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Bosco Catholic Education Trust Mission Statement  
 



 

  

   
Page 3 of 18    
  
29522/4 /18041 2165923.doc    
VN 4 200412 10-46-00  

1. SCOPE OF PROCEDURE  
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2.7 Develop and maintain an atmosphere that encourages people to come to work  
2.8 
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5. SICKNESS NOTIFICATION PROCEDURE  

5.1     You must contact the Academy in accordance with your Contract of Employment (and/or 
the Staff Handbook or equivalent document).  

5.2    You should contact the Academy personally and not ask third parties (such as 
members of your family or friends) to inform us on your behalf.  This is because we 
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5.9    The requirement that you maintain weekly contact during any period of sickness absence 
may be relaxed by the Academy if a doctor’s statement indicates that such contact 
would hamper your return to work or, alternatively, by agreement between you and 
the Academy.  

    
6. RETURN TO WORK DISCUSSIONS  

   
6.1  After every absence your line manager (or other appointed person) will welcome you 

back to work and discuss with you:   
          6.1.1 the reasons for your absence;  

6.1.2 whether the appropriate notification has been completed;  
6.1.3 your fitness to work; and   
6.1.4 whether there are any issues which require particular support from the Academy.  

6.2  A record of this return to work discussion should be placed on your personnel file.  
6.3  Your line manager (or other appointed person) may use the return to work discussion 

as an opportunity to bring you up to date with developments within the Academy during 
your absence.  

6.4  It is anticipated that a return to work discussion would normally last up to 15 minutes, 
but this is an indication only.  

6.5  Because of the nature of your medical condition you may prefer not to discuss the 
reasons for absence with your line manager (or other appointed person) and, in that 
case, you may hold the return to work discussion with a member of the senior 
leadership team.  

   
7. OCCUPATIONAL HEALTH REFERRAL  

   
7.1  The Academy may, at any time it considers appropriate, refer you to Occupational 

Health for an assessment of:  
(a) Your health  
(b) Its impact on your attendance at the Academy   
(c) Its impact on your fitness to perform the duties required by your employment  
(d) Its impact on your ability to attend formal meetings or interviews under any other 

procedure particularly in the light of the guidance at page 20 of the Health and 
Work Handbook produced by the Faculty of Occupational Medicine, Royal College 
of General Practitioners, Society of Occupational Medicine   

(e) What steps the Academy could take to improve your health and/or attendance  
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A referral to Occupational Health is a supportive measure and you are expected to 
cooperate fully where such a referral is made.  Occupational Health appointments will 
be scheduled during working time, where possible.   

7.2  Before making any decision to dismiss you on notice under this Sickness Absence Policy 
and Procedure the Academy will have referred you for at least one Occupational Health 
assessment.  

7.3  Notwithstanding Paragraph 7.2 above, if you decide not to engage in an Occupational 
Health referral the Academy will have no option but to proceed to make decisions 
without the benefit of medical advice.  

    
8. ABSENCE REVIEWER, FINAL ABSENCE REVIEWER AND APPEAL MANAGER  

The table below sets out the persons to be appointed, where possible, throughout the stages 
of the sickness absence review procedure depending on the person who is/has been absent 
from work due to sickness:   
 

Employee Level  Absence Reviewer  
Final  

Absence  
Reviewer  
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Other Teaching 
Staff  

(1) A member of the  
Leadership Team 
(other than the  
Headteacher) 
appointed by the 
Headteacher  
or in the event that 
(1) above cannot be 
complied with,  
(2) A person 
appointed by the 
Headteacher  

  
Headteacher 

Chair or a non-
staff  
Director/  
Governor 
nominated by the 
Chair  

Directors’/  
Governors’  
Appeal Panel  

Other Support 
Staff  

A person appointed 
by the Headteacher  

 
Headteacher  

Chair or a non-
staff Director/  
Governor 
nominated by the 
Chair  

Directors’/  
Governors’  
Appeal Panel  

  
NB: In law, only the Academy Trust Company, as the employer of staff, has the power to 
terminate employment, so the Academy Trust Company will need to ensure that it has 
delegated this power to the Final Absence Reviewer in accordance with the table above.  
Where the Academy Trust Company amends the table above, it will need to ensure that it has 
delegated its power to dismiss to the panel of persons and/or the individual that it appoints 
as the Final Absence Reviewer.   
  
9. PERSISTENT INTERMITTENT ABSENCE  

  
9.1  Persistent intermittent sickness absence can be defined as frequent short-term absences 

from work that are normally sporadic and attributable to minor ailments, in many cases 
unconnected.    
  

9.2  Managerial problems are created by the frequency of the absences and the reasons 
behind the absences.  It can only be addressed effectively through proper monitoring 
systems and effective management action.  

   
Triggers  
  

9.3  Whilst each case of sickness absence should be considered individually and based on 
your working arrangements, the following triggers will normally lead to a Formal 
Absence Review Meeting:  
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11.1.2  Set out any suggestions made by you or the Academy to make reasonable    
adjustments to working arrangements that could reduce your absence or assist   
your return to work  

11.1.3  Include copies of self-certificates, doctor’s statements and all medical reports   
including those obtained from Occupational Health.  

11.1.4  State that one of the possible outcomes of the procedure could be the 
termination of your employment where this applies.  

   
11.2  At a Formal Absence Review Meeting you will have the opportunity to:  

  
 11.2.1  Present any medical evidence in your possession   

11.2.2   Make reasonable suggestions about managing your return to work including 
any phased return to work, change or reduction of duties and/or working hours  

 11.2.3    Make suggestions of other reasonable adjustments that could be made  
 
12. FORMAL RESPONSES  

  
12.1  The Absence Reviewer will confirm the outcome of the Formal Absence Review 

Meeting in writing within 5 working days of the date of such meeting.  The Absence 
Reviewer may, in addition to making an Occupational Health referral, make the 
following formal responses:  

  
 12.1.1  Reasonable adjustments to working arrangements  

These will vary on a case by case basis depending on the medical condition 
identified.  

 12.1.2  A First Written Caution  
12.1.2.1  In the context of a persistent intermittent absence this is a 

caution that if you are absent from work for two or more days 
in the period of the next six months you will be at risk of a 
Final Written Caution.  

12.1.2.2    In the context of a long-term sickness absence this is a caution 
that if you are not fully back to work within between 4-12 
working weeks there will be a further Formal Absence Review 
Meeting. The precise number of working weeks will be set by 
reference to the available medical evidence.  

12.1.3  A Final Written Caution  
12.1.3.1    In the context of a persistent intermittent absence this is a 

caution that if you are absent from work at all in the period of 
the next six months you will be at risk of dismissal.  
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12.1.3.2   In the context of long-term sickness absence this is a caution 
that if you are not fully back to work within between 4-12 
working weeks you will be referred to the Final Absence 
Reviewer in accordance with Paragraph 9 which could lead to 
dismissal. The precise number of working weeks will be set by 
reference to the available medical evidence.  

12.2  The Final Absence Reviewer may (in addition to the responses available to the Absence 
Reviewer) make the following responses:  

     12.2.1  Dismissal with Notice  
In coming to such a decision in relation to a case of persistent intermittent 
absence the Final Absence Reviewer will consider:   
(a) The total absence and pattern of absence  
(b) The available medical prognosis  
(c) Advice from Occupational Health  
(d) The reasons advanced for the absence  
(e) How long the employee has worked for the Academy   
(f) Is the job a key job?  If so, how long can the Academy effectively function 

without that contribution?  
(g) The additional demands the persistent intermittent absence has 

generated for other employees and the Academy   
(h) Whether other reasonable adjustments have been considered  
(i) Whether other reasonable adjustments have been made and, if so, 

whether they were effective  
12.2.2  In coming to such a decision in relation to a case of long-term absence the 

Final Absence Reviewer will consider:      
(a) The available medical prognosis  
(b) Advice from Occupational Health  
(c) Is complete recovery likely and, if so, when?  
(d) How long the employee has worked for the Academy   
(e) Is the job a key job?  If so, how long can the Academy effectively function 

without that contribution?  
(f) The additional demands the absence has generated for other employees 

and the Academy   
(g) Whether alternative employment or a transfer is available, suitable and 

acceptable  
(h) Whether ill-health retirement has been explored  
(i) Whether other reasonable adjustments have been considered  
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a period in excess of five working days from the date set by the Academy to a date or 
time agreed with your Companion provided that it is reasonable in all the 
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Appendix 2 - Staff Absence Self-Managed Scheme 

 
This scheme outlines the details by which the Bosco Trust Board will reimburse its academy schools 
for staff absence.  All members of staff employed by Bosco Catholic Education Trust are covered by 
this scheme. 
 
19. DEFINITIONS 
 

Absence Absence caused by illness or injury certified by a Medical Practitioner (if 
over 5 working days), which entirely prevents the staff member from 
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SCHEDULE 
 
If a staff member becomes absent due to bodily injury or illness, and this absence continues beyond 
the Excess Day Period, we will pay the school a daily benefit for each further Academic Working Day 
of the staff member’s absence until:  
 

 the staff member is no longer absent, 
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