Dorothy Stringer School
SCHOOLS ABSENCE MANAGEMENT POLICY



The Governing Body agreed to adopt the LA’s Schools’ Absence Management Policy 

November 2009

1
GENERAL POLICY STATEMENT

The Governing Body accepts its responsibility for the health, safety and welfare of its school based staff. This acceptance not only encompasses the legal obligations put upon the School as an employer through the Health and Safety at Work Act and other relevant legislation, but also its policies and codes of practice that support best practice and standards across a wide range of subjects such as risk assessment, manual handling, maternity provision, accident reporting and sickness absence. The School aims to build on current best practice across the Local Authority, as well as set new standards to ensure consistency, fairness, and an overall reduction in sickness absence.

This policy for absence management details individual responsibilities and has a comprehensive code of practice with procedures and guidance notes for Schools. Employees who are unwell must be treated with consideration and respect, with every effort being made to assist their recovery and safeguard their employment. The needs of the employee must be balanced against school requirements.

2
PURPOSE

2.1
The purpose of this document is:

2.1.1 To ensure good standards of practice;

2.1.2 To encourage good attendance

2.1.3 To inform schools and schools based staff of their responsibilities;

2.1.4 To bring about consistency in sickness absence management across the Local Authority.

3
GOVERNING BODY RESPONSIBILITIES

It is the responsibility of the Governing Body to:-

3.1
Ensure the dissemination of the Policy and Code of Practice throughout the school

3.2
To promote high standards of health and safety and support occupational health measures.

3.3
Support the Headteacher and the Leadership team in their efforts to encourage good attendance, manage, and ultimately reduce sickness absence levels whilst maintaining their commitment to staff welfare;

4
HEADTEACHER / LEADERSHIP TEAM RESPONSIBILITIES

It is the responsibility of the Headteacher and / or Leadership team to:-

4.1 Identify and allocate resources as far as possible within the school to ensure compliance with the policy; particularly those relating to training for Leadership team, support from Human Resources Managers and recording/monitoring arrangements;

4.2 Discuss absence monitoring reports at Leadership team meetings and investigate areas where absence levels seem to be higher than elsewhere as this may indicate possible work-related causes;

4.3 Communicate the costs of sickness absence to Governing Body through the Headteachers report on a regular basis.

It is the responsibility of Headteacher to:-
4.4 Act upon the advice given by Human Resources and Occupational Health staff during pre-employment health screening processes;

4.5 Ensure that the reporting procedures are explained to new employees on induction;

4.6 Ensure that the reporting, recording and monitoring procedures are adhered to;

4.7 Act upon the advice given by Human Resources and Occupational Health staff following ill health referrals.

Headteacher should also ensure the welfare of the employee by:-

4.8
Maintaining regular contact with the employee during any prolonged period of absence, by telephone and visiting as appropriate;

4.9
Obtaining advice from Human Resources and Occupational Health staff when appropriate;

4.10
Ensuring that there is a complete investigation in accordance with the Schools “Health and Safety Incident/Abuse/Violence Reporting Procedure” where the sickness is due to an accident at work;

4.11
Investigating the reasons for absence and conducting a return to work interview following a period of absence;

4.12
Giving support to an employee upon their return to work following a long period of absence, in order to facilitate their return and rehabilitation;

4.13
Investigating redeployment options available for any employee found to be incapable of carrying out their normal duties due to ill health or disability or breakdown in working relations;

4.14
Discuss with the employee the option of early retirement due to ill health, following advice from an independent registered medical practitioner qualified in occupational health medicine that they are permanently unfit.

5
EMPLOYEES’ RESPONSIBILITIES

5.1
It is the responsibility of employees to:-

5.1.1
Ensure that, in the undertaking of their work, they take care of their own safety and the safety of other workers and anyone else who might be affected by what they do or fail to do;

5.1.2
Ensure that they adhere to the reporting procedures in relation to sickness absence as explained at induction;

5.1.3
Participate with the school in return to work interviews;

5.1.4
Co-operate with the school and Human Resources when it is felt appropriate to refer them to Occupational Health for a health interview, medical report and/or examination;

5.1.5
Participate with the school and Human resources in the redeployment process following capability procedures.

6
HUMAN RESOURCES’ RESPONSIBILITIES

It is the responsibility of the Human Resources to:-

6.1 
Effectively implement the corporate strategy for the management of good attendance and sickness absence, ensuring communication of the code of practice and consistency of practice;

6.12 
In cases of appointments made, obtain the necessary information, including sickness absence patterns from the previous employer where possible;

6.13
Liaise with the Occupational Health Service during the pre-employment health screening process, and inform line managers of the advice given by the Occupational Health Service as to the selected candidate’s fitness for the job;

6.14
Ensure that notified sickness absence is recorded in line with the corporate guidelines;

6.15
Ensure frequent, adequate and accurate monitoring and reporting of sickness levels;

6.16
Monitor levels of absence in line with Local Authority Health Performance Indicators, and report data as appropriate;

6.17
Assist and advise the school throughout the sickness /capability process(s);

6.18
Assist and advise the school when requested, in dealing with referrals to the Occupational Health Service;

6.19
Liaise with the school in the design of briefings / training sessions on the management of sickness absence for the Leadership team and those teachers with direct staffing responsibilities;

7
OCCUPATIONAL HEALTH SERVICE RESPONSIBILITIES 

It will be the responsibility of the Occupational Health Service to:-

7.1
Assist in the preparation of health profiles for various job categories as part of the pre-employment health screening process;

7.2
Examine detailed health questionnaires completed by employees and advise on fitness to do the job including advice on implications of the DDA;

7.3
Where appropriate, arrange for candidates to see an appointed Occupational Health Physician for medical opinion/examination;

7.4
Preserve the duty of confidentiality to any school based employee who may seek help or guidance on ill health matters;

7.5
Give Human Resources and the School advice in relation to frequent short term and long term sickness cases, as well as any ongoing health referrals;

7.6
Interpret monitoring reports and advise on sickness trends, changes / improvements and risks to health.

8
THE ROLE OF TRADE UNIONS

8.1
It is recognised that throughout the process of managing sickness absence, trade unions have a valuable function in supporting their members, and working with the School in relation to this policy.

8.2
The areas in which trade union should be involved include interviews under this policy and redeployment, early retirement and capability, as well as consultation over any updating of this policy.

9
EVALUATION AND REVIEW


The Local Authority is committed to the evaluation, review and updating of its policy on Absence management after a period of 12 months.  It will endeavour to ensure that the policy and its implementation keeps pace with developments, through the provision of information, instruction, training and professional support.
Reviewed by Finance and Personnel Committee on

Date Reviewed:  November 09
Date of Next Review: November 10.
Signed:  Chair of Finance and Personnel Committee…………………………………..

