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Statement of Intent 
 
CIT is committed to maintaining the health, safety and welfare of its staff. We seek to provide 
a positive and healthy working environment and UHFRJQLVH�WKH�YDOXH�RI�RXU�HPSOR\HHV¶�ZRUN-
OLIH�EDODQFH��5HJXODU�DWWHQGDQFH�DW�ZRUN�LV�DQ�LQWHJUDO�SDUW�RI�HDFK�HPSOR\HH¶V�FRQWUDFW�RI�
employment; however, we recognise that employees will, on occasion, have genuine and 
acceptable reasons to be absent from work. On those occasions, we will aim to support an 
employee during the period of absence, with the aim of assisting their return to work at the 
earliest opportunity. 
 
This policy outlines provisions to minimise staff absence levels across the Trust, the Trust¶V�
duties regarding staff leave of absence and the provisions for staff to follow when notifying the 
Trust of absence, as well as information on how we support employees who are unable to 
attend work due to ill health.  
 
This policy also aims to provide a fair and consistent framework for managing attendance and 
informs all employees of their responsibilities regarding attendance at work.  
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1. Legal Framework 
 

1.1. This policy has due regard to all relevant legislation and guidance including, but not 
limited to, the following:  

 

 Trade Union and Labour Relations (Consolidation) Act 1992 

 Employment Rights Act 1996 
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3.3. Headteachers (ELT for central staff) will be responsible for:  

 

 Implementing this policy in line with their statutory duties.  

 Informing all employees of attendance management procedures, including the 
conditions of the sick pay scheme. 

 Monitoring and reviewing sickness absence within their school. 

 Maintaining reasonable contact with employees during a period of absence. 

 Ensuring return to work meetings take place following any period of sickness 
absence. 

 
3.4. Line managers will be responsible for: 

 

 Implementing this policy in line with their statutory duties. 

 Briefing employees on the Trust¶V�VLFNQHVV�DEVHQFH�SURFHGXUHV� 

 Ensuring employees are supported throughout their period of leave and being 
a point of contact for any queries or problems they may have. 

 
3.5. Staff will be responsible for:  

 

 Attending work when fit to do so. 

 Complying with the Trust¶V�QRWLILFDWLRQ�RI�VLFNQHVV�DEVHQFH�SURFHGXUHV� 

 Maintaining reasonable contact with the Trust and meeting with the Trust when 
UHTXLUHG�GXULQJ�SHULRGV�RI�DEVHQFH�RI�IRXU�ZHHNV�RU�ORQJHU��³ORQJ-term sickness 
DEVHQFH´�� 
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3.9. The calculation of School Sick Pay will consider any previous payments of School 
Sick Pay made in the previous 12 months (as defined above in relation to Teaching 
and Support Staff) immediately before the first day of the current sickness absence. 

 
3.10. Employees should claim any Social Security sickness benefits such as invalidity or 

incapacity benefits to which they may be entitled and are required to notify the 
Trust/School of any such payments which the Trust/School will deduct from the 
HPSOR\HH¶V�6FKRRO�6LFN�3D\� 

 

3.11. The rules of the School Sick Pay Scheme do not imply that termination of 
employment may not take place before payment of School Sick Pay has been 
exhausted. 

 
3.12. 6WDII� VLFN� SD\� HQWLWOHPHQWV� IRUP� SDUW� RI� DQ� HPSOR\HH¶V� FRQWUDFWXDO� WHUPV� DQG�

conditions. 
 

4. Notification 

 
4.1. CIT will inform managers and employees in writing or by email when their full and 

half sick pay is due to be exhausted. 
 

4.2. Sick pay will only be available to employees if they comply with the appropriate 
reporting procedure described. 
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Section B: Reporting Absence 
 

1. Absence Reporting Procedure 
 
1.1. Employees are required to contact the designated person, by phone, before 8am, 

or as soon as possible on the first day of absence, informing: 
 

 The fact of their sickness absence. 

 The reasons for it. 

 Its expected duration. 

 The action the employee is intending to take e.g. visiting their G.P, seeking 
advice from a pharmacist etc. and 

 Any scheduled work that needs to be completed. 
 

1.2. Employees must contact the designated person on each day of absence (unless 
covered by a Fit Note). 

 
1.3. When an employee intends to return to work after a period of absence lasting more 

than one week, they should inform the designated person on the day before they 
return to work. 

 

1.4. When informing of their absence, teaching staff may also provide work to be carried 
out in their classes if they are able to do so. The designated person will arrange 
cover and will then ensure that work is either handed to the cover supervisor/supply 
WHDFKHU�RU�SODFH�LW�RQ�WKH�WHDFKHU¶V�GHVN�ZKHUH�FRYHU�LV�WR�EH�FDUULHG�RXW� 

 

1.5. In exceptional circumstances when it is not practical to contact the designated 
person on the first or subsequent days of absence, each department should have 
contingency arrangements to ensure appropriate work is being set. 

 

1.6. Text messages, e-mails or messages left with colleagues will not satisfy the Trust¶V�
sickness absence notification requirements and may result in any absence being 
deemed to be unauthorised (and may be subject to disciplinary action) and in the 
forfeiture of sickness payments, if any, that the employee would have otherwise 
been entitled to. 
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Section C: Absence Meetings 
 

1. Meetings under this Policy 
 

1.1. Meetings under this Policy will normally be arranged during an HPSOR\HH¶V�QRUPDO�
working hours, and therefore, they should be available to attend and must take all 
reasonable steps to do so. Failure to do so without good reason may be treated as 
misconduct. 

 
1.2. Employees will be notified in writing of the time, date and place of any formal 

meeting, and why it is being held. 
 
1.3. Employees will be given a minimum of 5 working days¶ notice before any formal 

meeting. 
 
1.4. Formal meetings will normally be conducted by the Headteacher, member of the 

School Leadership Team, a member of the Executive Leadership Team or HR. 
 
1.5. All employees will have the right to be accompanied by 
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2.2. The Trust may also adjust the process where appropriate. For example, to 
DFFRPPRGDWH�DQ�HPSOR\HH¶V�GLVDELOLW\� 

 

 Trigger points may be adjusted. 

 Meetings may be held off-site or by telephone. 

 While no right to accompaniment applies at the informal stage of the process, 
the Trust may extend this right in appropriate circumstances. 

 $W�WKH�7UXVW¶V�GLVFUHWLRQ��\RX�PD\�EH�SHUPLWWHG�WR�EULQJ�D�FRPSDQLRQ�ZKR�LV�QRW�
a work colleague or union representative (for example, a family member) where 
this will help overcome difficulties caused by a disability. 

 The Trust may, in appropriate circumstances, elect not to impose disciplinary 
warnings in relation to disability-related absence. This shall not, however, 
prevent the absence management procedure from moving to the next stage. 
 

2.3. If an employee considers themselves to be affected by a disability or any medical 
condition which affects their ability to undertake their work, they should inform their 
Headteacher or HR. 
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3. Formal Absence Review Meetings – Stage 1 and Stage 2 
 
3.1. Once an employee has been informed at the return-to-work meeting that they have 

hit an absence trigger managers should arrange a Formal Absence Review 
0HHWLQJ��JLYLQJ�DW�OHDVW���ZRUNLQJ�GD\V¶�QRWLFH�WR�DOORZ�WKH�HPSOR\HH�WLPH�WR�DUUDQJH�
either union representation, or to be accompanied by a work colleague.  
 

3.2. The manager should explain to the employee that the meeting is being held because 
WKHUH� DUH� JHQXLQH� FRQFHUQV� DERXW� WKH� HPSOR\HH¶V� KHDOWK� DQG� ZHOOEHLQJ� DQG� WKH�
effect this is having on their attendance.  

 
3.3. Formal Absence Review Meetings will normally be managed by a senior school 

leader, Headteacher, member of the Executive Leadership Team or central HR. 
 
3.4. CIT HR are able to attend Stage 1 and Stage 2 Formal Absence Review Meetings 

if required. A representative from CIT HR must be in attendance at any
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should be given 12 working weeks 



Community Inclusive Trust - Absence Management Policy 
 

Version: March 2024  Page 16 

 

4.4. If an employee fails a monitoring period following the issuing of a First Written 
Warning at a Stage 1 Formal Absence Review, they will be required to attend a 
Stage 2 Formal Absence Review meeting. 

 

4.5. If an employee fails a monitoring period following the issuing of a Final Written 
Warning at a Stage 2 Formal Absence Review, they will be required to attend a 
Formal Absence Hearing. 

 
4.6. Exceptional circumstances may mean that the monitoring period could not be 

completed. In these circumstances the period of monitoring can be put on hold at 
the discretion of the manager until the employee is fit to resume work and therefore 
the period of monitoring.  

 
4.7. At the end of a successful monitoring period, the employee will move into a 12-

PRQWK�³OLYH�ZDUQLQJ´�period.  
 

5. 12-month Live Warning Period 
 
5.1. After successfully completing a formal monitoring period an employee¶V�WULJJHUV�ZLOO�

reset and the employee will move into a 12-month live warning period.  
 

5.2. The start date for the 12-month live warning period will be the date the formal 
warning was issued to the employee. 

 
5.3. If during this period the HPSOR\HH¶V absence causes them to trigger, they will 

automatically move on to the next stage of the process. For example, if an employee 
successfully passes a Formal Monitoring period following a Stage 1 Absence 
Review but re-triggers within the 12-month live warning period they will be required 
to attend a Stage 2 Formal Absence Review meeting. 

 
5.4. If the employee does not have any further absences during this period normal 

absence management processes will continue. If an employee was to re-trigger they 
would start the formal process again at Stage 1. 
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Section E: Long-Term Absence 
 

1. Managing Long-Term Sickness Absence  
 
1.1. The following paragraphs set out the Trust¶s procedure for dealing with long-term 

sickness absence. The purpose of the procedure is to investigate and discuss the 
reasons for an 
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6.5. If there reaches a point where Occupational Health advise that the employee is not 
fit to return for the foreseeable future, the case will be referred to a Consideration of 
Dismissal Hearing. 

 
7. Access to Medical Reports Act 1988 

 
7.1. Employees have certain rights under the Access to Medical reports Act 1988. 

Should the Trust find it necessary to obtain a medical report concerning an 
HPSOR\HH¶V�ILWQHVV�IRU�ZRUN�RU�DQ\�RWKHU�UHOHYDQW�PDWWHU�WKH�HPSOR\HH�ZLOO�EH�DVNHG�
for his or her written consent. At the time of the request, the employee will be 
advised of his or her rights under the Act. 

 
8. Unable to Undertake Full Duties
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Section F: Formal Absence Hearings – Long and Short Term Absences 
 

1. Formal Absence Hearing (Stage 3) 
 
1.1. A Formal Absence Hearing will normally be initiated in the following circumstances: 
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if at short notice (i.e. on the day) the employee cannot attend for an unforeseeable 
reason which is judged reasonable the Hearing should be rearranged. 
 

1.10. Management are required to submit any documentation of which they intend to refer 
to at least 5 working days prior to the date of the Hearing. This should be circulated 
to all Hearing attendees. 
 

1.11. The Hearing location ZRXOG�QRUPDOO\�EH�KHOG�DW�WKH�HPSOR\HH¶V�SODFH�RI�ZRUN��EXW�D�
neutral environment can be agreed in some cases. Hearings can be conducted 
online via a video call. 
 

1.12. The employee is required to submit any documentation they intend to refer to at 
least 2 working days prior to the date of the Hearing.  
 

1.13. The purposes of the Hearing will be: 
 

 To review the meetings that have taken place and matters discussed. 

 To consider whether there have been any changes since the last meeting under 
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Section H: Additional Information 

 
1. Redeployment 

 
1.1. In cases where Occupational Health has confirmed that an employee is unable to 

undertake their contracted role within the foreseeable future due to ill health, or that 
a return to their contracted role may further exacerbate their condition, but they are 
fit enough to undertake alternative work, the redeployment process will be initiated.  

 
1.2. 7KH�HPSOR\HH�ZLOO�EH�JLYHQ�D�SHULRG�RI���ZHHNV�RQ�WKH� µDW�ULVN¶� UHJLVWHU�IURP�WKH�

effective date. This can be extended by the Headteacher or the Executive 
Leadership Team. 

 
1.3. The onus is on the employee to search for a suitable alternative post during this 

period; however, the manager will maintain weekly contact with the employee and 
provide support regarding the application process and any interview preparation.  

 
1.4. To apply for a suitable alternative post the employee must meet all the essential 

criteria, as set out in the person specification for the post and be fit to carry out the 
role. 
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2.6. If, based on the facts, it is evident there is not likely to be a return to work in the 
foreseeable future and no likelihood of being fit, the employer may consider making 
a referral to Occupational Health and the LGPS for ill-health retirement. 

 
2.7. Teachers -
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4. Sickness Absence and Annual Leave 

 
4.1. While it is recognised that during a period of sickness absence, time away from 

home, for example going on holiday or visiting family may be therapeutically helpful, 
you are required to seek prior approval from the Trust. A decision to take time away 
from home during a period of sick leave without giving prior notice to the Trust may 
result in a loss of your Occupational Sick Pay during that period. 

 
4.2. Whilst an employee is not in attendance due to ill health, they will continue to accrue 

annual leave.  
 
4.3. 
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10. Monitoring and Review 
 

10.1. 


