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15.1
Introduction

This document offers guidance and highlights some of the main causes of absence and provides practical information on managing sickness absence effectively.  It incorporates the Sickness Absence Capability Procedure. 

The Governing Body wants to work with all staff to promote the health and well-being of its employees by creating a happy and safe environment to enable everyone to perform to the best of their abilities.

Sickness management does not aim to prohibit sickness absence but to achieve improved employee attendance at school.  The key objectives are to:

· Establish proper management systems for reviewing individual sickness records

· Review compliance with sickness reporting rules and conditions 

· Identify causes of sickness absence in order to prevent or deter absence recurring where possible

It is, therefore, important to establish a positive attendance culture within the school.

The following Code of Practice will detail the operation of the management of sickness absence including the responsibilities of governors, school management and employees, relevant timescales and appropriate action.

Central to this is, better communication with staff, greater awareness of employees’ absences

and being active in addressing the issues.
15.2
Scope
The Code of Practice covers all school employees and is consistent with the employment powers of the governing body contained in the Education Reform Act 1988 for community and controlled schools and the Education (Modification of Enactments related to Employment) Order 1989, with the Instruments and Articles of Government of individual schools, the Conditions of Service for Teachers in England and Wales (Burgundy Book) and the National Agreement on Pay and Conditions of Service (Green Book).

The procedure will apply to all employees employed at the school.

15.3
The Legal Position and Good Practice
The Employment Act 2002 and the Employment Act (Dispute Resolution) Regulations 2004 provide the main legal tools for facilitating absence management.  This procedure has also taken account of the guidelines produced by ACAS.

Other pieces of legislation which have an impact on absence management are:-

· Disability Discrimination Act 1995

· Employment Rights Act 1996 as amended

· Employment Rights Dispute Resolution Act 1998

· Employment Relations Act 1999

· Data Protection Act 1998

· Access to Medical Records Act 1998


Disability Discrimination Act 1995

Makes it unlawful “unjustifiably” to discriminate against an individual with a disability on the grounds of his or her disability in relation to recruitment, promotion, training, benefits, terms and conditions of employment and dismissal.

The management of employees who become disabled as a result of sickness may mean the Governing Body has to make ‘reasonable adjustments’ as directed by the Disability Discrimination Act 1995 (DDA) before they can return to school (see Section 4 of the School Staffing Guidelines).


Access to Medical Reports Act 1998
· individuals have a statutory right to see any medical report prepared for employment or insurance purposes

· no-one, including the Occupational Health Physician, can access a person’s records or contact his/her GP without the individual’s written consent

· every individual has a right to see his/her medical records, prepared after 1 November 1991


Data Protection Act 1998

· employers have a statutory duty to keep personal data secure and confidential  

· employees have extensive rights of access to computerised medical data which can be identified as relating to them specifically – but not to data which has been anonymised or aggregated so that information about particular individuals is not identifiable



15.4
Different Types of Absence
Dealing with Problem Cases

Generally there are two distinct types of sickness absence which cause concern:

·  Frequent and persistent short-term sickness

·  Long-term certificated sickness

(i) Frequent and Persistent Short-term Sickness

Short-term absences can normally be defined as those of seven calendar days or less which are self-certificated by the individual, i.e. not supported by a qualified medical practitioner.

Frequent and persistent absence occurs where a pattern of absence has been established (such as every Monday or Friday), or sometimes the reasons for absence are unrelated, (there is no medical connection between each episode of illness).

(ii) Long-term Certificated Absences
Long-term absence can be defined as medically certificated absences over seven calendar days, and normally lasting twenty calendar days or more.

When employees are absent from school due to long-term sickness they need sympathy and support.  It is important that the Headteacher (or his/her nominee) takes an interest in their welfare and keeps them informed about any developments in school so that they do not feel isolated and forgotten.  It is the Headteacher’s responsibility to ensure they are aware of any changes and/or updates with each employee, and to take the appropriate action.

Should a particular case become complex in any way, and the skills of specialist agencies such as Occupational Health are required, Headteachers are recommended to refer such cases to the LA’s HR team for guidance and support on the recommended steps to follow.  

(iii) Alcohol, Drug or Substance Abuse
Alcohol, drug or substance abuse are primarily health problems.  Headteachers should respond to employees suffering from alcohol/drug/substance abuse problems in a confidential, sympathetic and constructive way.  Advice should be sought through the LA’s HR team who can ensure specialist support and counselling is made available.  

(iv) Stress Related Absence

HSE defines stress as:-

‘An adverse reaction a person has to excessive pressures or other types of demands placed upon them.’  

Given an excess of pressure, stress can therefore happen to anyone, and should not be seen as a weakness. Instead, an individual needs to be helped to deal with these pressures.  

As reactions to stress will vary from one individual to another – and may also vary at different times of our lives – it’s important that we learn to recognise stress and understand what to do to reduce it. 

Source:HSE leaflet-Making the Management Standards work-How to apply the standards in your workplace-MISC714 

Tackling personal stress is an individual’s responsibility; however, employers have a legal responsibility to help reduce any stress which may arise in their employees as a result of their work.  With this in mind, we advise that reasonable steps are taken to reduce the incidence of work related stress by introducing the following measures:-

· Identifying potentially unreasonable levels or sources of stress via the process of risk assessment;

· Striving to provide a working environment which enables employees to effectively carry out their duties and responsibilities;

· Acknowledging that stress may arise from both work related or other situations, such as domestic circumstances, and treating individuals affected in the same way as those affected by any other health problem;

· Encouraging employees to accept responsibility for their own mental and physical health and to develop a responsible balanced approach to work and their personal lives.

Where illnesses relate to stress whether work or personal, specialist advice should always be sought.  Please contact the LA’s HR team for support and guidance.
(v) Industrial Injury
A person who is injured in the course of his/her work may claim industrial injury compensation.  

All accidents/injuries to employees in schools should be recorded and reported as per the school’s Safety procedure.

15.5
Phased Returns

In certain cases, normally following a long term certified absence or injury, an employee’s own GP or the LA’s Occupational Health Physician may indicate that a phased return to school would facilitate an employee’s recovery.  The phased return, by mutual agreement, could take a variety of forms including:

· working initially on certain days of the week

· working a reduced number of hours 

· undertaking restricted duties for a specified period of time

Both the school and the LA would wish to facilitate and encourage this good practice in appropriate circumstances in order to provide the following advantages:

· assisting the recovery of an employee

· minimising the strain on an employee following a serious illness or injury

· encouraging a return to school

A phased return would normally last for up to four weeks with each week seeing the employee increasing their attendance and duties at school until the end of the fourth week when they would be expected to be carrying out, by agreement with the school’s senior management, their full duties and responsibilities.

The employee will be paid their full salary for the period of the phased return.

It is advisable to put arrangements for phased returns in writing, to avoid any misunderstanding.

15.6
“Fit Notes”


In April 2010 ‘sick notes’ were replaced by ‘fit notes’. When completing a fit note a doctor has the choice between two options: 

· not fit for work 

· may be fit for work. 

If the doctor selects ‘may be fit for work’, one of the following four options also has to be selected: 

· phased return to work 

· amended duties 

· altered hours 

· workplace adaptations. 

The doctor then has the option to make any additional comments.

The Headteacher should arrange to meet with an employee who is assessed as ‘may be fit for work’ to discuss appropriate ways to manage the return to work process. 

15.7
Return to School Meetings

Holding return to school meetings is good practice and encouraged.  Guidance on appropriate questions during the interview is given at the end of the SD1 form (Appendix 1). 
Return to school meetings are designed to give the Headteacher (or his/her nominee) and the employee a further opportunity to maintain contact.  They will normally take place on the day of return to school or as soon as is practically possible. They are NOT a punitive measure but a way of providing support to the returning employee.  It has been established that return to work interviews are the most effective way of reducing sickness absence. 

During the meeting, the Headteacher (or his/her nominee) should identify whether the absence was work related, or whether there were other underlying problems (e.g. care responsibilities).  If this should be the case the circumstances should be discussed and relevant assistance offered in order to improve the future attendance level of the employee.  

One of the critical aspects of the meeting is to show a willingness to assist the employee in overcoming any problems, whether these relate directly to their health or to personal difficulties.  Details of this meeting should be recorded on the Employee Absence Information Form (see Appendix 4).

In exceptional circumstances, employees may feel unable to share the reason for their sickness absence with the Headteacher (or his/her nominee).  If this occurs, the Local Authority should be contacted and they will offer advice.

There may be cases of employees who exceed acceptable absence thresholds.  This will be due to frequent and long term or persistent short term absence.  The Headteacher has a duty to remind those employees that if no improvement in attendance is forthcoming, formal action (through the school’s Absence Capability Procedure (See Part 2), or if there is any suggestion of unauthorised absence, the school’s Disciplinary Procedures) could be taken.

During the return to school meeting any employee can advise the Headteacher (or his/her nominee), or the Headteacher (or his/her nominee) may advise an employee, that they need support due to their personal or family problems.  Counseling facilities are available and can be facilitated by the Headteacher who will liaise with the Local Authority. Such referrals are confidential with no report being sent to the school or the Local Authority.  

15.8
Responsibilities of the Headteacher

·  Responsible for the management of sickness absence of all school employees including implementing controls and ensuring consistency in respect of sickness absence.
· To ensure levels of attendance are monitored, individual sickness is monitored, confidential records of sickness are kept and the employee concerned has reasonable access to them.

· To report annually to the Governing Body about school sickness absence statistics and the effectiveness of the school’s absence capability procedure.

· To identify any problems and assist in meeting targets for levels of attendance (refer to Part 2 – Absence Capability Procedure).

· Ensure ‘return to school’ interviews are conducted as appropriate (see 15.7).

· To discuss sickness absences with employees and to set standards (under the informal stage of The Absence Capability Procedure) prior to considering further action.

· To seek advice from the Council’s Occupational Health provider via CYPD’s HR team.

· To consider reasonable adjustments in the case of an employee with a disability.

· To take into account any mitigating circumstances, e.g. personal problems.

· To ensure all employees are aware of their responsibilities when reporting sick

· To ensure that there is contact with the employee who is absent due to sickness

· To ensure all employees are aware of trigger points for the investigation of sickness absence (see Absence Capability Procedure, Section 15.18).

· To treat all employees with sympathy, compassion and understanding.

· To consider any recommendations on the “Fit Note.”

15.9
Responsibilities of the Employee

· To attend “return to school” interviews where requested.

· To follow the procedure with regard to notification of absences and producing sick notes.

· To attend a medical examination with Occupational Health if required.

15.10
Responsibilities of the Governing Body
· To adopt a Code of Practice for managing sickness absence.

· To regularly consider school sickness absence statistics at Governing Body meetings, maintaining confidentiality.

· To be responsible in respect of the Headteacher’s sickness absence.  The Chair of Governors should inform the Director of Children’s Services of Headteacher absences of ten days or more.  The Chair of Governors will be advised by the Director of Children’s Services (or his nominated officer) as to the appropriate course of action.

· Where appropriate, to attend Capability or Staff Dismissals Committee meetings to consider sickness absence cases.

   15.11   Responsibilities of the Local Authority
The Local Authority:

· will advise the Headteacher and Governing Body on matters concerning sickness absence 

· will provide a point of contact for the school, teachers’ professional associations and trade unions for sickness absence 

· will undertake training as appropriate for the Headteacher, Governors and employees on matters relating to sickness absence 

· will refer cases to the Local Authority’s Occupational Health team.
15.12       Occupational Health Referrals
(i) Headteacher/Local Authority Referrals 

 The Headteacher may decide, irrespective of the reason or duration of absence to refer an employee, through the Local Authority, for an appointment with the Local Authority’s Occupational Health Physician.  This will assist in identifying any further action or support which might be needed.  An appointment can be arranged whilst an employee is:

· in school but would benefit from support to remain in school

· absent

· expecting to return following a long sickness absence

· back at school following an absence

When requesting the Local Authority make a referral on behalf of an employee the Headteacher should set out the background to the request, the pattern of sickness absences and any other important factors which would assist the Occupational Health Physician.

The Local Authority will ask the Occupational Health Physician questions regarding the sickness; any underlying medical reasons for absence; likely date of return to school; any likely disability arising from the sickness; recommendations on working patterns on return to school, etc.  A copy of the response will be sent to the Headteacher by the Local Authority and its contents discussed with him/her.

Should the appointment have to be cancelled by the employee for any reason, he/she should notify the Occupational Health Department direct as well as the Headteacher.  Should an employee simply fail to attend an appointment, the Occupational Health Department will advise the Local Authority and the Local Authority and/or the Headteacher will investigate the reasons.  The employee may be charged the cost of non-attendance.

(ii) Teacher Professional Association/Trade Union referrals
Teacher Professional Association/trade union representatives can contact the Local Authority to request a referral on behalf of their members.

They will be asked to set out the background to the request, the pattern of sickness absences and any other important factors which would assist the Occupational Health Physician.

The Local Authority will ask the Occupational Health Physician the same questions as outlined in (i) above.  A copy of the response will be sent to the representative by the LA and its contents discussed with him/her and decisions taken on how to proceed, including discussions with the member and his/her Headteacher.

(iii) Employee referrals 

Employees can also contact the LA requesting a self - referral to the Occupational Health Physician or for confidential counselling.
15.13
     Specialist Advice and Support
The Local Authority has access to professional medical staff for the benefit of employees.  The following services are available to schools:

· pre-employment screening 

· medical referrals, advice and review

· counselling

· physiotherapy

· monitoring of the work situation where specific health issues exist

· Health & Safety Officer support. e.g. workstation assessments

15.14 
The Role of the Occupational Health Physician
The Occupational Health Physician is an independent consultant employed by the LA to:

· provide an independent opinion as to the fitness of an employee to carry out his/her duties 
· negotiate facilities such as counselling, therapy etc where appropriate
· advise on temporary or permanent changes in duties and responsibilities which might be required to enable the employee to return to his/her duties
· advise on periods of rehabilitation if appropriate
· advise on retirement on health grounds
· assist the Governing Body, Headteacher and LA in reaching decisions about employees’ health issues
· assist the Governing Body, Headteacher and LA in reaching decisions about alcohol, drug or substance abuse

· assist in differentiating between illness and capability/competence
15.15    Personal Contact and / or Home Visits
Should an employee be absent for a period of ten working days, the Headteacher will ensure that personal contact is made by an appropriate senior colleague either by telephone or in person.  Any such contact will be recorded on the Employee Absence Information Form (see Appendix 4).

Any employee absent for twenty working days or more will normally, with their agreement, receive a home visit arranged by an appropriate senior colleague acting on behalf of the Headteacher at a time which is appropriate.  If the employee does not wish to receive a home visit, then arrangements will be made for the meeting to take place elsewhere.

During these visits, concern will be shown for the employee and, if appropriate their potential return to school date will be discussed.  The Headteacher (or his/her nominee) will also clarify whether any form of assistance can be offered in returning to school, e.g. changes to work patterns, hours etc.  If a return to school will be facilitated by a referral to the Local Authority’s Occupational Health Physician, this can be organised by the Headteacher.  Such a referral should be seen as a positive step which offers advice and support to the employee as well as giving them access to other forms of assistance, e.g. physiotherapy, counselling, etc.

15.16    The Procedure for the Reporting of Sickness
1. Employees are required to complete a Sickness Declaration Form for all absences. These details will be recorded in accordance with the requirements of the Local Authority.  The school will also maintain an Employee Absence Information Form for each employee and use this to record details of absence and return to school meetings (see Appendix 4).

2. Employees should report non-attendance at the earliest opportunity but no later than (school to fill in) on the first day of absence.  At the time of contact, the employee should where possible describe:

(i) The nature of the illness

(ii) The probable date of return to duty

(iii) Any relevant information in relation to their duties and previously planned work

(iv) Whether or not they require a Sickness Declaration First Notification form (Appendix 1)(SD1) to be sent to their home.

It is accepted that some employees may be unable to comply with this procedure because of personal circumstances. If this is the case then alternative arrangements can be made with the Headteacher.

3. This SD1 form should be returned to school no later than the fourth day of absence.  The form SD1 is sufficient for self-certification in the first seven calendar days of sickness absence.  Saturday and Sunday are always included in the calculation of days absent when completing these forms.

4. If the absence continues beyond seven calendar days, it is the responsibility of the employee to ensure that the Headteacher receives a Doctor’s note (Fit note) no later than the eighth calendar day of absence.  If the period of sickness absence extends beyond the period covered by the initial Doctor’s note, the employee should send a new Doctor’s note (Fit note) 
5. In the case of absence of more than one day or part of a day, the employee should notify the Headteacher (or his/her nominee) of their intention to return to  school on the working day prior to return.

6. Upon returning to school, following a period of sickness over seven calendar days, the employee must complete and submit a Sickness Declaration – Final Notification (SD1).

7. All Sickness Declaration forms and Doctor’s notes will be recorded and dealt with by the school in accordance with the guidelines of the Local Authority.

8. Occasionally, an employee may be required to produce a Doctor’s note if he/she has reached an extreme level of uncertified absences.  In these cases, with the approval of the Local Authority, they may be instructed to provide a Doctor’s note for all absences for a specified future period.  The cost of the Doctor’s note will be reimbursed to the employee concerned by the Local Authority upon the provision of a receipt.

Appendix  1
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	SD1

Sickness Declaration Form


This form must be completed for all sickness periods 

The line manager must complete Section 1 - Notification of an Employee’s Sickness. The employee must ensure that they have advised their line manager of all sickness within previously agreed timescales: if this is not the case then within the first two hours of your normal start time. Please make sure all sections are completed on your return to work but prior to your return to work interview with your Line Manager. It is important that this form is completed for pay purposes.
	Section 1 – Notification of an Employee’s Sickness: Please give details of contact made by the employee

	Department/ Workplace: 
	

	Employees Full Name: 
	
	Employee No: (7 digits)
	

	Name of Manager:
	
	Employee’s Post No:
	

	Day/Date notified:
	day 
	Time notified:
	

	Nature of Illness:
	

	Expected return to work date:
	


	Section 2 – Employee’s Personal Details 

	Home Address:                                                                            
	

	
	

	
	

	Post Code
	
	Contact Tel No.                                                                     
	


	Section 3 – About your sickness * Please delete as applicable

	Nature of Illness:
	

	When did you become ill? (This may be a day you were not due to work)
	

	First day of sickness of this absence period:          
	
	Date:
	
	Time:
	*  FORMCHECKBOX 
 AM  *  FORMCHECKBOX 
 PM

	Was your sickness caused by an Industrial Injury or disease?                                 
	*  FORMCHECKBOX 
 NO
	*  FORMCHECKBOX 
 YES

	If yes an accident report M13 form must be completed and signed by your Line Manager

	Is this sickness related to a third party insurance claim (see overleaf)
	*  FORMCHECKBOX 
 NO
	*  FORMCHECKBOX 
 YES


	Section 4 – Working Days 

	Show the hours you would have worked each day in the week you became unfit for work. Night shift workers enter the hours for the full shift on the day your shift would start.

	SAT
	SUN
	MON
	TUES
	WED
	THUR
	FRI
	SAT
	SUN

	
	
	
	
	
	
	
	
	


	Section 5 – Return to Work Details (see medical certificate(s) if applicable)

	When did your sickness end? 
	Day: 
	Date: 

	When did you return to work?

	Day: 
	Date: 

	Return to Work Interview Date:
	Day: 
	Date: 

	Conducted By: (Print Name)
	


	Section 6 – Employee Declaration

	This absence does not stem from my own misconduct, injury while working for someone else, or in my own time while taking part in professional sport.  

I hereby claim payment for any salary or wages which may be due to me under any sickness payment scheme operated by Wirral Council, and I declare that my statements on this declaration are true.

	I declare that 
	*  FORMCHECKBOX 
 I am fit
	*  FORMCHECKBOX 
 I am unfit
	to return to work. * (select accordingly)

	Employee Signature:
	
	Date:
	


Medical Certificates

· Medical certificates are required after your 7th day of sickness to cover your absence until you are fit to return to work. These should be sent immediately to your Line Manager. 

· Your name, personal number and National Insurance number should be clearly shown on any medical certificates. 

· All sickness periods of more than 7 days require completion of the Sickness Declaration form upon your return to work.

· For absence periods of between 7 and 14 days where a doctor has not requested that you return to him/her for a medical view as to your future return to work, you may self certify that you are fit to resume work by completing this form.

· If your sickness is related to a disability, please ensure that this is confirmed by your doctor on your medical certificate or by a covering letter.

Incapacity Benefit

If during your sickness, Wirral Payroll Services, Finance Department send you a form SSP1 to claim Incapacity Benefit from the DSS, you must:-

· Show your Line Manager the original medical certificate, who will take a copy for pay purposes.

· You should then submit the original medical certificate together with the SSP1 form to your local DSS office.

Occupational Sick Pay

Details of the scheme are available from your Departmental Staffing Officer. For Pay queries please contact Wirral Payroll Services, Finance Department (see telephone number on payslips).

Return to work interview
Upon return to work, your Line Manager will undertake a ‘Return to work interview’ with you. You should use this as an opportunity to discuss with your Manager, any issues which may affect your future ability to attend work.

The Line Manger will make notes of the discussion which you should sign as a true record. You can ask for a copy if you so wish, however they will be retained on your Personal file.

Third Party Insurance Claim

If your sickness is related to a Third Party Insurance Claim, You will be contacted by your staffing section. Further information can be obtained from the HR Handbook on the Intranet or Wirral Payroll Services, Finance Department.

To be completed by Line Manager

	Section 7 - Contact details

	Employee Name: 


	First date of sickness: 

	Employee’s Personal No: 


	Last date of sickness: 

	All contact with the employee following initial notification of sickness should be recorded below.

	Date
	Type of contact
	Brief detail of discussion

	
	
	


	Section 8 - Return to work interview notes

	Interview conducted by: 
	Date of Interview: 

	Managers should consider as part of the RTW interview the following points. Managers should check the last 12 months sickness before carrying out the interview. Any additional notes should be attached if necessary to record what was discussed.

· Can you tell me why you were sick and are there any ongoing medical problems which I need to know about?
· Can I offer further help to ensure your attendance? (is there additional support the employee may require to help them get back to their full duties e.g. training/support in their post).
· Is there any additional support I can provide to you? (this could include referral to the welfare officer, a phased return to work or other work- life balance scheme etc.)
· Is the reason for your absence resolved or are we able to help in some other way? e.g. referral to Occupational Health
· Welcome back this is what I have planned for you for today?
· Is there anything else you wish to discuss with me regarding your attendance?
Headteacher  Signature:

Employee Signature:

Headteacher  Name(Print): 

Employee Name (Print): 

Date:

Date:




	When completed sections 1 - 6 should be forwarded to your Departmental Staffing section. 

Section 7 and 8 should be forwarded to your Departmental Staffing section or retained by the Line Manager (according to your Departmental procedure) as a record of the discussion and the agreed actions. 

On request a copy should be made available to the employee. 


Flow Chart of the Sickness Absence Procedure
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Appendix 3

__________________________ School
DATES AND DETAILS OF EMPLOYEE ABSENCE
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Appendix 4


_________________________________ SCHOOL

EMPLOYEE ABSENCE INFORMATION

(to include back to school meetings, welfare contacts, referrals etc)
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Appendix 5

____________________________School

SICKNESS ABSENCE PROCEDURE

_____________________________ School is committed to monitoring sickness absences in order to identify and to support employees with genuine sickness problems and to identify those who might have unjustified or poor attendance patterns which put an undue burden on other school employees.

This document sets out the procedures which have been adopted by the Governing Body of this school for the management of sickness absence.  A copy will be provided for each employee and will be included in the Staffing Handbook.  It is the responsibility of ________________________ to familiarise new employees with the content of this procedure.  If further clarification is required on any particular issue, please contact the Headteacher. 

1. You should report non-attendance at the earliest opportunity but no later than ______ am on the first day of absence to ______________________, telephone number ________________________.

Please do not leave messages on answer phones.  At the time of contact you should where possible describe:

(i) The nature of your illness

(ii) The probable date of return to duty

(iii) Any relevant information in relation to your duties and previously planned work

(iv) Whether or not you require a Sickness Declaration First Notification form (SD1) to be sent to your home

It is accepted that employees may be unable to comply with this procedure because of personal circumstances. If this is the case then alternative arrangements can be made with the Headteacher.

2. Employees are required to complete a Sickness Declaration Form (SD1) for all absences.
3. This SD1 form should be received by the Headteacher no later than the fourth day of absence.  This form SD1 is sufficient for self-certification in the first seven calendar days of sickness absence.  Saturday and Sunday are always included in the calculation of days absent when completing this form.

4. If the absence continues beyond seven calendar days, it is your responsibility to ensure that ___________________________ receives a Doctor’s note (MED 3) no later than the eighth calendar day of absence.

5. If the period of sickness absence extends beyond the period covered by the initial Doctor’s note, you should send a new Doctor’s note (MED 3) to __________________________ within the expiry date of the previous statement.

6. If the first Doctor’s note (MED 3) covers a period exceeding fourteen days or where more than one note has been issued, you must, before returning to duty, obtain a final statement as to your fitness to return to work.

7. In the case of any absence, you should notify ______________________ of your intention to return to work by __________ on the working day prior to return.

8. Upon returning to school, following a period of sickness over seven calendar days, you must complete and submit a Sickness Declaration – Final Notification (SD2).

9. All Sickness Declaration forms and Doctors’ notes will be recorded and dealt with by the school in accordance with the guidelines of the LA.  

10.
Occasionally, an employee may be required to produce a medical certificate if he/she has reached an extreme level of uncertified absences.  In these cases, with the approval of the LA, they may be instructed to provide a medical note for all absences for a specified future period.  The cost of the medical note will be reimbursed to the employee concerned by the LA upon the provision of a receipt.

11.
A practice of return to school meetings will be operated following long term absences or whenever the Headteacher (or his/her nominee) is concerned about frequent and persistent short term absences.
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