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INTRODUCTION

Within any organisation there will be occasions when members of staff will be absent for a variety of reasons. This policy is intended to ensure that:

· staff absence is kept to a minimum

· staff absence is managed and monitored appropriately 

· All staff are treated in an equitable and reasonable manner.

· The Headteacher and Governors perform their duties appropriately in relation to absence, employment law and with due regard to the authority of the Director of Education in this matter.

· Staff are aware that when they are absent this has a significant impact upon the school, as it disrupts the continuity and education of the pupils and has a detrimental effect on the well being of other staff

· Staff is aware that high levels of absence due to sickness or frequent casual absence due to illness can be dealt with under the Capability procedures adopted by the Governing Body.

· Resources allocated to cover staff absence are managed effectively and are an appropriate use of the delegated budget. 

REASONS FOR STAFF ABSENCE
Staff may be absent for a wide range of reasons, and for different periods of time. Absence may be defined as 

Short term - up to five days

Long term - over five days

Both forms of absence are important in terms of the effects on the school as a whole and the education of the pupils, although the management of the absence may differ. It is important that all staff are aware of the legitimate reasons for absence during term time, the salary implications and the power of the Headteacher, Governors and the Director to grant leave to a member of staff. 
LEAVE OF ABSENCE REQUESTS

The procedures are no longer different for teachers and "non-teaching" staff. All staff are now treated equally in this respect. This local agreement supersedes the Code of Practice for leave of absence requests from teachers. It is produced following consultation with teachers’ professional associations and UNISON in respect of non – contractual leave of absence for all school staff.

The Code allows both Governing Bodies and the LEA to adopt a fair and consistent approach when receiving requests from all staff in school for leave of absence.

The Director of Education and Cultural Services, following consultation with Teachers' Professional Associations and UNISON, has delegated the authority to grant leave of absence with or without pay to Governing Bodies. It is recommended that the Governing Body delegates this responsibility to either the 
Headteacher or the Chair of Governors.

To allow the Code to be easily followed, non‑contractual Paid Leave of Absence has been split into the following categories:

a) Personal or Professional Reasons

b) Public Service Reasons

A category on Unpaid Leave of Absence and contractual leave of absence is also included.

RESPONSIBILITIES OF THE HEADTEACHER / CHAIR OF GOVERNORS AND THE SCHOOL'S GOVERNING BODY

The Headteacher/Chair of Governors may grant Leave of Absence with pay for up to 5 school days in any one academic year in respect of absences outlined below. In making a decision the Headteacher/Chair of Governors will take into consideration both the difficulty and cost of obtaining supply cover. 
In applying a maximum approval, the academic year will commence on 1 September and finish on 31 August.

In exceptional circumstances the Headteacher/Chair of Governors can grant leave of absence with pay in excess of 5 days. Applications (using the standard form ‑ see Appendix) from school staff for leave of absence for reasons other than those outlined below should be referred in writing to the Headteacher/Chair of Governors (see procedures for Requesting Leave of Absence).

School staff should give as much notice as possible bearing in mind that some reasons cannot be forecast. In these circumstances applications should be submitted retrospectively, as soon as possible after the event.

PAID LEAVE OF ABSENCE 
The Governing Body is only able to grant up to 5 days leave of absence with pay in any one academic year, which covers all the reasons listed below (see previous paragraph – Responsibility of the Headteacher/Chair of Governors and School's Governing Body).

a)           Personal/Professional Reasons                         No of Paid School Days
Serious illness of a dependant person/relative
Up to 5 days

(e.g. husband, wife, child, parent, someone who

lives in the same household and includes, for

example, partners, elderly relatives or a person

who reasonably relies on the employee). It does not

include an employee, tenant, lodger or boarder.

Bereavement including the funeral of a
Up to 5 days

dependant person (e.g. husband, wife, child, parent,

someone who lives in the same household and includes,

for example, partners, elderly relatives or a person

who reasonably relies on the employee). It does not

include an employee, tenant, lodger or boarder.

Attending the funeral of a relative/dependant                Actual time required but up to

person.                                                                           a maximum of ½day plus

                                                                                       travel time if local, or 1 day if

                                                                                       out of the Borough.

Attending funeral in a professional education 

         ½day plus travel time capacity.

Wedding of a son daughter, sister, brother,
1 day

parent, grandparent.

To move house.
1 day

To attend one's own Degree Ceremony or
1 day

Professional Qualification Ceremony or where

spouse/ partner, son/daughter is an actual

participant, to attend Degree Ceremony or

Professional Qualification Ceremony/Passing

Out Parade.

In addition the Governing Body delegates to the Headteacher/Chair of Governors the power to grant paid leave of absence for the following reasons. In each individual case paid leave is as indicated in any one academic year and will be in addition to the above mentioned 5 school days only if the said days have already been exhausted.

To take examinations approved by the                            For examinations scheduled

Headteacher.                                                                   during a teaching day ½day

                                                                                         for each particular

                                                                                         examination and ½ day may

                                                                                         be available for associated

                                                                                         course revision.

Interviews for teaching appointments or in                       As required.

the case of support staff interviews for

vacancies in other schools within the LEA

or its partnerships.

Emergency Doctor and Dental appointments                  Appointment time plus travel.

‑ Evidence of appointment is required ‑                      Individuals to attend school

otherwise they should be outside school hours.              before and after appointment

                                                                                         wherever possible.

Hospital appointments and medical                                Appointment time plus travel.

screening, e.g. Breast/Cervical.                                      Individual to attend school

Evidence of appointment required ‑                            before and after wherever


                                                                possible.

In exceptional circumstances
As required.

to support a dependant.

(e.g. husband, wife, child, parent,

someone who lives in the same household

and includes, for example, partners, elderly

relatives or a person who reasonably relies

on the employee). It does not include an

employee, tenant, lodger or boarder.

b) Public Service Reasons

Jury Service (loss of earnings must be claimed).                       As required.

Court Witness when called by the Police (loss of                       As required.

earnings must be claimed).

Court Witness when called by private individual.                       As required but

                                                                                                    without pay
                                                                                .
Magisterial Duties.                                                                      Up to 36 sessions              

                                                                                                    paid leave in 
any academic


year.
A session is a


half‑day sitting.


26
sessions would be


expected to be in  

                                                                                                    term  time 
and 10 sessions


would
be expected to


be in school holidays.


Term
time sessions to


be paid by the LEA.

School Governors Meetings.
Whenever
possible


outside school hours

Commitments to HM Services, e.g. TA,
To be carried out

Royal Navy Reserve (minus attendance
during school 
Holidays payments).

UNPAID LEAVE OF ABSENCE 
Note: This is the maximum entitlement in any one academic year.

Major Religious Holidays                                                     Up to 3 days.

(other than statutory holidays).

Fertility Treatment. Evidence of appointment 

     Appointment time + travel. required and GP's recommendations 


       
if treatment is not available locally.

Funeral of a close friend.                                                     Actual time required but 
                                                                                             up to a maximum of ½ 
                                                                                             day plus travel time if 
                                                                                             local, or 1 day if
                                                                                             out of Borough.

CONTRACTUAL LEAVE OF ABSENCE   
Sickness

Maternity Leave
As per national or local agreement

Paternity Leave

Adoption Leave

Parental Leave

Time off for Dependants
ATTENDANCE AT STAFF MEETINGS

All class based staff at Foxfield are expected to attend weekly staff meetings. These are held within the contractual hours for teachers and support staff, and these staff are paid for the time that they attend these meetings.  Staff meetings are an important weekly event and the time is used for planning, consultation, review and INSET. Attendance at staff meetings is an essential part of each member of staff’s professional duties.  If a member of staff expects to be absent from a staff meeting then they should view this as an absence that falls within the same criteria as longer periods of absence and submit an Absence Request Form to the Head prior to the date and time of the meeting. The headteacher will then notify the member of staff if they have permission to be absent from the meeting.  Records of absence from staff meetings will be logged alongside all other absence records. 

STANDARD ABSENCE REQUEST FORM

All requests for leave of absence are to be submitted to the school for consideration by the Headteacher/ Chair of Governors using a standard Absence Request Form. ‑ see Appendix 

Where a member of staff is absent for a reason other than personal illness and was unable to request permission in advance an application should be completed and submitted retrospectively, as soon as possible after the event. 

Copies of all absence request forms will be retained in school within the personnel records and copies will also be passed onto the Director for his/her information. 
APPEAL PROCEDURE

In the case of an Appeal against a decision of the Headteacher or Chair of Governors (see 1 ‑ Introduction) to grant leave of absence with or without pay, the Director of Education and Cultural Services retains his right to hear such an Appeal.

COVER FOR ABSENT STAFF
At present the school invests a considerable sum from its delegated budget to pay for Supply Insurance cover. This covers the costs of covering the absence of all classroom and office staff from the sixth day of absence. The costs of employing supply staff to cover absence of up to five days come from the delegated budget. The school respects advice from professional organisations with regards to covering for absent colleagues and wherever desirable and possible appropriate supply cover of an equal status to the absentee will be arranged.
Where there are no suitable supply staff available to cover absent staff the Headteacher retains the authority and responsibility to reorganise the available staff to best meet the needs of all pupils within the school.

COVER FOR STAFF INVOLVED IN INSET
Cover for colleagues involved in INSET has to be paid from the school's Standards Fund allocation. This therefore has to be borne in mind when planning for staff to attend out of school training. The Deputy Head responsible for resources manages the INSET budget and plans expenditure. Any queries about attendance on training courses and supply cover should be referred to her. 

MANAGING STAFF ABSENCE – THE DUTIES OF THE HEADTEACHER AND ALL OTHER STAFF
As a part of the overall day to day management of the staff within a school the Headteacher has a responsibility to manage staff who are absent. The overriding points here are equity and reasonableness , and staff will be treated in  such a manner. The action taken by the Head will depend upon the nature and length of the absence.

Long term absence. 
Where a member of staff is absent from school long term, that being more than a week, this is usually for medical reasons. This can present a number of issues that need attention:

· The member of staff must ensure that they keep the school informed of their situation. Sick notes need to be delivered to school promptly and the absentee should also keep the school informed as to their situation. The Head may also 
· contact the absentee to discuss their absence and likely return to their post.

· The parents of pupils taught by absentee should be informed of the absence and arrangements for cover.

· When the person is ready to return to school they must contact the Headteacher. If the staff member 
has been absent for a lengthy period the Head will invite them into school to discuss developments within the school, pupil groups and individuals while the staff member has been off. There is also a possibility that an initial return on a part-time basis may be arranged if the Headteacher considers it suitable.

Short Term Absence

Short term absence is more common, disruptive and costly in terms of the resources needed to arrange and provide staff cover. It is also the more damaging in terms of providing continuity within the classroom and a stable learning environment for the pupils. 

Where this absence is for genuine medical grounds it is often legitimate and unavoidable. Absence for other reasons may fall under paid or unpaid leave and it is important that upon returning to school the member of staff reports  to the Head to see if anything important has been missed, and  to ensure that the necessary records of the absence are completed and copies forwarded to the LEA . As mentioned earlier some applications for leave should be submitted retrospectively.

Where there is concern that short term absence is unwarranted then the Headteacher will take the matter up with the member of staff. If there appears to be no genuine or legitimate reason for the member of staff being absent then this will be recorded and may be used as evidence at a later stage. 

NB

Unauthorised staff absence is a breach of contract and can be referred to the Governors as a disciplinary or capability issue.
PLANNED ABSENCE.
Where a member of staff is planning to be absent on a given day for personal reasons they must submit a completed Absence Request Form to the Headteacher (or in his absence on of the Deputies). The request will then be considered and the member of staff will be informed if the request has been approved.  Where an Absence request is approved or a member of staff is aware that they will not be in school on a given day as they are attending a course, conference etc. then they will need to ensure that the details are entered into the office diary and bring it to the attention of the Head and/or deputies so that appropriate arrangements can be made.  Where a teacher has a planned absence then they should endeavour to leave planning in school that the supply staff can use and refer to. 
UNPLANNED ABSENCE

Where a member of staff is going to be absent from school during term time due to illness or another unexpected reason then they must inform the Headteacher at the first opportunity by ringing him at home, preferably the night before or first thing in 
the morning between 7.00 – 7.30 AM. All staff should have the Headteacher and Deputies home phone numbers and it is the responsibility of the member of staff to contact one of them. Staff should try contacting the Head or the Deputy if the Head is unavailable, explaining the reasons for the absence. Messages should only be left on answer machines when all efforts to speak to someone in person have been tried. 

Staff who are absent must also telephone school between 1.00 – 3.00 PM to inform the Head if they will be fit to return to work the next day. 

Where an absence has included a Friday the member of staff should telephone the Head over the weekend to inform him as to his/her fitness for work on the Monday.

Upon returning to work following an absence the member of staff should start by speaking to the Head to enable him to brief them on anything  that they have missed

MONITORING OF STAFF ABSENCE
The Headteacher has a duty to record all staff absence. This information may be made available to the LEA or Governing Body if necessary. The Governors wish to ensure that money spent on employing supply staff is warranted and good use of the delegated budget. Research suggests that short term absence is a far more detrimental factor in the performance of organisations than long term absence, and so needs to be viewed as such in the monitoring process. To this end all staff have their levels of absence over the school year calculated using the 

‘Bradford Scale’.
The Bradford Scale

This system is widely used within schools and within the Education Department. It gives each member of staff a comparable points score for absence that may be the basis for discussions with the Headteacher.

The Bradford scale calculates

No. days absent

× No. periods of absence²

e.g.

10 days off  ×  2² ( off 2 lots of 5 days) = 40

8 days off  ×  8² ( off  8 lots of 1day) = 512

The absence level of all staff is calculated using this formula.
FORMAL INTERVIEWS TO DISCUSS ABSENCE
Where a member of staff is absent for a  fifth or more occasion in an academic year they will be asked to attend a formal interview with the Headteacher to discuss their absence history.  Amongst the matters to be considered will be 
· Any reoccurring medical issues that the school need to be aware of

· Any pattern of absence that is a cause for concern

· The effect that the absence is having upon the class

· If there is a need to make a referral to Occupational Health to request advice as to the likelihood of further absence and/or the member of staffs capability to meet their existing  employment contract. 
· If formal capability procedures need to be used. 

OCCUPATIONAL HEALTH
The Occupational Health Department within the Health Authority are specialists in issues concerning fitness for work. The staff working within the department is in a position to undertake assessments, offer advice and access to additional Health services. They also work closely with the personnel department of the LEA, the professional associations and the pension agencies and companies.

If the Headteacher has any concerns as to the physical or psychological fitness of a member of staff and his or her ability to meet their conditions of service in an appropriate manner then he may contact the Occupational Health Department and refer the member of staff to them. This may happen while a person is in work, is absent, or is planning to return to work. 

In making a referral the Headteacher is being non-judgemental and is seeking additional advice from appropriate professionals. 

In the event that a Headteacher considers a referral to Occupational Health is appropriate then the member of staff will be informed of this and the reasons for this action explained. As a result of attending a consultation with 
Occupational Health the results of an employee’s suitability to work may be passed on to the Headteacher. However all other medical confidentiality will be adhered to. 

The use of the Occupational Health professionals is an acknowledgement of the medical problems that can affect many people at different times in their 
working lives, and the effect that this can have on their ability to do what is often a very demanding job. It is there as a support service and is viewed by the school as a means of identifying the issues that effect absence, getting staff the assistance they 
may need, and hopefully to enable them to return to work fully fit at the earliest opportunity. 

CONCLUSION

The pupils at Foxfield are entitled to the very best education that can be provided for them. A crucial part of this is the provision of a skilled, professional and stable workforce in school. Staff absence is acknowledged as being unavoidable at times but the Headteacher, Governors and Education department are committed to managing absence levels as effectively as possible and reducing levels of staff absence to the absolute minimum possible.  
Staff absence causes instability within schools, disrupts the education of the pupils and has a significant negative effect on the well being of other staff. At Foxfield we will therefore continue to do all we can to minimise the effects of absence through a range of appropriate management strategies and procedures. 
 OVERVIEW OF PROCEDURES FOR REQUESTING LEAVE OF ABSENCE








1.  Paid Leave of Absence Approved The Headteacher/Chair of Governors (as appropriate) to approve.

3.  Unpaid Leave of Absence Approved 

The Headteacher/Chair of Governors (as appropriate) to approve.

2.  Leave of Absence Requests not Covered The Headteacher/Chair of Governors (as appropriate) to approve or reject indicating whether this would be with or without pay.

4.  Unforeseen or Sudden Causes of Absence A written request, stating the reason, to be submitted to the Headteacher/Chair of Governors (as appropriate) retrospectively but as soon as possible after the event.

   THEN EITHER

The Headteacher/Chair of Governors (as

appropriate) to write to the individual either

approving or rejecting the request ‑ sending a

copy for information to the

Director of Education & Cultural Services


Appeal against a decision to the Director of

Education & Cultural Services. 




Give as much notice as possible - A written request, using the standard Leave of Absence form, stating the reason to be submitted to the Headteacher or Chair of Governors (as appropriate).
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