
 

 

Sickness Absence Policy 
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the Trust Central Team. Where the term ‘Trust’ is used in this policy, it covers all Academies 
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the event of ill health difficulties. 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. However, high levels of sickness absence (be it persistent short-term, unusual 
patterns of absence or long-term occurrences) can have a significant negative impact. 
Therefore, it may be necessary to take appropriate action, which could lead to dismissal, if 
the length or frequency of absence becomes unsustainable. 

 This policy does not form part of any employee's contract of employment and it may be 
amended at any time following consultation. We may also vary the procedures set out in this 
policy, including any time limits, as appropriate in any case. 

 It is the responsibility of management to monitor sickness absence and to respond 
effectively to actual and potential problems. It is the responsibility of Trust Leaders, 
Academy Principals and all levels of management to raise awareness of the effect of sickness 
absence levels on the quality and continuity of teaching and learning and other aspects of 
the effectiveness of the work of the Trust. In addition, managers have a clear obligation 
placed on them to identify and address problems in the work environment and/or job factors 
that may be contributing to staff absence. 

 No action will be taken under the formal part of this Sickness Absence Policy against a trade 
union representative without prior discussion with an appropriate trade union officer. 

 As part of the application of this policy, the Trust will collect, process and store personal data 
and special categories of data in accordance with our data protection policy. We will comply 
with the requirements of the Data Protection Legislation (being (i) the General Data 
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4.
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6.5.1 Any sickness absence that is notified to them is recorded and reported to the 
Principal/CEO, AOM or HR Lead as appropriate, as soon as possible. 

6.5.2 Arrangements are made, where necessary, to cover work and to inform colleagues 
(while maintaining confidentiality). 

 You should expect to be contacted during your absence by either your line manager, HR 
Admin, AOM or Principal who will want to enquire after your health and be advised, if 
possible, as to your expected return date. 

7. Evidence of Incapacity 
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 Absence that has not been notified according to the sickness absence reporting procedure 
will be treated as unauthorised absence. 

 If you do not report for work and have not contacted the Principal/CEO, your line manager, 
AOM or HR Lead to explain the reason for your absence, your line manager, AOM or HR Lead 
will try to contact you, by telephone and in writing if necessary. This should not be treated as 
a substitute for reporting sickness absence. 

9. Sick Pay 

 You should refer to your contract for details of the sick pay to which you are entitled.1 

 Failure to properly report your absence or to provide medical or self-certification could lead 
to your pay being suspended. 

10. Keeping in Contact During Sickness Absence 

 If you are absent on sick leave you should expect to be contacted from time to time by your 
line manager, AOM or HR Admin in order to discuss your wellbeing, expected length of 
continued absence from work and any of your work that requires attention, for example, an 
ongoing project that is urgent and will need to be dealt with in your absence. Such contact is 
part of the Trust’s duty of care to its employees and is intended to provide reassurance and 
will be k.7 (c) ( )9.7 (r)141e ae aa9 (a)-3.2 (n)-Am6 0 Td
[(re)-3 (as)9.5(e)( a)--0nable minimum. Where a member of s
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12. Returning to Work from Long-term sickness absence 

 We are committed to helping employees return to work from long-term sickness absence. As 
part of the sickness absence discussions we will, where appropriate and possible, support 
returns to work by: 

12.1.1 Obtaining medical advice. 

12.1.2 Referring to a recent Occupational Health report, independent specialist or GP 
report. 

12.1.3 Making reasonable adjustments to the workplace, working practices and working 
hours, including a time-limited phased return to work.  

12.1.4 A phased return to work will often be a recommendation of an occupational health 
advisor or the employee’s GP. 

12.1.5 Employees will receive their full pay on the phased return. Phased returns to work 
should be for a maximum of six weeks. In the event an employee requests that the 
phased return is extended beyond six weeks, a dialogue should be held with the 
employee in regards to a temporary contractual change being made to their 
working hours to accommodate the request and their pay adjusted accordingly.  

12.1.6 Considering redeployment; and/or 

12.1.7 Agreeing a return to work programme with everyone affected. 

 If you are unable to return to work in the longer term, we will consider whether you are 
entitled to any benefits under your contract and/or any insurance schemes we operate. 

 If a disclosure is found to be malicious or vexatious then formal disciplinary action/ 
investigation may follow. 

13. Sick Leave and Annual Leave 

 This section only applies to non-teaching staff on all year round 52 week contracts. Each case 
will be considered on an individual basis with contractual obligations and the business needs 
of the Trust taking precedence in the decision making process. 

 If you become sick or injured while on annual leave such that you would be unfit for work 
you may ask us to treat the period of incapacity as sick leave and reclaim the annual leave. 

 To be able to claim Trust sick pay you must notify your line manager, AOM or HR Lead of 
your incapacity immediately, and the usual requirements for medical evidence in this policy 
will also apply, even if you are abroad. 

 If you are on sick leave you may choose to cancel any pre-arranged annual leave that would 
otherwise coincide with your sick leave. You should notify your Principal/CEO, line manager, 
AOM or HR Lead as soon as possible that you wish to do this. 

 If your period of sick leave extends into the next holiday year, or if there is not enough time 
left in the current holiday year to make it practicable to take your remaining holiday 
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entitlement, you can carry any unused holiday entitlement over to the following leave year 
up to a maximum of 5 days.  

14. Sickness Absence Procedures 

 In managing short term absence any action taken should be fair, reasonable, and justifiable 
in the particular circumstances. Advice and support is available from Human Resources at 
any stage.  

Note: If a manager has cause to believe that an employee’s absence is not due to sickness 
the Trust’s Disciplinary Procedure should be invoked.  

 On each occasion an employee is absent the manager should consider (having reviewed the 
employee’s previous absence record and taking account of previous return to work 
discussions) whether the level of absence is unacceptable.  

 Each individual case should be considered carefully by the line manager, AOM or HR Lead 
and an assessment of the individual’s absence record should first be undertaken to 
determine whether:  

• their record indicates the likelihood of future absences, for example apparent general 
poor health with a variety of ailments  

• their record indicates a disabling health problem  
• their absences could have been attributable to work related incidents or situations  
• their absences result from a disability or a common ailment that may have exacerbated 

an existing disability  
• their record indicates a discernible pattern 
• there are other mitigating circumstances  

 Where the manager considers that the level of absence is unacceptable, at the return to 
work discussion following the latest absence (subject to anything revealed in that meeting), 
they should advise the employee that the formal absence management procedure is to be 
invoked. The manager should explain the procedure to the employee and the potential 
consequences if their attendance does not improve to an acceptable level.  

 Unless mutually agreed, we will give you five working days written notice of the date, time 
and place of a sickness absence meeting. We will put any concerns about your sickness 
absence and the basis for those concerns in writing or otherwise advise why the meeting is 
being called. A reasonable opportunity for you to consider this information before a meeting 
will be provided. 

 The meeting will be conducted by your line manager, AOM or HR Lead and will normally be 
attended by a Trust HR representative. You may bring a companion with you to the meeting 
(see paragraph 15). 

 You must take all reasonable steps to attend a meeting. Failure to do so without good reason 
may be treated as misconduct. If you or your companion are unable to attend at the time 
specified you should immediately inform line manager, AOM or HR Lead who will seek to 
agree an alternative time. 
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 Confirmation of any decision made at a meeting, the reasons for it, and of the right of appeal 
will be given to you in writing within five working days of a sickness absence meeting (unless 
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 You will be provided with written details of any new information which comes to light before 
an appeal meeting. You will also be given a reasonable opportunity to consider this 
information before the meeting. 

 Where practicable, an appeal meeting will be conducted by a Line Manager, AOM or HR Lead 
senior to the individual who conducted the sickness absence meeting. 

 Depending on the grounds of appeal, an appeal meeting may be a complete rehearing of the 
matter or a review of the original decision. 

 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 five 
working days of the appeal meeting. There will be no further right of appeal. 

 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. 

20. LwLAT Wellbeing Statement 

 The Trust will always put the effective education of our learners at the heart of any decision 
that we make. In doing so, we recognise that the requirement to adhere to policies and 
procedures may be time consuming and can impact on workload. For this reason the Trust 
and its Academies will always endeavour to support staff when policies and procedures are 
being actioned. 

21. Review of this policy 

 This policy is reviewed annually, or sooner if required by new or statutory legislation, by the 
Trust Board in consultation with the recognised trade unions. The Trust will monitor the 
application and outcomes of this policy to ensure it is working effectively. 
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