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Our Mission Statement:
The aim of St. Cyprian’s Greek Orthodox Primary Academy is to provide its children with
primary education of the highest quality in a supportive learning environment through the
National Curriculum in the core subjects, enriched by the progressive teaching of the
Greek language and Christian Orthodox religion.

The children will be equipped with the knowledge, skills and spirituality to enable them to
achieve their full potential and prepare them for transition to secondary education and to
contribute positively to the challenges of a diverse multicultural society.

The term ‘parents’ in this policy also refers to carers.

Commentary

All parties to this commentary agree that it is important to maintain and support a highly
effective workforce of teaching and support staff which provides first rate teaching and
learning. To achieve this, staff must attend work regularly and absence from work needs to
be addressed. It is accepted, however, that staff do at times fall ill and — despite the
inconvenience and cost to the school and impact on pupils - genuine illness must be
treated sensitively, with the intention of supporting staff to return to work. Most teaching
and non-teaching staff have an entitlement to sick pay built into their contracts.

This policy has a number of functions. It is helpful to staff in that it ensures that the
Academy become aware of, and is able to respond supportively to, issues affecting their
health. For example, management may be able to vary the working pattern of someone
who suffered from arthritis or, at a simpler level, would avoid using a member of the
teaching staff for duties other than their core teaching commitments on their return from an
illness. It also allows employers to become aware of — and respond to — issues in the
workplace which are contributing to a colleague’s iliness.

The policy also provides a framework under which management may respond openly,
fairly and consistently to sickness absence and ill health in the workplace. In addition to
supporting employees to return to work, the procedure provides a mechanism to help
managers meet their duty of care and other legal responsibilities, including those under the
Disability Discrimination Acts. The procedure also provides a process that may eventually
be used to end the employment of an employee who is unable to fulfil their contract
through sickness absence or ill-health.

Under the policy, managers are required to have return-to-work discussion with anyone
who returns after a period of illness. Normally this would be no more formal than a chat to
welcome the worker back and to enquire after their health. This chat would enable the
employer to discuss any future impact on work and put in place any measures of short-
term support needed. It also gives the opportunity for managers to raise concerns and
take any appropriate action in those circumstances where sickness absence or ill health is
seen to be a potential problem. The outcome of the chat is recorded on the Return to Work
Form.

This policy introduces a system of “Trigger points” which may prompt more formal action.
These trigger points are designed to prompt managers to consider whether there is a clear
need to proceed to more formal actions. The fact that a trigger point has been reached
does not necessarily mean that formal action would be appropriate and managers should
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apply them sensibly, sensitively and according to the circumstances of each individual
case.

It is unlikely to be appropriate, for example, to issue a formal warning to an employee who
had a previous good attendance record who then needed extended time off as a result of a
car accident, or who was recovering from one-off surgery, or who had a period of illness
from which they then recovered. It would, however, be appropriate to carry out a formal
review of a member of staff on long term sick leave for whom it was uncertain when they
might be fit to return, or if they had a condition which caused a number of long-term
absences and it was uncertain when - or if - they would be fit to resume normal duties.

If an employee had a number of short-term absences (and therefore reached a trigger
point) the manger will have to consider whether the absence is acceptable. The manager
will have to consider the employee’s previous absence record, any disability and any
underlying medical condition which may contribute to short term periods of illness. If the
employee was thought to be abusing the system the disciplinary procedure should be
used.

1. Scope

1.1. This procedure applies to all teachers and school-based staff employed At St
Cyprian’s Greek Orthodox Primary Academy

1.2. In certain instances individual groups or categories of staff have conditions of
service unique to them, and this is reflected in this policy.

1.3. The Headteacher will be responsible for ensuring that appropriate action is

taken where there are concerns regarding an employee’s level of sickness
absence and may delegate responsibilities to other senior members of staff as
appropriate. Where the Headteacher’s attendance is a matter of concern, the
role of the Headteacher in relation to the management of the sickness absence
will be undertaken by the Chair of the Academy Trust.

1.4. The procedure will apply in full to all teachers and school-based employees on
satisfactory completion of their probationary period. Sections 2, 3, 4, 6 and
Appendix 1 will apply to these employees from their first day of service.

2. Introduction

21. This document explains what employees must do when absent from work due
to sickness and what procedures will be followed when absence occurs.

2.2. Regular and punctual attendance is a contractual condition on all employees.
The Academy Trust is committed to maintaining good attendance levels. The
Academy Trust will also manage sickness with sensitivity bearing in mind the
occupational sick pay entitlement. However, nothing in this policy will prevent
or restrict the Academy Trust’s right to terminate employment before entitlement
to sick pay is exhausted.

2.3. Employees, who abuse this procedure, or the provisions of the sick pay
scheme, may have their sick pay withheld and/or be subject to disciplinary
action. Examples of abuse include: not reporting sickness or providing medical
certificates as required; failing to attend meetings with management or the
Occupational Health Service (OHS) and engaging in activities which are
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inconsistent with the alleged iliness or which may aggravate the illness or delay
recovery (such as undertaking employment or participating in sport).

Responsibilities of Employees

All employees have a responsibility to:

attend work when fit to do sc and not incur sick leave unless medically unfit
to attend work or remain at work;

attend appointments arranged with management or the Academy’s
Occupational Health Service (OHS) as part of this procedure;

report their sickness in accordance with this procedure (see Appendix 1);
inform the Headteacher/Deputy Headteacher as soon as possible of any
changes in their condition that affects their ability to do their job or alters
the timescales for their return to work;

leave contact details when off work due to sickness and be available to
attend meetings about their absence;

submit medical certificates promptly (see Appendix 1);

complete a Return-to-Work form following each period of sickness absence
meet with their Deputy Headteacher when requested to discuss their
absence.

Employees must notify the Headteacher/Deputy Headteacher if an
infectious disease occurs in the home where the employee is living and
await advice from the Headteacher/Deputy Headteacher as to whether they
should refrain from school duties (following advice from the OHS). The
employee would usually expect to continue school duties pending receipt of
instructions from the OHS except in the event of a notifiable disease.

Responsibilities of Management

The Headteacher is responsible for:

regularly reviewing the level of sickness absence and applying the provisions
of this policy when sickness absence is unsatisfactory or when health
concerns are impacting on performance;

treating all employees individually, consistently, with dignity, sensitivity and in
confidence, striving to ensure their health and welfare;

contacting employees on their return from sick leave in order to discuss their
absence, ensure that return to work forms are completed and take any other
action as appropriate;

contacting employees who have not reported their absence as required;
maintaining regular contact with those on long term sick leave;

referring employees to the Academy’s Occupational Health Service for a
medical assessment as appropriate;

dealing fairly but firmly with employees whose level of sickness absence is
unsatisfactory.

Where a teacher has returned and there are concerns about their fitness to
take up their duties, this should be raised, where appropriate. This may
include placing the teacher on special leave pending confirmation from OHS
of their fitness to resume duty.

The Headteacher is also responsible for ensuring that the Education
(Teachers) Regulations are applied and that a teacher or other worker with
children and young persons should not continue in their post if the person
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does not have the health or physical capacity to perform the duties of the
post.

Link With Other Procedures

Unsatisfactory performance not attributed to genuine sickness or health
issues will be addressed under the school’s unsatisfactory performance
procedure.

Where the OHS has advised that an employee should be redeployed to
alternative work, regular monitoring and review under this procedure should
continue.

Relevant Considerations

In implementing this procedure, the Headteacher will give due consideration
to:

7.1
7.11

71.2

the Academy Trust's responsibilities under the Disability Discrimination
Acts and the need to consider reasonable adjustments for employees with
a disability.

employees who are pregnant; have recently given birth, are undergoing
gender reassignment or are suffering a terminal illness;

absence which is due to a one-off operation or iliness;

employees with identified mental health conditions e.g. depression etc.;
absence due to a recognised industrial injury sustained whilst working for
the school;

employees’ previous work record and attendance history;

the need to redeploy someone specifically into a different work environment
(if possible) either due to medical reasons or as a result of particular
employee relations issues;

the specific requirements relating to the continued employment of or return to
work by teachers suffering from pulmonary tuberculosis, epilepsy or
psychiatric disorder.

Early Informal Action

Return-to-Work Discussion

The Deputy Headteacher should contact an employee as soon as possible
following every return from sickness absence. This may take the form of an
informal discussion or be a more structured meeting, depending on individual
circumstances. If there is concern about the pattern of absence or health,
this should be raised informally with the employee at the earliest opportunity.
The Deputy Headteacher should use this opportunity to ensure that the
return to work form is completed.

In recognising the Academy Trust’s duty of care to employees, the
Headteacher is expected to address concerns as soon as they arise.
Informal reviews, including home visits and referral to the OHS, may
therefore take place before the trigger points mentioned in section 8 are
reached. Where stress or depression is given as a reason for sickness,
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employees should be referred to the OHS so that early interventions can
take place to address any underlying work-related issues.

7.1.3 Where short-term intermittent absence is a concern, the Headteacher may

7.2
7.21

require employees to produce a medical certificate for each period of absence.
Reasonable costs incurred by the employee for doing so will be reimbursed.

Underlying Medical Conditions and Reasonable Adjustments

Where the employee has an underlying medical condition appropriate
consideration will be given to: job redesign; temporary adjustment to duties
or workload and/or a phased return to work on full pay. These, and other
reasonable adjustments, will also be considered for employees with a
disability.

Monitoring And Reviewing Sickness Absence

Trigger points act as a prompt to review absence on a regular and consistent
basis and initiate formal action as necessary. The trigger points are:

e 7 working days sickness absence in the previous 12 months, or

° sickness absences on 5 separate occasions in the previous 12
months

e After 3 separate sickness absences, the member of staff will be
invited to an attendance meeting with the Headteacher.

These trigger points will be kept under review and may be changed from time to time.
For part time staff, the trigger point will be calculated on a pro rata basis:

9.
9.1.1

Days worked per week Trigger Point
1 2
2 3
3 5
4 6
5 7

Representation

Employees have the right to be represented by a representative of a recognised
professional association/trade union, or a workplace colleague, at all formal
meetings under this procedure. It is the responsibility of the employee to
arrange for their representation. Legal representation is not allowed. If the
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10.
10.1

10.2

10.3

10.4

11
11.1

11.2.1

11.2.2

employee’s chosen companion is not available at the time fixed for the meeting,
it must be rescheduled to accommodate the availability of the companion, as
long as a reasonable alternative date is offered which is within 5 working days of
the originally proposed date. If the meeting is postponed twice at any one stage,
the case may proceed to be considered on the basis of the information
available.

Formal Stages

The following applies to all formal meetings (see sections 11, 12 and 13 below):

e employees will be given at least 7 working days' written notice of meetings
that they are required to attend.

e the outcomes of all formal meetings and reviews will be confirmed in writing.

e the Headteacher may make decisions and take actions in the absence of the
employee but should seek specific advice from Occupational Health and the
School’'s HR provider before doing so. Employees who are unable to attend
may arrange for a representative to attend on their behalf, and/or submit
written representation in advance.

The Headteacher should consider any medical advice they have been given
before making decisions. Whilst decisions are taken in light of medical advice,
the decisions themselves are management responsibilities, not medical ones.

If, during the 12 months following a successful review period, the employee’s
absence reaches one of the trigger points, or further health concerns arise, the
Headteacher/manager will consider whether it is appropriate to refer to the Final
Stage (see section 13).

If at any stage the OHS (or the employee) indicates that the employee can no
longer carry out their current duties, or will not be able to return to work or
sustain regular attendance within a reasonable period, the matter should be
referred immediately to the Final Stage. This includes the limited circumstances
in which the OHS may recommend early retirement on the grounds of ill health.

Short-term/Intermittent Sickness Absence: First Formal Stage

The following procedure will apply for short-term sickness absences or health
concerns. See section 12 for the procedure to manage long-term absence.

A first formal meeting may be arranged with an employee whose absence has
reached one of the trigger points or whose pattern of absence or health is a
concern to Headteacher/manager although none of the trigger points has been
reached. Meetings will only be held when the manager is satisfied that a
meeting is justified and necessary or when requested by the member of staff.

Where the level of absence (or the effect of ill health) is considered
unacceptable the headteacher will:

e refer the employee to the OHS service if not already done so;

1 for the purposes of this document, working days are days when the school is open to pupils or INSET
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e set a review period of 3 months, during which the employee’s attendance (or
effect of ill health) will be monitored on a monthly basis:

o set a target for improvement of no more uncertificated absence in the 3
month review period. If any absence occurs during this period, the employee
will be required to provide a medical certificate and the headteacher will
consider the reasons, duration, frequency and pattern of absence before
taking further action,

NB: an additional day’s absence due to sickness during this period does not
automatically mean a referral to the final stage, although the employee’s
absence will continue to be monitored;

» inform the employee that a meeting under the Final Stage will be arranged if,
during or at the end of the review period, the required improvement has not
been made or if further health concerns arise;

» formally caution the employee that if the required improvement is not made,
a meeting under the Final Stage will be arranged which could lead to the
employee’s dismissal (see section 13);

e maintain a sensitive, supportive manner when dealing with cases of sickness
and ill health.

11.2.3  If, atthe end of the review period, there has been a satisfactory improvement in
the employee’s level of sickness absence the employee will be advised of this in
writing and reminded of the need to sustain the improvement (also see section
10.2).

12. Long-Term Absence: First Formal Stage

12.1 The following procedure will apply to employees whose absence or iliness is
expected to last or has lasted for more than 4 weeks. During the first four weeks,
the headteacher will normally have reviewed the employee’s absence and sought
advice from the OHS.

12.2. Once the relevant OHS advice is received, a meeting with the employee will be
arranged. Action, informed by the OHS advice, may include:

a) establishing a time-limited sickness rehabilitation programme to support a
return to work, or a

b) referral to the Final Stage if the matter is sufficiently serious and the
employee is unable to return to work within a reasonable timeframe, taking
into account service needs.

Option (a) will also be accompanied by a formal caution that if the required
improvement is not made, a meeting under the Final Stage will be arranged

12.3. If a return to work or normal duties within the time specified in 12.3(a) is
achieved the employee will be advised in writing and reminded of the need to
sustain the improvement (also see section 10.2).

13 Final Formal Stage (applicable to short-term and long-term absence)

13.1 A final stage meeting will be arranged to decide on the employee’s future
employment, if:
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e the targets or timescales set during the First Formal Stage have not been
met; or

e the initial improvement made at the end of the First Formal Stage has not
been sustained over the following 12 months; or

¢ medical advice suggests that the employee will not, within a reasonable
period, be able to return to work or undertake the full duties of their post and
is unsuitable for medical redeployment.

13.2 Meetings at the Final Stage will be before a panel of at least three members
of the governing body, advised by a representative from the HR and OD
Service (or the School's HR provider).

13.3 Before any decision is taken by the Academy Trust, the employee should be
consulted fully. This should include an opportunity for the employee to take
advice from his/her professional association or trade union.

The panel will:

e confirm the facts of the case, the action taken to date, any developments
since the last meeting and the latest medical advice.

e consider any representations made by or on behalf of the employee and any
statement of intent they may wish to make regarding their future attendance.

e ensure that proper consideration is given to the factors referred to in
section 6.

The options which may be considered could be:

o the employee continues in their job with support, monitoring and review;

° transfer to alternative work (if applicable) where this would be more suitable
to the employee's health condition and where such alternative work is
available

° premature retirement;

a recommendation to the Full Academy Trust of dismissal, with notice, on
the grounds of incapability due to ill-health.

A recommendation for dismissal may be considered in the case of:

s any teacher who has not applied, refuses to apply or whose application for
an ill health pension has been rejected by the Teachers' Pensions;

o any employee who refuses to acknowledge that s/he has an ill health
problem and is medically unfit to carry on working;

any employee who, despite being aware that they are medically unfit to carry on
working, indicates an unwillingness to pursue premature retirement at that time.

° Where the panel consider that the level of absence is unacceptable, that

sufficient opportunity to improve has been provided and adequate
warnings of the consequences given, the employee shall be given notice
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of dismissal. In cases of long-term absence, the panel will also consider:
the timescales within which the employee may be able to return to work;
the impact of the continuing absence on the school, particularly pupils and
colleagues; and what alternatives to dismissal may be appropriate under
the circumstances.

13.4 In exceptional circumstances, such as new information becoming available, the
panel may set a final review period of 3 months (during which the employee’s
attendance will be monitored on a monthly basis) and issue a final caution that
employment is at risk unless a satisfactory improvement is made. If the required
improvement is not met, the panel will reconvene to consider giving the employee
notice of dismissal.

14. Teacher’s Termination of Employment on lli-Health Grounds
14.1 A teacher who contributes to the Teachers' Pension Scheme is able voluntarily, at

any age, to apply to the Teachers' Pensions for an infirmity benefit. The teacher
will be notified by the Teachers' Pensions whether infirmity benefit will be granted.
Normally, therefore, the decision to retire prematurely on ill health grounds is taken
by the teacher and not the school. The Academy Trust should seek to secure
agreement with the teacher that the retirement takes effect within six months of the
decision by Teachers' Pensions.

In all other cases, the decision to terminate employment on medical or ill-health
grounds will be taken by the appropriate committee of the governing body.

The employee and his/her representative must have the opportunity to appear
before that committee to make representations on his/her behalf before a decision

is made.
15. Sick Pay and Entitlements
15.1 Sick Pay and Entitlement for Teachers

Within any span of 12 months, commencing 1t April each year, a teacher
may receive an occupational sickness allowance in accordance with:

o During 15t year of service - full pay for 25 working days and, after completing
4 calendar months’ service, half pay for 50 working days.

o During 2" year of service - full pay for 50 working days and half pay for 50
working days.

° During 3" year of service - full pay for 75 working days and half pay for 75
working days.

o During 4™ and subsequent years - full pay for 100 working days and half pay
for 100 working days.

15.2 Sick Pay and Entitlement for Support Staff

Within any span of 12 months, an employee may receive an occupational
sickness allowance in accordance with:
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° During 15t year of service - 1 month’s full pay and, after completing 4 months
service, 2 months’ half pay.

During 2" year of service - 2 months’ full pay and 2 months’ half pay.

During 3" year of service - 4 months’ full pay and 4 months’ half pay.

During 4t & 5th year of service — 5 months’ full pay and 5 months’ half pay.
After 5 years — 6 months'’ full pay and 6 months’ half pay.

e © o @

15.3 Where a teacher is ill immediately preceding a closure period and is on full
sick pay, they shall continue on full sick pay, but the closure period is not
counted against their entittlement under sick leave and pay. If they are on half
sick pay, they shall continue on half sick pay, but the closure period is not
counted against their entitlement. If they have exhausted their pay
entitlement and are not receiving any pay, they shall continue to receive no pay.

15.4 Sick leave can end during a closure period, in which case normal full pay will be
reinstated from the date the teacher is certified fit to work. The exception to this
is if the teacher is declared unfit again so that they are unable to start the next
term at work.

16. Appeals

16.1 Employees may appeal to the Academy Trust against a decision under this
procedure to:

e set targets or timescales for improvement;
o give a formal caution;
° or to terminate employment

Appeals must be submitted in writing to the Chair of the Academy Trust within 10
working days from the date of receiving written confirmation of the outcome and
must specify the grounds of appeal.

16.1.1 Normally a panel of Directors (made up of same number of Directors as that at the
Final Formal Stage) who were not involved in the Stage will hear any appeal.

16.2 The appeal hearing will not be a rehearing of the case and the appeal decision is
final.

16.3 Employees may appeal on the following grounds:

a) the proper procedure was not followed and the appeal panel will consider
whether this materially affected the decision.

b) the decision reached was unreasonable considering the information provided.

c) new evidence has become available.

16.4 Decisions made at the Final Stage are not stayed pending the outcome of an
appeal. Employees who are dismissed will therefore be taken off the payroll unless
the decision is over-turned on appeal.

Sickness and Absence Policy July 2026 Page 10



1 Discretionary and Other Leave - Guidance

1. Bereavement

1.1 In the event of the death of a member of the employee's immediate family, the
arsmlaiinan abhAatild Anmtant hicllhar linma maanacnar flhamdtan~ahar A Aiasiice anve racierad
UIIIPIUyUU DNWIVUIM vUTIaot 11io/11G1 i ic IIIGIIGHUIIIIUGULCG\JIICI w UIO\JUSO Glly 1SyYyun cu

leave.

1.2 Each case will be viewed sympathetically and the amount of leave granted will
depend on the individual's circumstances.

1.3 The number of days granted as discretionary leave will be in line with the general
principles outlined in the policy.

1.4 There is no specific number of days granted depending on who has died (e.g. 5 fora
parent, 3 for a grandparent). Allocating days based on the biological relationship of
the deceased to the employee may be unfair. Headteachers/managers should
remember that family relationships can vary widely.

1.5 Where there has been the death of a child under the age of 18, the parental
bereavement leave policy should be followed.

1.6 When deciding the number of days to be granted, headteachers should consider:
= the nature of the relationship between the employee and the deceased,
including the closeness of the relationship.
= if the employee is responsible for making the funeral arrangements etc.
= If the employee needs to travel a long way to the funeral.

1.7 If a longer period of absence is required, for example for a trip to be made abroad, a
combination of paid and unpaid additional leave may be used to cover the absence.
(Members of staff who can choose when they take their leave could use leave rather
than take unpaid additional leave).

1.8 Headteachers/managers should inform the employee about the support that the
school offers (e.g. Education Support Network, Employee Assistance Programme
etc)

2. Caring

21 Caring can be unpredictable and emotionally upsetting.

2.2  The most common caring responsibilities are in relation to employee’s children.

2.3 An employee may acquire caring responsibilities overnight, for example where the
employee's parent has a stroke, or caring responsibilities may develop over time, for

example where the employee's partner has a debilitating long-term health condition.

2.4 Employees may also need to take care of a dependant in circumstances of terminal
illness.
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2.6

2.7

2.8

Headteachers/managers should be mindful that employees with caring
responsibilities may not have the ability to plan ahead for time off from work so
flexibility in making requests for leave is advised. The ability to take leave in an
emergency is important for carers, who may be called on at short notice.

The employee should contact their line manager/headteacher to discuss any
requirements for leave as soon as reasonably practicable.

Headteachers / managers should inform the employee about the support that the
school offers (e.g. Education Support Network, Employee Assistance Programme
etc) and encourage them to access additional support (e.g., Working Carers Network
and Carers Resources).

Headteachers/ managers should consider a variety of options to support carers such
as:

a) The option of working reduced hours for temporary time periods to deal
with a crisis situation.

b) The option of making time up if urgent time off is needed to meet
commitments, for those roles where this is practicable.

c) The ability to be flexible and agile in their working setup.

d) Considering if a period of unpaid leave would assist.

3. Premature Birth

3.1

3.2

3.3

3.4

3.5

The NHS defines premature babies as those born before 37 weeks’ gestation. There
are three sub-categories of premature babies:

e Extremely pre-term (before 28 weeks)
e Very pre-term (before 32 weeks)
e Moderate to late pre-term (32-37 weeks)

When a baby is born prematurely, or with health needs, it can be a difficult and
stressful time for parents.

Pregnant employees and new mothers are entitled to 52 weeks of maternity leave

and normally the earliest maternity leave can start is 11 weeks before the expected
week of childbirth. However, if the baby is stillborn after 24 weeks’ pregnancy, or is
born live at any stage of pregnancy, maternity leave will start the day after the birth.

Where a baby is stillborn before the end of the 24" week of pregnancy or a
termination takes place before the end of the 24™ week of pregnancy, there is no
eligibility to maternity leave or maternity pay. Special leave provisions and/or sick
leave may be used as appropriate to support the individual through this difficuit
period, taking into consideration the employee’s needs and medical opinion.

Headteachers/managers should be mindful around communications with parents,
which should be conducted extremely sensitively and be approached
compassionately.
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3.6

3.7

3.8

3.9

41

4.2

4.3

5.1

5.2

5.3

Headteachers/managers should ask parents what information they would like to be
relayed to work colleagues about their situation.

Returning to work may be difficult for parents as their baby may have been in hospital
for a while or may have ongoing sickness which may cause worry or anxiousness in
leaving them. Ongoing hospital appointments may also be taking place.

Consideration should be given to the employee’s circumstances, with each case
judged on its own merits. For example, extension of the maternity leave period (via
using additional or other leave) may be appropriate in some cases.

Wherever possible headteachers/managers should try to balance the needs of the
school with understanding the pressures on parents. Support could be offered in the
following ways:

e By reminding the employee about the option of parental leave and the
provisions for shared parental leave.

e By reminding the employee, where applicable, about any annual leave
accrued which could be taken.

e By offering additional leave (which could be paid or unpaid).

e By considering a request for a formal flexible working pattern either
temporarily or permanently.

Exams

Employees who are required to sit a work-related course examination are entitled to
paid leave for doing so. The amount of leave given will cover the period of the
examination. Headteachers will have discretion as to whether to give paid leave in
the event of the employee needing to re-sit exams.

There is no right to time off for revision, but this may be agreed locally at the school’s
discretion.

Where employees choose to undertake a course of study and/or sit examinations
(rather than required as a necessity of their employment) the arrangements for any
paid or unpaid release from work should be agreed by management and set out in
writing in advance.

Jury service/other court attendance

An employee receiving a summons to serve on a jury must inform their headteacher,
who will grant paid leave of absence (unless exemption from Jury Service is
secured).

The Court will provide a form which the employee must complete and forward to the
school, who will return it to the Court after their payroll provider has entered further
information.

The employee will continue to be paid by the school and their pay will be unaffected.
The School’s payroll provider will reclaim this cost from the court.
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5.4

9.5

5.6

5.7

5.8

5.9

Employees should claim any “loss of earnings” that they are entitled to from the court
and liaise with the school or school’s payroll provider over how that is reclaimed by
the school . The employee’s salary will not change.

Employees are expected to return to work for each day or half day they are not
needed in court.

If the employee's jury service ends before the expected 10-day period (or such longer
period as the court may have indicated to the employee that he/she will be required
for) the employee will be expected to return to work for the remainder of that period.

Employees attending court as part of the duties of their post do so during their normal
working time.

If an employee is required to attend Court as a witness for the school, but not as part
of their normal duties, they should be granted paid leave.

Consideration should be given to granting paid discretionary leave for court
attendance related to domestic violence.

5.10 If an employee needs to attend court for any other reason they should inform the

6.

6.1

6.2

6.3

head as soon as possible and request unpaid discretionary leave to attend.

Maternity/antenatal leave

Pregnant employees have the right to paid time off for ante-natal care. Evidence of
appointment times must be provided if requested.

With effect from 1 October 2014, under s.57ZE of the Employment Rights Act 1996,
an employee who has a "qualifying relationship” with a pregnant woman or her
expected child has the right to take unpaid time off during working hours to
accompany the pregnant woman to an antenatal appointment on up to two occasions
for a maximum of six-and-a-half hours on each occasion.

The right, which does not require any qualifying service, applies only where the
appointment is made on the advice of a registered medical practitioner, midwife or

nurse.

Further details are available in the Maternity Leave policy, Chapter 16 of the Schools HR
handbook.

7. Public service leave

7.1

This covers absence during normal working hours for duties as:

an elected Member of another local authority
a Justice of the Peace

school governors

special constables

NHS Responders

e retained firefighters

e search and rescue volunteers
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7.2

7.3
7.4
7.5

7.6

lay observers, who monitor conditions in court custody and under escort
members of immigration visiting committees

members of the short-term holding facilities visiting committee

any other form of public duty, agreed as such by the school

o O @& o

The time allocation for each member of staff, per year, is up to the following:-
(a) 18 days paid for official duties in any of the categories.
(b) 18 specified additional days unpaid for further special responsibilities (e.g.
Chairs of Committees).
(c)  Any requests for additional time beyond this (e.g. for a person to carry out a
role as Mayor) should be referred to the headteacher/Chair of Governors
This leave can be allocated on an appropriate pro rata basis for part-time
staff or job sharers.
Leave, within the allowance, must be requested and agreed, in advance on every
occasion, by the Headteacher.
The reason for the request for time off for public duty must be provided. Agreement
to the leave is subject to service needs, but should not be unreasonably refused.
Payment should be at the rate normally received by the member of staff for the time
in question.
Any payment should be offset by any allowances for the official duty in question
received from the official body concerned.

8. Volunteer reservists

8.1

8.2

8.3

8.4

8.5

8.6

8.7

The volunteer reserve forces consist of: the Maritime Reserve Force (Royal Navy
Reserve and Royal Marines Reserve); the Territorial Army; and the Royal Air Force
Reserves.

Volunteer reservists should be allowed up to an additional two weeks’ paid
discretionary leave to attend annual training (sometimes called “annual camp”).

Should a volunteer reservist be required to undertake further training in addition to
attending the annual training mentioned above and are unable to arrange it outside
working hours or cannot amend their work pattern to accommodate i, they may be
granted reasonable discretionary paid leave at a mutually convenient time.

Mobilisation is the process of calling Reservists into full-time service to serve
alongside the Regular Armed Forces on operations. All Reservists are committed to
the possibility of being mobilised if necessary.

A Reservist should inform their manager/headteacher as soon as they become aware
that they may be called up, and immediately on receiving their call out notice.

Reservists should be placed on discretionary unpaid leave when they are mobilised
as they are able to claim the difference between their military pay and their civilian
pay in such circumstances.

The school may also be able to claim financial assistance including costs incurred
for. replacing a mobilised reservist; covering the work of a mobilised reservist by
other means e.g. through overtime; retraining a reservist who returns to work.

Headteachers and reservists are advised to see the latest information on the Defence
Relationship Management website.
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9. Trade Union Facility Time

Will be paid or unpaid depending on activity. See Chapter 7 of the Schools’ HR
handbook.

10. Instances in which discretionary leave should not be requested
10.1 Discretionary Leave (paid or unpaid) should NOT be requested or granted for:

a) Attendance at sporting events.

b) Elective surgery or medical treatment, which employees should schedule for the
school holidays. Time off for medically necessary surgery should be logged as
sickness absence.

c) lliness or accident suffered on holiday which leads to a later than planned return to
work. This is sickness absence, for which the employee should provide a medical

certificate.

d) Dentist and other medical appointments (unless related to a disability or for cancer
screening) should, wherever possible, be arranged outside of normal working

hours.

e) Childcare arrangements (except in the case of illness of a child — see Section
11)

11. Emergencies

11.1 In the event of a domestic emergency arising, the employee should notify his/her
headteacher/manager as soon as it is reasonably practicable (either face-to-face if
the employee is at work or otherwise by telephone), explaining the nature of the

emergency.

11.2 Discretionary paid leave may be granted temporarily, to care for dependents in an
emergency situation, for example the illness of a child.

11.3 Time off may be granted to make alternative care arrangements.

11.4 It is expected that the amount of time off work taken is only that necessary to resolve
the immediate emergency (in many cases, this would be less than one day).

11.5 Once the immediate emergency has been taken care of, the employee is expected to
return to work.

11.6 In compassionate caring situations (e.g. following a stroke), where it has not been
possible to secure alternative care or support in the short term, employees should
discuss this with their line manager/headteacher.
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12. Parliamentary candidates

12.1 Employees should give notice of their need to take leave as soon as their candidacy
is confirmed and give at least a week’s notice when they intend to start campaigning.

t
hey may retuin to their post. If successful, they

12.2 Unpaid leave may be granted from tha
+

they are unsuccessful in the election,

1INe i

date until the end of the day of the election. If

must resign from the School.

13. Religious observation

13.1 Schools should consider requests for time off for religious observation
sympathetically and be cognisant of their responsibilities under the Equalities Act
when doing so.

13.2 Many religions or beliefs have special festival or spiritual observance days.
Employees may request leave in order to celebrate festivals or attend ceremonies or
observe mourning periods. Headteachers should sympathetically consider such
requests where it is reasonable and practical to do so and grant unpaid leave.

14. Other matters

14.1 The nature of working patterns in schools mean that one off requests for discretionary
leave may be received for a range of matters, for example moving house, graduation,
interviews, unavoidable late/non-return from leave, e.g. due to civil disturbance or
transport delays. Schools should consider granting discretionary leave in such
circumstances.

14.2 Closure of schools due to strike action or elections are normally known in advance,
and staff should have made every effort to make arrangements for childcare rather
than rely on the use of discretionary leave.

14.3 Staff can take up to two well being days per academic year for their mental health.
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Appendix 1: Reporting Sickness Absence

Sickness procedure for reporting sickness absence. Headteacher's may issue local variations
where this procedure is not practical e.g. for some staff working non-term time or weekends.
Employees whose are subject to formal review should provide a medical certificate for each period
of sickness absence, even where the absence is less than 8 days

i 1stDay of | Contact your 'designated contact to report your absence, as near to your usual
absence: starting time as possible or according to timescales set by the school regulations.
' : You should give the nature and probable duration of your absence.

Always report your absence yourself rather than asking a friend or relative to do it,
unless there is a good reason, which is explained to your headteacher/manager. '

| If your designated contact is not available, you should contact the deputy E
headteacher or a senior manager directly. If neither of these are available, leave a
. message stating that you are sick and either ring back later the same day or leave !
. your telephone number so that your designated contact can ring you back. Details !
. about your sickness should not be left with colleagues. :

MZ‘F‘"""""-_"_Ii“)}b'tvj_ér_é_ still absent (or are absent for longer than first indicated) you should

' calendar telephone your designated contact to provide them with an up-date on your health.
BBy
;g You must telephone your designated contact.

: calendar |

. day: ' You must also obtain a medical certificate from your doctor. This must be sent in

' no later than the 8" calendar day of absence to the head teacher/ designated

! contact. Further medical certificates must be sent in regularly and must cover you
for the entire period of your absence. Failure to provide a certificate may result
! in loss of pay.

Absence Every working week, or as agreed with your headteacher/manager, you should

longer . contact your designated contact to report on your health and to indicate when you
than 8 | expect to return to work. In cases of serious iliness then different arrangements will
days: clearly need to apply.

On return You will be required to fill out a return to work form for each period of sickness.
' towork: : Failure to complete this form may result in loss of pay.

If you have been absent for more than 14 days, or have submitted more than 1
: medical certificate, you will need a certificate from your doctor confirming that you
are fit to return.

If required by your Headteacher, you should report your absence each working day for the first week. This
may be considered appropriate for operational reasons or where an employee has a history of not reporting
their absence.
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'Designated contact is as agreed by school.

Other Absence

Apart from sickness absence a staff member may need time off work to help someone
who depends on them (a dependant) in an unexpected event.

A dependant can include:

their spouse, partner or civil partner

their child

their parent

a close relative or friend

A “Special Leave” form available from the school office is required to be completed. This
will be considered by the Head Teacher and the appropriate time off granted.

Leave granted will be paid as follows (for each academic year):
For dependents under the age of 5, the first 3 days will be paid leave.
For dependents aged 5 to 10, the first 2 days will be paid leave.

For all other dependents, the first day will be paid

All additional leave granted will be unpaid

Bereavement/ Attending a funeral

A staff member may require compassionate leave for bereavement and/or to attend a
funeral

A “Special Leave” form available from the school office is required to be completed. This
will be considered by the Head Teacher and the appropriate time off granted.

Of the leave granted, payment will be as follows:

For an immediate relative member, eg a parent, grandparent, spouse, sibling or in-law, 3
days in total plus the day of the funeral will be paid.

For other close relatives and close friends, (to be assessed by the Head Teacher) 1 day
plus the day of the funeral will be paid.

All other days taken off to attend a funeral will be unpaid

COVID 19 Special Circumstances

If a staff member is required to self-isolate due to circumstances beyond their control, this
period of self- isolation will be paid. If not unwell, every attempt should be made to work
from home.

If a staff member has prior knowledge of government guidelines which are contravened,
the decision on whether a period of self-isolation will be paid, will be determined by the
Head Teacher.

Please inform the Head Teacher when a decision is taken to travel abroad. In the case of
non-essential travel, if self-isolation is required upon return, the decision on whether this
absence is paid or unpaid will be determined by the Head Teacher.
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