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POLICY 
STATEMENT 

 

The Belvedere Preparatory School is committed to developing a healthy, dedicated and effective 

workforce by promoting a good attendance culture and a supportive working environment. 
 

Sickness absence impacts upon the School’s ability to deliver the best possible service to the 
pupils in our school and our wider community. Belvedere Prep must continue to ensure that we 

maximise attendance at work to support and achieve our objectives.   
 

A positive attendance culture is one where attendance at work is regarded as the norm and 

expected of all and by all.  It is a culture where individuals that are absent through illness or injury 

are supported to return to work as soon as possible and where poor attendance is effectively 

managed.  

 

AIMS  
 

The aim of this policy is to ensure that individuals who are unwell receive fair and reasonable 

treatment, with every effort being made to assist their recovery to enable them to return to work 

and maintain good attendance at work. 
 

This policy is intended to provide a consistent framework for managing attendance and to develop 

a culture where good attendance at work is valued and where poor attendance is appropriately 

challenged. 

 

OBJECTIVES 
 

a) To develop a culture of good attendance that promotes the well being of all and supports 

individuals who are absent from work due to sickness or injury. 
 

b) To ensure that all those involved in managing attendance are aware of their roles and 

responsibilities and also that supportive mechanisms are available to assist an individual 

to return to work at the earliest opportunity. 
 

c) To provide guidance and information on managing attendance ensuring that matters are 

dealt with fairly and consistently.  

 

APPLICATION AND SCOPE 
 

All staff must be aware of and are required to comply with all relevant policy and associated 

procedures. 

Attendance management is a key strategic issue and high levels of absence impact upon the 

school’s effectiveness and our ability to meet our objectives.  The application of this policy 
provides a framework to manage these issues. 

 

Attendance management is the responsibility of both the individual and the organisation.  Line 

managers have a key role in reinforcing good attendance and ensuring that the health, safety and 

wellbeing of our workforce are maintained. 

 

OUTCOME EVALUATION  
 

The Headmistress is responsible for overseeing this policy to ensure compliance with school 

standards. 
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The sickness rates and attendance management compliance data will be monitored through the 

Board.  

 

The Board review and monitor the management of those individuals who are absent from work 

due to sickness or injury. 
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PROCEDURE 
1.   INTRODUCTION 

 

1.1   The Belvedere Preparatory School is striving to maximise the attendance of its workforce 

and thereby reduce sickness absence.  Our aim is to achieve this by following the 

attendance management procedures. 
 

1.2   Sickness absence is any absence from work where the individual is unfit to work as a 

consequence of ill health or injury.  Unauthorised absence from work and cases of 

punctuality will be dealt with under the Disciplinary Policy and Procedure for Staff and not 

the attendance management procedures.  
 

1.3   There are occasions when individuals need time off to deal with unexpected events or 

crisis at home – sickness absence must not be used in these circumstances but 

consideration will be given to the Special Leave procedure where appropriate. 

 
 

2.   CONFIDENTIALITY 
 

2.1 Information about an individual’s absence from work due to sickness or injury is 
confidential and must be treated with sensitivity. 

 

2.2  Records in relation to managing an absence will be restricted to roles that have a 

responsibility for the management or recording of sickness absence. 

 

  

3.   SICKNESS ABSENCE - TRIGGER POINTS AND CATEGORIES 

 

3.1  TRIGGER POINTS 
 

3.1.1 Individuals will at times be unable to attend work due to illness or injury. As a result some 

individuals will meet the attendance trigger points and will require management 

interventions and support to assist them to improve and maintain their attendance. 
 

3.1.2  Trigger points help to highlight those individuals where there is concern about their 

attendance.  They facilitate supportive action at the earliest opportunity to help resolve 

issues and encourage good attendance.  

 

3.1.3  The school standard trigger points for management action in respect of unacceptable 

levels of sickness absence are: 
 

a) Absent on 3 or more occasions in the last 12 months; 

  

OR 
 

b) Absent for more than an average of 6 days per year over the last 3 years; 
 

 

3.1.4 The above trigger points will be applied on a pro rata basis for individuals in their first 3 

years of service. For example a member of staff with one and a half year’s service and 18 

days sickness absence would have exceeded the trigger point as if this level of absence 

occurred over a 3 year period this would equate to an average of 12 days absence per 

year (Trigger point average of 8 days over 3 years). 
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3.2  Sickness Categories 

 

3.2.1 Short term sickness absence: up to and including 7 consecutive calendar days.  These 

absences are usually self-certified. 
  

 Medium term sickness absence: between 8 and 27 calendar days inclusive.  These 

absences are medically certified. 
  

 Long-term sickness absence: any consecutive period of sickness absence lasting 28 

calendar days or more will be deemed as long-term absence. These absences are 

medically certified.  

 

4.   REPORTING AND RECORDING OF SICKNESS ABSENCE 
 

4.1   Individuals must report their absence, by telephone, to the Headmistress, as soon as 

possible on the first day of absence (before 7.30am), and no later than 30 minutes prior 

to the commencement of their shift or normal start time.  Only in exceptional 

circumstances, such as hospitalisation, will it be acceptable for an authorised third party 

to report sickness absence on behalf of an individual. 

 

4.2   Reporting sickness absence by text message or email is not an appropriate form of 

communication. 

 

4.3 The Headmistress will record this information appropriately. 

 

4.4   If the Headmistress is not available to take the initial call from the individual reporting sick 

then the line manager will, as soon as possible and preferably on the same day, telephone 

and speak to the individual. 

 

4.5   As a minimum when reporting sick, the individual should provide the call handler with an 

indication of the nature of their illness, whether it is disability/pregnancy related or an 

injury on duty and give an estimate of the duration of the absence or likely return to work 

date.  This will ensure an accurate record of the absence and avoid any confusion of the 

details. 

 

4.6   Where an absence continues beyond 7 calendar days, the individual must produce a ‘fit 
note’ to their line manager on the 8th day of absence. Line managers must ensure the 

recording of the fit note details onto the Origin system, having had sight of the ‘fit note’.  
Repeated delays or failures to provide consecutive fit notes will lead to consideration of 

formal procedures and/or the individual being taken off pay due to uncertified sick leave. 

 

5.   CONTACT DURING SICKNESS ABSENCE 
 

5.1   Early contact and intervention by line managers, followed by continued contact has been 

shown to have a positive effect on individuals resulting in them returning to work as soon 

as possible.   
 

5.2   The key reason for regular contact by line managers is to check on the individual’s well-

being.  It is also the opportunity to discuss any supportive interventions that may assist a 

return to work and can help address any concerns the individual may have about his/her 

absence from work, including reducing any sense of isolation often felt by individuals who 

are absent for an extended period of time. 
 

5.3   Initially where the expected duration of the sickness absence is unknown, the individual 

must regularly contact the line manager to inform and update them of their progress.   



ATTENDANCE MANAGEMENT               

___________________________________________________________________________________ 

 

__________________________________________________________________________________ 

 

 

 

5.4   For stress/anxiety related absences, line managers are required to have face to face 

contact with the individual within 5 calendar days of the absence and every 14-calendar 

days thereafter.  For all other absences, line managers are required to contact the 

individual within 14 calendar days of the absence and every 14-calendar days thereafter. 

These are the minimum requirements that line managers must adhere too in maintaining 

contact with an individual absent from work due to sickness and it is expected that more 

regular contact will be the norm for the majority of cases. 
 

5.7   All contact with the individual must be recorded and retained. 

 

6.   RETURN TO WORK 
 

6.1   An Individual must notify his/her line manager in advance of his/her intended date of 

return to work including weekends, public holidays, annual leave, rest days and non-

working days.  This is particularly important to enable line managers time to arrange any 

reasonable adjustments/supportive measures that may be required.  
 

6.2  As soon as possible on the first day of the return to work, the line manager must update 

the individual’s Origin record to reflect that the individual has resumed from sickness 
absence. 

 

6.3  RETURN TO WORK INTERVIEW (RTWI) 
 

6.3.1 The RTWI is an essential step in ensuring communication between the individual and the 

organisation.  It supports the rehabilitation of the individual back to work and is an 

opportunity to identify any underlying issues that may be affecting the individual.   
 

6.3.2 The RTWI is mandatory for all occurrences of sickness absence and must be conducted by 

the line manager together with the individual, immediately on the day of the return to 

work or within 5 working days if this is not possible. 
 

6.3.3 The formality and structure of the RTWI will be dependent on individual circumstances.  

The overriding approach must be supportive however line managers must balance this 

with appropriately challenging poor attendance.  In all circumstances the RTWI must 

reflect confidentiality and sensitivity and be conducted in private. 

 

6.3.4 Where the individual has met the attendance triggers an Attendance Support Plan (ASP) 

is mandatory and must be discussed with the individual at the RTWI.  The line manager 

must inform, explain and develop with the individual an ASP at the RTWI. 
 

6.3.5 The line manager must complete a record of the RTWI on the individual’s Origin record. 
 

7.   INFORMAL MANAGEMENT ACTION/ATTENDANCE SUPPORT PLAN (ASP) 
 

7.1   Attendance Support Plans are a supportive measure to support and assist individuals to 

improve and maintain good attendance at work.  
 

7.2   The line manager must prepare an ASP for an individual who has met the school’s 
attendance triggers including pregnancy related and disability related sickness absences.  

An ASP is the appropriate method of recording support for all individuals that require it 

whether or not they hit the attendance triggers, however it is not mandatory in these 

circumstances. 
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7.3   The ASP is an agreement between the individual and the line manager that captures 

supportive measures, recuperative duties and actions to assist in improving and 

maintaining the individual’s attendance at work. It also informs the individual of the 

potential consequences of continued or persistent sickness absence. 
 

7.4   The ASP must be discussed by the line manager with the individual, at the RTWI and 

recorded as appropriate. Where the individual has met the attendance triggers the ASP is 

mandatory and must be discussed and developed as part of the RTWI.  

 

7.5   A copy of the ASP will be given to the individual. Wherever possible the content of the 

ASP will be agreed with the individual and in addition to the electronic copy, the line 

manager will provide a paper copy to the individual for his/her signature.  The ASP must 

be provided to the individual within 3 working days of the RTWI.  However, if the 

individual is reluctant or unwilling to sign/confirm agreement to the ASP, it will still be 

considered valid for the period stated. 
 

7.6   The minimum validity period of an ASP will be 3 months and the maximum period 12 

months.  The line manager will determine the most appropriate timescale, having regard 

to all of the circumstances, facts and the needs of the individual.   

 

7.7  RETURN TO WORK ATTENDANCE SUPPORT PLAN (RTW ASP) 
 

7.7.1 A RTW ASP must be provided to an individual on medium or long-term sickness absence.  

It must be designed to capture supportive measures, recuperative duties and actions that 

will assist the individual to return to work within a reasonable and specified timescale.  It 

must be made clear within the RTW ASP of the potential consequences of failing to return 

to work within the timescale. 

 

8.  FORMAL ACTION 
 

8.1 Where informal management action does not bring about an improvement in an 

individual’s attendance at work, the Headmistress, after carefully considering all the 

circumstances and liaising with HR consultants, will consider progressing to formal 

management action. 

 

9.   KEY ROLES IN MANAGING ATTENDANCE 
 

9.1   The identification of key roles with clear responsibilities will support the School to achieve 

the aims and objectives of this policy. 
 

9.2   The following four roles are essential to delivering effective attendance management:   

 

 Individual 

 Headmistress 

 HR Advisors 

 Business Manager 

 School Board 
 

9.3  All members of the School must ensure they are aware of and comply with their 

responsibilities as described. Failure to do so may lead to consideration of formal 

procedures. 
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10.  OTHER FACTORS TO CONSIDER 
 

 Part Watch Sickness 

 Sickness Absence and Annual Leave 

 Away from home during sickness absence 

 Sickness while suspended 

 Business interest/other employment while off sick 

 Fit Notes (statement of fitness for work) 

 Medical and Dental appointments; 

 In Vitro Fertilisation (IVF) or other fertility treatment; 

 Elective surgery/non-essential medical procedures; 

 Additional support measures i.e. counselling, support networks. 
 

11.  DISABILITY RELATED SICKNESS ABSENCE 
 

11.1 The Equality Act 2010 defines disability as a ‘physical or mental impairment that has a 
substantial and long term adverse effect on a person’s ability to carry out normal day to 
day activities’. 

 

11.2  The effect of the impairment is long term if: 
 

(a) It has lasted at least 12 months; 
 

(b) It is likely to last for a total period of 12 months; 
 

(c) It is likely to last for the rest of the person’s life. 
 

11.3  When reporting sick with a disability related absence, the individual must inform  

their line manager to ensure that the absence is recorded as such on their sickness 

record.  However, the absence must be directly related to the disability and managers 

may need to ask the individual questions to confirm this. 

 

11.4 The School has a duty to make reasonable adjustments to assist individuals to attend 

work and maintain their attendance.  Reasonable adjustments can include: 
 

 Adjusting premises 

 Re-allocating duties 

 Altering working hours 

 Providing additional training 

 Acquiring or making changes to equipment 

 Modifying procedures for testing or assessments 

 Phased return to work following a lengthy absence 

 Allowing leave for treatment/rehabilitation/assessment (Disability Policy) 
 

The above is not an exhaustive list and adjustments/measures may be required either in 

isolation or together dependent upon the individual needs and circumstances. 
 

11.5 When reviewing an individual’s sickness record with regard to formal action, the manager 
must consider discounting disability related sickness absence when determining if formal 

action is appropriate. However, it may not be reasonable in every case to discount all 

disability related absences and managers should seek advice from HR Employee Relations 

in such circumstances. 
 

11.6  Ensuring the recording of disability related sickness absence on an individual’s record will 
assist the Headmistress to consider what is and what is not reasonable to discount. 
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12.  PREGNANCY RELATED SICKNESS ABSENCE 
 

12.1 Legislation provides protection to women during the maternity period.  The protected 

period is from the notification of pregnancy to the end of the maternity leave. 
 

12.2  Pregnancy-related sickness will be recorded as such on an individual’s sickness record and 
will be discounted for certain purposes including formal procedures for unsatisfactory 

attendance (UPP/Capability).  However, the absence must be directly related to the 

pregnancy.  
 

12.3  Sickness absence that occurs immediately after a miscarriage must be recorded as 

pregnancy related. In cases where the absence continues long term due consideration 

must be given, based on individual circumstances and that of medical opinion, as to 

whether the absence remains pregnancy related.  Advice and guidance should be sought 

from the HR. 
 

12.4  If a woman is absent due to a pregnancy related sickness after the 4th week prior to the 

Expected Week of Confinement (EWC) then her maternity leave will automatically 

commence at this point and sick pay will cease.  

 

12.5  The protected period will cease at the end of the maternity leave.  All sickness absence 

after the date of the individual’s intended date of return to work is not regarded as 
protected and will not be discounted for any purposes. This includes sickness absence 

relating to post natal depression. 
 

12.6  A women absent as a result of pregnancy related illness who reaches the School’s 
attendance triggers must be provided with reasonable support and adjustments, 

documented on an ASP.  This is specific to the sickness absence and in addition to the  

New and Expectant Mother’s risk assessment that must be completed and regularly 
reviewed for all pregnant officers and staff.   

 

13.  RECUPERATIVE DUTIES 
 

13.1  A phased return to work on recuperative duties/arrangements can aid an early return to 

work and will be discussed with the individual at the earliest most appropriate 

opportunity.  
 

13.2  The use of recuperative duties is subject to management discretion, operational 

resilience and the merits of the individual case. They will only be considered if there is an 

expectation that the individual will return to the full duties of his/her role within a 

specified timescale and they are supported by a recommendation on a Fit Note and/or by 

OHU. 
 

13.3  Recuperative duties can involve any or all of the following; adjusted duties, adjusted work 

patterns, reduced working hours and must be documented and reviewed as part of an 

ASP.   

 

13.4  Reduced working hours is not an automatic entitlement as part of recuperative 

arrangements and will only be considered if recommended on a ‘Fit Note’ and/or by OHU. 
 

13.5  The total duration of the recuperative period will be no more than 6 weeks.   
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14.  OHU 
 

14.1  In circumstances where there is a dispute or difference of medical opinion, between the 

School and the G.P regarding an individual’s fitness for duty/work, the School will appoint 

an OHU practitioner to provide an independent medical opinion.   
 

14.4  Where the OHU deems that the staff member is fit for work, then he/she shall no longer 

be entitled to be absent from work. 
 

14.5  The whole process must be completed within 28 days of the difference of opinion coming 

to the attention of the School, including the receipt of the report from the OHU.  These 

timescales cannot be extended. 

 

15.  Ill-health Retirement Procedures 
 

15.1  Staff who are determined by a suitably qualified medical practitioner to be permanently 

incapable of discharging efficiently the duties of his/her current employment may be 

retired on the grounds of ill-health in accordance the School’s Pension Scheme 

Regulations.   

 

16.  PAY ENTITLEMENTS DURING SICKNESS ABSENCE 

 

16.1 See contract of employment 

 

 


