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1 Policy Statement 
 
1.1  Sickness absence can vary from short intermittent periods of ill-health to 

a continuous period of long-term absence and have a number of different 
causes (for example, injuries, recurring conditions, or a serious illness 
requiring lengthy treatment). This policy relates to both short term and 
long term sickness absence from work. Short term is defined where 
employees are absent in short, sometimes intermittent, periods of time; 
long term is defined as an absence from work of one month or more.   

 
1.2 The Trust wishes to ensure that the reasons for sickness absence are 

understood in each case and investigated, where necessary. In addition, 
where needed and reasonably practicable, measures will be taken to 
assist those who have been absent by reason of sickness to return to 
work. The Trust is committed to monitoring and promoting the health and 
wellbeing of their staff, however it aims to achieve a balance between 
the needs of staff members and those of the Trust.  

 
1.3 References to the Trust or Academy within this policy specifically include 

all primary, secondary and special academies within the Trust, as well 
as the Early Years setting at the Priory Witham Academy, Priory Training 
and Lincolnshire SCITT. 

 
1.4 Any information you provide to the Trust about your health will be 

processed lawfully and in accordance with the Trust’s data protection 
policies. The Trust recognises that such data is sensitive and will handle 
it in a confidential manner.  

 
1.5 This policy does not form part of any member of staff’s contract of 

employment and it may be amended at any time. 
 
1.6 The Trust is committed to leading a healthy organisation, which includes 

a commitment to and promotion of emotional wellbeing and mental 
health. Therefore, all Trust policies and procedures ensure this 
commitment is incorporated in order to support all staff and students. 
Members of staff are encouraged to speak to their Line Managers if they 
feel any part of this policy would affect their emotional wellbeing and 
mental health. Any such comments should be passed to the Trust’s HR 
department (via FederationHR@prioryacademies.co.uk) for appropriate 
consideration at the next available point in the policy review cycle.  

 
2 Roles, Responsibilities and Implementation 
 
2.1 The Pay, Performance and HR Committee has overall responsibility for 

the effective operation of this policy and for ensuring compliance with the 
relevant statutory framework. This committee delegates day-to-day 
responsibility for operating the policy and ensuring its maintenance and 
review to the Human Resources Director. 

mailto:FederationHR@prioryacademies.co.uk
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2.2 Leaders and Managers have a specific responsibility to ensure the fair 

application of this policy and all employee are responsible for supporting 
colleagues and ensuring its success.  

 
3 Aims  
 
3.1  To ensure that absence is managed in a consistent, supportive and 

effective way so that operational and service levels are maintained. This 
policy applies to all staff with a contract of employment and is in line with 
ACAS guidance.   

 
4 Monitoring 
 
4.1 The Trust has a nominated person at each Academy who has 

responsibility for monitoring absence. For Federation staff the nominated 
person is the Senior HR Business Partner. The role of the nominated 
person is to:-  

 

 Ensure that all staff have access to this policy.  

 Ensure the absence reporting procedure is followed.  

 Ensure that the reason for absence is recorded in iTrent 

 Conduct return to work interviews where considered necessary.  

 Monitor absences, drawing the attention to the Head of 
Academy/Service Lead to any problems that develop or absences 
that are of concern.  

 
4.2  The Head of Academy/Service Lead and/or the Human Resources 

Team will be informed by the nominated person or via iTrent notification 
if absence is a cause for concern or reaches an absence trigger point. 
The Head of Academy/Service Lead working closely with Human 
Resources Team will:- 

 Review the absence in question.  

 Explain any supportive measures to the staff member if relevant e.g. 
Counselling. 

 Consider whether to obtain a medical report from the employee’s own 
GP/Medical Practitioner with employee’s consent. 

 Consider a referral to the Trust’s nominated Occupational Health 
Provider.
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5 Trigger Points  
 
5.1 Short Term Trigger Points 
 

For managing short-term absence the Trust considers the following 
absences as a cause for concern. These are referred to as “trigger points”:-  
 

 4 or more episodes of sickness absence in a rolling 12 month period for 
Support Staff, or in a 12 month period from 1st April for Teaching Staff 
and/or; 

 9 working days of sickness in a rolling 12 month period for Support 
Staff, or in a 12 month period from 1st April for Teaching Staff and/or; 

 Where the number of absences in a short-term period warrants 
immediate action e.g. 3 episodes or 6 working days in 6 months.  

 A pattern of absence which is causing concern e.g. regular Friday or 
Monday absences or absences regularly occurring on a particular 
day/week, absences pre or post annual leave, public holidays or 
payday.  

 
Trigger points for employees who work fewer than 5 days a week will be 
calculated on a pro rata basis. The Head of Academy /Service Lead and/or 
the Human Resources Team will be informed by the nominated person or 
via iTrent notification if the absence reaches an absence trigger point or is 
a cause for concern. 
 

5.2 Long Term Trigger Points  
 

For long term absence the trigger point for action is an absence from work 
for one month (or more) and/or where there is no prospect of a return to 
work in the near future.     

 
6 Disabilities 
 
6.1 The Trust are aware that sickness absence may result from a disability. At 

each stage of the sickness absence meetings procedure (set out in section  
18 of this policy), particular consideration will be given to whether there are 
reasonable adjustments that could be made to the requirements of a job or 
other aspects of working arrangements that will provide support at work 
and/or assist a return to work. 

 
6.2  If you consider that you are affected by a disability or any medical condition 

which affects your ability to undertake your work, you should inform the 
Human Resources Director. 
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6.3 The Trust will also consider whether there are any reasonable 

 adjustments required to be made to the process, for example for 
employees with a disability, in particular in relation to the Trigger Points 
identified at Clause 5.  

 
7 Mental Health in the Workplace 
 
7.1  Line Managers should proactively look out for mental health conditions 

among their employees. If they perceive that an employee is in a state of 
emotional or psychological distress, they should reach out to them. 

 
7.2  Additional reasonable adjustments that can be made for an employee who 

suffers from mental health conditions: 
 

 If an employee has work-related mental health conditions, the Line 
Manager should work with them to come up with a solution. 

 If the employee’s mental health is being affected by collaborating with 
colleagues, following guidance from the Human Resources Team, 
managers should meet with the concerned employees. 

 The Line Manager can speak to Human Resources Team in regards to 
a referral to the Trust’s counselling provider, if this is something that the 
employee would like to explore.  

 
8 Terminal Illnesses 
 
8.1 If an employee is off sick with a terminal illness, the Line Manager should 

inform the Human Resources Team as soon as possible.   
 
8.2  The Human Resources Team can provide guidance to the Line Manager 

to pass onto the employee in regards to workplace and external financial 
support services.  

 
8.3  It is important to find out the employees needs during this difficult time. 

Under the Human Rights Act 1998, the employee has the legal right to 
confidentiality on the matter, but the Line Manager can ask any of the 
below questions to assist in supporting any of the employee’s needs: 

 

 the likely duration of the absence 

 the likely effect health conditions may have on the employee return to 
work 
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 the likely duration of any health conditions that may affect the 
individual’s ability to carry out their role. 

 whether there are any adjustments needed in the workplace to help 
overcome any disadvantages the individual may suffer as a result of 
health conditions. 

 the likely duration of any adjustments 

 the potential impact of health conditions on performance and/or 
attendance 

 the potential impact of health conditions on health and safety 

 if the individual will be unable to carry out their role for some time, 
whether the individual could carry out alternative roles within your 
Academy. 

 
9 Sickness absence reporting procedure 
 
9.1  If the employee is taken ill or injured while at work the employee should 

immediately report this to their Line Manager.  
 
9.2  If the employee cannot attend work because they are ill or injured they 

should follow their Academy/settings internal absence reporting procedure 
to report the absence. The following details should be provided: 

 

 The nature of your illness or injury. 

 The expected length of your absence from work. 

 Contact details. 

 Any outstanding or urgent work that requires attention. 
 
9.3  It is important that the employee reports the absence information by 

telephone. It is not acceptable to text or email. If the employee’s Line 
Manager is unavailable, the employee should telephone the Head of 
Academy’s PA/Academy Administrator at the Academy where the 
employee works or the Human Resources Team. The Trust expects 
employees to make contact personally (not a spouse/family 
member/friend) unless there are exceptional circumstances (e.g. 
admittance to hospital).   

 
9.4  Managers should ensure that: 
 

 Any sickness absence that is notified to them is recorded and reported 
to the nominated person. 
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 Arrangements are made, where necessary, to cover work and to inform 
colleagues (while maintaining confidentiality). 

 
9.5  The employee should expect to be contacted during their absence by the 

their Line Manager or the Human Resources Team who will enquire about 
the employee’s health and be advised, if possible, as to the employee’s 
expected return date. 

 
9.6 Where applicable, if the employee is ill or injured during a period of pre-

arranged annual leave, the employee may elect to treat the days of 
incapacity as sickness absence instead of annual leave. The employee 
must inform their Line Manager of their incapacity and its likely duration as 
soon as possible, even if they are abroad. The employee will not receive 
occupational sick pay unless they are able to provide a medical certificate 
or other evidence of incapacity at their own expense for the full period of 
incapacity. 

 
10  Evidence of Incapacity 
 
10.1  For sickness absence of up to 7 calendar days, the employee must 

complete a self-certification form which will be sent to their work email and 
is available on their iTrent employee self service. 

 
10.2  For absence of more than 7 calendar days the employee must obtain a 

certificate from their doctor (a "Statement of Fitness for Work") stating that 
they are not fit for work and the reason(s) why. This should be forwarded 
to the employee’s Line Manager/Academy PA/Administrator as soon as 
possible. If the employee’s absence continues, further medical certificates 
must be provided to cover the whole period of absence. In some 
circumstances the Trust may ask the employee to provide a certificate from 
their doctor during absences shorter than 7 days. During the first 7 days, 
failure to provide such certification of absence will not affect the employee’s 
entitlement to statutory sick pay but the Trust may withhold additional sick 
pay due.  

 
10.3  If the employee’s doctor provides a certificate stating that they "may be fit 

for work", the employee should inform their Line Manager or the Human 
Resources Team immediately. The Trust will discuss with the employee 
any additional measures that may be needed to facilitate their return to 
work, taking account of the doctor's advice. This may take place at a return 
to work interview (see paragraph 16). If appropriate measures cannot be 
taken, the employee will remain on sick leave and the Trust will set a date 
to review the situation. 
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10.4 If the employee is undergoing a cosmetic surgery or procedure, for which 
they will be absent from work, any entitlement to sick pay will be subject to 
receipt of satisfactory medical evidence. This medical evidence will need 
to be in in the form of a report from the employee’s doctor or a specialist 
confirming that the employee is undergoing the procedure on medical 
advice. In these circumstances, the correct procedure for reporting and 
certifying absence must be followed and a return to work interview will be 
carried out upon the employee’s return to work. Otherwise, the employee 
may be required to take annual leave for any absence related to a purely 
elective procedure, or opt to have the procedure during the school break.   

 
11 Unauthorised Absence 
 
11.1  Cases of unauthorised absence will be dealt with under the Trust’s Staff 

Disciplinary Policy. 
 
11.2  Absence that has not been notified according to the sickness absence 

reporting procedure will be treated as unauthorised absence. 
 
11.3  If the employee does not report for work and has not telephoned their Line 

Manager or Head of Academy’s PA/Academy Administrator or Human 
Resources Team to explain the reason for their absence, the Trust will try 
to contact the employee by telephone, and in writing if necessary. This 
should not be treated as a substitute for reporting sickness absence. 

 
12 Sick Pay 
 
12.1  The employee should refer to their contract for details of the sick pay to 

which they are entitled. 
 
12.2  Sick pay will include, where appropriate, Statutory Sick Pay (SSP), and will 

not exceed full pay. 
 
12.3  If a period of sickness absence is, or appears to be, occasioned by 

actionable negligence, nuisance or breach of any statutory duty on the part 
of a third party, in respect of which damages are or may be recoverable, 
the employee must immediately notify the Human Resources Team of that 
fact and of any claim, compromise, settlement or judgment made or 
awarded in connection with it and all relevant particulars that The Trust 
may reasonably require. If The Trust require you to do so, you must 
cooperate in any related legal proceedings and refund to us that part of 
any damages or compensation you recover that relates to lost earnings for 
the period of sickness absence as The Trust may reasonably determine, 
less any costs you incurred in connection with the recovery of such 
damages or compensation, provided that the amount to be refunded to us 
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shall not exceed the total amount The Trust paid to you in respect of the 
period of sickness absence. 

 
12.4 Provided employees have followed the correct procedures they will be 

entitled to receive an allowance in accordance with the following scales:- 
 

Teaching Staff 
 

During the first year of service Full Pay for 25 working days and, after 
completing four calendar months 
service half pay for 50 working days.  

During the second year of service Full pay for 50 working days, and half 
pay for 50 working days. 

During the third year of service Full pay for 75 working days, and half 
pay for 75 working days. 

During the fourth and successive 
years 

Full pay for 100 working days, and half 
pay for 100 working days. 

 
Support Staff 

 

During the first year of service 1 month full pay and (after completing 
four months service) two months half 
pay. 

During the second year of service 2 months full pay, and two months half 
pay. 

During the third year of service 4 months full pay, and four months half 
pay. 

During the fourth and fifth year of 
service 

5 months full pay, and five months half 
pay. 

During the sixth and successive year 6 months full pay, and six months half 
pay. 

 
Please note that for occupational sick pay entitlement record purposes ‘1 month’ 
shall be deemed to be equivalent to 26 working days, Saturday being reckoned 
in all cases as a working day. 
 
13 Calculation of Sick Leave and Sick Pay 
 
13.1 Teaching Staff 
 

For the purpose of calculating entitlement to sick leave, the year shall be 
deemed to begin on 1st April of each year and end on 31st March of the 
following year.  In the case of a teacher whose service commences after 
1st April, such service shall be deemed, for the purpose of this scheme, to 
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have commenced on the preceding 1st April, subject to the completion of 
four calendar months' actual service before half-pay can be claimed.  In 
the case of a teacher who is absent owing to illness on 31st March of any 
year, such a teacher shall not begin the new entitlement to sick leave in 
respect of the following year until they have resumed teaching duties, the 
period from 1st April until the return to duties being deemed to be part of 
the preceding year for the purpose of this scheme.  In the case of a teacher 
transferred from the service of another authority or grant maintained 
school, any sick pay paid during the current year by the previous employer 
shall be taken into account in calculating the amount and duration of sick 
pay payable by the Trust. 

 
For sickness purposes, two half days shall be deemed to be equivalent to 
one working day. Whilst sickness during Trust holidays will not affect the 
period of entitlement to sick leave, it will be relevant so far as deduction of 
benefit is concerned. Thus the rate of pay applicable in respect of sickness 
during closure of the Trust is the rate applicable on the last day before the 
closure. Where teachers are ill immediately preceding the Trust’s holiday 
and: 

 

 Are on full sick pay they will continue on full sick pay, but the closure 
period is not counted against their above entitlement. 

 Are on half sick pay they will continue on half sick pay, but the closure 
period is not counted against their entitlement. 

 Have exhausted sick pay entitlement and are not receiving any pay this 
will continue. 

 
Where teachers are either on half pay or are not receiving pay they may 
be put back on full pay by the procedure below. 

 
When teachers have been ill immediately preceding an Academy closure 
period and their doctor declares them fit to return to work during that period, 
they will receive full pay from that date, provided they return to work on the 
first day after that period of closure. 

 
13.2 Support Staff 
 

The rate of allowance, and the period for which it will be paid in respect of 
any absence, will be calculated by deducting from the period of allowance 
appropriate to service on the first day of absence the aggregate of the 
periods of absence, during the 12 months immediately preceding the first 
day of absence.  In aggregating the periods of absence no account will be 
taken of any unpaid absence on sick leave. 
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13.3 Teaching and Support Staff 
 

The following conditions are applicable to both categories of staff: 
 

Sick pay will be paid less any SSP or state benefits to which employees 
may be entitled as a result of their sickness, whether or not they have taken 
the necessary steps to obtain them. 

 
Where half pay plus benefits exceeds full pay, employees will remain on 
full pay less benefits. 

 
In the event of employees being given notice of the termination of their 
contract without returning to work on the ground of permanent incapacity 
or for some other reason, they will receive full pay for the notice period with 
deductions as set out above. 

 
Deductions equivalent to those set out above shall be made from the sick 
pay of an employee who is a married woman or a widow and has elected 
to pay reduced contributions under the terms of the Social Security Act 
1973, provided that, where a widow is in receipt of a widow's or widowed 
mother's allowance or widow's pension, regard shall be made in calculating 
the amount of sick pay only to such part of the national insurance benefit 
receivable as is in excess of the amount received by the employee from 
the Department of Social Security in weeks of full normal employment. 

 
From 6 April 1983, in accordance with the terms of the Social Security and 
Housing Benefits Act 1982, widows and married women exercising such a 
right shall be entitled to receive SSP. 

 
If employees have been in contact with someone who is suffering from an 
infectious disease they must notify the Trust and, if required, take such 
precautions as may be prescribed provided that, if in the opinion of the 
approved medical practitioner, it is considered inadvisable. 
Notwithstanding such precautions for them to attend duty, full pay shall be 
allowed during any enforced absence from duty, such pay being sick pay.  
This provision will also apply where, in the opinion of an approved medical 
practitioner, it is inadvisable for employees to attend duty for precautionary 
reasons due to infectious disease in the workplace.  The period of absence 
under this paragraph shall not be reckoned against their entitlement to sick 
leave stated above.  Such absences are reckonable for entitlement to SSP 

 
Where absence is attested by an approved medical practitioner to be due 
to pulmonary tuberculosis and the employee carries out an approved 
course of treatment, full salary shall be paid in respect of the first twelve 
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months of the period of absence after attestation and further full or half pay 
shall be allowed at the discretion of the Trust. 

 
If absence is occasioned by the actionable negligence of a third party in 
respect of which damages are recoverable, employees shall advise the 
Trust forthwith. The Trust will require individuals to refund a sum equal to 
the aggregate of sick pay paid to them during the period of disability or 
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 Trust will require full details and will 
determine the actual proportion of sick pay to be refunded by individual 
employees. 

 
Where employees become ill during the school closure they must report 
this sickness in the usual way, so that SSP can be paid where applicable. 

 
If the Trust is of the opinion that the disability which has caused an 
employee absence from work is due to their own misconduct, or have been 
guilty of conduct prejudicial to their recovery, the payment of any sick pay 
under the scheme may be suspended by The Trust.  Employees will be 
told the reason for this and have a right of appeal to the Appeals 
Committee. 

 
Sick pay shall not be paid in the case of an accident due to active 
participation in sport as a profession unless the Trust, by resolution, 
decides otherwise, though SSP may be payable. 

 
14 Keeping in contact during sickness absence 
 
14.1  If the employee is absent on sick leave the employee should expect to be 

contacted from time to time by their Academy PA/Administrator, Line 
Manager and/or the Human Resources Team in order to discuss their 
wellbeing, expected length of continued absence from work and any work 
that requires attention. If an employee is absent due to sickness for more 
than 5 working days, the below table indicates the Trust’s  ‘Keeping in 
Touch’ procedure. This may be amended in individual cases. 

 

5 working days to 10 working 
days 

Academy PA/Administrator or Line 
Manager  will conduct a welfare call to 
the employee 
 

10 working days to 20 working 
days 

Academy PA/Administrator or Line 
Manager  will conduct a welfare call to 
the employee 
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20 working days to 25 working 
days 

Human Resources Team will be in 
touch to  arrange a welfare home visit, 
if required 
 

 
14.2   If the employee has any concerns while absent on sick leave, whether   
          about the reason for their  absence or their ability to return to work, they  
          should feel free to contact their Line Manager and/or Human Resources  
          Team at any time. 
 
15 Medical examinations 
 
15.1  The Trust may, at any time in operating this policy, ask the employee to 

consent to a medical examination by its Occupational Health Advisor 
and/or a Doctor nominated by the Trust (at the Trusts expense). 

 
15.2  Alternatively the employee may be asked to consent to the Trust obtaining 

a medical report from the employee’s own Medical Practitioner at the 
Trust’s expense.  

 
15.3  Employees will be asked to agree that any report produced in connection 

with any such examination may be disclosed to the Trust and that the Trust 
may discuss the contents of the report with its advisers and the relevant 
Doctor. 

 
16 Return-to-work interviews 
 
16.1  If the employee has been absent on sick leave, the Trust may arrange, if 

deemed necessary, for them to have a return-to-work interview with the 
nominated person  or the Human Resources Team. Return to Work forms 
will be completed for everyone and uploaded to iTrent even if an interview 
is not required. 

 
16.2    A return-to-work interview should be booked within 7 days of the employees    
          return. Exemptions to not completing the return to work interview or form  
          within 7 days may include the employees part-time working pattern or  
          Academy holidays. These exemptions should be noted on the Return to  
          Work form. 
 
16.3  A return-to-work interview enables the Trust to confirm the details of the 

employee’s absence. It also gives the employee the opportunity to raise 
any concerns or questions they may have, and to bring any relevant 
matters to the Trust’s attention. 



 
 

 
 

Policy Status: Approved 

  

Sickness Absence Policy        Ref.  HR18       

Human Resources                       Page 13 of 19   

 

 
 
 

 
16.4  Where an employee’s doctor has provided a certificate stating that they 

"may be fit for work" The Trust will usually hold a return-to-work interview 
to discuss any additional measures that may be needed to facilitate the 
employee’s return to work, taking account of their doctor's advice.  

 
17 Returning to work from long-term sickness absence 
 
17.1 The Trust is committed to helping members of staff return to work from 

long-term sickness absence. As part of the sickness absence meetings 
procedure (see paragraph 18), the Trust will, where appropriate and 
possible, support returns to work by: 

 

 Obtaining medical advice; 

 Making reasonable adjustments to the workplace, working practices 
and working hours; 

 Considering redeployment; and/or 

 Agreeing a return to work programme with everyone affected. 
 
17.2  If the employee is unable to return to work in the longer term, the Trust will 

consider whether they are entitled to any benefits under their contract.  
 
18 Sickness absence meetings procedure 
 
18.1  The Trust may apply this procedure whenever it considers it necessary, 

including, for example, if the employee: 
 

 Has been absent due to illness on a number of occasions; 

 Has discussed matters at a return to work interview that require 
investigation; and/or 

 Has been absent for more than one month. 
 
18.2  Unless it is impractical to do so, The Trust will give the employee seven 

days written notice of the date, time and place of a sickness absence 
meeting. The Trust will put any concerns about the employee’s sickness 
absence and the basis for those concerns in writing or otherwise advise 
why the meeting is being called. A reasonable opportunity for the employee 
to consider this information before a meeting will be provided. 

 
18.3  The meeting will be conducted by the employee’s Line Manager and/or 

Human Resources Team. The employee may bring a companion with them 
to the meeting (see paragraph 19). 
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18.4  The employee must take all reasonable steps to attend a meeting. Failure 

to do so without good reason may be treated as misconduct. If the 
employee or their companion are unable to attend at the time specified 
they should immediately inform their Line Manager or the Human 
Resources Team who will seek to agree an alternative time. 

 
18.5  A meeting may be adjourned if the employee’s Line Manager or the Human 

Resources Team is awaiting receipt of information, needs to gather any 
further information or give consideration to matters discussed at a previous 
meeting. The employee will be given a reasonable opportunity to consider 
any new information obtained before the meeting is reconvened. 

 
18.6  Confirmation of any decision made at a meeting, the reasons for it, and of 

the right of appeal will be given to the employee in writing within seven 
days of a sickness absence meeting (unless this time scale is not 
practicable, in which case it will be provided as soon as is practicable). 

 
18.7  If, at any time, the employee’s Line Manager or the Human Resources 

Director considers that the employee has taken or is taking sickness 
absence when they are not unwell, they may refer matters to be dealt with 
under the Trust’s Staff Disciplinary Policy. 

 
19 Right to be accompanied at meetings 
 
19.1  The employee may bring a companion to any meeting or appeal meeting 

under this procedure. 
 
19.2  The employee’s companion may be either a recognised Trade Union 

Representative, a work colleague or, at the Trust’s discretion, a family 
member or friend (see below 19.4). Their identity must be confirmed to the 
manager conducting the meeting, in good time before it takes place. 

 
19.3 Members of staff are allowed reasonable time off from duties without loss 

of pay to act as a companion. However, they are not obliged to act as a 
companion and may decline a request if they so wish. 

 
19.4 The Trust may, at its discretion permit a companion who is not a member 

of staff or Trade Union Representative (for example a family member) 
where this will help overcome particular difficulties caused by a disability, 
or in understanding English. 

 
19.5  A companion may make representations, ask questions, and sum up the 

employee’s position, but will not be allowed to answer questions on the 
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employee’s behalf. The employee may confer privately with their 
companion at any time during a meeting. 

 
20 Stage 1: first sickness absence meeting 
 
20.1  This will follow the procedure set out in paragraphs 18 and 19 on the 

arrangements for and right to be accompanied at sickness absence 
meetings. 

 
20.2  The purposes of a first sickness absence meeting may include: 
 

 Discussing the reasons for absence; 

 Where the employee is on long-term sickness absence, determining 
how long the absence is likely to last; 

 Where the employee has been absent on a number of occasions, 
determining the likelihood of further absences; 

 Considering whether medical advice is required; 

 Considering what, if any, measures might improve their health and/or 
attendance; 

 Agreeing a way forward, action that will be taken and a time-scale for 
review (not usually longer than 6 months or if the employee meets  
absence trigger criteria again) and/or a further meeting under the 
sickness absence procedure. 

 
21 Stage 2: further sickness absence meeting(s) 
 
21.1  Depending on the matters discussed at the first stage of the sickness 

absence procedure, a further meeting or meetings may be necessary. 
Arrangements for meetings under the second stage of the sickness 
absence procedure will follow the procedure set out in paragraphs 18 and 
19 on the arrangements for and right to be accompanied at sickness 
absence meetings. 

 
21.2  The purposes of further meeting(s) may include: 
 

 Discussing the reasons for and impact of the employee’s ongoing 
absence(s); 

 Where the employee is on long-term sickness absence, discussing how 
long their absence is likely to last; 

 Where the employee has been absent on a number of occasions, 
discussing the likelihood of further absences; 
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 If it has not been obtained, considering whether medical advice is 
required. If it has been obtained, considering the advice that has been 
given and whether further advice is required; 

 Considering the employee’s ability to return to/remain in their job in view 
both of capabilities and the Trust’s business needs and any 
adjustments that can reasonably be made to the employee’s job to 
enable them to do so; 

 Considering possible redeployment opportunities and whether any 
adjustments can reasonably be made to assist in redeployment; 

 Where the employee is able to return from long-term sick leave, 
whether to their job or a redeployed job, agreeing a return to work 
programme; 

 If it is considered that the employee is unlikely to be able to return to 
work from long-term absence, whether there are any benefits for which 
they should be considered including ill-health retirement, subject to the 
rules of the relevant scheme; 

 Agreeing a way forward, action that will be taken and a time-scale for 
review and/or a further meeting(s) (not usually longer than 6 months or 
if the employee meets  absence trigger criteria again). This may, 
depending on steps the Trust has already taken, include warning the 
employee that they are at risk of dismissal. 

 
22 Stage 3: final sickness absence meeting 
 
22.1  Where the employee has been warned that they are at risk of dismissal, 

the Trust may invite them to a meeting under the third stage of the sickness 
absence procedure. Arrangements for this meeting will follow the 
procedure set out in paragraphs 18 and 19 on the arrangements for and 
right to be accompanied at sickness absence meetings. 

 
22.2  The purposes of the meeting will be: 
 

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

 Where the employee remains on long-term sickness absence, to 
consider whether there have been any changes since the last meeting 
under stage two of the procedure, either as regards to possible return 
to work or opportunities for return or redeployment. 

 To consider any further matters that the employee may wish to raise. 
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 To consider whether there is a reasonable likelihood of the employee 
returning to work or achieving the desired level of attendance in a 
reasonable time. 

 To consider the possible termination of employment. 
 
22.3  Termination will normally be with full notice or payment in lieu of notice. 
 
23 Appeals 
 
23.1  The employee may appeal against the outcome of any stage of this 

procedure and they may bring a companion to an appeal meeting (see 
paragraph 19). 

 
23.2 An appeal should be made in writing, stating the full grounds of appeal, to 

the Clerk to the Trustees within seven days of the date on which the 
decision was sent to the employee. 

 
23.3 Unless it is not practicable, the employee will be given written notice of an 

appeal meeting within seven days of the meeting. In cases of dismissal the 
appeal will be held as soon as possible. Any new matters raised in an 
appeal may delay an appeal meeting if further investigation is required. 

 
23.4  The employee will be provided with written details of any new information 

which comes to light before an appeal meeting. The employee will also be 
given a reasonable opportunity to consider this information before the 
meeting. 

 
23.5  An appeal meeting will be conducted by  the Chief Executive Officer or 

nominated person. 
 
23.6  The appeal meeting will conduct a review of the original decision but, 

depending on the grounds of appeal and the circumstances, it may include 
a complete rehearing of the matters under review. 

 
23.7  Following an appeal, the original decision may be confirmed, revoked or 

replaced with a different decision. The final decision will be confirmed in 
writing, if possible within seven days of the appeal meeting. There will be 
no further right of appeal. 

 
23.8  The date that any dismissal takes effect will not be delayed pending the 

outcome of an appeal. However, if the appeal is successful, the decision 
to dismiss will be revoked with no loss of continuity or pay. 
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24. Medical Suspension  
 
24.1 In some circumstances the Trust reserves the right to suspend employees 

in accordance with their duty of care on medical grounds, pending medical 
advice, should their presence at work be deemed to be detrimental to the 
health, wellbeing and safety of the individual, colleagues or students. Any 
such suspension will be confirmed in writing, be for a limited period of time 
and reviewed regularly. Such suspensions are made on contractual pay 
and do not count against an employee’s sick leave entitlement or pay.
  

 
25. Time off for Medical Appointments  
 
25.1 Prior approval must be sought for time off for medical appointments during 

working hours. On many occasions, a patient cannot request the timing of 
a hospital appointment however, wherever possible, routine medical 
appointments should be made outside of working hours. Should this not be 
possible the Trust will allow reasonable paid time off to attend such 
appointments, where the request is supported by an appointment card or 
letter. Whenever possible, appointments should be made at the beginning 
or end of the day to minimise absence during working hours. The Trust 
reserves the right to require an employee to reschedule non-urgent 
appointments where their absence would have an adverse impact on the 
operation of the Trust. Time off for medical appointments will be recorded 
as special paid leave and will not be classed as sickness absence. 

 
26. Monitoring and review of the policy 
 
26.1  The Trust will monitor the development and dissemination of good practice 

to ensure that this policy and the sickness absence meetings procedure 
are achieving their stated objectives. 

 
 
27. Policy changes 
 
27.1 This policy may only be amended or withdrawn by The Priory Federation 

of Academies Trust. 
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The Priory Federation of Academies Trust 
Sickness Absence Policy 

 
This Policy has been approved by the Priory Federation of Academies Pay, 
Performance and HR Committee: 
 
 
 
 
 
Signed………………………………   Name............................................  Date: 
 
Trustee  
 
 
 
 
Signed………………………………   Name............................................  Date:  
 
Chief Executive Officer 
 
 
 
 
 
Signed………………………………   Name............................................  Date:  
 
Designated Member of Staff 
 
 
Please note that a signed copy of this agreement is available via Human 
Resources. 
 
 


