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1. Purpose of the Policy 

 

1.1. The aim of this policy is to encourage employees to attend work in line with 
their contractual obligations and to assist head teachers and managers to 
reduce levels of absence among staff in a fair and consistent way. The policy 
aims to balance two considerations; the need for high quality education 
services for pupils, and the interests and rights of individual employees. 

1.2. This procedure is applicable to all employees of The Circle Trust, it applies to 
all employees both teaching and support staff. 

2. Introduction 

2.1. The Circle Trust will treat each case on an individual basis. Individual 
employees have a duty to attend work in line with their contract, and 
consequently must take all reasonable steps to protect their own welfare, and 
to assist in the promotion of a healthy workplace.  

2.2. The impact of absence is significant, e.g. the impact on the education of pupils 
and the cost of absence to the academy. For these reasons maximising 
attendance for all employees is very important if the academy wishes to 
provide high quality services.  

2.3. Headteachers may delegate responsibility for managing and supporting 
attendance to other managers within the school.   Responsibility for the 
management of attendance of Headteachers rests with the Executive 
Headteacher the Executive Headteacher must rest with the Trustees. 

2.4. Each case will be dealt with sensitively and with due fairness, and with regard 
to the interests of both the individual and the academy.  

2.5. Every effort will be made to operate within the prescribed time limits; 
although time limits may be altered by mutual consent.  One short 
postponement, normally up to 5 working days, will be allowed. 

 

3. The Aims and Objectives of the Staff Absence Management Policy    

3.1. To ensure that staff absence is kept to a minimum through effective and 
proactive staff absence management 

3.2. To ensure that all employees are treated fairly and consistently in line with 
good employment practice 
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3.3. To assist the employee’s return to work, where appropriate, through a 
rehabilitation programme agreed with the Occupational Health Adviser. 

 

4. The Management of the Staff Absence Management Policy    

4.1. The Trustees have a fundamental role to: 

4.1.1. Review this policy to approve changes  

4.1.2. Manage the attendance of the Executive Headteacher 

4.1.3. Be satisfied that any Absence Management procedure is followed as set 
out in this policy and understood by Headteachers/school leaders and 
employees 

4.2. The Executive Headteacher will: 

4.2.1. Implement this policy   

4.2.2. Promote and ensure that all Headteachers/school leaders understand and 
follow the Staff Absence Management procedures as set out in this policy  

4.2.3. Manage the attendance of Headteachers 

4.2.4. Seek and follow advice from The Circle Trust HR providers at all stages of any 
formal Absence Management process 

4.3. The Local Advisors have a fundamental role to: 

4.3.1. Be satisfied that any Absence Management procedure is followed as set 
out in this policy and understood by the Headteacher/school leaders and 
employees 

4.3.2. To form an Absence Management Hearing Committee and Appeals if 
required (made up of three Local Advisors, one of whom will be appointed 
as Chair) 

4.4. A Headteacher with the oversight of Local Advisors will: 

4.4.1. Follow this policy when dealing with matters relating to Staff Absence 
Management  

4.4.2. Promote and ensure that all school leaders and employees understand 
and follow the Staff Absence Management procedures as set out in this 
policy  

4.4.3. Seek and follow advice from The Circle Trust HR providers at all stages 
of any Staff Absence Management process.   
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4.4.4. Advise and promote to staff the time by which they must report 
absences as set out in 5.2 of this policy  

4.4.5. Monitor levels of staff sickness 

5. Notifying Absence 

5.1. Employees who are absent from work are required to follow the reporting 
procedure set out below:   

5.2. [School should insert local reporting arrangements].  

5.3. The employee should outline the reason for the absence and give an estimate 
of the duration of their illness.   

5.4. If the employee is the Headteacher he/she should notify the Deputy 
Headteacher and The Executive Headteacher to assume responsibility for the 
discharge of duties during their absence. 

5.5. If an employee is absent from work due to sickness for a period of between 1 
and 7 consecutive days he/she must complete a self-certificate and return it to 
the Headteacher for signature. 

6. Fit Note 

6.1. If the employee is absent for more than seven calendar days (including non-
working days), they must obtain a medical certificate from their doctor (“fit 
note”) and forward to the Headteacher.   

6.2. The employee should retain the original of the “fit note”.  Failure to submit a 
medical certificate (or failure to notify sickness absence) may result in sickness 
payments being stopped or suspended.  It is important for the employee to 
keep the Headteacher up to date on the likely return to work date.  Repeated 
failures to notify absence correctly or failure to produce sickness certificates 
may lead to disciplinary action.   

6.3. The medical certificate (fit note) may indicate the employee would be able to 
return to some sort of work with certain restrictions.  If the Headteacher is 
unsure about whether they can comply with the recommendation then 
Occupational Health can provide additional advice.  If the recommendations 
cannot be accommodated the employee is treated as unfit to return to work. 

6.4. On expiry of the first medical certificate (fit note), if the employee does not 
return to work, further certificates are required to cover the period of 
absence.  As in the paragraph above, a self-certification form must be 
completed on the employee’s return.   



 

  

 

The Circle Trust Document: Staff Absence Management Policy.   This policy is an adapt and adopt policy to be 

amended by each school within the Trust and then adopted by the LAB.   Page 5 

 

 

 

6.5. If an employee wants to return before the “Fit note” expires the manager 
must interview the employee and be satisfied that they are fit to return to 
work.  A full and thorough Return to Work interview must be undertaken and 
if necessary a Health and Safety Risk Assessment. The Headteacher must get 
the employee to sign the notes of the interview before they can return.  

7. Accidents at Work 

7.1. All injuries, accidents, illnesses or diseases arising from work activity must be 
reported, regardless of the severity, to the Headteacher as soon as possible 
after the incident.  The school must then follow the Health and Safety 
procedures to report the incident.  Please refer to The Circle Trust’s Health and 
Safety policy. 

8. Recording and reporting absences  

8.1. All absences must be recorded by the school. 

9. Return to work interview 

9.1. The supportive Return to Work Interview should take place for every occasion 
of absence. The purpose of the interview is:  

9.1.1. To welcome the employee back, check they are well enough to resume 
duties, focus on their value to the academy and update them on any 
changes 

9.1.2. To show the employee that the absence has been noted. 

9.1.3. To complete the self-certification form. 

9.1.4. To give the Headteacher opportunities to enquire what was wrong and 
possibly explore any problems (e.g. domestic, work) which may have 
contributed to the absence.  To establish if anything can be done to 
prevent recurrence. 

9.1.5. To discuss the impact of the absence on children/school/ colleagues. 

9.1.6. To discuss any measures to support the employee on their return to 
work. 

9.1.7. A copy of the fit note should be taken by the manager and the original 
returned to the employee 

9.1.8. A written record should be made of return to work interviews.   See 
Sample Return to Work Interview Form, section 25.3 

 

https://thecircletrust.sharepoint.com/:w:/g/EUWOzN3_mkRLuaxYZsmDXCcBXoez0jcCoyPhAeaCTOVgNg?e=MQmYX2
https://thecircletrust.sharepoint.com/:w:/g/EUWOzN3_mkRLuaxYZsmDXCcBXoez0jcCoyPhAeaCTOVgNg?e=MQmYX2
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10. Managing absence  

10.1. Informal Action   

It is not necessary for formal action to be taken in relation to sickness 
absence until the Headteacher is satisfied that all necessary informal 
measures have been explored.   Part of the accepted responsibilities of 
good management is to ensure that supervisory processes which fall short 
of formal action are observed before entering into formal review 
meetings.   This can be done through the return to work interviews or 
during other informal meetings.   It is recommended that file notes are 
made of informal actions. 

10.2. Managing Short Term Absence     

Short term absence will usually be defined as follows, and should trigger 
review meetings: 

10.2.1. Three occasions of absence due to mainly minor illness in any four 
month period or term 

10.2.2. Total absence exceeding 5 working days in a four month period or term 

10.2.3. Patterns emerging (e.g. regular Mondays/Fridays or sickness after a 
holiday)   

10.2.4. Combination of odd days, longer periods and patterns of absence 
emerging which cause concern. 

10.2.5. These are guidelines only; for example, the particular circumstances 
surrounding the absence pattern may cause concern before a threshold 
number of days is met, in which case the Headteacher should still hold a 
review meeting. 

10.2.6. Once the level of absence has been identified as a problem and informal 
action has been taken, the Headteacher should consider taking formal 
action. 

10.2.7. The Headteacher should decide whether he/she or another manager 
should conduct the meetings at each stage. It is advisable where possible 
for a manager to deal with the first stages of the process to enable the 
Headteacher to deal with the later stages. 
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11. First Sickness Absence Review Meeting 

11.1. If an employee’s sickness absence levels have not improved despite 
being addressed informally, and the employee has reached the trigger points, 
the Headteacher will invite the employee to a First Sickness Absence Review 
meeting. 

11.2. The Headteacher will agree a date with the employee and will confirm 
the invitation in writing giving the employee at least 5 working days’ notice.  
The employee may be accompanied by a trade union representative or work 
colleague.  See Sample Letter, section 25.4 

11.3. The Headteacher should prepare for the meeting by ensuring that they 
have clearly identified the employee’s sickness absence levels and the support 
that has been provided. 

11.4. In the first sickness absence review meeting the Headteacher will: 

11.4.1. Explain the concern about the absence level and reasons for that 
concern, such as the operational difficulties caused 

11.4.2. Listen to the reasons for absence and respond appropriately 

11.4.3. Consider whether to refer the case to Occupational Health, if not 
already done 

11.4.4. State that sustained improvement in attendance is required  

11.4.5. Identify any support required 

11.4.6. Adjourn the meeting to consider whether to issue a warning or, if 
attendance has improved, to finish the procedure 

11.4.7. Where a first written warning is given, confirm it will remain on file for a 
period of one calendar year  

11.4.8. State that sustained improvement in attendance is expected and set an 
appropriate monitoring period, targets for improvement and agree a date 
and time for the next meeting 

11.4.9. Confirm the support available 

11.4.10. Explain that continued failure to improve attendance to the 
specified level may lead to a final sickness absence review meeting which 
could lead to his/her employment being put at risk 

11.4.11. Confirm the outcome of the meeting in writing.   See Sample 
Letter, section 25.5 
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11.4.12. The employee will have a right of appeal against any formal 
warning issued. Any appeal should be made in writing to the Headteacher 
within 5 working days of the receipt of the decision. See Sample Letter, 
section 25.6 

11.5. A full record of the meeting should be made  

11.6. If the employee reaches an acceptable level of improvement during the 
monitoring period, monitoring should revert back to informal arrangements. 
The employee should be told that no further formal action will take place as 
long as the improvement is maintained, but that failure to maintain a 
satisfactory level of attendance will result in a further review meeting or 
further action.   

11.7. If the employee has made insufficient or no improvement by the end of 
the monitoring period set at the first sickness absence review meeting or they 
have breached any targets before the end of the monitoring period the 
Headteacher will ask the employee to attend a final sickness absence review 
meeting, at which the employee will have the right to be accompanied by a 
trade union representative or work colleague. 

 

12. Final Sickness Absence Review Meeting 

12.1. The Headteacher will agree a date with the employee and confirm the 
invitation to the final sickness absence review meeting in writing giving the 
employee at least 5 working days’ notice. See Sample Letter, section 25.6 

12.2. In the final sickness absence review meeting the Headteacher will: 

12.2.1. Explain the concern about the continued absence level and reasons for 
that concern, such as the operational difficulties caused 

12.2.2. Listen to reasons and respond appropriately 

12.2.3. State that sustained improvement in attendance is expected  

12.2.4. Identify any support required 

12.2.5. Adjourn the meeting to consider whether to issue a final written 
warning or, if attendance has improved, to finish the procedure 

12.2.6. Where a final written warning is given, confirm it will remain on file for 
a period of one calendar year  

12.2.7. State that sustained improvement in attendance is expected and set an 
appropriate monitoring period, targets for improvement and agree a date 
and time for the next meeting 
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12.2.8. Confirm the support available 

12.2.9. Explain that continued failure to improve attendance to the specified 
level may lead to an ill-health capability hearing which could result in 
dismissal  

12.2.10. Confirm the outcome of the meeting in writing. See Sample 
Letter, section 25.8 

12.2.11. The employee will have a right of appeal against any formal 
warning issued. Any appeal should be made in writing to the Headteacher 
within 5 working days of the receipt of the decision.  

12.3. A full record of the meeting should be made 

12.4. If the employee reaches an acceptable level of improvement during the 
monitoring period, monitoring should revert back to informal arrangements. 
The employee should be told that no further formal action will take place as 
long as the improvement is maintained, but that failure to maintain a 
satisfactory level of attendance will result in a further review meeting or 
further action.   

12.5. If the employee has made insufficient or no improvement by the end of 
the monitoring period set at the final sickness absence review meeting or they 
have breached any targets before the end of the monitoring period the 
Headteacher will normally arrange an Ill-health Capability Hearing which may 
lead to dismissal.  

13. Dealing with Long Term Absence 

13.1. Long term absence cases are those where an employee has been absent 
continuously for a period of twenty working days or is likely to be absent for 
this period.   

13.2. If an employee is absent from work long term, the Headteacher should 
keep in regular contact with the employee.  Records should be kept of 
employee contact in long term absence cases. 

13.3. Where the employee’s recovery period is uncertain or the absence is 
likely to go significantly beyond twenty working days, the case should be 
referred to the Occupational Health Service for a medical opinion of the case.  
This will include requesting information regarding the present health of the 
employee and the likely date of return to work.  Once Occupational Health’s 
report has been obtained, the Headteacher, in consultation with HR, will 
consider whether and when the employee is likely to return to work and the 
operational impact of continuing absence.   Further appointments with the 
Occupational Health Service may be necessary. 
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13.4. It is the responsibility of the Headteacher to inform the individual that a 
referral to Occupational Health is being made and to confirm when the 
appointment will take place. 

14. Long Term Sickness Absence Review Meeting 

14.1. At an appropriate time (or when the absence has been monitored and 
lasted for one term), the Headteacher will arrange a meeting with the 
employee formally to discuss the options available, having taken advice from 
the Occupational Health Service and HR.  

14.2. The Headteacher will agree a date with the employee and will confirm 
the invitation in writing giving the employee at least 5 working days’ notice. 
The employee may be accompanied by a trade union representative or work 
colleague.   See Sample Letter 25.8. 

14.3. During the meeting the following discussions will take place: 

14.3.1. When the employee considers they will be fit to return to work/any 
support needed; 

14.3.2. Any Occupational Health advice received; 

14.3.3. If the employee is unfit to perform his/her current duties but is capable 
of carrying out other work, suitable alternative work will be considered. 
However the school will be under no obligation to create a job for the 
employee 

14.3.4. Possible outcomes of the meeting are as follows: 

14.3.5. No further action (where the employee will be fit to work within a 
determined period) 

14.3.6. Offering assistance or suitable alternative employment if the employee 
is temporarily unfit to carry out their normal duties but is capable of 
carrying out other work.  Such changes may be on either a temporary or 
an indefinite basis as appropriate.  If a disability has been identified then 
reasonable adaptations to the work will be considered, and these may 
include redeployment to more appropriate work.  The principles of the 
Academy’s Redeployment Policy will apply where there is a transfer to an 
alternative job on an established basis. 

14.3.7. Consider retirement on grounds of ill health in accordance with the 
appropriate pension scheme.  
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14.4. Where the employee is unfit for work and the above options are not 
applicable, and the job can no longer be held open, this may ultimately result 
in the dismissal of the employee. The academy cannot support indefinite 
sickness absence as the needs of the school must be considered.  The Ill-health 
Capability and Dismissal Procedure outlined at paragraph 7.4 should be 
followed. Special arrangements should be considered according to the 
individual circumstances of the case. After the meeting a letter will be sent to 
the employee confirming all the details of the meeting. See Sample Letter, 
section 25.9 

15. Ill-Health Capability & Dismissal Hearing 

15.1. The purpose of the ill health capability hearing is to consider an 
employee’s sickness absence and make a decision regarding their employment 
situation.  When the appropriate steps outlined in the Managing Sickness 
Absence policy relating to short term absence and long term absence have 
been exhausted the Headteacher / manager may have to consider proposing 
the dismissal of the employee on the basis that their absence/s can no longer 
be sustained.  

15.2. The Headteacher must be satisfied the formal processes have been 
followed and, where appropriate, have considered any possible adaptations to 
the employees’ work and have sought alternative work without success before 
this stage of the procedure begins. 

15.3. The Headteacher will arrange a suitable date for the hearing to take 
place and confirm the invitation in writing giving the employee at least 5 
working days’ notice. 

15.4. The employee may be accompanied by a trade union representative or 
work colleague. See Sample Letter 25.10. 

15.5. Any documents to be considered at the meeting should be provided to 
the employee with the invite letter. If the employee has any documents to 
submit, these should be made available at least 2 working days prior to the 
hearing, including the names of any witnesses to be called. 

16. Conducting an Ill-health Capability Hearing 

16.1. The Headteacher will normally conduct the ill-health capability hearing.   
Alternatively a panel of 3 Trustees will conduct the hearing if the Headteacher 
is subject of the concern or the Headteacher has been heavily involved in 
previous sickness absence meetings. 

16.2. Procedure for the Ill-health Capability & Dismissal Hearing 
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16.2.1. The Headteacher or Trustees’ panel introduces those present and 
describes their status, reminds those present of the purpose of the 
hearing; that adjournment is possible; that a written record of the 
meeting will be made; and that the proceedings of the hearing are 
confidential 

16.2.2. The case for the school is presented by the appropriate manager 
(presenting manager).  

16.2.3. The employee or representative may ask questions of the presenting 
manager at the end of the presentation.  

16.2.4. The Headteacher or panel members may also question the presenting 
officer at the end of the presentation 

16.2.5. The case for the employee is presented.  The presenting officer from the 
school, and then the Headteacher or the panel, may question the 
employee at the end of the presentation 

16.2.6. When all the evidence has been heard, the presenting officer sums up, 
gathering together the point of the case, not introducing new evidence. 

16.2.7. The employee or representative sums up 

16.2.8. The options available to the Headteacher or panel when deciding what 
action is to be taken include: 

 Take no further action/allow further time to recover 

 Consider redeployment opportunities within the Academy Trust, if 
available 

 Consider whether ill-health retirement is an option 

 Dismissal on the grounds of ill-health 

16.2.9. The Headteacher’s or panel’s decision is conveyed, wherever possible, 
orally by the Headteacher or chair of the panel in the presence of both 
parties and will be confirmed in writing to the employee within 5 working 
days of the conclusion of the hearing.  

 

17. Ill-Health Capability Hearing Decision 

17.1. If the decision is dismissal, then the employee will be informed and 
advised of the right of appeal. The decision of the Headteacher (or Trustee  
panel), the reasons for it and the appeal arrangements will be confirmed in 
writing to the employee within 5 working days of the conclusion of the 
hearing. HR can provide a sample outcome letter. 
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18. Appeals 

18.1. All employees have the right to appeal against any formal action (i.e. 
warnings or dismissal) taken against them under the Managing Sickness 
Absence Policy. 

18.2. At an appeal any sanction or penalty imposed will be reviewed, but it 
cannot be increased. 

18.3. Any appeal arising as result of a warning, must be made in writing 
within five working days of the receipt of the decision.  If the warning is given 
by a line-manager the appeal will be to the Headteacher, if the warning is 
given by the Headteacher, the appeal is to the Chair of Trustees.  If the 
Headteacher is the subject of the formal action the appeal will be to Trustees 
not previously involved. 

19. Procedure for a Dismissal Appeal Hearing 

19.1. The Company Secretary, or another suitably impartial person, will 
arrange all appeal hearings and inform all parties concerned. 

19.2. Whilst the appeal is not a re-hearing of the original case, new evidence 
is permissible. If either party wishes to introduce new evidence, they should 
give notice to the other party at least 2 working days before the appeal 
hearing. If either side produces new evidence at the appeal hearing, it is open 
to either side to request an adjournment for further investigation. 

19.2.1. The Chair of the Trustees’ appeal panel introduces those present and 
describes their status, reminds those present of the purpose of the 
hearing; that adjournment is possible; that a written record of the 
meeting will be made; and that the proceedings of the hearing are 
confidential 

19.2.2. The case for the school is presented by the decision maker from the 
original hearing (presenting manager). The employee or representative 
may ask questions of the presenting manager at the end of the 
presentation. The panel members may also question the presenting 
manager at the end of the presentation 

19.2.3. The case for the employee is presented. The presenting manager from 
the academy, and then the panel, may question the employee at the end 
of the presentation 

19.2.4. When all the evidence has been heard, the presenting manager sums 
up, gathering together the point of the case, not introducing new 
evidence. 
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19.2.5. The employee or representative sums up 

19.2.6. The panel will need to reach a conclusion on whether to: 

 Allow the appeal 

 Dismiss the appeal 

 Reduce the severity of the sanction received 

19.2.7. The panel’s decision is conveyed, wherever possible, orally by the chair 
of the panel in the presence of both parties and will be confirmed in 
writing to the employee within 5 working days of the conclusion of the 
hearing. HR can provide a sample outcome letter. 

 

20. The Occupational Health Service 

20.1. Advice on sickness absence from Occupational Health is intended to 
help Headteachers reduce sickness absence.  

20.2. The requirements of the Equalities Act in relation to disability will have 
an impact on decisions regarding sickness absence management.  The 
Occupational Health Service can advise and, with the HR Section, provide 
guidance on how the issue should be dealt with  

20.3. Attendance at Occupational Health appointments is required, whether 
the employee is signed off sick or at work.  Refusal to attend without good 
cause may be regarded as a disciplinary matter as it is a refusal to follow a 
reasonable management request. 

20.4. If the employee refuses to co-operate in providing medical evidence or 
undergoing an independent medical examination, the employee will be told in 
writing that decisions will be made on the basis of any information available.   

21. Return to work programme 

21.1. Where appropriate, Occupational Health may recommend a gradual 
return to work programme after a period of long term sickness.  Such a 
programme would not normally last more than 6-8 weeks before normal 
working are resumed, and where possible the employee will receive normal 
pay during such a period.  Should the employee be unable to return to normal 
work at the end of such an arrangement, further consideration should be given 
to the situation: light duties or reduced hours cannot be sustained indefinitely.   
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22. Equalities Act Disabilities 

22.1. The Equalities Act 2010 requires managers to consider whether an 
illness is either caused by a long term disability or has created one.   

22.2. A disability is defined as “a physical or mental impairment that has a 
‘substantial’ and ‘long-term’ negative effect on an individual’s ability to do 
normal daily activities”. 

22.3. In either case, as well as treating the employee fairly they need to 
consider whether there is a need to put in place a “Reasonable Adjustment” to 
the post or working conditions.  The application of the Equality Act in respect 
of redeployment and/or job adjustment for employees is complex and it is 
essential for the school to seek advice from HR on individual cases. 

23. Data Protection Legislation 

23.1. The school processes any personal data collected during the sickness 
absence process in accordance with its data protection policy. Further details 
can be found in the Privacy Notice on the school’s website. Any data collected 
is held securely and accessed by, and disclosed to, individuals only for the 
purpose of completing the sickness absence procedure. 

24. Sickness Pay 

24.1. Employees are entitled to sickness payment as stated in their contract 
of employment.  The payment entitlement is in place to assist employees who 
are absent due to sickness but does not imply a right to take the equivalent 
amount of sick leave. 

25. General Advice and Guidance  

25.1. The management of sickness absence is often sensitive and complex.  
Where any uncertainty exists on how to approach the issue or what action to 
take in any individual case, advice and guidance should be sought from HR and 
The Executive Headteacher. 

25.2. Standard letters should be used in all correspondence:  

  



 

  

 

The Circle Trust Document: Staff Absence Management Policy.   This policy is an adapt and adopt policy to be 

amended by each school within the Trust and then adopted by the LAB.   Page 16 

 

 

 

Sample Return to Work Interview Form (To be marked restricted) 

 

Date of interview:      Employee Name:                                              

 

Did the period of sickness precede or follow school holiday? Yes/No 

 

How was the Headteacher/Manager informed?    

 

No of Days sickness on this occasion:   

 

Reason for sickness/nature of illness:   

  

Is the illness likely to be recurring?   

 

Did employee visit a doctor?    Yes/No 

 

Issues discussed:*   

  

Employee’s Comments:  

  

Headteacher/Manager’s Comments: 

  

Interview carried out by:  

 

Signed (Employee):    Signed (Manager):   

Print Name:  Print Name:  
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Date:   Date:   

The school processes any personal data collected on this form in line with its data 

protection policy. Further details can be found in the school’s workforce privacy notice. 

*Guidance on issues to discuss 

 

Welcome back to work 

Update on work situation 

Discuss the impact of the absence on school/children/colleagues 

Implication of future absence etc.  

Are there any areas of concern with your work that may have contributed to the 

illness?   

Is there anything that the school can do to help?  

Consider OH referral, counselling, training, advice from HR, change to work patterns, 

phased return etc. 
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Sample Letter 1 Invite to first sickness absence review meeting - to be 
marked restricted 

 

Date 

Dear 

 

SHORT TERM ABSENCE:  

FIRST SICKNESS ABSENCE REVIEW MEETING 

 

You will be aware from the various discussions we have had, that I am concerned 

about your overall absence record.   I would like to invite you to attend a first sickness 

absence meeting on………………..at……………………..in………………… 

This meeting is to be held as the first part of the Academy’s Managing Sickness 

Absence Procedure (see section 6.2.1) and will give us the opportunity to formally look 

at your attendance record, discuss any problems you may be experiencing with your 

health and explore options which may help you improve your attendance.   

You are entitled to be accompanied at this meeting by a trade union representative or 

work colleague. 

Please confirm to me that you will be attending this meeting, by (date). 

 

Yours sincerely, 

 

 

 

 

 

cc: HR File 

Encl: Academy’s Absence Management Procedure 
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Sample Letter 2 Outcome first sickness absence review – to be marked 
restricted 

Date 

Dear 

 

SHORT TERM ABSENCE 

FIRST SICKNESS ABSENCE REVIEW MEETING OUTCOME 

Thank you for coming to meet with me on (date) to discuss your overall absence 

record. I have decided to issue you with a first written warning.  This warning will 

remain on your file for a period of one year. 

Please find attached the notes from the meeting detailing the discussions that took 

place.  

At the meeting the following improvement in your attendance record was agreed: 

(Insert expected improvement) 

This improvement will be reviewed (insert how often it will be reviewed) with a final 

review meeting to be held on (date) 

We also discussed what support will be available to you during this period: 

(Insert support) 

I need to make you aware that if the expected improvement is not made this may lead 

to a final sickness absence review meeting which may ultimately lead to your 

employment being put at risk.  

You have a right of appeal against this formal warning, if you wish to appeal please put 

your reasons in writing to me within 5 working days of the receipt of this decision. 

Please do not hesitate to contact me if you have any queries. 

Yours sincerely, 

cc: HR File 

Encl:  Academy’s Absence Management Procedure 
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Sample Letter 3 Invite final sickness absence review meeting – to be marked 

restricted 

 

Date 

Dear 

 

SHORT TERM ABSENCE: FINAL SICKNESS ABSENCE REVIEW MEETING 

In line with the Academy’s Managing Sickness Absence Procedure (see paragraph 6), 

you attended a first sickness absence review meeting on (date) to discuss concerns 

about your absence record.  You were subsequently issued with a first written warning 

and sent a letter stating that your attendance record would be monitored for X 

months.   

This monitoring period has now been completed and unfortunately the expected 

improvement in your attendance has not been reached. . I would therefore like to 

invite you to attend a Final Sickness Absence Review meeting 

on………………..…at………………… in…………….  

At this meeting we will discuss progress made since the first meeting, your current 

position (including your views on your health in relation to your work) and further 

options which can be investigated in order to help you improve your attendance. I do 

need to make you aware one possible outcome of the meeting is that you will be 

issued with a final written warning to improve your attendance. 

You are entitled to be accompanied at this meeting by a trade union representative or 

work colleague. 

Please confirm to me that you will be attending this meeting, by (date). 

Yours sincerely 

 

cc: HR File 

Encl: Academy’s Absence Management Procedure 
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Sample Letter 4 Outcome final sickness absence review – to be marked 
restricted 

 

Date 

Dear 

RE: SHORT TERM ABSENCE 

FINAL SICKNESS ABSENCE REVIEW MEETING OUTCOME 

Thank you for coming to meet with me on (date) to discuss your absence record at a 

final sickness absence review meeting. I have decided to issue you with a final written 

warning.  This warning will remain on your file for a period of one calendar year. 

Please find attached the notes from the meeting detailing the discussions that took 

place.  

At the meeting the following improvement in your attendance record was agreed: 

(Insert expected improvement) 

This improvement will be reviewed (insert how often it will be reviewed) with a final 

review meeting to be held on (date) 

We also discussed what support will be available to you during this period: 

(Insert support) 

I need to make you aware that if the expected improvement is not made this may lead 

to an ill health capability and dismissal hearing being convened and this could 

ultimately result in your dismissal from you post on the grounds of ill-health. 

You have a right of appeal against this formal warning, if you wish to appeal please put 

your reasons in writing to me within 5 working days of the receipt of this decision. 

Please do not hesitate to contact me if you have any queries. 

Yours sincerely, 

 

cc: HR File 

Encl:  Academy’s Absence Management Procedure 
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Sample Letter 5 Invite Long Term Sickness Absence – to be marked restricted 

 

Date 

Dear 

 

SICKNESS ABSENCE: LONG TERM SICKNESS ABSENCE MEETING 

 

I am sorry to hear you continue to be unwell and due to this have been unable to return to work. 

You have been absent from work since (date). Your latest Occupational Health appointment was on 

(date). 

As I am sure you understand your absence from work creates some difficulties for the academy and 

the service being provided. Whilst we are as anxious to be as supportive as we can in such 

circumstances, unfortunately this absence cannot continue indefinitely. Therefore it is now 

appropriate to invite you to a meeting to discuss the situation with you, in accordance with the 

Academy’s Managing Sickness Absence Procedure (see section 6.3). I enclose a copy of the policy 

for your information. 

I have arranged a meeting to discuss your absence and seek your views of your health in relation to 

work. You are therefore requested to attend this meeting at the school on (insert date) at (insert 

time). You are entitled to bring a trade union representative or work colleague to the meeting. 

Please confirm to me that you will be attending this meeting, by (date). 

 

Yours sincerely 

 

 

cc: HR File 

Encl: Academy’s Absence Management Procedure 
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Sample Letter 6 Outcome long term sickness absence– to be marked restricted 

 

Date 

Dear 

 

RE: SICKNESS ABSENCE 

LONG TERM SICKNESS ABSENCE MEETING OUTCOME 

 

Thank you for coming into school on (date) to meet to talk about your continued absence due to ill-

health. Please find attached the notes from the meeting detailing the discussions that took place.  

As discussed at the meeting the advice received from Occupational Health states …………..  

At our meeting we also discussed whether you were fit for any alternative work and if there were 

any redeployment opportunities within school ………………………….. 

Ill-health retirement is currently not an option as confirmed by ………………………………. 

In light of the above information I have decided to invoke the ill-health capability and dismissal 

procedure. A meeting will be arranged and you will be written to separately regarding this.  

You will be entitled to be accompanied at this meeting by a trade union representative or work 

colleague. The options at this meeting will be to: 

Allow you further time to recover 

Consider redeployment opportunities within the Academy Trust 

Consider whether ill health retirement is an option 

Dismissal on the grounds of ill-health 

Please do not hesitate to contact me if you have any queries in relation to this letter. 

 

Yours sincerely, 

 

 

cc: HR File 

Encl:  Academy’s Absence Management Procedure 
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Sample Letter 7 Invite ill-health capability and dismissal hearing – to be marked 
restricted 

 

Date 

Dear 

RE: INVITE LETTER ILL-HEALTH CAPABILITY & DISMISSAL HEARING 

Further to the meeting held on (date) when we discussed your (short term absences / long term 

absence), I have decided it is now appropriate to invite you to attend a meeting to consider your 

continued employment as a (job title) at (school).  The meeting will be held on (date) at (time), at 

the school. 

I have to inform you that one possible outcome of this hearing is that your employment could be 

terminated on the grounds that you are unfortunately unable to fulfil the duties required of your 

role due to your ill-health and continued absence/s. 

I will conduct the hearing and an HR Adviser will be in attendance to ensure the correct process is 

followed. X will also be in attendance to present the management case to me. 

You have the right to be represented or accompanied by a representative from your Trade Union or 

a work colleague of your choice, you may also call witnesses at the hearing if you wish. 

The procedure to be followed is in accordance with the ill-health capability and dismissal procedure  

Included are the documents to be considered at the meeting. I would be grateful if you could 

provide me with any documents you may wish to present at the hearing and let me know of any 

witnesses you may wish to bring, by x (two working days before the hearing). 

I would be grateful if you could to confirm your attendance at this hearing by calling (name) on 

(telephone number). 

Should you have any queries in the meantime please contact me on x.  

Yours sincerely, 

 

 

cc: HR File 

Encl:  Academy’s Absence Management Procedure 

 

 


