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be simply a welcome back after an absence and to update.  At the meeting, the Manager (or 
nominate officer) should: 

 
● Welcome back the employee and enquire after their health, clarifying the reasons for the 

absence and any treatment 
 

● Determine whether the employee is fit for work 
 

● Offer any help and support 
 

● Confirm that high attendance is expected from all employees and that their situation will be 
treated fairly and sensitively 
 

● Where appropriate, highlight any concerns with the employee’s absence levels 
 

● Update the employee on developments at work during their absence  
 

8.4 Once complete, the Manager (or nominated officer) will send the form to the relevant person 
in order that the employee’s record can be updated. 

 
8.5 Phased returns will usually be for a maximum of six weeks on full pay and may be for 

longer/extended at the Headteacher’s (CEO for central team) discretion. 
 

   

9 Managing short term absence 
 
9.1 Absences due to sickness that are frequent or persistent will be investigated. 
 
9.2 The Manager (or nominated officer) will take management action (first sickness absence 

review meeting) if any of the following sickness triggers are met: 
 

● 3 spells of sickness, of any length, in the previous rolling 3 month period. 
 

● A total of 10 or more days sickness in the previous rolling 12 month period 
 

● Any other pattern that causes concern 
 
9.3 For staff working part-time, the triggers above will be pro rata for the purposes of taking 

management action.   
 
9.4 First sickness absence review meeting 
 
9.4.1 The member of staff will be given at least 7 calendar day’s written notice of the date, time and 

venue of the meeting and may be accompanied by a companion.  The letter will also 
include/enclose any breakdown of absence periods to be relied upon by the Manager (or 
nominated officer). 
 

9.4.2 The purpose of the meeting will be: 
 
● Discuss the reasons for, pattern and impact of the absences, and measure that can be 

taken by the employee to improve attendance 
 

● Discuss the likelihood of further absences 
 

● Consider any medical advice that has been obtained 
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9.6.3 Following the discussions, the Chief Executive/Headteacher will adjourn the meeting to 
consider the options available including but not limited to: 
 
● Set a further review period to allow for additional monitoring and/or additional 

management support.  If attendance is not satisfactory at the end of this period then the 
employee may be dismissed; 
 

● Dismiss the employee for lack of capability due to ill-health, with full notice or payment in 
lieu of notice. 
 

9.6.4 Notification of the outcome of the meeting, including their right to appeal if dismissed, will be 
sent to the employee normally within 5 working days’ of the meeting. 

 
 
10 Managing long term absence 
 
10.1 If an employee has been absent for a consecutive period of 20 working days or more (or 4 

weeks for part-time staff), the Manager (or nominated officer) should contact the employee 
asking them to attend a welfare review meeting.   

 
10.2 As part of the review process, the employee may be referred to occupational health (with their 

consent) prior to attending any welfare review meeting. 
 
10.3 Welfare review meeting 
 
10.3.1 In most cases the employee will be invited into the workplace for the meeting. However, if the 

employee is unable to attend, options stated in clause 5.3 will be discussed with the 
employee. 

 
10.3.2 The purpose of the review meeting is to: 
 

● Consult with the employee to obtain an update on their condition and, if possible, assess 
a likely timescale for a return to work 
 

● Ask the employee if they have identified any adjustments to their working arrangements 
which could facilitate their return to work (for example physical adjustments, a phased 
return or temporary part-time working) and consider any that the academy is proposing 
 

● Enquire about what support or treatment the employee is receiving to assist their return to 
work 
 

● Discuss information received from occupational health (or arrange a referral) 
 

● Offer any support during their absence 
 

● Set a date after which the sickness absence will be reviewed again. 
 
10.3.3 After the review date, if an employee’s long term absence is continuing with no date of 

return, a further review meeting will be arranged. The meeting will be an opportunity to 
discuss with the employee the possibility that they may not return to work and the relevant 
consequences. 

 
10.4 Further review meeting(s) 
 
10.4.1 The purpose of this meeting(s) will be to: 
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Number of periods of sickness (including current absence) 

Last 3 months Last 12 months 

Was the notification procedure adhered to? YES  NO  


