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Birchensale Middle School Staff Absence Policy 

 
This policy refers to all absence during term time.  The Governors recognise all legal 
requirements and accept responsibility to cover all leave whether paid or unpaid as 
written in statute e.g. maternity or paternity leave.  In all circumstances the 
Headteacher is the person responsible for decisions (unless the Headteacher or Acting 
Headteacher is the person requiring leave in which case the Chair of Governors is 
responsible).  In the event that a request to take leave is denied, all staff have the right 
to raise a grievance in accordance with the Grievance Procedure for Schools. 
 
Every circumstance cannot be covered in this policy so it should be considered as a 
guide.  The Headteacher’s advice should be sought, in the first instance, by any 
member of staff who may be considering requesting leave of absence for any reason. 
 

Holidays: 
The Headteacher and Governors would not normally agree to requests for leave during 
school term for holidays except in ‘exceptional circumstances’.  Holidays in term time 
should not be booked unless approval to grant leave has been given. 
 
If you feel you have ‘exceptional circumstances’ your request must be made formally, 
in the first instance, to the Headteacher, for consideration.  An electronic request form 
is available on TEAMS in the Whole School Staff Team >> School Forms channel or 
by using the Absence Request Form B1 (Personal Circumstances) – Appendix 3.  If 
you wish to submit a supporting letter in order to explain your ‘exceptional 
circumstances further, please do so.   
 
Following receipt of your request you will be invited to an informal meeting to discuss 
your request and you will be advised verbally of the decision, and you will receive this 
in writing subsequently.   
 
If you feel the request has been turned down unreasonably then you are entitled to 
raise this through the Grievance Policy by the completion of a ‘Statement of Grievance’. 
 
Medical / Dental Routine Appointments: 
The Headteacher and Governors do not consider it appropriate that time off for routine 
appointments should be allowed during contracted hours and so ask that all possible 
steps are taken to make such appointments outside these hours.  However, it is 
recognised that specialist, particularly hospital appointments, may need to be an 
exception to this.  If this is unavoidable, please submit an electronic request form on 
TEAMS in the Whole School Staff Team >> School Forms channel or by using the 
Absence Request Form B1 (Personal Circumstances) – Appendix 3.   
 
If it is necessary for an employee to take any time during normal working hours, it 
should be authorised by the Headteacher.  A copy of the appointment card/letter should 
be provided and sufficient notice given to arrange cover.  There should be agreement 
to make up the lost time where possible.  Absence for attending medical appointments 
will normally be recorded as such and not as sick leave. 
 
In case of medical/dental emergency, the employee should contact the Headteacher 
as soon as possible and will be allowed sufficient paid leave to receive appropriate 
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treatment.  If following the emergency the employee is unable to attend work due to 
sickness, the whole period, including treatment time, will be recorded as sickness 
absence and normal procedures apply.   
 
Medical / Dental Emergencies: 
It is recognised that these types of appointments sometimes may not be made outside 
school hours.  On your return to school you must submit an electronic request form on 
TEAMS in the Whole School Staff Team >> School Forms channel or by using the 
Absence Request Form B1 (Personal Circumstances) – Appendix 3.   
 
Bereavement / Family Crisis / Sudden Hospital Admission / Family Split etc. 
At such times paid leave will be allowed. The amount of leave, paid or unpaid, will be 
at the discretion of the Headteacher, who will refer to the Local Authority’s Leave of 
Absence Guidelines. 
 
Court Attendance: 
You should inform the Headteacher at the earliest possible time if you are required as 
a juror, witness or otherwise required to attend any court proceedings.  An attendance 
allowance is payable and the Court will provide claim forms which will be processed 
by the Staffing and Appointments Section.  Similar arrangements exist for attendance 
at Court whenever you are required to attend e.g. as a Witness. 
  
Moving House: 
Request for a day’s leave, on the day of completion, will be considered by the 
Headteacher. 
 
Job Interviews: 
All reasonable requests made as early as possible, will be allowed.  Time off for viewing 
other establishments who are recruiting will be considered by the Headteacher and 
may be paid or unpaid. 
 
Sickness Leave: 
Notification of illness should be made as early as possible – See Appendix 1 – 
‘Birchensale Middle School Sickness Absence Reporting Procedure’. 
 
Time off for Dependants: 
See policy regarding ‘Time Off for Dependants’ – Appendix 2. 
 
The Governors and Headteacher recognise there is no automatic entitlement to grant 
employees discretionary leave, but that you do have a personal and family life outside 
of Birchensale Middle School and that consideration will be given to time off for 
occasions for example to attend sibling’s ‘school life’; Nativity Plays, Dancing 
Examinations, Sporting Events, supporting dependants on special events.  When 
dealing with requests for leave of absence, the Headteacher and Governors will be 
sympathetic to individual cases but will consider requests in the context of: 
 

– The effective running of the school 
– The personal position of the staff member 
– The equitable treatment of all staff 

 
This policy should not be considered as a change to the present contract of 
employment.  It does not alter present allowances, but seeks to clarify the situation 
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with regard to discretionary leave so that we may act in a fair and equal manner to all 
employees regardless of position in school or number of contracted hours. 
 
Attending School Related Meeting: 
Requests for absence from school for school related meetings that requiring cover 
should be made using the electronic request form on TEAMS in the Whole School Staff 
Team >> School Forms channel or by using the Absence Request Form B1 (CPD & 
Meeting) – Appendix 4.   
 
Attending School Related CPD: 
Requests for absence from school for school related CPD should be made using the 
electronic request form on TEAMS in the Whole School Staff Team >> School Forms 
channel or by using the Absence Request Form B1 (CPD & Meeting) – Appendix 4.   
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Appendix 1 

 
Birchensale Middle School Sickness Absence Reporting 
Procedure 
 
A Guide for Employees 
 
Unfortunately, all of us might become ill from time to time. This guide has been 
designed to give you details of what to do when you are ill and the Local Authority 
procedures for dealing with sickness absence.  
 
Your Duties as an Employee 
 
Your employment is dependent upon satisfactory attendance at work – you must come 
to work unless you are not well enough to do so. Some points you should consider: 
 

• Only you can judge, with advice from your doctor where necessary, if you are well 
enough to come to work. 

 

• Unnecessary sick leave will create extra work for your colleagues, and there will be 
work for you to catch up on when you return. 

 

• After an illness, you should return to work as soon as you have recovered. 
 

• The School has a responsibility to monitor your sick leave and to be particularly 
aware of frequent short absences. 

 
 
What to do when you are ill 
 
If you are too ill to do your job, it is essential that you: 
 

• Report your illness to the School Office before 7.30am (depending on your role) on 
the first day of absence. 

 

• Give an indication of how long you expect your illness to last. 
 

• Contact another colleague if you cannot contact the office. Do not leave a message 
with a colleague unless you cannot contact the office. 

 

• Maintain regular contact with the School informing them of your condition. If you do 
not report in, the School will be concerned about your well-being and might contact 
you if you are away from work for more than two days. Remember only you can 
decide when you are well enough to return to work, with the advice of a doctor 
where necessary. If you are sick for more than 7 days, including weekends, you will 
need to obtain a doctor’s certificate. 
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What to do when you return to work 
 
It is important that you contact the Headteacher/School Business Manager when you 
return to work. If you have been away for 7 days or less, including weekends, a 
Sickness Absence Certificate will need to be completed.  This is a self-certification form 
giving details of your illness. This should be signed by the Headteacher and returned 
to the Office.   
 
A ‘Return to Work Interview’ will be conducted and at this interview your 
Headteacher/School Business Manager  will want to find out how you are, keep you 
up to date on what has been happening during your absence, complete the necessary 
forms and discuss your overall health record and any problems. 
 
If you have been away for more than 7 days, including weekends, you will need to 
provide a medical certificate from your doctor. 
 
It is very important that you provide the necessary documents to ensure that you 
receive any sick pay to which you are entitled. 
 
What to do if a colleague is away from work 
 
If someone you work with calls in sick, you should: 
 

• Make sure that they speak to the Office when they call. You should only take a 
message if they cannot contact anyone at School. 

 

• Make sure that the Office is notified of any absence. 
  
If at any time you have any health problems which might affect your work, or that you 
wish to discuss, you should talk to your Headteacher/School Business Manager. 
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Appendix 1 
BIRCHENSALE MIDDLE SCHOOL 
 
SICKNESS ABSENCE POLICY 
 
1. Introduction 

 
The performance of the School is dependent upon the performance of the staff 
employed within that School.   
 
The following guidelines on sickness absence have been written to ensure that 
employees are provided with appropriate support in relation to their health that 
in turn enables the School to meet its educational obligations.   

 
2. Objectives 
 

The purpose of this policy is to ensure the following: 
 

• Appropriate support is given to any employee with health difficulties. 
 

• All staff are treated equally and a consistent approach to absenteeism is 
maintained throughout the Local Authority. 

 

• Information is recorded in a consistent and confidential manner.  
 
3. Employee Reporting of Absence  
 

Day 1 - 7 

 

• Employees should report their illness to the School Office before 7.30a.m. 
on the first day of absence or as soon as is practical. 

 

• An indication of how long the illness is expected to last should be given. 
 

• If the employee is unable to contact the School Office then another colleague 
must be contacted.  A message should only be left with a colleague if no one 
is available in School. 

 

• Regular contact with the School Office must be maintained to keep them 
informed.  If an employee does not report in then the School might contact 
the employee if they are absent for more than two days.   

 

• The employee should decide when they are well enough to return to work 
with the advice of a doctor where necessary. 

 

• On the employee’s return to work a Return to Work interview will be 
undertaken with the Headteacher.  At this interview a self-certification  
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• Sickness Absence Certificate giving details of the illness must be completed, 
signed by the Headteacher and passed to the Office.   

Day 8 Plus 

 

• If an employee is sick for more than 7 days, including weekends, they will 
need to obtain a doctor’s certificate. 

 

• When the employee returns to work a ‘Return to Work Interview’ will be 
undertaken.  At this interview the Headteacher/School Business Manager 
will be able to update the employee on what has been happening during 
their absence, complete the necessary forms and discuss their overall health 
record and any problems. 

 
4. Return to Work Interviews 
 

On returning to work following any period of sick leave, the Headteacher/School 
Business Manager  will conduct a ‘Return to Work Interview’ with the employee. 
 
During this interview the following procedure will be followed:- 
 

• A Sickness Absence Certificate will be completed. 

• The length of absence will be recorded. 

• The cause of absence will be identified and recorded. 

• The Headteacher will sign off this document. 
 
The purpose of this interview is to give the employee an opportunity to advise 
the School of any underlying medical problem.  It will also provide the 
Headteacher/School Business Manager  with an opportunity to discuss the 
general attendance record of the employee. 
 

5. Sickness Absence Review Procedure 
 

The School accepts that frequent absence may be symptomatic of larger issues 
and will ensure that every effort is made to assist in any underlying problems 
and where necessary identify independent professional help to assist the 
employee. 

 
A sickness absence review will be required when the following levels are 
triggered:- 
 

• The individual has had 5 separate sickness absences in a rolling 12 month 
period, or 3 in a term. 

 

• The individual has had in excess of 10 days absence within a rolling 6 month 
period. 

 
  



 

T4 - AF Staff Absence_App Oct 21 
9 

Appendix 1 
 

The Headteacher will be provided with details of an employee’s absence history when 
one of the above levels is exceeded. 

 
The Headteacher will then be required to complete a Sickness Absence 
Monitoring Report following the Guidance Notes attached. 

 
Where the Headteacher believes an employee should be referred to the Local 
Authority Doctor or equivalent appropriate professional then this will be 
arranged via Occupational Health and Human Resources. 
 
Where the Headteacher is concerned by the employee’s absence record the 
individual will be informed of the required attendance improvement and possible 
actions should improvement not be satisfactory.  A fully documented record of 
this action will be made. 
 

6. Long Term Absence 
 

Continuous absence exceeding 4 working weeks is considered as long-term 
absence.  Human Resources may contact an employee to arrange a meeting 
to discuss employment implications that may arise from the medical condition 
and answer any queries the employee may have.   
 
The employee may contact Occupational Health to discuss their absence and 
seek advice at any time. 
 
Where there is no reasonable prospect of the individual returning to their usual 
duties, then other options may be investigated, such as ill-health retirement, 
redeployment, medical or other referral. 

 
7. Salary Payment Allowances 
 

For any absence after seven calendar days a medical certificate must be 
submitted forthwith.  You are only entitled to statutory sick pay for any period of 
absence due to sickness, subject to satisfactory evidence of illness by medical 
certificate. 

 
8. Monitoring of Sickness Absence 
 

It is the intention of the School to monitor sickness absence to ensure the 
interests of both individuals and the School are protected. 

 
In undertaking this process the School will ensure the following:- 
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• The School is given the opportunity to provide support to employees if 
applicable through Human Resources and Occupational Health. 

 

• All staff are aware of the reporting of absence and the process of monitoring 
absence. 

 

• That both the duration and the reasons for absence are properly recorded.  
 

• ‘Return to Work Interviews’ are conducted. 
 

• The analysis of absence data will be used to assist in identifying any 
problems which may develop regarding employees’ absences. 

 

• The possibility of the working environment being a possible cause of an 
employee’s sickness absence is eliminated. 

 
9. Grievance 
 

Should an employee have a grievance regarding the Sickness Absence Policy 
they may invoke the Grievance Procedure as detailed in the Human Resources 
Manual. 
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BIRCHENSALE MIDDLE SCHOOL 
 
GUIDANCE NOTES FOR MANAGERS 
 
FOR USE WITH COMPLETION OF  

SICKNESS ABSENCE MONITORING REPORT 

1. When the first monitoring report is received or you are aware of the causes of 
absence an informal interview may be appropriate to discuss the situation. 

 
2. You must study the full sickness absence history prior to the interview as this 

may provide useful information of discussion.  You should be aware of the 
following:- 

 

• Any recurring illness 

• Regular one day absences 

• Partial days sick 

• Any identifiable patterns – for example regular Mondays/Fridays or around 
Bank Holidays 

• What type of absence – medical or self-certified 
 
3. Refer back to any previous monitoring reports and be aware of any agreed 

action. 
 
4. If there have been previous reports and you are aware that there is a serious 

health problem you may wish to refer to the School’s Medical Adviser or treat 
this as a welfare matter.   

 
5. If previous discussions about sickness absence have taken place and there is 

no subsequent improvement then action through the Capability Procedure may 
be necessary. 

 
6. If there are sufficient grounds to believe that an employee is absent without valid 

reason action should be taken immediately through the Disciplinary Procedure. 
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BIRCHENSALE MIDDLE SCHOOL 
 
 
SICKNESS ABSENCE MONITORING REPORT 

 
Name:  …………………………………… 
 
Role:  …………………………………… 
 
 
The above-named person has now reached the School’s monitoring level of either 5 
separate sickness absences in a year or in excess of 10 days within a rolling 6 month 
period.  Attached are details of this person’s absence history. 
 
Could you please interview the employee concerned using the attached guidance 
notes and complete the section below to indicate the action required. 
 
………………………………………………………………………………………….. 
 
I have interviewed the above employee and taken the following action:- 
 

Informal Discussion  

Doctor  

Capability  

Disciplinary  

 

Details of Discussion 

 
………………………………………………………………………………………….. 
 
………………………………………………………………………………………….. 
 
………………………………………………………………………………………….. 
 

Agreed Actions 

 
………………………………………………………………………………………….. 
 
………………………………………………………………………………………….. 
 
………………………………………………………………………………………….. 

 

 
Signature ………………………………………… Date …………………… 
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BIRCHENSALE MIDDLE SCHOOL 
 
POLICY ON TIME OFF FOR DEPENDANTS 
 
Introduction 
 
In any School, there are times when a member of staff requests time off to care for 
dependants or to deal with unexpected incidents involving dependants. It is important 
that the School has a policy which enables management to give a standardised 
response to more routine requests and to apply their discretion consistently. 
 
The policy applies to all staff employed at School. It is recognised that teachers and 
term-time only staff are restricted in their ability to be able to take annual leave 
entitlement to meet their caring responsibilities. 
 
In taking decisions on granting leave of absence, management needs to take into 
account: 
 

• The effective running of the School 

• The particular merits of the employee’s situation 

• Equitable treatment of all staff in School 
 
Parental Leave 
 
Parental leave is a statuary entitlement intended to help both mothers and fathers to 
spend more time with their children when they are young and to relieve some of the 
stresses of working and caring. 
 
Eligibility applies to staff who have continuous service of at least a year and are the 
parent of a child who is less than 5 years old (or 18 if the child is disabled); or have 
adopted a child less than 5 years ago; or have acquired formal responsibility for a child 
who is less than 5. 
 
Both parents are entitled to take up to 13 weeks unpaid leave for each child but a 
maximum of 4 weeks can be taken in any one year. Leave must be taken in weekly 
blocks and a minimum of 21 days notice must be given (except where the leave is to 
be taken immediately after the birth or adoption. Parental leave is unpaid. 
 
 
Paternity Leave  

Employees can choose to take either 1 week or 2 consecutive weeks’ leave. The 
amount of time is the same even if they have more than one child (for example twins). 

Leave cannot start before the birth. The start date must be one of the following: 

• the actual date of birth 

• an agreed number of days after the birth 

• an agreed number of days after the expected week of childbirth 
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Leave must finish within 56 days of the birth (or due date if the baby is early). The 
start and end dates are different if the employee is adopting. 
 
Statutory Paternity Pay for eligible employees is either £151.20 a week or 90% of their 
average weekly earnings (whichever is lower). Tax and National Insurance need to be 
deducted. 
 
Maternity Leave 
 
Statutory Maternity Leave is 52 weeks. It’s made up of: 

• Ordinary Maternity Leave - first 26 weeks 

• Additional Maternity Leave - last 26 weeks 

You do not have to take 52 weeks but you must take 2 weeks’ leave after your baby 
is born (or 4 weeks if you work in a factory). 

Statutory Maternity Pay (SMP) is paid for up to 39 weeks. You get: 

• 90% of your average weekly earnings (before tax) for the first 6 weeks 

• £151.20 or 90% of your average weekly earnings (whichever is lower) for the next 
33 weeks 

SMP is paid in the same way as your wages (for example monthly or weekly). Tax and 
National Insurance will be deducted. 

 
Adoption Leave 
 
Separate information is available on this, on request. 
 
Time off for emergencies 
 
All employees have a statutory right to take reasonable time off in the case of 
emergencies relating to a dependant, for example; 

• To help when a dependant is ill or has been injured or assaulted 

• To cope when arrangements for caring for a dependant unexpectedly break 
down 

• When a dependant is having a baby 

• To deal with an unexpected incident involving your child during school hours. 
 
The right is intended to cover genuine emergencies. There is no fixed rule as to how 
much time off is allowed, since circumstances will vary; however, only reasonable time 
off can be taken, and it is expected that 1 or 2 days should be long enough to deal with 
most problems or sort out longer- term arrangements. 
 
The statutory right to time off for emergencies does not include the right to be paid. 
However, the Governing Body of the School have agreed that staff can be paid for 
such absence for a maximum of 3 days in any academic year. 
 

https://www.gov.uk/paternity-leave-pay-employees/adoption
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Compassionate leave for serious illness/ death of a close relative would be considered 
separately from this. 
 
 
Applications for time off for dependants 
 
Requests for time off should be made to the Headteacher, who will use their discretion 
for each and every case. 
 
 
*Please refer to the Local Authority Document no.8.1; ‘The Managing Sickness 
Absence-Management Guidelines’ and Document no.8; ‘Procedure factsheet’ for 
clarification and further details. 
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Discretionary Leave 
SLT - For reference 

purpose   

 Reason 

Maximum Number of 
days per year 

Paid/Unpaid 

Serious illness of close relative 
Death of close relative 
Death of other relative 
Illness followed by death of close relative 
Funeral (other than above) 
Wedding of close relative  
Routine Health Screening 
 (e.g. for cervical cancer) 
Elective hospital, dental or ophthalmic 
 opticians appointments 
House Move (on day of completion) 
Examinations 
Job interviews 
Attendance at new school before starting 
new job 
Attendance at degree ceremony 
Memorial service for parent or close 
relative 
Participation in national, international, 
County level in Sport, Drama, Music 
Childcare 
Family/Domestic crisis 
Auxiliary Services, Territorial Army. 
 

3 days 
5 days 
1 day 
7 days 
1 day 
1 day (per event) 
1 day depending on 
individual circumstances 
3 days 
 
1 day 
2 days 
6 days 
1 day 
 
1 day 
1 day 
 
3 days 
 
3 days 
7 days 
2 weeks 

paid 
paid 
paid 
paid 
paid 
paid 
paid 
 
paid 
 
paid/unpaid 
paid 
paid/unpaid 
paid/unpaid 
 
paid 
paid/unpaid 
 
paid/unpaid 
 
paid/unpaid 
paid 
paid/unpaid 

 
 Definitions 

In the table above the following definitions apply: 
 
"close relative"  -  in this context, means spouse, partner, child (including foster or 
stepchild), parent, parent-in-law, grandparent, brother/sister, grandchild, any close 
relative living with the employee or any situation where the employee is not related, but 
has a particularly close relationship with the person concerned; 
 
"serious illness"  -  means either a dangerous illness or a less dangerous illness where 
the suddenness of onset makes it essential for the employee to make urgent and special 
arrangements which cannot be made by the patient themselves; 
 
"year"  -  means from 1st September to 31st August; 
 
"normal pay"  -  means that normal pay specified for annual leave purposes under the 
employee's conditions of service.  Where unpaid leave of absence occurs, deductions of 
salary shall be calculated at a daily or part-daily rate based on the day's salary being 
1/365th of a year for each day of the period of absence; 
 
"Headteacher"  -  can include any other person acting on behalf of the Headteacher, or, 
where the request is made by the Headteacher, the Chair of Governors or any other 
Governor delegated to take decisions on such matters. 
 
The advice applies to all staff unless otherwise indicated and applies to part-time staff 
on a pro rata basis.                                               



 

T4 - AF Staff Absence_App Oct 21 
17 

Appendix 3 
 

BIRCHENSALE MIDDLE SCHOOL 
 

ABSENCE REQUEST FORM B1 (Personal Circumstances) 
 

CONFIDENTIAL 
 
Please complete this form and hand to the Headteacher for consideration, giving as much 
notice as possible. 
 
 
 
Full Name: ……………………………………………………………………………………………………… 
 
 
Job Title: ……………………………………………………………………………………………………….. 
 
Please give day/date of required absence and times if only part of the day: 
 
 
……………………………………………………………………………………………………………………... 
 
 
……………………………………………………………………………………………………………….…….. 
 
Please give reasons for the request: (If for personal reasons you prefer not to give details on this 
form, please discuss with the Headteacher, who will advise you on how to complete this section). 
 
 
……………………………………………………………………………………………………………………... 
 
 
……………………………………………………………………………………………………………….…….. 
 
 
……………………………………………………………………………………………………………………... 
 
 
……………………………………………………………………………………………………………….…….. 
 
 
I declare the information I have provided above is complete and accurate to the best of my 
knowledge: 
 
 
Signed: …………………………………………………………….………. Dated: ………………………...…. 
 
 

Paid  Cover Required  
Appointment 

Letter/Card seen 
 

Unpaid  
No Cover 
Required 

 
Headteacher’s 
Authorisation 
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BIRCHENSALE MIDDLE SCHOOL 
 

ABSENCE REQUEST FORM B1 (CPD & Meetings) 
 

CONFIDENTIAL 
 
Please complete this form and hand to the Headteacher for consideration, giving as much 
notice as possible. 
 
 
 
Full Name: ……………………………………………………………………………………………………… 
 
 
Job Title: ……………………………………………………………………………………………………….. 
 
Please give day/date of required absence and times if only part of the day: 
 
 
……………………………………………………………………………………………………………………... 
 
 
……………………………………………………………………………………………………………….…….. 
 
 
Type of Absence 
 

 Meeting   CPD (Cost of CPD _____________) 

 
 
Cover Required 
 

 Lessons   Duties    Clubs 

 
Any other relevant information:  
 
 
……………………………………………………………………………………………………………………... 
 
 
……………………………………………………………………………………………………………….…….. 
 
 
I declare the information I have provided above is complete and accurate to the best of my 
knowledge: 
 
 
Signed: …………………………………………………………….………. Dated: ………………………...…. 
 

Paid  Cover Required  
Appointment 

Letter/Card seen 
 

Unpaid  
No Cover 
Required 

 
Headteacher’s 
Authorisation 

 

 


