of appeal.
(N.B. Appeal Hearings must be held before a panel of at least three Governors)
PHAW - A GUIDE FOR EMPLOYEES
YOUR RESPONSIBILITIES
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It is important that you:-








familiarise yourself with the requirements in this guide about what you should
do when you are absent due to sickness and managing other health issues at
work. 



communicate with your Line Manager on your first day of absence
and maintain regular contact on subsequent occasions. 



make reasonable efforts to respond to attempts by your Line Manager
to maintain contact during periods of long term absence. 



communicate with your Line Manager upon your return to work. 



be familiar with and comply with the conditions which apply to the
continued payment of sick pay. 

In support of your responsibilities your Line Manager will:





ensure attendance standards are clearly communicated. 



issue guidance on absence reporting procedures. 



make reasonable attempts to maintain contact with you during periods of
long term absence. 



carry out return to work interviews following each period of absence. 

What do I do if I am not able to attend work due to Sickness?
You must telephone your Line Manager on the first day of your absence in line with
normal requirements of your unit but not normally later than 4 hours from your normal
starting time. Your Line Manager will establish the symptoms of your illness (a
statement such as 'sick' is not sufficient detail) and the anticipated length of your
unavailability for work.
You may be asked what work you were due to undertake that day and any
appointments you have made so that, where possible, your absence can be
covered or appointments etc cancelled.
You must keep your line manager informed of the likely duration of your absence. If
you absence from work exceeds 7 calendar days, medical certificates ('doctors
notes') must be provided for the duration of all further absence. Where the absence
continues for a longer period (over 21 days) you may be required, prior to returning
to work, to submit a final note from your doctor, which supports your fitness to return
to work.
If you fail to report to your Line Manager in accordance with the procedure
outlined, your absence will be classed as unauthorised in which case your pay
could be suspended. If you prefer not to disclose details to your Line Manager,
and/or are unable to contact him/her on your first day of absence as required,
you may, exceptionally, notify another manager on their behalf.
If you are unable to telephone in person you should arrange for someone to ring on
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your behalf and try to make contact with your Line Manager as soon as possible.

Individual units/section may have a designated officer to receive calls relating to
absence. Your Line Manager will call you if you have not made direct contact by the
end of the second day of absence.
What if I have more than one Job?
Whether this is with the Sidney Stringer Academy or not, it is important that you
indicate to your Line Manager if you intend to continue working in your other
employment whilst off sick. It is important that you do this, since working in other
employment, whilst off sick, may affect your recovery, your entitlement to SSP
(Statutory Sick Pay), and could suggest that you are in fact fit for all work.
Your Line Manager may therefore discuss this further with you and seek advice from
the Occupational Health Provider, in appropriate cases.
What If I Become Ill at Work?
You may notify your Line Manager and, you will be permitted to leave work. If you
are absent on the following day, this will count as your first day of absence.
If you repeatedly attend work when you are unfit to do so, or fall sick at work on a
regular basis, then your Line Manager will take appropriate action which may include
referring you to Occupational Health Provider.
What Happens when I Return to Work?
1.

1 - 7 calendar days’ absence: A Report of Absence Form will be completed
by your Line Manager which you will be required to sign.

2.

8 calendar days’ absence and above: Your absence must be supported by
relevant medical certificates. The medical certificates will cover the whole of
the period of absence from the 8th day onwards until your return to work. A
Report of Absence form will be completed by your Line Manager which you
will be required to sign.

In support of these arrangements your Line Manager will ensure that a weekly
sickness absence return is submitted to the payroll provider, which records the
attendance/non attendance of employees in each weekly period.
Return to Work Interviews
Your Line Manager will arrange to see you following each period of absence. This
will be within three working days of your return to work.
Exceptionally, the interview may be conducted by another manager (eg a
manager of the same sex) if you are unable to discuss the reasons for your
absence with your own Line Manager As part of their responsibility for managing
sickness absence, Line Managers will pay particular attention to all employees who
reach certain trigger points these include:




a particular pattern of absence, 
frequent absences under 3 days (short-term), 
three periods of absence in excess of three days in any 12 week period (short
term) 
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and the employee is absent for 30 calendar days or more continuously (long
term). 

In these circumstances your Line Manager will refer you to designated manager.
This manager will explore with you whether any further actions can be taken by the
service to support your improved attendance. This may include advising you to seek
medical advice, or making adjustment to your working arrangements or work place.
In addition, it may be appropriate to consult with the Occupational Health Provider
on what relevant support could be offered. You may be accompanied during these
discussions, where requested.
Can I be required to provide a Doctor's Note earlier than my 8th Day of Absence

Whilst in normal circumstances medical certificates are required to cover absences
of 8 calendar days or more, your Line Manager can insist, as an exception, that you
produce a medical certificate from the first day of each absence. This measure
should only be used where your Line Manager is concerned to establish if there is an
underlying health problem which is resulting in persistent short term absences and
after consulting with Occupational Health. If a charge is incurred this will be
reimbursed, or in exceptional circumstances, arrangements can be made to directly
invoice the Academy.
Do I have to attend appointments with Occupational Health Provider?
Your Line Manager will explain why you are being referred and will seek your
consent before an appointment is made. Failure to attend, or give consent, could
mean that management decisions in relation to your absence have to be taken
without the benefit of relevant specialist medical opinion. In these circumstances the
decision may not be beneficial to you.
Under the Access to Medical Reports Act (1988) your written permission is required
before an approach can be made to your GP.
Long Term Sickness Absence
'Long-term' absence from work is where you are, or are likely to be, absent from
work for a consecutive period of 30 calendar days.
If there is an indication that you are likely to be absent from work in these
circumstances, your Line Manager will make contact with you at regular intervals
to find out how you are and whether the Academy is able to do anything to help
you return to work.
PHAW – MANAGING HEALTH REVIEWS
If repeated short term absence occurs and the need for review continues beyond
six to nine months or your long term absence continues for such a period. You will
be referred to a Managing Health Review. This meeting will be chaired by the Line
Manager or their nominee.
The purpose of this review is to consider whether or not there are any further actions
the Academy can take to enable you to remain in employment.
The manager will consider
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The need for further medical diagnosis, rehabilitation or adjustment 
Whether or not to refer you for ill health retirement or 
Whether your employment should be ended. This is not a medical question but a
management decision in the light of available medical advice. 

The decision taken will be focused on balancing your needs and those of the
Academy. If a decision is taken to terminate your employment, the Academy must be
able to demonstrate that this was a fair and reasonable action and that we did not
discriminate against you.
You have a right to be represented at a Managing Health Review and will be
given an opportunity to put forward your views on actions proposed and the
likelihood of return to work.
You have the right of appeal against dismissal.
Absence due to Disability
If you have a medical condition, which can be defined as a disability under the
Disability Discrimination Act, your Line Manager will ask the Occupational Health
Provider to advise on what adjustments (if any) may be made to your job to enable
you to continue work effectively and support your regular attendance at work.
All disability related absence will be recorded in the normal manner and return
to work interviews conducted.
There may come a time when the extent of disability related absences becomes
unacceptable in terms of providing a service. In these circumstances your Line
Manager will consult fully with you, the Human Resources Provider and the
Occupational Health Provider.
Absence Due to Pregnancy
All pregnancy related absence will be recorded in the normal manner and return
to work interviews conducted.
Longer term pregnancy related absence will be managed in accordance with
the Academy's arrangements for long term absence.
If you are off sick due to a pregnancy related illness 4 weeks prior to your expected
week of childbirth you will immediately start your maternity leave.
Absence Due to Industrial Injury
If you have an accident at work, you must inform your Line Manager who
will complete an accident report form with you.
Such absences will be managed as part of the normal return to work interview
arrangements. If such absences become excessive it may be necessary to refer you
to the Occupational Health Provider.
Longer term industrial injury related absence will be managed in accordance with
the arrangements for long term sickness absence.
Absence and Annual Leave
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You will be entitled to take your statutory entitlement to leave whilst absent due to
illness (not applicable to Term time only staff) . This equates to 20 days less
contractual and public holidays already taken in the leave year the request is
made. (Please refer to the Academy's procedure document).
Medical Redeployment
The provision of the Academy's Procedure relating to Medical Redeployment will
apply, if it is considered that you are no longer capable, on medical grounds, of
carrying out the duties and responsibilities of your job. Please ask your Line Manager
if you need further information.
Employee Support
You are responsible for seeking clarification from your Line Manager if you are
unclear about any aspect of this guide, or about your terms and conditions of
employment as they relate to your absence from work
RETURN TO WORK INTERVIEWS: MANAGERS GUIDANCE NOTES
1. You must see the employee within three days of their return to work.
2. Reasons for current absence
Explore the reasons for the absence, and find out whether there were any underlying
work-related reasons or contributory factors behind the absence. Give the employee
the opportunity to alert you to these.
Be prepared to offer solutions to any problem that you may uncover, if it is within
your power to do so.
Be sensitive to the employee's feelings where personal problems are involved, and
where appropriate, offer the services of Occupational Health Provider or other
specialists that may be appropriate.
Avoid licensing unsatisfactory behaviour, (e.g. failure to follow notification
procedures) if a person has a problem that is going to cause persistent absence,
address it head on. Agree a plan that will lead back to full attendance.
Explain future action which you may have to take i.e. referral to manager. Explain
how this links to Academy procedure.
3. Is the employee fit to return to work?

If applicable, check that a doctor has signed the medical certificate as fit to return to
work on a specified date. If they are self -certifying, satisfy yourself that they are fit to
return. If in any doubt, refer them to the Occupational Health Provider or their own
doctor.
4. Can they perform normal duties?

Following a prolonged absence a phased return may be appropriate gradually
building up hours worked over a planned period of time. This should have been
agreed prior to return. Look at the normal duties and consider whether they may
need to be modified for a period of time, or even permanently.
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Offer all reasonable support to ensure that the employee gets back to normal duties
as soon as is reasonably practicable.

5. If the absence was due to an injury at work, was accident form completed?
Ensure that the form was completed properly, and more importantly, that any action
ill health violence that needed to be taken as a result of the accident has taken place.
Do not return an employee to a possibly hazardous workplace.
6. Signatures

Ensure that both you and the employee sign the form as true record of what was
agreed, and send the form to the HR Assistant for filing on the employee's personal
file.
7. Update
Let employee know of any issues that have arisen during their absence.
PHAW – REVIEW HEARINGS: MANAGERS GUIDANCE NOTES
1. Past Absence Records

It is essential that prior to the review hearing, you have all of the relevant facts
relating to both the current and past absences. This should include reasons for
absence, and the results of actions agreed at previous return to work interviews or
review hearings.
Look at the attendance record for evidence of growing absence frequency, patterns
of days off, or repetitive reasons being given for absence.
You must have the facts to hand, and be prepared to discuss these patterns or
trends, in an open-minded manner.
Do not make statements you cannot substantiate
2. Reasons for absence

Explore the reasons for the absence, and find out whether there were any underlying
reasons or contributory factors behind the absences. Ask questions in an
understanding way and listen courteously to the reply.
Place the absence in the context of any previous absences and where appropriate
seek an explanation for any patterns or trends. Be prepared to challenge any
explanation on the basis of the facts, but avoid interrogation. Don't make
assumptions, and remain open minded.
Be prepared to offer solutions to any problem that you may uncover, if it is within
your power to do so.
Be sensitive to the employee's feelings where personal problems are involved, and
where appropriate, offer the services of the Occupational Health Provider or other
specialists that may be appropriate.

Page 37 of 45

Avoid licensing unsatisfactory behaviour, if a person has a problem that is going to
cause persistent absence, address it head on. Agree a plan that will lead back to full
attendance.
Discuss the effect of the absence on the working of the section, and on colleagues.
3. What has the employee agreed to do about it?

If the employee is away, it may not be their fault, but it is their problem
If the absence record is causing concern:
Ensure that the employee accepts that it is their responsibility to attend work.
Ask them what they are going to do to improve their attendance, and gain a
commitment to action. Ensure this is recorded.
4. What has the manager agreed to do about it?

Decide what action you need to take to ensure that the commitment made by the
employee can be achieved.
This could include temporary changes to duties, changes to hours or work patterns.
referral to Occupational Health Provider or other support mechanism.
5. Review Date

Set a date when you will review with the employee their absence, checking whether
the actions agreed had taken place.
If this is a final review meeting explain the next stages of the process, the Managing
Health Review and the potential impact on their employment.
Make sure that you keep to the review date agreed.
Confirm that you will write to the employee.
It is important to leave the meeting on a positive note. Express confidence in
employee's ability to attend work on a regular basis.
SUPPORTING DISABLED EMPLOYEES
The Disability Discrimination Act (DDA) requires employers and providers of goods
and services to eliminate discrimination against disabled people at all levels. The act
came into force on 2nd December 1996.
The DDA repealed the Disabled Persons (Employment Act 1944, as amended in
1958), with its voluntary register of people with disabilities and quota schemes. In
addition, the DDA introduced a new definition of 'disability' and 'disabled person'. As
well as the act itself, the Government has published Codes of Practice.
Definition of Disability
A person has a disability for the purpose of the act if he or she has a 'physical or
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mental impairment that has a substantial and long term adverse effect on his or her
ability to carry out normal day to day activities'. The act can also apply to those who
had a disability.
'Physical or Mental Impairment' – Prior to 5th December 2005, physical impairment is
not defined in the act and mental impairment included an impairment resulting from
or consisting of a mental illness, only if the illness was a 'clinically well-recognised
illness'.
However, from 5th December 2005, people with cancer, HIV infection or multiple
sclerosis will be deemed to be disabled, whether or not the condition has an effect on
their ability to carry out normal day-today activities and mental illness need no longer
be clinically recognised to be a mental impairment. The ACT and these sections
amending the definition coming into force can be viewed on the OPSI website.
Further advice can be obtained from your HR Assistant.
'Substantial long term adverse effect' - The impairment is long term if it lasts, or is
likely to last for at least 12 months, or for the rest of the person's life. Substantial and
adverse means more than 'minor' or 'trivial' and takes into account the time needed
to carry out an activity, the difficulty experienced compared to someone without the
impairment and the cumulative effect on activities (such as where someone has a
number of minor health difficulties which when added together become a substantial
problem).
'Normal day to day activities - Examples of the sort of day to day activities within the
act include:








mobility (such as difficulty going up or downstairs) 
manual dexterity (such as pressing buttons on a keyboard) 
continence 
ability to lift, carry or move everyday objects 
speech, hearing or eyesight 
ability to concentrate (such as completing a task without assistance or confused
behaviour). 

Those who have severe disfigurements such as tattoos and body piercing do not
come within the definition. Addiction to, or dependencies on alcohol, nicotine or any
other substance (other than as a result of being medically prescribed) are specifically
excluded from the definition.
Reasonable Adjustments
Reasonable adjustments are required to accommodate disabled people by helping
them overcome the practical effects of the disability. Where an employer does not
make adjustments and this is to the employee's detriment, the employer has to show
that the adjustments that would be required would be unreasonable in all the
circumstances of the case and the decision to not make reasonable adjustments is
therefore, justifiable.
When dealing with disabled employees during the ill health process, it is therefore,
necessary to consider whether any adjustments can be made to enable the
employee to continue in employment and not suffer any detriment. Examples of
reasonable adjustments could be:


making changes to the premises, such as widening doorways for wheelchairs. 
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allocating some of the employee's duties to another person 
redeploying the disabled person to another more suitable job within the authority 
allowing the disabled person to be absent during working hours for
rehabilitation, assessment or treatment. 
 providing or arranging the provision of training. 
 acquiring or modifying equipment 
Advice and Assistance
The Department for Work & Pensions: Access to Work service can provide financial
assistance to overcome practical problems. Some examples might be:






a 'made to measure' chair 
a minicom or an adapted telephone (eg with headsets) 
an alternative computer 'mouse' 
The DWP may also contribute towards the costs of travel to work, for example
where an employee has no alternative but to use taxis to travel to and from work. 

Neither the manager nor the disabled employee may know how best practical
problems can be overcome. The DWP will, where necessary, recommend a
specialist assessment, examples of these might be:




by an ergonomist where workstation adaptations are needed; 
by the Royal National Institute for the Blind where computer software is required
or a CCTV to enable a visually impaired employee to sight read or have a voice
activated PC. 

If you have a disabled employee or if you want to recruit someone with a disability
and you need to overcome some practical problems in the first instance contact your
HR Provider before you order any specialist equipment or make a commitment to
any adaptations. The HR Provider will contact the DWP. The current contact details
are as follows:
Disability Service South
D.W.P
3rd Floor
Bankfield House
163 New Union Street
Coventry
CV1 2QQ
Telephone: 024 7681 5558
Fax:
024 7681 5555
Minicom: 024 7681 5566
Arrangements will be made for an Access to Work Adviser to meet the manager and
the employee, initially together, to discuss what might be required. The adviser will
also want to meet the employee separately to discuss their disability and the
limitations it places on them. It must be recognised that for the purposes of this
meeting it may be necessary to arrange an interpreter for employees with a hearing
impairment.
The Access to Work Adviser may need to know what adjustments to a job have been
recommended by the Academy's Health Provider. They may agree with the
employee and the manager that the adaptations required are clear, e.g. a minicom.
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Alternatively they may recommend a specialist assessment.
When the necessary equipment/adaptations have been identified, the DWP will
confirm in writing approval to proceed with the purchase of the respective equipment
by the manager and provide a form for claiming the approval level of reimbursement.
If someone already employed by you needs assistance, the Employment Service will
pay up to 80% of approved costs between the threshold of £300 and a maximum of
£10,000.
It is recommended that your Finance section are kept fully informed when invoices
passed for payment will ultimately relate to a claim for reimbursement from the
D.W.P. From the initial contact with the D.W.P to the reimbursement of expenditure
can take 6 months or more, for example where furniture needs to be especially
made. However, where the requirements are only for 'off the shelf' equipment the
process can be concluded much more quickly.
If you require further information please contact your HR Assistant in the first
instance.

DEALING WITH TERMINAL ILLNESS
For managers and HR practitioners, dealing with employees who are suffering from
terminal illness can be very difficult. As well as dealing with the impact of the medical
condition on the employee's job, there will be a need to work with the employee,
colleagues and possibly the employee's family and friends, in coming to terms with
their situation. The employee will also need advice in relation to what employment
and pension options are most appropriate.
Those with terminal illness who are not expected to recover within the next 12
months are defined as disabled under the Disability Discrimination Act.
Depending on the employee's situation there may be a range of options that
employees with terminal illness may pursue in relation to work:
 The employee may wish to continue attending work for as long as possible
without any changes.
 The employee may need time off to attend medical appointments or to undergo
treatment. 
 The employee may be unfit to attend work and may therefore take a period of
sickness absence. 
 The employee may be fit to attend work, but may wish to take time off work for
example to spend with family, go on holidays etc. 
 The employee may wish to continue in employment until their death. 
 The employee may wish to leave employment and if eligible, receive benefits
from the local Government Pension Scheme. 
The manager needs to consider how they will deal with each eventually. This
particularly includes issues such as entitlements to sick pay and annual leave, the
granting of special leave, medical referral, the impact on other team members, and
the relative financial implications for the employee of retiring versus dying in service.
It is helpful to provide the employee, their manager and colleagues with information
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on the support available such as counselling. External specialist support might also
be appropriate. In addition to support during the period of terminal illness, there
maybe a need to provide support to individuals following the death, for example upon
the anniversary of the employee's death.
Contractual Sick Pay
National Conditions of Service provide the option for contractual sick pay to be
extended in exceptional circumstances. This provision may be helpful to authorities
in supporting an employee who is suffering from terminal illness.
Local Government Pension Scheme Provisions.
There are two options available to a terminally ill employee in relation to pension
provisions. These are:

 to die in service 
 to retire on the grounds of ill Health 
The relative financial merits of each will need to be discussed with the employee.
The Pensions Section of the administering authority will be able to provide a
quotation based on the particular scenarios put forward by the Academy and
employee.
Death in Service
Upon the death in service of a member of the LGPS the following benefits may be
payable:
A lump sum death grant - if a member of the LGPS dies in service a lump sum death
grant is payable equal to the greater of;




two times the member's final years pay or 
3/80ths of the member's final years pay (the grossed up full time equivalent if the
member was a part-time employee) for each year (and part year) of the total
membership the member has accrued in the LGPS. 

The Pension Fund administering authority has total discretion as to whom should
receive the death grant. It helps the administering authority in their decision making
process if the scheme member has kept his or her death grant expression of wish
form up to date.
A widow's or widower's pension - A short-term widow's or widow's pension is payable
for three months following the member's death (or the six month if there are any
eligible children in the care of the widow or widower) The short term pension is
payable at the monthly rate of the member's final year's pay.
If the member had at least two years' membership in the LGPS or had transferred
pension rights (of any length) from another scheme into the LGPS, a long term
spouse's pension will be payable after the end of the short term pension. A widow's
long term pension will be equal to half the pension the husband would have received
if he had retired early due to ill health on the date he died. A long term widower's
pension is calculated in the same way but is only based on the deceased wife's
membership in the scheme after 5th April 1988 unless she had opted for membership
prior to that date to count for widower's pension is calculated in the way but is only
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based on the deceased wife's membership in the scheme after 5 th April 1988 unless
she had opted for membership prior to that date to count for widower's pension
purposes.
Pensions for eligible Children
Children's pensions are payable to eligible children no matter what the length of the
deceased's membership in the LGPS. Eligible children include the deceased
member's legitimate, adopted or dependent children. (Such children must be under
age 17 or since before age 17, have been in full time education or in training for a
trade, profession or vocation, or those who are dependent by reason of incapacity
(this does not include children born 12 months or more after the member's death).
The amount of the child's pension and the date payment commences is dependent
on a number of factors.
A long term child's pension is normally payable at the rate of one quarter of the
member's ill health pension entitlement if there is one child or at the rate of one half if
there are two or more children. If no widow's or widower's long term pension is
payable the pension is payable at the rate of one third where there is one eligible
child and at the rate of two thirds where there is more than one eligible child. The
pension may be reduced if a child is receiving pay over and above a set level while in
full time training for a trade, profession or vocation.
Normally, payment of the children's long term pension will commence when the
widow's or widower's short term pension ceases. If no widow's or widower's short
term pension is payable, however, a children's short term pension, equal to the
amount that would have been paid to a widow or widower, is paid for six months. If
the children are not in the care of the surviving spouse, a children's short term
pension is paid for three months. In both cases, commencement of the children's
long term pension is normally deferred until the short term pension ceases.
Ill Health Retirement
Where the member has a life expectancy of less than a year, the option of
commuting the pension in excess of the Guaranteed Minimum Pension for a lump
sum equal to five times the amount of annual pension commuted is available.
Upon the death of the member the following benefits may then be payable:
A lump sum death grant - A lump sum death grant will be payable if the death occurs
in the first five years of pension and is the amount by which the annual pension
multiplied by five exceeds the pension paid at the date of death. (Including any
amount of pension already paid by way of commutation).
A widow's or widower's pension - A widow's or widower's pension is payable as
detailed below if the member was married to the spouse at retirement.
A widow will receive a short term pension for the three months following her
husband's death, or six months if one or more eligible dependent children are in her
care. This will be equal to the pension her husband was receiving or would have
received had it not been paid as a lump sum due the exceptional ill health. After that
she will receive a long-term pension equal to half the pension he was receiving or
would have received had it not been paid as a lump sum due to exceptional ill health.
A widower will receive a short and long term pension in the same way as a widow.
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However the pension will be based on his wife's membership from 6th April 1988 to
count for widower's pension purposes.
Pensions for eligible children - Children's pensions are payable in the same
proportions and for the same duration as for death in service. A child's pension is
normally calculated as a proportion of the pension the member was receiving at the
date of death or would have received had it not been paid as a lump sum due to
exceptional ill health.
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Who is aware of the employee’s condition? (For example, the employee may
not wish colleagues or even friends and family to be aware of their situation?
Does the employee require any additional support from the authority, such as
counselling services?
Does the manager, the employee's colleagues or anyone else involved in he
employee's case need any support in coping with the employee's situation?
Are support mechanisms in place for colleagues following the death?

Has the employee discussed with the manager what options they wish to
pursue during their employment, such as continuing to work, taking sickness
absence, taking a period of annual/special leave?
Has the manager explained how these options will operate in practice? (For
example has the employee got enough annual leave or will the authority
consider granting a period of special paid/unpaid leave? Is the authority
prepared to grant extended sick pay?)
Have the options available to the employee regarding the end of their
employment, such as death in service grants and ill health retirement (if
appropriate) been discussed?
Has medical advice been sought?

Are there any health and safety implications with the condition that need to be
considered?
If employment ends or the employee dies in service;

Has the necessary paperwork been completed to ensure that pay and
pension arrangements are actioned, including payment of any outstanding
annual leave entitlement?
Has a pension application form been issued to the employee (or to the
widow/widower) if this is not done on behalf of the employer by the pension
fund administering authority
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