
	SICKNESS REPORTING, LEAVE AND PAY




1.
Procedure for reporting sickness absence
Any employee who is unable to attend work due to illness must;

· notify the headteacher, (or another senior member of staff if the headteacher is not available) at the earliest opportunity, preferably before they are due to start work to enable the school to arrange cover.

· advise the headteacher of the likely duration of the absence and keep in touch on the first and fourth day of absence, and at regular (at least weekly) intervals thereafter, unless the return to work date is stated on the certificate.

· complete a self-certificate, on day of return, for absences up to and including 7 days.

· obtain a Doctor’s Statement for Fitness at Work (Fit Note) after the 8th day of absence.  A Fit Note is required to cover all continuous periods of absence up to the date of return.

· if hospitalised, obtain a Doctor’s statement on entry to, and on discharge from hospital, and submit this to the school.

2.  
 Roles and responsibilities
Responsibilities of Governing Body

· Ensure the school has model policies in place to deal with managing absence.
· Ensure there is a clear procedure for reporting absence.
· Ensure the headteacher carries out their responsibilities.
· Monitor the absence of the headteacher and apply appropriate procedures.
Responsibilities of Headteacher:

· Ensure all staff are aware of the sickness absence notification procedure.
· Ensure fair and consistent action is taken when employees do not comply with the sickness absence notification procedures.
· Ensure the Business Manager/Admin Officer is maintaining sickness records and that sickness is being monitored and reviewed.
· Ensure line managers understand their role in terms of attendance management.
· Develop and implement policies to reduce health risks to employees.
Responsibilities of Line Manager:

· Ensure employees know procedure regarding who to inform if they are off sick and appropriate timescales.
· Monitor and review sickness absence and be aware of trigger points 
See: Model Procedure for Managing Absence (Long-Term) and 
Model Procedure for Managing Absence (Short-Term)).  
· Record and report all sickness absence to the Business Manager/Admin Officer.
· Keep in touch with staff who are absent in a sensitive manner.
· Complete a return-to-work interview after every absence.
· Check if the absence was work-related e.g. stress.
· Seek advice from the Professional Support Team and/or OHU where appropriate.
Responsibilities of employee:
· An employee shall notify their line manager on the first day of absence that he/she will be absent and indicate the possible length of absence.

· If the absence continues after 3 calendar days the employee needs to contact their line manager to discuss the nature and possible duration of their illness.

· On the 8th calendar day of sickness the employee must provide a doctor’s certificate.

· An employee must complete a return-to-work interview with their line manager on their return.

· If an employee if off sick long term, the whole period of sickness must be covered, with no gaps, by doctor’s certificates and sent to the school in a timely manner.  

Responsibilities of Business Manager/Admin Officer:

· Record all sickness absence.

· Monitor and review sickness absence and be aware of short-term and long-term absence trigger points.

3.   
Sickness allowances
	PERIOD OF SERVICE
	ALLOWANCES



	
	TEACHERS

(WORKING DAYS)


	SUPPORT

EMPLOYEES

(MONTHS)*



	During 1st year

(and after 4 months)


	25 days’ full pay

(50 days’ half pay)


	1 month’s full pay

(2 months’ half pay)



	During 2nd year


	50 days’ full pay

50 days’ half pay


	2 months’ full pay

2 months’ half pay



	During 3rd year
	75 days’ full pay

75 days’ half pay


	4 months’ full pay

4 months’ half pay



	During 4th and 5th year
	100 days’ full pay

100 days’ half pay


	5 months’ full pay*

5 months’ half pay



	After 5 years
	As above
	6 months’ full pay*

6 month’s half pay



*  one month is deemed to be equivalent to 26 working days where

Saturday is reckoned to be a working day.

*  for employees subject to retaining fee arrangements during school closure periods, the period of entitlement during the fourth and subsequent years’ service shall be 20 weeks’ full pay plus 20 weeks’ half pay.

These allowances are to be regarded as a minimum and may be extended at the discretion of the governing body.

4.   
Calculation of allowances
Period of service

Support employees

The period during which sick pay shall be paid and the rate of sick pay, in respect of any period of absence shall be calculated by deducting from the employee’s entitlement on the first day the aggregate of periods of paid sickness absence during the twelve months immediately preceding the first day of absence. For the purpose of ascertaining the appropriate period of benefit, all periods of continuous service shall be counted.

Teachers

For the purposes of calculating entitlement to sick leave the year shall be deemed to begin on 1 April of each year and end on 31 March of the following year. 

In the case of a teacher whose service commences on a date other than 1 April, such service shall be deemed to have commenced on the preceding 1 April, subject to the completion of four calendar months actual service before half pay can be claimed. 

In the case of a teacher who is absent owing to illness on 31 March of any year, such teacher shall not begin a new entitlement to sick leave in respect of the following year until he/she has resumed teaching duties.

For an employee transferring from another authority, any sick pay paid during the current year by the previous employing authority shall be taken into account when calculating the amount and duration of sick pay payable by the new authority.

Amount of payment

In the case of full pay periods sick pay will be an amount which when added to Statutory Sick Pay receivable will secure the equivalent of normal pay.

In the case of half pay periods sick pay will be an amount equal to half normal earnings plus an amount equivalent to Statutory Sick Pay, so long as the total sum does not exceed normal pay.

Normal pay includes all earnings that would be paid during a period of normal working, but excluding any payments not made on a regular basis, such as casual overtime or standby payments.

Further advice on the calculation of allowances can be sought from HR/Pay or your payroll provider if this is different.

5.   
Other conditions relating to sickness absence and pay
a. 
Contact with infectious diseases

An employee who is prevented from attending work because of contact with an infectious disease shall be entitled to receive normal pay. The period of absence on this account shall not be reckoned against the employee’s entitlements under the scheme.

Where a teacher is absent due to pulmonary tuberculosis, and is undergoing approved treatment, twelve months of full salary shall be paid, with further half pay at the discretion of the governing body.

b. 
Industrial injury or disease

Support employees
Periods of absence in respect of industrial disease, accident or assault arising out of or in the course of employment with the school shall be treated as entirely separate from normal sickness absence (providing the conditions below have been complied with). Periods of absence in respect of one shall not be set off against the other for the purpose of calculating entitlements under the scheme. 

Any accident arising out of and in the course of employment with the school must be reported and recorded in accordance with the laid down procedures, and may be investigated by Health & Safety. Absence arising out of industrial disease or accident should be reported and certificated as for other sickness, and the employee should notify the school/Local Authority if seeking medical advice about an illness which is suspected or alleged to result from the nature of his/her employment.

Teachers
In the case of absence due to accident attested by an approved medical practitioner to have arisen out of and in the course of the teacher’s employment, including attendance for instruction at physical training or other classes organised or approved by the school/Local Authority or participation in any extra-curricular or voluntary activity connected with the school, full pay shall in all cases be allowed. Such pay being sick pay for the purposes of calculation and entitlement, subject to the production of self-certificates and/or doctors statements from the date of the accident up to the date of recovery, but not exceeding six calendar months, after which the case will be reviewed before an extension of the sick pay period should be reached. Absence resulting from such accidents shall not be reckoned against the teacher’s entitlement to sick leave, though such absences are reckonable for entitlement to SSP.

c. 
Victims of crimes of violence
Where an employee is absent from work because of an injury in respect of which a claim will lie to the Criminal Injuries Compensation Board (CICB) and the employee is otherwise qualified to receive sick pay in accordance with this scheme, such sick pay shall be made to him/her without his/her being required to refund any proportion of it from the sum which the CICB may award. The school has the discretion to discount wholly or partly any sick leave occasioned by the injury when calculating the employee’s entitlement to sick pay.

d. 
Sickness and school holidays

(Applies to staff not required to attend work during school closure periods)

Teachers

When a teacher is ill immediately before a period of school closure, the rate of sick pay applicable to the teacher during closure is the rate applicable to him/her on the last day before the closure. Where a teacher is in receipt of half pay or nil pay and recovers during the closure period, normal pay will be restored from the date of a doctor’s certificate which certifies the teacher’s fitness to return to work.

Sickness during school holidays shall not count against a teacher’s entitlement to sick leave.

Lunchtime supervisors
The special payment made to these employees during a school holiday is a payment during a period of non-employment. If an employee is sick immediately before the closure period, sick pay will cease at the beginning of the closure and the special payment will begin. An employee who becomes sick during the school holidays is not entitled to sickness allowance, and will continue to receive the special payment, although where Statutory Sick Pay is payable he/she will receive an allowance equivalent to SSP in addition to the special payment.

Other employees
For staff employed on term-time only contracts, sickness during school closure periods counts against entitlement to sick leave. For an employee sick during a closure period, normal pay will be restored from the date of a doctor’s certificate which certifies the employee’s fitness to return to work.

e. 
Sick pay and public holidays
Where an employee is receiving sickness pay he/she should continue to receive such pay if a public holiday occurs during sick leave. Where an employee has exhausted his/her entitlement to sickness pay, no payment should be made (other than SSP if applicable) in respect of a public holiday occurring during his/her period of sick leave.

f. 
Sickness during annual leave
(Applies to staff who are employed on a 52 week contract only).

An employee who falls sick during the course of annual leave shall be regarded as being on sick leave from the date of a doctors certificate and shall be entitled to take the balance of holiday at a later date, provided the holiday is taken before 31 March following the absence.

g. 
Termination of employment
Where notice is given by the school/Local Authority of termination of employment, on the grounds of incapacity or some other reason, to an employee who has exhausted his/her entitlement to full or half pay, he/she shall be paid full salary for the notice period.

h. 
Third party claims
If an employee is unable to work following an accident off duty involving a third party and will receive sickness allowance, any claim made against the third party should include an amount in respect of loss of earnings, the amount to be advised by the payroll department. If the employee receives compensation, the sickness allowance paid to the employee must be repaid to the school/Local Authority, subject to the amount recovered shall not exceed the amount of the compensation or damages paid.

i. 
Disqualification from sickness allowance scheme
The employee may be disqualified from receiving sickness allowances under the scheme where sickness absence is attributable to;

· active participation in professional sport.

· the employee’s own misconduct.

· injury whilst working in the employee’s own time for private gain, or for another employer.

· where it is reported to the school/Local Authority that the employee has engaged in action likely to hinder his/her recovery, subject to proper investigation of the report.

Disqualification may also occur if the employee has failed to comply with the notification requirements of the scheme.

j. 
Medical examination during a period of sickness absence
The school/Local Authority may at any time require an employee who is unable to perform his/her duties as a consequence of illness to submit to an examination by a medical practitioner nominated by the school/Local Authority subject to the provisions of the Access to Medical Records Act 1988 where applicable. Any expenses incurred in connection with such an examination shall be met by the school/Local Authority (in practice the costs will be met from the school budget).
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