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The purpose of this policy and procedure is to support the effective reporting, 

recording and management of sickness absence to reduce its impact on service 

delivery and provide appropriate support to employees. It aims to encourage 

employees to achieve and maintain acceptable levels of attendance and is designed 

to ensure fairness and consistency in the management of concerns about 

attendance. 

 

 

This policy statement aims to set out Fiveways school’s arrangements for managing 

Staff Absence for the purpose of providing all staff with information about Local 

Authority Guidance that the school has adopted. It sets out: 

 

 

 Procedures in relation to Staff Absence Management, Leave of Absence and 

Working Life Balance. 

 Details of guidance are available in the attached appendices. 
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Policy Statement 

This policy is recommended for adoption by all Somerset County Council Maintained 

Schools and Academies that purchase HR Advisory Services through Support Services 

for Education (SSE). 



 

Regular attendance at work is a vital factor in providing effective and high-quality 

public services and it is expected that employees will take all reasonable measures to 

ensure good attendance at work. Sustained levels of attendance at work will also 

contribute to and provide positive assistance in the planning and provision of quality 

services and high morale among employees.   

 

High levels of absence can impact on not only the quality of service but also on its 

delivery. 

 

The school / academy is committed to maximising attendance by maintaining good 

working practices at all stages of employment and at all levels within the school.  A 

collaborative approach to the management of sickness levels will be adopted 

involving management, employees and their representatives. 

 

The overall aim of this policy is to maximise attendance and ensure that employees 

are treated fairly, in a considerate manner and with respect in order for them to fully 

recover from sickness and return to work.  The benefit of reducing sickness absence 

and improving attendance levels is felt at different levels: 

 

 Alleviating the extra workload on colleagues.  

 Improved productivity and positive effect on service delivery. 

 Reducing the need to bring in supply staff or offer additional hours to current 

employees.  

 

Any reduction in sickness levels should bring about a considerable saving as well as 

improved productivity and service delivery through close attention to employee 

health and welfare. 

 

When establishing the causes of absence and likely future patterns, this policy should 

be considered alongside associated policies in relation to Health and Safety, Work-

related Stress, Disability, Ill Health Retirement, Alcohol and Substance Misuse, 

Fairness and Dignity at Work and Flexible Working/Work-Life Balance policies. 

 

The school/academy is committed to evaluating the effectiveness of this policy by 

recording, monitoring and communicating sickness absence levels, with the aim of 

improving attendance. 

 

All sickness absence information will be handled sensitively and with due regard to 

confidentiality and Data Protection Principles. 

 

Confidentiality 

Any information in relation to sickness, should always be regarded by the 

Headteacher/Manager as confidential and only shared with those who need to know. 

However, there may be occasions when the reason for absence is of such a sensitive 

nature the Headteacher/Manager may want to minimise who else is made aware of it 



and decide to be the only person who is involved in the management of the absence.  

If the Headteacher/Manager does have any concerns about the complexity of a 

particular case, then it is strongly advised they obtain further advice from their HR 

Advisor.   

 

Responsibilities 

 

Employees 

Employees are expected to: 

 

 Take responsibility for their own health, wellbeing and attendance at work.  

 Read and understand the policy.  

 Comply with the sickness absence notification procedure. 

 Maintain contact with their manager during periods of sickness absence and 

co-operate with all reasonable requests to attend meetings.  (Also reference 

information around maintaining contact below.) 

 Agree to an Occupational Health referral and co-operate with medical advice, 

to facilitate a return to work.  

 

Headteachers/Managers 

 Encourage a positive attitude to attendance at work.  

 Make employees aware of the Sickness Absence Management Policy.  

 Ensure every absence is accurately recorded.  

 Monitor employees' sickness absence through the management information 

available.  

 Discuss on-going sickness absence with the employee at an Absence Review 

Meeting and keep written documentation of agreed action points.  

 Seek help, guidance and support from the school’s HR Advisory Service or 

other professionals, e.g., Occupational Health, in interpreting sickness figures 

and finding solutions, which are consistent and fair while allowing for 

flexibility to individually tailor responses.  

 Ensure a return-to-work interview is conducted with each employee as soon 

as possible, ideally within 5 working days of the return from sickness absence. 

 Create a supportive environment to facilitate a successful return to work for 

employees.  

 Always consider reasonable adjustments and put in place where appropriate.  

 

School Governing Bodies 

 Provide clear leadership for the reduction of sickness absence levels and 

ensure this policy is implemented within the school. 

 Ensure action plans are in place to deal with areas of high sickness absence 

and support managers in achieving defined standards. 

 Expect regular information on sickness absence levels and its cost.  

Trade Unions 

 



 Protect the reasonable interests of their members and support management 

 in their efforts to improve attendance levels.  

 

Notification Procedure for reporting Sickness Absence 

Employees must comply with the notification procedure set out below to ensure they 

receive their correct entitlement to sick pay.   

 

As soon as an employee is unable to report to work due to illness, they must make 

every effort to ensure their Headteacher/Manager (or person to whom they are 

required to report) is notified, by telephone at the earliest opportunity at the 

beginning of the working day.  Only in exceptional circumstances should alternative 

communication be used.  The employee is required to speak to their Headteacher/ 

Manager (or person to whom they are required to report) and give a reason for the 

absence and the anticipated return date.  If the return date is not known, the 

employee should agree with their Headteacher/Manager to maintain regular contact 

until a return date is known. 

 

If an employee has been off sick for 4 consecutive days (including Saturdays, Sundays 

and Public Holidays) they must notify their Headteacher/Manager of their continued 

sickness and give an expected date of return to work.  They may be entitled to 

payment of Statutory Sick Pay (SSP) and this will be paid as part of their sickness 

allowance provided that they have followed the notification procedure. 

 

A Statement of Fitness for Work or ‘fit note’ should be submitted for sickness 

absences longer than 7 calendar days, all statements must be submitted to the 

Headteacher/Manager as soon as is practicable on or before the 8th day of absence. 

  

Failure to follow the notification procedure may lead to non-payment of sick pay and 

disciplinary action. 

 

Statement of Fitness for Work (Fit Note) 

GPs use a Statement of Fitness for Work (Fit Note) to advise that an employee is 

either ‘unfit for work’ or ‘may be fit for work’ with recommendations or additional 

support in place.  The fit note should also state how long the fit note applies for and 

whether they are expected to be fit for work the fit note expires.  If it doesn’t and the 

Headteacher/Manager has any concerns regarding their fitness to return to work, 

then they can ask them to return to their GP for a fit note confirming their fitness for 

work. 

 

If the employee provides a fit note stating they are fit to return to work, but the 

Headteacher/Manager still has concerns about an employee’s ability to return to 

work they are advised to refer the employee, with their consent, to Occupational 

Health and also seek further advice from the schools HR Advisor if they think it is 

necessary.  

 



For further information refer to Headteacher Guide: Statement of Fitness for Work or 

Fit Notes (Statement of Fitness for Work). 

 

Requesting Notification of Sickness from a Doctor for Absence Spanning less 

than 8 Days 

There may be occasions when a Headteacher/Manager requires an employee to 

obtain a letter or note from their Doctor for absences spanning less than 8 calendar 

days, for example where absences are being monitored under the Managing 

Frequent Intermittent Sickness Absence protocols.  If the GP charges for this service, 

the cost will be reimbursed to the individual by the school.  The school reserves the 

right to suspend sick pay if a Doctor’s letter cannot be produced, depending on the 

circumstances. 

 

Unauthorised Absence 

If an employee is absent from work and does not follow the notification procedure 

and/or does not offer a reasonable explanation as to why they were absent, then the 

absence can be considered unauthorised, and the Headteacher/Manager can advise 

them they will be unpaid for the entire duration of their absence.    

 

Unauthorised absence may be treated as a misconduct matter, which could result in 

disciplinary action.   

 

Examples of two situations that would be considered as unauthorised absence and 

therefore, would require further investigation are: 

 

1. An employee's request for leave of absence was refused, but the employee 

has reported in sick for the period the leave of absence was requested.  (In 

this circumstance, a Doctor's Certificate should be requested).  

2. The employee has not followed the notification procedure for sickness 

absence, e.g., the employee fails to submit a Statement of Fitness for Work to 

cover absence beyond the self-certification period.  (For further details please 

refer to Notification Procedure for Sickness Absence.) 

 

Recording Sickness Absence 

Accurate and accessible information is a pre-requisite of effective absence 

management.  Headteachers/Managers cannot manage sickness absence and returns 

to work without having access to the appropriate information. 

 

The procedure for recording sickness absence is as follows, although individual 

schools and academies may wish to tailor this depending on their size and payroll 

provider: 

 

1. Employees are responsible for notifying their Headteacher/Manager of 

sickness absence. 

2. Headteachers/Managers are responsible for recording and ensuring the  

    payroll provider is notified of the sickness absence. 

https://slp.somerset.org.uk/ipost/iPost%20Documents/Head%20Teacher%20Guide%20Statement%20of%20Fitness%20for%20work.doc
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3. On their return to work, the employee should complete and sign a self-

certification form (the Sickness Declaration and a Return-to-Work Form) and 

pass to the Headteacher/Manager.  The Headteacher/Manager should then 

check the form for accuracy, sign it and arrange to undertake the return-to-

work interview with the employee.  

4. The form should be sent to payroll and a copy retained by the school   

    together with any appropriate Statement of Fitness for work  for their records.  

 

The Sickness Declaration and Return to Work Form requires employees to indicate 

both calendar days and working days lost due to sickness absence.  Both are vital for 

the overall management of sickness absence.  

 

Calendar days absence is required for sick pay and timely referrals to Occupational 

Health. 

 

Working days lost due to sickness absence are defined as those days on which the 

employee would have been expected to work.  Part-time employees will only be 

counted as absent for the hours which they would normally work, which are likely to 

be shorter than full-time equivalent days.  This is required because it enables the 

school to accurately monitor the cost of sickness absence, compare sickness absence 

levels with other organisations and to inform action plans for improvement. 

 

An individual can “self-certify” for absences up to 7 calendar days, after which any 

continued absence will need to be covered by a medical certificate provided by their 

GP.  These will continue to be required for extended absence, should run 

consecutively and should be submitted to the school in a timely manner to enable 

accurate reporting and processing of sickness payments. 

 

Sickness during School Holidays  

 

All Staff 

If, an employee is already off sick before the start of the school holidays and remains 

unfit to work, then they must continue to provide GP certificates to cover the 

duration of their sickness.  

 

Should, an employee advise they are fit to return to work, during the school holidays, 

then they must provide a fit note from their GP as confirmation of this.   

 

If the Headteacher/Manager has concerns regarding the actual fitness of the 

employee to return to work, they can stipulate the employee’s return to work is 

conditional on their fitness also being confirmed by Occupational Health, in addition 

to the GP fit note. 

 

If an employee becomes unwell during the school holidays, then there is no 

requirement for them to provide a GP Cert/Fit Note, if they would not normally be 

required to work during this period.  



 

Should the employee continue to remain unwell and is unfit to return to work when 

they are contractually required to do, they are then required to provide a GP cert/Fit 

Note, which should be backdated from the date, they would have returned to work. 

 

Sickness during Booked Annual Leave and Public Holidays 

 

Support Staff 

Where an employee is receiving sick pay from the employer, they should continue to 

receive such pay if a public holiday occurs during sick leave.  Where an employee has 

exhausted their period of entitlement to sick pay, no payment should be made (other 

than SSP as applicable) in respect of a public holiday occurring during the period of 

sick leave.  No substitute public holiday should be given. 

 

In the event of a member of the support staff falling sick during the period of their 

annual leave they must obtain a Doctor's statement.  They should be regarded as 

being on sick leave from the date of the Doctor's statement and further annual leave 

shall be suspended from that date.  Self-certification during annual leave 

entitlements will NOT be accepted and a Doctor’s medical certificate must be 

submitted.  In the event the employee incurs a cost for obtaining this evidence on 

the request of the employer, the employer may consider reimbursing the charge. 

 

Teachers  

When a teacher is ill immediately preceding a closure of the school, and has 

exhausted his/her sick leave entitlement, or is on less than full pay, and recovers 

during the period of closure, such teacher shall be deemed, for the purpose of 

calculating the amount of salary due, to have returned to duty on the day he/she is 

authorised medically fit to do so by means of a Doctor’s statement obtained for that 

purpose, provided he/she actually returns to duty on the first day after the period of 

closure.  Where a teacher in these circumstances does not return to duty on the first 

day after the period of closure, he/she shall refund such sum as the employer at their 

discretion may decide. 

 

If, during the period of closure a school teacher falls ill and becomes entitled to 

Statutory Sick Pay or becomes or would become (but for the election to be excepted 

from liability to pay contributions) entitled to claim any of the benefits referred to in 

sub-paragraph 5.1 of the Burgundy Book, it shall be his/her duty to notify the 

employer thereof (as if the days of closure were working days) so that the employer 

may either pay Statutory Sick Pay (where appropriate) or make the appropriate 

deductions. 

 

Return to Work Interviews  

Following any period of sickness absence, it is strongly advised the Headteacher/ 

Manager completes a return-to-work interview with the employee either before their 

return to work or on the actual date of their return.  However, if this is not possible 



then it is advised it is held no later than 5 working days following the date of their 

return.  

 

The return to work meeting is a supportive measure for the employee but also for 

the Headteacher/Manager to establish the reason/s for the absence (if this is not 

already known), and if the employee is well enough to return to work and if any 

workplace adjustments (temporary or permanent) may need to be considered to 

support the return.  

 

The Headteacher/Manager can use the template on the back of the Sickness 

Declaration and Return to Work Form as guidance for conducting the return to work 

interview.  The completed form should then be sent to payroll and a copy also 

retained on the employee’s personal file.  

 

Employees taking Medication  

It is strongly advised when an employee is off sick or has been diagnosed with a 

health condition, as part of the return to work interview the Headteacher/Manager 

may want to consider clarifying with the employee whether they are taking any 

medication and if they are, if this could then impact on their ability to carry out their 

job role.  If it will, then the Headteacher/Manager may need to consider whether they 

need to put in place any reasonable adjustments to support the employee, either as 

a temporary or permanent arrangement.  Examples of reasonable adjustments are: 

the removal of some of the employee’s duties (however, in doing this the employee 

would still be expected to be able to do the majority of their job role), redeployment 

to another role or allowing them to work from home.  

 

Before the Headteacher/Manager agrees to put any reasonable adjustments in place, 

they may want to consider whether it would be appropriate for them to refer the 

employee to Occupational Health for further advice.  The Headteacher/Manager may 

also want to consider seeking further advice from HR. 

 

 

 

 

Sickness Absence Management 

Short-term frequent & intermittent sickness absences 

 

Definition 

Frequent intermittent sickness absence is a series of short-term sickness absences 

often for minor or unconnected illnesses; many of which will be for periods of less 

than 7 calendar days and so will not be certified by a doctor.  Frequent intermittent 

sickness absences warrant close scrutiny where certain trigger points are met. 

 

Procedure 

Frequent sickness absence is often more disruptive than long-term absence due to 

the unpredictable nature of the absence.  The school/academy can, therefore, take 



reasonable action to manage frequent absenteeism and should inform an employee 

when their sickness absence level is becoming a cause for concern.  This can initially 

be addressed at the return-to-work meetings.  However, if the level of sickness 

absence continues to remain a concern, then it is advised it is managed under the 

sickness absence review procedure, providing the level of absence has triggered this.  

Please refer to Triggers for holding an Absence Review Meeting below. 

 

Long-term Sickness Absence 

 

Definition 

A long-term absence is defined as a continuous absence of over 28 calendar days, or 

it is known in advance that the employee is likely to be absent for such a period due 

to illness. 

 

When an employee has a long-term absence in which their illness is due to a 

longstanding medical condition, or sudden severe illness or disabling injury they may 

have already had more than one period of long-term absence. 

 

Maintaining Contact & Arranging Meetings with the Employee 

 

Maintaining Contact 

It is important that regular contact is maintained between the school/academy and 

the employee when an employee is off sick.  This ensures the employee is kept 

updated about what is happening at work and feels supported.  It also enables the 

Headteacher/Manager to determine the employee's welfare, to identify whether 

there is a likelihood of a return to work and establish whether the employee’s work 

needs to be reallocated to ensure service delivery is maintained.0 

 

It is strongly advised the Headteacher/Manager, or a nominated individual advises 

the employee who will be their point of contact from the start of the employee’s 

absence or if this is not possible, from the earliest opportunity.  In certain 

circumstances, it may not be appropriate for the point of contact to be the 

Headteacher/Manager and the employee may prefer it to be another Manager or a 

close colleague, of the same gender for example.  It is important the Headteacher/ 

Manager keeps a written record/notes of any contact that is made with the 

employee. 

 

In some situations, for example when the absence is related to stress in the 

workplace, the Headteacher/Manager may want to encourage the employee to 

contact their trade union representative for further advice and support.   

 

In some situations where the relationship between the Headteacher/Manager and 

the employee has broken down and there is no one else who can be the point of 

contact then it may also be more appropriate for communication to be made via the 

employee’s trade union representative, although employees should always be 

encouraged to have direct contact themselves where possible.  In this situation, the 



trade union representative may represent the employee at any meetings if the 

employee is unable to attend. 

 

Arranging a Meeting 

During the early stages of sickness absence, contact between the Headteacher/ 

Manager and the employee is likely to be via telephone/e-mail.  However, when the 

employee has been absent for 28 days or longer it is advised the Headteacher / 

Manager may want to arrange a meeting with the employee. 

 

When arranging the meeting the Headteacher/Manager may want to take into 

consideration where it is going to be held as the workplace may not always be the 

most appropriate location.  Therefore, they may wish to consider offering the 

employee the options for it to be held at either the workplace, the employee’s home, 

or another mutually agreeable location.  Although, written notes can be made at the 

meeting, recording of the meeting via an electronic device is not permitted under the 

provisions of this policy, however, there may be circumstances where this may be 

appropriate as a reasonable adjustment for the employee, but any recording of a 

meeting must be agreed by all parties prior to the meeting commencing (please 

refer to Section 11b for Standard Letter – Invite to Sickness Absence Management 

Meeting). 

 

If the absence is likely to be long term then it is advised the Headteacher/Manager 

may also want to refer to the Frequently Asked Questions on Long-term Sickness 

Absence and provide a copy of this to the employee.  

 

When to refer to Occupational Health  

A referral to an Occupational Health is recommended when: 

 an employee has been or is likely to be absent for 28 days or longer;  

 it is believed an employee may have, an underlying health problem which is 

causing their attendance levels to be a concern especially if the majority of the 

sickness absence is self-certified (7 calendar days or less). The Headteacher/ 

Manager can refer them to Occupational Health for an opinion on the 

employee's medical condition and whether the employee's absences are likely to 

remain at the same level;  

 an employee states a work-related problem is causing them ill health; 

 an employee states their absence is caused by either work or non-work-related 

stress or both.  When the absence is stress related it is strongly advised an early 

referral is made to Occupational Health and where it is identified the stress is 

work-related the Headteacher/Manager also asks the employee to complete a 

stress risk assessment (it is not mandatory for the employee to complete this but 

they should be encouraged to do so).  When the employee has completed and 

returned the stress risk assessment to the Headteacher/Manager, it is advised 

the Headteacher/Manager arranges a meeting with the employee to discuss it 

and agree an action plan.  This is providing the employee is considered fit to 

attend a meeting. 

 

mhtml:file://C:/Documents%20and%20Settings/smcmahon/Desktop/Sickness.mht!https://remotevpn.somerset.gov.uk/HR/Policies/documents/,DanaInfo=enterprise.somerset.gov.uk+4FAQsforEmployeesonlongtermabsencev2.pdf
mhtml:file://C:/Documents%20and%20Settings/smcmahon/Desktop/Sickness.mht!https://remotevpn.somerset.gov.uk/HR/Policies/documents/,DanaInfo=enterprise.somerset.gov.uk+4FAQsforEmployeesonlongtermabsencev2.pdf


The Headteacher/Manager must obtain consent from the employee before they 

make an Occupational Health referral.  For employees covered by the Green Book, 

the national terms, and conditions specifically state that an employee shall agree to a 

medical examination, subject to the provisions of the Access to Medical Reports Act.  

For employees covered by The Burgundy Book, it states a teacher must undertake 

any examination that the employer may require by an approved medical 

practitioner nominated by them.  For further advice or guidance, you may also want 

to contact your HR Advisor. 

 

For schools or academies who purchase Occupational Health through Somerset 

County Council, the current provider is Health Management Limited (HML) and they 

can be contacted on 01273 976 655 or South.03@healthmanltd.com.  A referral can 

be made online via Health Management | MAXIMUS.  If a school/academy who 

purchase this service are unable to access the online system, they should email 

hrod@somerset.gov.uk for further support. 

 

Once the Headteacher/Manager has made the referral, Occupational Health will 

normally notify the employee of the date and time of their medical appointment and 

inform the referring manager in the same way, normally this is by e-mail or the 

employee’s preferred method of contact, which it is advised the Headteacher/ 

Manager should clarify with the employee before they make the referral.  

 

Normally the first appointment is a telephone consultation, although video 

consultations may also be available if these are requested.  However, should the 

employee or the Manager require a face-to-face meeting or other adaptations to be 

made, to enable the employee to attend an appointment, they are advised to contact 

Occupational Health directly by telephone to discuss this (see above for contact 

details).  

 

If Occupational Health identifies an underlying health problem they will advise on the 

likely duration and whether the employee's job could be having a detrimental effect 

on their health.  For long term absences Occupational Health may also advise on the 

prognosis for recovery to enable the Headteacher/Manager to decide on the best 

way to manage the on-going absence.  

 

Following receipt of the report from Occupational Health, the Headteacher/Manager 

may wish to discuss it with the school’s HR Advisor before speaking to the employee.  

It is recommended that a meeting to discuss the report and any recommendations 

made by Occupational Health is held at the earliest opportunity with the employee 

to ensure any reasonable adjustments or unresolved workplace issues can be 

addressed.  The employee may wish to be accompanied at this meeting by their 

professional association/trade union representative and it may be appropriate for HR 

to also attend the meeting.   

 

 

 

mailto:South.03@healthmanltd.com
https://healthmanagement.co.uk/
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Obtaining Medical Reports Directly from the GP 

Occupational Health may also need to write to the employee's GP and/or consultant 

if further information is required.  

 

There may be some occasions where it may be appropriate for a medical report to be 

obtained directly from the employee’s GP without referring them to Occupational 

Health to enable more immediate advice and information regarding an employee’s 

health to be accessed (for example where there are concerns regarding an 

employee’s mental health).  

 

It is advised before the Headteacher/Manager considers this approach they first seek 

advice from HR to determine if this would be appropriate.  The employee must 

provide their consent prior to the Headteacher/Manager writing to the GP.  Template 

letters for requesting employee consent and also requesting a medical report from 

the GP can be found at Section 11b - Useful Forms and Standard Letters 

 

Occupational Health Report and Advice 

Once Occupational Health has all the information they require, they will produce a 

report which will contain advice that broadly falls into one of the categories outlined 

below.   

 

Full return to work in reasonable time 

If it is known that the employee will make a full recovery and return to work within a 

reasonable time, the employee should be reassured, that their post will remain open 

pending their return to work.  

 

Partial or phased return to work to aid rehabilitation and ultimate full return to 

work.       

If a partial or phased return to work is recommended by Occupational Health or by 

the GP on a Statement of Fitness for Work, the Headteacher/Manager must give it 

serious consideration and accommodate it wherever possible to facilitate a successful 

return to full contracted hours and duties where possible.  A return to work on a 

partial basis must be approved by the Headteacher, who will need to consider 

operational implications.  It is also strongly advised there are regular reviews held 

between the Headteacher/Manager with the employee, with a view to gradually 

increasing the hours worked as soon as practicable.  A phased return to work may 

include a temporary contractual reduction in hours or, where applicable and with 

agreement from the employee, use of outstanding annual leave.  Schools/academies 

should contact their payroll provider to agree how best the phased basis of the 

return is recorded.  

 

Return to work is possible but not to the existing post or terms and conditions 

of employment 

If returning to work is possible but not to the existing post, then the Headteacher/ 

Manager is strongly advised to consider exploring the option of redeployment  
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Redeployment 

If Occupational Health or the GP advises on the Statement of Fitness to Work that a 

return to work is a possible, but not to the employee’s existing post or terms and 

conditions of employment (e.g., permanently reducing hours or grade) this must 

explored by the Headteacher/Manager, and every effort made to redeploy the 

individual into a suitable alternative position.   

 

It is strongly advised before the Headteacher/Manager makes a decision they contact 

HR for further advice.  

 

Although, the preferred option would be for the Headteacher/Manager to redeploy 

the employee to another post in their school, in federations or Multi Academy Trusts 

(MAT’s) this could be redeployment to another school within the federation or MAT.   

If this is not possible, (applicable to LA maintained schools only), it is strongly 

advised the Headteacher/Manager contacts HR to discuss whether the employee 

could be placed in the Resource Pool for redeployment.  

 

If alternative work is available, the employee should be invited to discuss this option.   

It is important to ensure that the employee accepts the medical view that a return to 

their previous post is not possible, and that action needs to be taken. 

 

If an employee refuses the alternative work this may potentially lead to termination 

of employment.  Before the Headteacher/Manager makes a decision, it is strongly 

advised they contact HR for further advice. 

 

If Redeployment is not possible  

If the employee cannot be redeployed to another post, they must be informed of this 

by the Headteacher/Manager who should then discuss their options with them. 

 

If the decision is taken to terminate the employee’s employment, although, the 

employee will have been issued with notice to terminate their employment the 

school can continue to seek suitable alternative employment for the employee 

during their notice period. 

 

If Recovery is likely to be long  

If Occupational Health advises the employee’s recovery will be long, then a decision 

needs to be made on whether the employee’s absence can be sustained by the 

school and if it can for how long.  The decision will depend on the anticipated 

timescales for the employee’s return to work and the service delivery requirements 

which would have to be assessed on a case-by-case basis.  

 

If Recovery will not occur  

If Occupational Health advises the employee’s recovery will not occur, then it is 

strongly advised before a decision is taken to terminate an employee’s employment 

on the grounds of capability the Headteacher/Manager has asked Occupational 



Health if the employee may be eligible to apply for ill health retirement.  This will 

only apply if the employee is a member of the LGPS or Teacher’s Pensions. 

 

Ill Health Retirement under Local Government or Teachers Pension 

 

If the employee is a member of the Local Government Pension Scheme or the 

Teachers’ Pension Scheme, they may be eligible for early payment of pension 

benefits under ill health retirement.  The decision regarding whether a member of 

the pension scheme is eligible for benefits, can only be made by the Pension Scheme 

Approved Independent Occupational Health Physician and is entirely separate to the 

school’s decision to terminate employment.  

 

An assessment can be made on whether the employee meets the requirements 

under ill health retirement criteria so that the decision in relation to continued 

employment and ill health retirement can be made to coincide and result in the 

employer and employee mutually agreeing that employment has ceased.  Pension 

benefits cannot be granted until the employee has left employment (whether they 

leave through dismissal, resignation or mutual termination). 

 

The Local Government and Teachers Pension Schemes have set procedures for 

dealing with employee's ill health retirement.  Full details of eligibility criteria, ill 

health retirement application form and guidance for completion are outlined in the ill 

health retirement guidance. 

 

If an employee is not a member of a pension scheme or Occupational Health advises 

they are not eligible to apply for ill health retirement and they are not able to return 

to work and it is decided that employment can no longer be sustained, the options 

are: 

 

1. The employee can choose to resign from employment. 

2. The employer and the employee mutually agree that employment ceases.  

3. Termination of the contract on grounds of capability (i.e. the employee is  

incapable of fulfilling the terms of their contract due to ill health), or for ‘

 Some Other Substantial Reason (SOSR). 

 

Dismissal on the Grounds of Capability due to ill health  

If dismissal on the grounds of capability due to ill health is the only option, then the 

Headteacher/Manager must ensure they have fully consulted with the employee and 

their trade union representative (if they have one). Therefore, it is advised the 

Headteacher/Manager holds a meeting to discuss the 3 options (above) and informs 

them that if they don’t wish to consider options 1 or 2 then a further meeting will be 

held by the Headteacher/Governors at which they will consider a recommendation to 

dismiss the employee on grounds of capability due to ill health.  It is important clarity 

is obtained from the employee about which option is being pursued so that there is 

no misunderstanding.   

 



The decision to dismiss should be made using the most up-to-date medical advice.  

Any decision to terminate the employment will be made by either the Headteacher 

(providing the Headteacher has been delegated the authority by the Governors to 

dismiss and also hasn’t already been involved in the management of the sickness 

absence) or a panel of Governors.  It should be carried out in accordance with the 

dismissal procedure as outlined in the Disciplinary procedure. 

 

The employee is entitled to be accompanied by a trade union representative or work 

colleague only.  The employee must be given written confirmation of the decision to 

terminate their employment, their eligibility to any paid notice, in line with the 

contract of employment, and informed of the right to appeal.  If dismissed by a panel 

of Governors the employee must be informed of the right to appeal to the Staff 

Appeals Committee of the Governing Body, within 10 school days of receipt of the 

decision, stating the grounds for the appeal.  

 

It should be noted that particular consideration should be given to the timing of 

meetings for teachers, to ensure that enough notice can be given for the decision to 

take effect on a valid date i.e., 31st August 31st December, and 30th April.  If mutually 

agreed these contractual notice periods may be waived. 

 

Returning to work following long-term absence 

An employee who has had a long-term absence from work may require some 

additional support when returning to work.  The Statement of Fitness for Work from 

the GP should provide detail of any recommendations or additional support that 

would assist the employee in returning to the workplace.  It is also advisable to carry 

out a risk assessment with an employee, based on the recommendations in the 

Statement of Fitness for Work, within the first week of returning from long-term 

absence to ensure that appropriate steps are taken to ensure a successful return, in 

particular if absence was related to stress.   

 

Consideration of a Risk Assessment or Personal Emergency Evacuation Plan (PEEP) 

may also be required with more detailed advice available through Health and Safety.  

 

Regular reviews with the employee need to be scheduled for the first weeks/months 

to ensure the employee is settling back into work successfully.  

 

In the first instance please contact HR for further advice. 

 

Unsatisfactory Levels of Absence Causing Concern Unrelated to Ill Health     

If, following discussion with the employee or via referral to Occupational Health, it is 

apparent the cause of their level of absence causing concern is unrelated to ill health, 

for example where a personal or domestic difficulty is identified, then the 

Headteacher/Manager should discuss whether there are any support options they 

can consider putting in place that will help the employee; for example, temporary 

flexible working arrangements or if appropriate, signposting the employee to the 

school’s Employee Assistance Programme (for maintained schools this is currently 



provided by Care First).  If any work-related matters are raised, these should be 

investigated promptly, and any reasonable action taken. 

 

An action plan for the employee's attendance record to improve should also be 

agreed, allowing a reasonable amount of time for the support to assist improvement 

and review periods should also be set.  Confirmation of any support put in place 

should then be put into writing in the format of an action plan, a copy given to the 

employee, and one retained on their file.  If an employee’s attendance does not 

improve after a reasonable period of time, then the formal absence management 

procedure (Absence Review Meeting) should then be followed 

 

 

Monitoring Sickness Absence  

Some levels of absence due to sickness or other circumstances may be a cause for 

concern and require management action.  When reviewing employees' sickness 

absence levels, in the interest of treating full time and part time employees 

consistently, the Headteacher/Manager should take account of the full period of 

sickness in calendar days rather than working days lost.  For example, if an employee 

has a health problem, which results in them being unfit for work for 10 calendar days 

(whether they work full time or part time) this is cause for concern, regardless of the 

number of working days absence. 

 

As schools are responsible for recording their own sickness absence information then 

they will need to run their own reports.  However, schools who also purchase payroll 

from SCC can request sickness absence information from HR Admin & Payroll. 

 

Triggers for holding a Sickness Absence Review Meeting 

The triggers for the Headteacher/Manager holding a sickness absence review 

meeting with an employee are: 

 

 In a three-month period, the employee has had three or more instances of 

sickness absence  

 In a six-month period, the employee has had a recurring, recognisable pattern of 

absence e.g., absent on a Friday, Monday, before or after Public Holidays or 

Annual Leave. 

 In a three-month period, the employee’s absences have added up to a total of 

ten or more calendar days.  

 The employee has a Bradford score of 144 or more in a 12-month rolling period. 

 

A Bradford score of 144 or more in a 12 months’ rolling period can be due to 

frequent periods of short-term absences or for fewer occasions of absence the 

duration of each absence is for a longer period.  The Bradford Factor is only an 

indicator and should be considered alongside all other available information relating 

to the individual’s absence record.  

 

  



Sickness Absence Review Meetings 

The Headteacher/Manager should hold the sickness absence review meeting with the 

employee.  The employee can be accompanied at the meeting by either a trade 

union or work colleague.  However, allowing the employee to be accompanied 

should not significantly delay the meeting from taking place.  If a Union 

representative cannot attend the first meeting it is advised a second one is arranged 

to take place within 5 working days of the date of the first meeting to ensure it is not 

unreasonably delayed. 

 

Guidance on conducting the absence review meeting can be found at Section 11a - 

Headteacher Guide: Absence Review Meeting. 

 

The purpose of the meeting is to discuss the employee’s absence record, explore the 

reasons for absence, agree any support that is required and set targets for 

improvement. 

 

The outcome from the meeting should be for the Headteacher/Manager and 

employee to agree an action plan which may include supportive measures/ 

adjustments being put in place and may also result in targets for improvement being 

set.  A record of the absence review meeting will be made on the form Record of 

Absence Review Meeting and a copy placed on the employee’s personal file and also 

the manager will follow up the meeting with a letter.  Please refer to Section 11b for 

the template letter.  

 

If the reason for the unsatisfactory level of sickness absence is due to work related 

stress, then the Headteacher/Manager may consider asking the employee to 

complete a stress risk assessment and then hold a meeting with them to discuss it 

(HS 015 - Work-Related Stress). 

 

If the employee doesn’t achieve their improvement target, then a further meeting 

should be arranged to discuss this if the Headteacher/Manager is satisfied that they 

have taken the appropriate actions to support the employee  

 

Formal Caution Procedure 

Where informal management actions have failed to reduce the employee’s level of 

sickness absence then it may then be necessary to formally caution the employee.   

 

If an employee’s level of sickness absence is unsatisfactory and this is having a 

considerable impact on their colleagues and service delivery, then it may be 

justifiable for the Headteacher/Manager to consider omitting some stages of the 

formal procedure. However, before the Headteacher/Manager does this it is strongly 

advised they contact HR for advice first. 

 

The formal meetings should be conducted by the Headteacher/Manager. The 

Headteacher/Manager may wish to consider asking their HR Advisor to attend the 

meeting to support/advise them  

https://slp.somerset.org.uk/ipost/iPost%20Documents/Head%20Teacher%20Guide%20Absence%20Review%20Meeting.doc
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The employee has the right to be accompanied by a trade union representative or 

work colleague at all stages of the process.  Cautions should not be issued to an 

employee whose absences are directly related to pregnancy. 

 

First Caution 

The Headteacher/Manager should hold a formal meeting with the employee to 

discuss their unsatisfactory level of sickness absence and explore why they were 

unable to achieve the improvement target set.  If, following the meeting the 

Headteacher/Manager is not satisfied with the employee’s responses they can issue 

them with a First Caution.  This must be confirmed in writing and the letter should 

outline the seriousness of the problem and the importance of the requirement for 

the employee to achieve a clear sustained reduction in the level of absences within 

the improvement period, the minimum improvement period is one month and the 

maximum improvement period, is three months.  Please refer to Section 11b for the 

template letter.   

 

Second Caution 

If the employee does not achieve the improvement target within the improvement 

period that was set, or the level of improvement is not sustained over a reasonable 

period then a further meeting should be held.   

 

The Headteacher/Manager should hold a second formal meeting with the employee 

to discuss their unsatisfactory level of sickness absence and explore why they weren’t 

able to achieve the improvement target set.  If, following the meeting the 

Headteacher/Manager is not satisfied with the employee’s responses they can then 

issue them with a Second Caution.  This must be confirmed in writing and the letter 

should outline the seriousness of the problem and the importance of the 

requirement for the employee to achieve a clear sustained reduction in the level of 

absences within the improvement period, the minimum improvement period is one 

month and the maximum improvement period, is three months.  The letter should 

also state that if there is no further improvement over the improvement period, this 

may result in the termination of their employment.  Please refer to Section 11b for 

the template letter.  

 

Final Review and Dismissal 

If, after the second caution, the required improvement is not achieved within the 

improvement period or the level of improvement is not sustained after the expiry of 

the improvement period, termination of employment can be considered.  It is 

strongly advised that advice is sought from HR prior to any decision being made. 

 

The Headteacher should arrange a meeting in line with the dismissal process 

outlined in the disciplinary procedure.  At the meeting the employee will have an 

opportunity to state their case before a decision is made on whether to terminate 

their employment.   

 



The Headteacher/Manager should ensure before any decision is made in relation to 

the termination of the employee’s employment, they have also obtained up-to-date 

medical information; therefore, they made need to refer them to Occupational 

Health.  

 

If the decision is made to terminate employment with notice it must be confirmed in 

writing to the employee, and they should be informed of their right to appeal.  The 

employee will be dismissed on the grounds of capability due to ill health with notice 

or full pay in lieu of notice. 

 

At all stages of the formal process, the employee has the right to appeal any decision 

and has the right to be accompanied at any meetings by a workplace colleague or 

professional association representative. 

 

Sickness Absence Unrelated to a Disability 

If a disabled employee is absent from work due to sickness, which is unrelated to 

their disability, this sickness will not fall under the scope or protection of the Equality 

Act 2010 and, therefore, should be dealt with under the normal sickness 

management procedure.  It may, in practice, be difficult to tell when an absence is 

disability related so it is vital that the employee is consulted, and medical advice 

sought at an early stage to ensure that the Manager can make an informed decision 

on how to manage the absence. 

 

Sickness Absence Related to a Disability 

Where the effect of an employee's disability results in a need to be absent from work 

due to illness, this will need to be accommodated as far as is reasonable within the 

terms of the Equality Act 2010.  Before the formal caution process is commenced, it is 

essential to ensure any reasonable adjustments have been considered and where 

appropriate put in place. 

 

Reasonable Adjustments 

 

Headteachers/ Managers should always consider whether it is possible to reduce the 

extent of disability related absence through reasonable adjustments, e.g., provision 

of an auxiliary aid, providing the appropriate equipment, allowing an individual to 

have flexible working arrangements or other support mechanisms, which can reduce 

the need for absence.  The Equality Act 2010 specifically identifies the provision of 

leave as a reasonable adjustment where a disabled person needs to be absent from 

work for 'rehabilitation, assessment or treatment'. (e.g., the routine assessment of 

hearing aids, hospital or specialist check-ups including monitoring of related 

equipment or treatment). 

 

There may be financial help available from external agencies to make reasonable 

adjustments for an employee with a disability including employees who have 

become disabled in the course of their employment to return to their post. 

 



For further information refer to the Disability Leave process within Guidance for 

Schools, Vol 1, Section 10a (if adopted).  Advice is also available from the school’s HR 

Advisor.  

 

Access to Work 

Occupational Health may advise the school to consider making reasonable 

adjustments to enable the employee to fulfil their role and may advise contacting 

Access to Work to help facilitate this.  If they do, it is the responsibility of the 

employee (with support from the employer) to contact Access to Work to obtain this 

advice, support and funding.  

 

Access to Work is a provision by the Department of Work and Pensions (DWP) aimed 

at providing support and funding for reasonable adjustments for employees with 

disabilities in the workplace in order to start, remain or return to work.  Further 

information is available in Section 11f, Guidance for Schools. 

 

Sickness Absence Payment Schemes   

 

Occupational Sick Pay Entitlement 

Entitlement to sick pay is set out below and can also be found in the appropriate 

handbooks of the National Joint Council/Burgundy Book.  However, when an 

employee is due to transfer from full pay to half pay or to terminate sick pay 

altogether, it is essential that the employee is notified in advance and in writing.  

Employees are entitled to receive sick pay for the following periods: 

 

 

Support Staff 

 

During 1st year of service  
1 month's full pay and (after completing 4 months 

service) 2 months half pay  

During 2nd year of service  2 months full pay and 2 months half pay  

During 3rd year of service  4 months full pay and 4 months half pay  

During 4th and 5th year of 

service  
5 months full pay and 5 months half pay  

After 5 years’ service  6 months full pay and 6 months half pay  

 

N.B. Support Staff:  The period during which sick pay shall be paid, and the rate of 

pay in respect of any period of absence shall be calculated by deducting from the 

employee’s entitlement on the first day of the aggregated periods of paid absences 

during the 12 months immediately preceding the first day of absence.  



 

Teachers 

  

During 1st year of service  

full pay for 25 working days (and after completing 

four calendar months’ service) half pay for 50 

working days 

During 2nd year of service  
full pay for 50 working days and half pay for 50 

working days 

During 3rd year of service  
full pay for 75 working days and half pay for 75 

working days 

During 4th and subsequent 

years  

full pay for 100 working days and half pay for 100 

working days 

 

N.B Teachers  

 A year is deemed to begin on 1 April and end on 31 March of the following 

year.   

 Where a teacher starts service after 1 April the full entitlement for that year 

will be applicable.  

 Where a teacher is on sick leave on 31 March in any year no new entitlements 

shall begin until the teacher has resumed duty and the period from 1 April 

until the return to duty is regarded as part of the preceding year's entitlement.   

 Service means aggregated teaching service with one or more LEA/relevant 

employer. 

 Working day means teaching and non-teaching days within ‘Directed Time’. 

 

For support staff and teachers, the date used to establish years of service is quoted in 

the employee's Statement of Particulars taking into account any previous relevant 

service. (Refer to Appendix 4 of Continuous Service Provisions for Teaching and 

Support Staff, in Guidance for Schools Volume 1 Section 6 for further information).  

 

Normal pay includes all earnings that would be paid during a period of normal 

working, but excluding any payments not made on a regular basis. 

 

In the case of half pay periods, sick pay will be an amount equal of half normal 

earnings plus an amount equivalent to Statutory Sick Pay and Employment and 

Support Allowance receivable, so long as the total sum does not exceed normal pay.  

 

Statutory Sick Pay (SSP) 

New employees may be entitled to payment under the Statutory Sick Pay Scheme 

from turning up to work on their first day of employment.  However, payments can 

only be made if the payroll provider is notified appropriately. 
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Statutory Sick Pay can be paid by the employer for up to 28 weeks, subject to the 

employee being covered by the relevant statutory regulations. 

 

SSP will be paid only if sickness occurs on a ‘Qualifying Day’.  For the majority of 

school support staff, qualifying days are Sunday to Saturday (including non-working 

days).  However, for teachers employed in educational establishments, qualifying 

days will be Monday to Friday.  In most cases an employee will not receive SSP for 

the first 3 qualifying days; these are 'Waiting Days' (subject to their being no linking 

with a previous period of sickness absence).  

 

SSP is subject to deductions for income tax, national insurance and pension.   

 

If employees are excluded from SSP or the employer's liability to pay SSP has ended, 

they will be sent an SSP1, which will explain why they are excluded or why they are to 

be transferred to the state benefits system.  Employees will be provided with the 

SSP1 form for them to see if they can claim state benefit from the Department for 

Work and Pensions.  If they wish to claim any state benefits this form must be 

completed and sent to Jobcentre Plus with any current Statement of Fitness for 

Work, which will have been returned to them by their Headteacher/Manager.  

 

Note - all Statements of Fitness for Work must be sent to the Headteacher/Manager 

in the first instance. 

 

If the employee has claimed Employment and Support Allowance (previously 

Incapacity Benefit or Severe Disabled Allowance) within 8 weeks of a period of 

sickness absence, or was entitled to the 52 weeks benefit protection they may be 

able to get Employment and Support Allowance instead of SSP.  Any relevant 

correspondence received from Jobcentre Plus should be passed to the payroll 

provider. 

 

Further information on SSP may be available from the payroll provider. 

 

Abuse of Sickness Absence Payment Scheme 

Sick pay may be suspended if an employee abuses the Sickness Payment Scheme, 

through behaviour that is inconsistent with the stated reason for sickness absence or 

are absent on account of sickness due or attributable to the following: 

 

1. Deliberate conduct which hinders or delays their recovery and return to work.  

2. The employee’s own misconduct or neglect. 

3. Active participation in professional sport. 

4. Injury while working in their own time on their own account for private gain or 

for another employer.  

 

Abuse of the Sickness Payment Scheme will be dealt with under the Disciplinary 

Procedure.  
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The Headteacher/Manager shall advise the employee of the grounds for suspension 

of sick pay in writing and the employee shall have a right of appeal to the Governing 

Body’s Staff Appeals Committee within 10 school days of notification. 

 

The Procedure for Alteration or Termination of Sick Pay  

If the payroll provider is the County Council, they will write to the employee directly 

to give them advanced notice of the dates their sick pay is to be reduced to half pay 

and when the half pay period will end together with the date SSP will end.  Normally 

6 weeks’ notice is given.   

 

If the school also purchases any additional services e.g., they purchase cover to 

backfill for any employees who are off sick (teachers and/or support staff) then they 

will also be informed by payroll.  These changes will be automatically put into effect 

unless the Headteacher advises otherwise. 

 

If the County Council is not the payroll provider, the school will need to make their 

own arrangements to ensure the employee is informed of any change to their pay.  

 

Accrual of Annual Leave during Long-term Sickness Absence 

Where employees are on a period of long-term sickness absence which crosses the 

leave year, they will be able to carry over automatically only that portion of 

outstanding leave (i.e., statutory entitlement less any leave already taken) up to a 

maximum of the statutory entitlement of 28 days per annum (i.e., 20 leave days and 8 

Bank Holidays).  This is pro-rata for part-time employees.   

 

Teachers' pay and leave arrangements are expressed differently to other Local 

Government employees and so are dealt with slightly differently. 

 

Teachers do not have a contractual entitlement to paid annual leave.  However, 

teachers are entitled to 28 days (5.6 weeks) of statutory annual leave under the 

Working Time Regulations 1998.  This is not an additional entitlement to annual 

leave on top of the current school closure arrangements.  Therefore, the entitlement 

to statutory annual leave can be offset by any periods of school closure, whether 

they occur before or after the period of sickness.  Where there is insufficient school 

closure time to allow the statutory annual leave to be taken, employers should allow 

the teacher to carry forward the leave to be taken in a school closure following their 

return.   

 

When a teacher commences sick leave, the amount of 'leave' a teacher has had in the 

current leave year will be established by the amount of school closure periods that 

have already occurred during the leave year.  If this exceeds the entitlement to 

statutory annual leave, there will be no further entitlement to leave.  

 

Annual leave for all support staff consists of a statutory entitlement and an additional 

contractual element.  While there is no automatic right to a carry forward of 



contractual leave Headteachers/Governors may use their discretion, in conjunction 

with advice from the HR Advisor, to allow the carry forward of a proportion of the 

outstanding leave that equates to contractual leave. 

 

For all year-round support staff, a request to take annual leave can be made in the 

normal way during a period of long-term sickness absence.  Employees are able to 

‘swap’ sickness absence for annual leave; however, the period of sickness absence 

will not be broken for the purposes of calculating sick pay entitlement.  Activities 

undertaken during annual leave should not be inconsistent with the reason for 

sickness absence or prolong or worsen the illness, the school reserves the right to 

stop statutory sick pay or occupational sick pay and, in some cases, this may result in 

disciplinary action. 

 

Sick Pay during Probationary Period – Support Staff only 

Please refer to the Induction Arrangements for New Teachers and Probationary 

Policy for Support Staff (Section 7, Guidance for Schools).  

 

Extension of Sickness Payments 

In certain circumstances it may be possible for a Governing Body to extend the 

period of sickness payment laid down in the appropriate handbook of the National 

Joint Council.  Special consideration should be given in matters of financial hardship, 

where it is felt that such a move will assist in the individual's recovery and as a 

reasonable adjustment for disabled employees.  In such cases the advice of the 

school’s HR Advisor should be sought.  Headteachers must maintain detailed records 

for monitoring purposes and to ensure consistent decision making. 

 

Insurance Claims for Loss of Earnings in the Event of an Accident Outside of 

Work 

If an employee is absent as a result of an accident outside of work, damages may be 

claimed from either the individuals or the third party's insurance to cover for loss of 

earnings.  In this event, the school may pay the employee sick pay under the 

Occupational Sickness Payment Scheme.  However, this is subject to the employee 

undertaking to refund to the school the total amount of such payments or the 

proportion paid by the insurance company for loss of earnings.  Any period of 

absence in such a case where a refund of the monies advanced is made in full, shall 

not be recorded for the purposes of sick leave entitlement.  Where only part of the 

earnings is paid, the school has the discretion to decide to what extent, if any, the 

period of absence may be recorded against the sick leave entitlement. 

 

Industrial Injury/Diseases 

All Accidents at work should be recorded using the appropriate recording systems. 

 

Support Staff 

In line with the Green Book, if an employee has a period of absence due to industrial 

injury or disease, accident or assault arising out of, or in the course of, employment 



with the school and without their own fault, this will be recorded separately from 

normal sickness records for the purposes of the Sickness Payment Scheme.   

 

Periods of sickness absence in respect of an industrial injury or disease are counted 

independently and are not linked to any other periods of sickness absence for the 

purposes of calculating the 12 months rolling entitlement. 

 

Teachers 
In line with the Burgundy Book, if a teacher is absent due to accident, injury or 

assault attested by an approved medical practitioner to have arisen out of, and in the 

course of, the teacher’s employment, including attendance for instruction at physical 

training or other classes organised or approved by the employer or participation in 

any extra curricular of voluntary activity connected with the school, full pay shall in all 

cases be allowed, such pay being treated as sick pay for the purposes of paragraphs 

3 to 7.5 of the Burgundy Book, subject to the production of self-certificates and/or 

Doctors’ statements from the day of the accident, injury or assault up to the date of 

recovery, but not exceeding 6 calendar months. 

 

Where a teacher is still absent due to accident, injury or assault after the initial 6 

months period, the question of any extension of payment under paragraph 9.1 of the 

Burgundy Book shall be considered.  In the event of no extension of leave being 

granted under paragraph 9.1, the teacher shall be entitled to normal sick leave and 

pay according to his/her length of service as prescribed by that paragraph. 

 

Absence resulting from accidents, injuries or assaults referred to in sub-paragraph 

9.1 of the Burgundy Book shall not be reckoned against the teacher’s entitlements, 

though such absences are reckonable for entitlement to Statutory Sick Pay. 

 

For the purpose of sub-paragraph 9.1 “absence” shall include more than one period 

of absence arising out of a single accident, injury or assault. 

 

Sickness Absence during other Formal Procedures 

If an employee is absent from work due to ill health whilst they are subject to a 

formal procedure i.e. disciplinary, capability or grievance etc, the formal procedure 

will continue to apply during the sickness absence.  All reasonable efforts will be 

made to adjust the process to enable the employee to attend or be represented by a 

trade union representative or a work colleague at any meetings or hearings.   

 

Employees may be asked to engage with Occupational Health to determine their 

fitness to attend a formal meeting or hearing.  If the absence is likely to last for an 

extended period, the meeting/hearing may proceed without the employee’s 

attendance. 

 

 

 

 



Sickness Absence related to Pregnancy 

Any sickness absence that is pregnancy related should not be included when 

reviewing an employee’s level of sickness absence.  Please also refer to the Maternity 

Leave Policy (Section 8, Guidance for School) for further information. 

 

Sickness Absence due to Contact with Serious Infectious Diseases 

An employee who is prevented from attending their place of employment because of 

contact with a serious infectious disease should notify the Headteacher/Manager 

immediately.   

 

For further information the Headteacher/Manager should contact the Southwest 

(South) Acute Response Centre (formerly Somerset Health Protection Team) on 

swhpt@phe.gov.uk. 0300 303 8162. 

 

For general advice on infectious diseases, such as isolation periods please refer to the 

Spotty Book https://cypsomersethealth.org/hes_guidance. 

 

When an employee is absent as a result of a serious infectious disease contracted 

during the course of employment, the employee will be entitled to receive their 

normal pay.  In addition, the period of absence will not be counted against the 

employee's entitlement to occupational sick leave. 

 

In the case of contact with other infectious diseases the employee does not need to 

stay away from the workplace, if they otherwise feel well but they should still report 

they have been in contact with an infectious disease, to their Headteacher/Manager. 

 

Associated Procedures 

 

Recording Accidents 

The school is required to have a means of recording accidents that is readily available 

in every workplace where there are more than 10 employees, so that an employee or 

some other person on their behalf may enter particulars of an accident or dangerous 

occurrence. 

 

Procedure for Reporting Injuries, Diseases and Dangerous Occurrences  

In the first instance schools who subscribe to SSTEP should contact SSE for initial 

advice. However, Headteachers/Managers from schools or academies who also 

subscribe to the H&S SSTEP services can also obtain further advice from the 

Corporate Health and Safety Unit by emailing them on chsu@somerset.gov.uk or by 

telephoning them on 01823 355089.   

 

 

 

 

 

 

mailto:swhpt@phe.gov.uk
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1. PARENTAL LEAVE PROVISIONS 

 

1.1 Introduction 

 Parental leave provides unpaid time off from work to employees with parental 

responsibility to care for their child. 

 

1.2 Definition of Parental Responsibility 

This is laid down in the Children Act 1989: it includes a mother, father, 

guardian or adoptive parent who cares for a child. 

 

1.3 Leave Entitlement 

1.3.1 There is an entitlement to 18 weeks unpaid leave which can be taken in 

blocks of one week (part weeks count as one week) with a maximum of 

4 weeks leave in any one leave year (ie,1st April to 31st March or other 

arrangements such as September to August), per child.  If the child is 

disabled, leave can be taken in blocks of one day. 

 

 1.3.2 The entitlement will be pro-rata for part-time employees. 

 

1.3.3 Parental leave may be taken immediately after ordinary and/or AML, 

and in addition to Maternity Support Leave/Paternity leave. 

 

1.4 Eligibility to Leave 

1.4.1 An employee with one years’ continuous service will be entitled to up 

to 18 weeks unpaid parental leave for each child (including multiple 

births) who: 

 

a) is the parent of a child (named on the Birth Certificate) or who 

has acquired formal parental responsibility for a child who is 

under 18 years old; or 

 

b) is the parent of a disabled child (named on the Birth Certificate) 

or who has acquired formal parental responsibility for a disabled 

child, who is under 18 years old; or 

 

c)  has adopted a child who is under the age of 18.  The right lasts 

for 5 years from the date on which the child is placed for 

adoption, or until the child’s 18th birthday, whichever is the 

sooner (this is in addition to leave under the Adoption Policy). 

 

1.4.2 Where both parents work for the Local Authority/Academy, each one 

will be entitled to 18 weeks parental leave for each child, in addition to 

other family leave entitlements. 

 

1.4.3 The following evidence can be requested before granting leave: 

 



a) proof of a child’s age; 

 

b) proof of parental responsibility (eg Birth Certificate or an 

Adoption Order); 

 

c) proof that the parent is in receipt of a Disability Living 

Allowance. 

 

1.4.4 The previous employer may be contacted to find out what parental 

leave, if any, the individual has taken. 

 

1.5 Requests for Leave  

1.5.1 Requests for leave should be made in writing at least 21 days in 

advance of the required start date.  The request should state the exact 

start and end date, together with the reason for the leave.  (Clearly only 

anticipated start and end dates can be given where parental leave is 

requested to be taken after the birth or adoption of a child). 

 

1.5.2 The Headteacher/Manager will reply in writing within 7 days of the 

employee’s request.  A copy of all documentation should be kept on 

the employee’s personal file.   

 

1.5.3 Leave can be postponed for up to 6 months when the needs of the 

service would be unduly disrupted (for example leave may be 

reasonably postponed to ensure continuation of education), except 

when the leave will occur immediately after the birth or adoption of a 

child. 

 

1.5.4 The reasons for postponement must be put in writing, together with 

the proposed permitted leave dates.  

 

1.5.5 Where postponement means that the child will be over 18 years old (or 

has been adopted for more than 5 years), the entitlement to leave will 

still apply. 

 

1.6 Continuous Service 

1.6.1 All terms and conditions under the contract of employment will remain, 

including the right to accrue paid leave and continuity of service.  

Employees who are members of the Local Government Pension 

Scheme, contributions must be paid whilst on parental leave, unless the 

break is longer than 30 days (eg where parental leave is taken 

immediately after AML).  For employees who are members of the 

Teachers Pension Scheme, unpaid leave is not counted as reckonable 

service for pension purposes. 

 



 1.6.2 If an employee wishes, they can elect to pay contributions for the 

unpaid period of Planned Unpaid Parental leave when they return to 

work in order that the period of unpaid leave can be counted for 

pension purposes.  If they elect to do this, within 30 days of receipt of 

written communication of this option or within 30 days of returning to 

work, whichever is the later then the employer will pay two thirds of 

the cost of the lost pension.  If the employee elects to do this more    

than 30 days after returning to work or more than 30 days after 

receipt of written communication, the full cost of the lost pension is 

borne by the employee.  The contributions payable will be based on 

the cost of paying for the pension lost during the unpaid period.  

Peninsula Pensions can be contacted for further advice.  Further 

information can be found by following the link:  

http://www.peninsulapensions.org.uk/  

 

1.6.3 If a redundancy situation arises, the employee must be treated as 

though s/he is at work. 

 

1.7 Right to Return 

On return to work after a break of up to 4 weeks, the employee will have the 

right to return to the same job.  Where the break is longer than 4 weeks, eg 

where parental leave is taken immediately after AML, the employee will have 

the right to return to the same or another similar job on terms that are not 

less favourable. 

 

1.8 General 

1.8.1 The employer has the right to determine that parental leave is taken to 

care for a child.  Evidence that a parent has taken a holiday whilst 

leaving the child with another relative may result in disciplinary action. 

 

1.8.2 Employees will be protected against dismissal or detriment for taking 

approved parental leave. 

 

1.8.3 If an employee feels that parental leave has been unfairly refused, the 

matter should be taken up through the Grievance Procedure. 

 

1.8.4 The school/academy’s payroll provider should be informed of any 

unpaid time off to ensure the appropriate pay is deducted. 

 

2. TIME OFF FOR DEPENDANTS  

2.1 Introduction 

An employee is entitled to a short period of unpaid time off, during working 

hours, to make arrangements to deal with specific unexpected circumstances 

involving a dependant.  These provisions are in addition to other leave or 

flexible working arrangements. 

 

http://www.peninsulapensions.org.uk/


2.2 Definitions 

2.2.1 A ‘dependant’ is defined as the employees spouse, child or parent, or a 

person living with the employee in the same household (but not as an 

employee, tenant, lodger or boarder). 

 

2.2.2 In cases of illness, injury or where care arrangements break down, a 

dependant can also be a person who reasonably relies on the 

employee for assistance.  This could be an individual for whom the 

employee has primary caring responsibility, such as an elderly relative 

not living in the employee’s household or someone who is involved in 

an emergency where the employee is the only person who can help. 

 

2.2.3 References to illness or injury include mental illness or injury.  

 

2.2.4 The incident has to be something which needs immediate attention, 

where the presence of the employee is required.  

 

2.3 Leave Entitlement 

2.3.1  A reasonable amount of unpaid time off during working hours may be 

granted depending upon the circumstances; it should be sufficient to 

deal with the immediate problem and to arrange alternative longer 

term care, if necessary.  In most cases, one or two days will be 

sufficient. 

 

2.3.2 If an employee has 3 occasions of time off to care for dependants in a 

rolling 12 month period, the situation should be reviewed with the 

employee. 

 

2.4 Eligibility 

All employees, regardless of length of service will be entitled to unpaid time 

off to deal with specific unexpected circumstances involving a dependant. 

 

2.5 Notice 

Where practical, employees should give notice of their need to take time off 

and have regard to work commitments.  However, due to the nature of 

unexpected circumstances, the employee may not be able to give notice 

before the event.  The employee must inform their Line Manager of the reason 

for their absence as soon as reasonably practicable and the expected length of 

time needed to resolve the issue. 

 

2.6 Reasons for Time Off 

2.6.1 To provide assistance or make arrangements for provision of care when 

a dependant falls ill, is injured or assaulted (including where the victim 

is hurt or distressed rather than injured physically). 

 



2.6.2 To provide assistance when a dependant gives birth. (Also refer to 

Paternity/ Maternity Support Leave – Section 8b) 

 

2.6.3 Where the arrangements for care of a dependant are unexpectedly 

disrupted or terminated, for example: if a child minder or nurse does 

not turn up. 

 

2.6.4 To deal with an incident involving the employee’s child that occurs 

unexpectedly when the child is at an educational establishment. 

 

2.7 Recording and Monitoring Time Off 

2.7.1  The Headteacher/Manager should establish, through discussion with 

the employee, whether they wish to take the time off using flexible 

working arrangements, as an alternative to unpaid time off under this 

Policy. 

 

2.7.2 Time off for dependants must be recorded using the current Absence 

Monitoring Procedure and stated as unpaid. 

 

2.7.3 Payroll must be informed of any periods of time off to care for 

dependants, so that the appropriate pay is deducted. 

 

2.8 General 

2.8.1 Employees will be protected against dismissal or detriment for taking 

approved time off to care for dependants. 

 

2.8.2 If an employee feels that time off has been unfairly refused, the matter 

should be taken up through the Grievance Procedure.  

 

3. FOSTER CARE LEAVE 

3.1 Purpose 

To provide a period of leave to enable employees who are designated Foster 

Carers to attend appointments, planning meetings, reviews and training and 

development events.  The leave arrangements are designed to recognise the 

significant demands placed on foster carers’ time in addition to normal child 

caring responsibilities. 

 

3.2 Qualification for Leave 

Applications for leave are open to all Somerset County Council employees 

who are designated foster carers for children looked after by a local authority.  

Academies may choose to apply the same principles. 

3.3 Leave Entitlement 

3.3.1 The employee will be allowed up to 5 days paid leave during any leave 

year, pro rata for part-time employees. 

 



3.3.2 The following evidence can be requested before granting leave: 

 

a) Proof of foster caring responsibility 

b) Proof and details of training course, assessment planning, review 

meeting or specialist consultation. 

 

3.3.3 Requests for leave should be made to the Line Manager as early as 

possible and must be agreed in advance.  The leave entitlement should 

be flexible to account for special circumstances or requirements for 

leave at short notice specifically linked to fostering.  The leave would 

not normally be taken in less than ½ a day blocks, however, it may be 

appropriate on occasions for leave to be taken in smaller blocks to 

meet the needs of the service and the carer. 

 

3.3.4 Foster Care Leave should not be used in place of other leave 

entitlements, for example to arrange care for dependants or parental 

leave, where policies and procedures already exist.  

 

4.  CAREER BREAK SCHEME – Support Staff Only  

4.1 Purpose 

The Career Break Scheme underpins the Equal Opportunities Policy by 

enabling employees to maximise their potential and meet personal 

commitments.  The scheme is discretionary and enables employees to take 

voluntarily an unpaid break from their employment contract for minimum of 

six months and a maximum of five years.  The break may be taken as a 

continuous period or as a series of shorter breaks.  The 

School/college/academy undertakes to support the individual in identifying 

suitable re-employment opportunities at the end of the break. 

 

4.2 Eligibility 

4.2.1 To be eligible to apply, employees must have two years’ continuous 

service. Teachers are not eligible to apply to the scheme but sabbatical, 

which is also discretionary, may be appropriate.  

 

4.2.2  Requests from fixed term employees with more than two years’ service 

will be assessed proportionately against the reason and duration for 

the fixed term contract and the length of break requested. 

 

4.3 Reasons for Taking a Career Break 

The Scheme may be used for a variety of reasons where a period of extended 

leave is required which cannot be met through another policy.  These may 

include, but are not limited to, caring responsibilities, further study, travel, 

pilgrimage, family etc. 

 

4.4 Procedures and Responsibilities of the Headteacher and Employee 



 4.4.1 Employees are required to resign from their contract of employment 

giving the required notice as per the terms of their contract of employment.  

The only exception to the above is when a career break immediately follows 

maternity leave.  Please see the Maternity Policy for further details. 

 

4.4.2  An employee embarking on a career break will be allocated a 

nominated person within the school/college/academy to act as a point 

of contact during the break. This will normally be the Line Manager. 

 

 4.4.3   Both parties must discuss the employee’s request to enter into a  

  Career Break Agreement and the arrangement must be properly  

  documented using the Career Break Agreement Document –   

   Appendix A - Career Break Scheme Agreement 

 

4.5 Appeals 

 If the employee is refused a career break, they have the right to appeal against 

the decision.  This will be dealt with in accordance with the Appeals Policy. 

 

4.6 Cover 

If it is operationally viable, Headteachers should consider covering short 

career breaks of less than 12 months with fixed term staff.  The individual is 

however still required to give 3 months’ notice of their wish to return to work. 

 

4.7 Work Periods 

To maintain contact with the school/college/academy the individual may 

request to return to work for the school/college/academy for a maximum of 3 

weeks per year. The Headteacher will seek to provide paid work, at a level 

appropriate to their final grade at the start of the career break.  This will be at 

times which are mutually convenient.  

 

4.8 Re-employment 

4.8.1 There is no guarantee of re-employment at the end of the career break.  

However, for a period of up to 6 months (3 months before the agreed 

end of the career break and 3 month thereafter) the individual will be 

provided with information re vacancies.  They will be given the 

opportunity of an interview, provided they meet the essential criteria of 

the job.   

 

4.8.2 Re-entry into employment may be phased by part-time or job-share, 

depending on the circumstances of each case.  Appropriate induction 

will be provided. 

 

4.9 Terminating an Agreement  

The school/college/academy reserves the right to terminate the agreement if 

the individual:  

 



 moves away permanently; 

 obtains primary employment with a different employer without prior 

agreement from the employer; or 

 on expiry of the agreement does not confirm their wish to return to 

work. 

 

4.10 Contractual Issues 

4.10.1 The Career Break Scheme Agreement, signed by both parties, will 

define the arrangements as follows:  

 

 Confirmation that the original contract of employment will be 

terminated with effect from the start of the career break. 

 Where the individual has requested it, the agreed periods of 

paid work that the school/college/academy will seek to provide 

and the individual agrees to undertake.  

 The support the school/college/academy will provide to the 

individual in seeking re-employment at the end of the break. 

 The requirement for the individual to provide three months’ 

notice of their intention to return to work. 

 

4.10.2 Re-employment at the end of the career break will be the subject of a 

new, mutually acceptable, contract. 

 

4.10.3 Whilst the break itself will not count as a period of employment, the 

period of continuous service immediately before the break will be 

aggregated with continuous service after the break, for the purpose of 

calculating the following contractual entitlements only; annual leave, 

sick pay and contractual maternity pay. 

 

4.10.4 For statutory entitlements such as redundancy pay and the right not to 

be unfairly dismissed, the period of continuous service will be 

calculated from the date of the new contract (after the career break). 

Similarly, notice periods for either party to terminate employment will 

be based upon the actual date of return. 

 

4.11 Pensions 

 Individuals can seek advice from the Pensions Service on the possibility of 

being able to make additional contributions on re-employment.  

 

4.12  National Insurance 

 An individual will only make contributions during paid periods of employment.  

If they wish to maintain payment during the break or to step up payment on 

return to work, they are advised to make separate arrangements with the 

DWP. 

 

5. LEAVE OF ABSENCE PROVISIONS - STATUS OF PROVISIONS 



5.1 These provisions determine the leave of absence arrangements for all staff 

employed in schools maintained by Somerset County Council.  They represent 

a local collective agreement and, therefore, are part of the conditions of 

employment of these staff.   

 

5.2 Academies may wish to adopt these provisions, however, should they choose 

to adopt different provisions to those set out in this document they should 

formally consult with staff and local school based professional association 

representatives prior to recommending adoption to the Governing Body. 

 

6. PRINCIPLES AND DEFINITIONS 

6.1 The periods of leave of absence set out in these provisions are the maximum 

that can be granted.  In each instance only the minimum leave required 

should be allowed unless the particular circumstances determine that 

discretion up to the maximum is appropriate.  

 

6.2 Employees requesting leave of absence must act responsibly by giving the 

Headteacher the maximum possible notice of their request.   

 

6.3 Leave of absence without pay is not reckonable for incremental or pension 

purposes. 

 

6.4 Reference to an entitlement to "working weeks" in the provisions means 5 

working days for a full-time employee and for a part-time employee the 

number of days/hours worked during a full calendar week. 

 

6.5 "Leave year" means the period from 1 April to 31 March. 

 

7. NON-DISCRETIONARY PROVISIONS 

If the word "will" is used in a provision, there is limited discretion available to 

the Headteacher or Governing Body.  The request for leave of absence must 

be allowed in accordance with the wording of the provision, other than in 

exceptional circumstances where there are overriding operational reasons i.e. 

where the employee's absence would have a direct and damaging effect on 

the provision of a key activity. 

 

8. DISCRETIONARY PROVISIONS 

8.1 If the word "may" is used in a provision, there is discretion available to the 

Headteacher and Governing Body to decide whether or not to allow the 

request for leave of absence.  When exercising discretion, the operational 

needs of the school/college/academy will be of paramount importance.  Other 

factors will be the degree of importance of the activity/personal need for 

which the leave is required and the degree of flexibility for the leave to be 

taken outside of normal working hours. 

 



8.2 It is recommended that the Governing Body delegates this discretion to the 

Headteacher or to another senior member of staff such as a Deputy 

Headteacher or, for support staff, Bursar.  The Governing Body should deal 

with all leave requests from the Headteacher or where the Headteacher has a 

personal or pecuniary interest in the application. 

 

8.3 Applications for leave of absence should usually be made in writing and, as far 

in advance as possible, setting out the period of the absence required and the 

reasons for the request.  Where the information provided is of a sensitive 

nature, the Headteacher will ensure confidentiality by informing only those 

members of staff or Governors who need to know in relation to the 

consideration of the application. 

 

8.4 With the approval of the Headteacher, those support staff employed all year 

round who are granted leave without pay for reasons within or outside the 

discretionary provisions described in this document, can otherwise choose to 

take the period of absence as paid annual leave.  Also with the approval of the 

Headteacher, for all support staff, whether employed all year round or term 

time only, an alternative to leave without pay may be time off in lieu. 

 

8.5 If the application is not approved by the Headteacher, the employee has the 

right to challenge the decision in accordance with the School's Grievance 

Procedure (see Section 3c).  The Governors Personnel and Appeals 

Committees which hear the grievance must not include Governors who were 

consulted by the Headteacher prior to his/her decision which resulted in the 

grievance.   

 

8.6 Invoking the Grievance Procedure may not be practical because the leave 

period requested allows insufficient time for the timescale set out in the 

Grievance Procedure to be applied fully.  In such cases it is recommended that 

at least two Governors (preferably the Chair of Governors and the Vice-Chair 

and/or Chair of the Personnel Committee) should consider the reasonableness 

of the Headteacher's decision to refuse a request.  In doing so, these 

Governors must be made fully aware by the Headteacher of the reasons for 

the request and the basis for the Headteacher's decision to reject the 

application.  Wherever practical in terms of the timescale, the employee must 

be given the opportunity to present their case to the two Governors with the 

right of presentation. 

 

8.7 The test of reasonableness, which must be applied to all discretionary 

decisions, will take account of the employee's contractual annual leave 

entitlement (i.e. the remaining amount of annual leave available in the leave 

year and any contractual restrictions on when annual leave can be taken eg 

during school holiday periods only), the needs of the school/college/academy 

(managerial, organisational, financial and curricular), consistency with previous 

decisions taken in relation to the same or similar applications from members 



of staff at the school/college/academy and the principles of equal 

opportunities.   

 

9. CENTRALLY FUNDED PROVISIONS  

9.1 The Local Authority holds a central budget to fund facilities time for approved 

time off for trade union officials (as a result of maintained schools de-

deligating funding and academies “purchasing” the Service”).  Previously the 

LA also held funds for those staff undertaking specified public duties, but this 

is no longer the case and individual schools are required to finance any other 

agreed time off.   

 

9.2 An employee wishing to serve as a Magistrate or as a member of a statutory 

body must, before making an application, gain the approval of his/her 

Governing Body, these activities are no longer funded centrally and individual 

schools must meet any costs. 

 

9.3 Employees must endeavour to minimise the number of duties undertaken 

during term time. 

 

9.4 Claims for supply cover needed for teachers granted leave with pay under 

these provisions should be made on the proforma designed for this purpose.   

 

10. LEAVE OF ABSENCE OUTSIDE THESE PROVISIONS 

10.1 This covers requests for leave which fall:- 

 

(a) within the types of leave specified in these provisions but are for 

periods in excess of those specified  

(b) outside these provisions. 

 

10.2 The principles used to decide whether or not to allow such applications should 

be those set out in Paragraph 8.7 above. 

 

10.3 Employees have no contractual right to leave with or without pay for reasons 

other than those specified in the above provisions.  Consequently employees 

should not expect requests for such leave to be approved unless the 

circumstances are exceptional.  For example, a request for leave of absence 

without pay during term time to enable an employee to take advantage of an 

off-peak holiday package or to take an extended holiday should be declined.   

 

10.4 However, there will be occasional circumstances for which a sympathetic 

response to a request for leave without pay during school term time might be 

appropriate.  For example, to extend the leave period covered by the 

compassionate provisions or if a member of the support staff has a spouse 

whose holiday is predetermined by his or her employer with no possibility of 

variation i.e. a “factory fortnight” or equivalent. 

  



10.5 The Governing Body should give the Headteacher discretion to grant leave 

without pay.  If the application is not approved by the Headteacher, the 

employee has the right to challenge the decision in accordance with the 

School's Grievance Procedure.  The process set out in paragraph 8.6 above 

should be followed.   

 

10.6 The Governing Body should decide whether or not to allow the Headteacher 

to grant leave with pay without reference to the Governors Personnel 

Committee.  

 

11. DEATHS AND SERIOUS ILLNESSES OF NEAR RELATIVES 

11.1 For Support Staff, leave with pay will be granted in the event of a death or 

serious illness of a near relative (see below for definition of a "near relative") 

or any other relative where there is no other person available to look after the 

relative.  In each leave year, leave with pay will be approved up to a maximum 

of 2 working weeks in total for the deaths and serious illnesses of near 

relatives.   

 

11.2 For Teaching Staff, leave with pay will be granted for up to 1 working week in 

the event of the death of a near relative.  In each leave year, leave with pay will 

be approved for a maximum of 1 working week for each individual death of a 

near relative.   

 

11.3 For Teaching Staff, leave with pay will be granted to enable the teacher to 

care for a near relative or the dependants of a near relative.  This provision can 

be used for paternity leave.  In each leave year, leave with pay will be 

approved for a maximum of 1 working week under this provision.  This is 

extended to 2 weeks in the event of a serious illness of a near relative or the 

dependants of a near relative.  An employee can be asked to provide evidence 

that it was necessary for him/her to provide the care.   

 

NB:  While the interpretation of what constitutes a serious illness is within the 

discretion of the Headteacher and Governing Body, it will most commonly be 

those illnesses/accidents which are life threatening or require lengthy 

hospitalisation. 

 

Near Relatives 

 A ‘near relative’ means a spouse, partner, child, parent, grandparent, brother, 

sister or parent in law of the employee.  This is not a definitive list, but must 

be a close relative. 

  

 With regard to deaths, a person who stands in loco parentis to the employee 

e.g. foster parent, aunt, or to whom the employee stood in loco parentis, 

should also be regarded as a near relative.  Discretion can be applied so that 

other relatives are included eg an aunt or an uncle. 

 



12. PARENTAL BEREAVEMENT LEAVE 

12.1 ‘Parental Bereavement Leave’ applies to employees of a child who has 

passed away (under the age of 18) or parents who suffer a stillbirth after 24 

weeks of pregnancy. 

 

Under the Parental Bereavement Leave Act 2020 parents have a statutory 

entitlement to leave and pay (if eligible) for one or two weeks. 

  

 The definition of a parent is broad and includes: 

 

 biological parents, adoptive parents, step-parents; 

 "parent in fact" of a child who has passed away, which means that, for a 

continuous period of at least four weeks before the child died, you 

have been living with the child and had "day-to-day responsibility" for 

the child (but you have not been paid to look after the child); 

 "intended parent" of a child who has passed away, i.e. a parent using a 

surrogate; 

 prospective adopters 

 

12.2 Responsibilities: 

 The Headteacher or Line Manager are responsible for treating all 

requests for compassionate leave/parental bereavement leave with 

fairness and equity. 

 In the case of statutory parental bereavement leave the Headteacher or 

Line Manager is responsible for completing the Parental Bereavement 

Leave (PBL) form (see Appendix B) and sending it to HR Admin and 

Payroll (this only applies for schools or academies who purchase this 

service via the Local Authority).  For those who have alternative 

providers, you should contact your provider to agree how this is 

reported. 

 Employees must keep their Headteacher/Line Manager informed of 

their personal circumstances. 

 

12.3 Entitlement: 

In addition to the entitlement to compassionate leave, employees of a child 

who has passed away (under the age of 18) or parents who suffer a stillbirth 

after 24 weeks of pregnancy are also able to claim one or two weeks statutory 

parental bereavement leave. 

 

For each child who has passed away, a bereaved parent can take up to two 

weeks' parental bereavement leave as a single block of two weeks; or two 

separate blocks of one week at different times. Parental bereavement leave is 

not available as individual days. 

 



There is no minimum service requirement, meaning that parental 

bereavement leave is available to employees from day one of their 

employment. 

 

The leave must be taken within 56 weeks of the date of the death of the child.  

This lengthy period recognises that, bereaved parents, may need some 

flexibility as to when to take the leave.  For example, they may: 

 

 wish to take leave around the first anniversary of the child's death or at 

another particular time that is special, such as the child's birthday; or 

 already be on another type of leave, such as maternity leave or sickness 

absence. 

 

12.4 Notice to take parental bereavement leave 

Informal notification, such as a phone call or email to the Headteacher or Line 

Manager, is sufficient to take parental bereavement leave. 

 

If the employee intends to begin parental bereavement leave within the first 

56 days of the date of the child's death, they can take the leave straight away.  

They do not have to provide a period of notice, meaning that they can let the 

school or academy  know of their intention to take parental bereavement 

leave at any time before they would have been due to start work. 

 

If the employee intends to begin parental bereavement leave more than 56 

days after the child's death, the bereaved parent has to give at least one 

week's notice of their intention to take parental bereavement leave.  

 

However, this may not be feasible and notice can also be provided as soon as 

it is "reasonably practicable" to do so.  The school or academy is advised 

where this is possible, to take a flexible approach when it comes to obtaining 

an employee's notice to take parental bereavement leave. 

 

12.5 Cancellation of parental bereavement leave 

If the employee has asked to begin parental bereavement leave within the first 

56 days of the date of their child's death, they can cancel the parental 

bereavement leave, as long as they let the Headteacher or their Line Manager 

know before they would have been due to start work. 

 

If the employee has asked to begin parental bereavement leave more than 56 

days after their child's death, they can cancel their parental bereavement 

leave, as long as they let the Headteacher or their Line Manager know at least 

one week in advance. 

The employee cannot cancel any week of parental bereavement leave that has  

already begun. 

 

12.6 Statutory Parental Bereavement Pay 



To be eligible for statutory parental bereavement pay, employees who are on 

parental bereavement leave are required to have: 

 

 at least 26 weeks' continuous employment with their employer by the 

week before the week in which their child passes away, and still be 

employed by that employer on the day on which the child passed away; 

and 

 normal weekly earnings in the eight weeks up to the week before the 

child's death that are no less than the lower earnings limit for national 

insurance contribution purposes. 

 

 If the employee takes parental bereavement leave and qualifies for statutory 

parental  bereavement pay, they will be paid at the rate set by the 

Government for the relevant tax year, or 90% of their average weekly earnings 

where this figure is lower than the Government's set weekly rate.  A non-

eligible employee's parental bereavement leave will be unpaid. 

 

 The employee must give the school or academy notice of the weeks during 

which they wish to claim statutory parental bereavement pay.  They must 

normally give the parental bereavement pay notice within 28 days of the first 

day for which they are claiming statutory parental bereavement pay.  However, 

if that is not feasible, they can provide the notice as soon as is reasonably 

practicable. 

 

 During parental bereavement leave, all terms and conditions of the 

employee’s contract except normal pay will continue.  Salary will be replaced 

by statutory parental bereavement pay if the employee is eligible.  This means 

that while sums payable by way of salary will cease, all other benefits will 

remain in place.  For example, holiday entitlement will continue to accrue and 

pension contributions will continue to be paid.  However, statutory parental 

bereavement pay is based on actual earnings, therefore, if the employee is in a 

salary sacrifice scheme any statutory pay will be based on salary after the 

salary sacrifice amount has been deducted.  

 

12.7 Completion of the Parental Bereavement Leave Form 

To ensure payment of the statutory parental bereavement pay, the 

Headteacher/Line Manager can complete the form on the employee’s behalf 

to provide notice and evidence of entitlement to parental bereavement pay 

and forward it to the school/academy payroll provider (Appendix B). 

 

Where more than one of an employee's children loses their life (for example in 

an accident involving multiple fatalities), the employee is entitled to two 

weeks' parental bereavement leave for each child - in these circumstances, 

please complete a form for each child who has passed away. 

 

12.8 Returning to work following parental bereavement leave 

http://www.xperthr.co.uk/policies-and-documents/form-for-an-employee-to-provide-notice-and-evidence-of-entitlement-to-parental-bereavement-pay/164942/
http://www.xperthr.co.uk/policies-and-documents/form-for-an-employee-to-provide-notice-and-evidence-of-entitlement-to-parental-bereavement-pay/164942/


 

The employee will have the right to resume working in the same job when 

returning to work from parental bereavement leave if the period of leave, 

when added to any other period of statutory leave (typically maternity leave, 

paternity leave, adoption leave, or shared parental leave) in relation to the 

same child, is 26 weeks or less. 

 

However, the employee is only entitled to return to another job that is suitable 

and appropriate for them, rather than the same job, if: 

 

 the period of leave taken is more than 26 weeks, when added to most 

other periods of statutory leave taken in relation to the same child; and 

 it is not reasonably practicable to return to the same job. 

 

13. FUNERALS (OTHER THAN NEAR RELATIVES) 

 

Leave without pay may be granted to enable an employee to attend a funeral 

of someone other than a near relative.  Leave with pay may be granted to 

attend a funeral as a representative of an organisation e.g. the funeral of a 

colleague.  An organisation means the Somerset County Council 

(establishment, department, group, team) or an organisation with which there 

are/were close working ties. 

 

14. COURT ATTENDANCE 

 

14.1 As a Witness (Support Staff only) 

14.1.1 Witness - Work Related Case:  An employee subpoenaed as a result 

of their expertise in relation to their official duties, and attends court, 

will be granted leave with pay.  It is not obligatory upon the litigants to 

offer fees or payments for loss of earnings to witnesses thus 

subpoenaed.  In the event of a fee being paid to the employee, he/she 

should consult their Headteacher at the earliest opportunity. 

 

The Headteacher will decide whether or not the fees should be 

deducted from the employee's salary.  This will depend on the extent to 

which, on the one hand, it reflects loss of earnings and, on the other 

hand, the extent to which it reflects travel/accommodation costs and 

payment for work which has been undertaken outside of the 

employee's normal working hours. 

 14.1.2 Witness - Non-Work Related Case:  If an employee attends court  

  because of their expertise in a non-work related field (support staff are 

  subject to the provisions of Part 2, paragraph 2 of the Green Book), or 

  because they have witnessed an event, they would be required to take 

  leave as appropriate and be entitled to retain any fees or expenses  

  offered. 

 



14.1.3 "Conduct Money": When a witness summons is served, it is normal for 

the Court to pay the witness a sum of money called "conduct money" 

which must always be enough to cover their attendance at court and 

without which the witness is not strictly obliged to travel to attend the 

Court.  Employees should insist that adequate sums are paid at the time 

the subpoena is served. 

All employees should immediately inform the Headteacher of the 

receipt of such conduct money, as this money must be set against any 

subsequent travelling/subsistence claim by the employee concerned or 

costs claimed by the school/college/academy from the litigant.  In the 

event that, after having received "conduct money", an employee is not 

called to court the "conduct money" should be reimbursed to the 

school/college/academy's budget. 

 

14.2  As a Juror (Support Staff only) 

An employee receiving a summons to serve on a jury must notify the 

Headteacher.  There will no loss of pay for jury service.  The employee must 

claim their full entitlement to reimbursement of earnings from the Court.  

Deductions equivalent to this amount will be made subsequently from their 

salary.  All certificates relating to jury service should be forwarded to the 

school/college/academy’s payroll provider. 

 

NOTE: Absence extending beyond 30 days for support staff: Under the Local 

Government Pension Regulations, after 30 days' absence no pension 

contributions are payable and the service thereafter is not reckonable for 

pension purposes, unless the employee elects to contribute paying 

contributions based on full pay.  Employees are strongly advised to elect to 

continue to pay contributions based on full pay to safeguard their pension 

entitlement. 

 

14.3 As a Juror or Witness (Teaching staff only) 

An employee receiving a summons to serve on a jury must notify the 

Headteacher.   

 

There will be no loss of pay for jury service.  Leave with pay will be granted to 

an employee called as a witness.   

 

Employees should claim their full entitlement to reimbursement of earnings 

from the Officer of the Court and deductions equivalent to this amount will be 

made from their salary.  All certificates relating to jury service should be 

forwarded to the school/ college/academy’s payroll provider.  

 

15. PUBLIC DUTIES LEAVE (Refer to paragraph 9 above) 

15.1 As a Magistrate 

Leave with pay will be granted to an employee who is appointed as a 

Magistrate up to a maximum of 1½ days per month.   



 

15.2 As a Member of a School or College Governing Body  

 Leave with pay may be granted to employees not exceeding 1½ days per 

month to enable them to attend school or college governing body meetings. 

 

15.3 Candidates for Parliamentary Elections  

15.3.1 All employees in posts designated politically restricted by the Local 

Government and Housing Act 1989 are not entitled to stand for 

election to Parliament. 

  

15.3.2 An employee must give their Headteacher and the LA the maximum 

possible notice of their decision to stand for election.  

 

15.3.3 An employee will be granted leave without pay of up to three working 

weeks for the purpose of electioneering.  

 

15.3.4 An employee will be granted leave with pay for the Election Day, a 

further day's leave with pay if the count is extended for a further day 

and leave with pay for the day on which the result of the poll is 

declared. 

 

15.4 Candidates for Local Authority Elections  

15.4.1 All employees, except for those who are occupying politically restricted 

posts (see 14.3.1 above), are entitled to stand for election to any 

authority other than the Somerset County Council.   

 

15.4.2 An employee must give their Headteacher and the LA the maximum 

possible notice of their decision to stand for election.   

 

15.4.3 An employee will be granted leave without pay of up to 1 working 

week for the purpose of electioneering. 

 

15.4.4 An employee will be granted leave with pay for the Election day, a 

further day's leave with pay if the count is extended for a further day 

and leave with pay for the day on which the result of the poll is 

declared. 

 

15.5 Membership of Local Authorities or other Statutory Bodies 

 Leave with pay will be granted for up to 1½ days per month to enable an 

employee to attend meetings of a local authority, other statutory bodies or 

their committees and sub-committees.  

 

15.6 Standing Advisory Committee on Religious Education (SACRE) 

In the case of an employee elected by his/her colleagues to serve on SACRE, 

leave with pay will be granted to attend its meetings.  

 



15.7 Leave for Other Public Duties 

 In accordance with the Employment Rights Act 1996, leave without pay will be 

granted to an employee for other public duties such as membership of 

statutory tribunals, visiting committees to prisons, remand centres, pension 

scheme trustees, police authorities, relevant health bodies, the Environment 

Agency or education bodies. 

 

15.8 Service in Non Regular Forces (Training) 

15.8.1 Support Staff:  An employee who is a member of the non regular 

forces and who attends annual training may be granted leave with pay 

for the period of the training (in addition to their normal annual leave 

entitlement) up to a maximum of 2 working weeks. This includes 

Territorial Army, RAF Reserve and Naval Reserve activities.  An 

employee who is a member of the Army Cadet Force may be granted 

leave with pay up to a maximum of 2 working weeks in order to attend 

annual camps. 

 

15.8.2 Teachers:  Teachers will be granted leave with pay for 1 working week 

and leave without pay for 1 working week if they are recalled for annual 

training with HM Forces or to attend the annual camp for the Territorial 

Army. 

 

16. OTHER LEAVE 

16.1 Sports Events 

16.1.1 For Support Staff, leave without pay may be granted to enable an 

employee to take part in an international sports event.  Leave with pay 

will be granted for employees selected to take part in matches 

specifically sponsored by the UNISON's Somerset branch.  

 

16.1.2 For Teaching Staff, leave with pay may be granted for up to 5 full days 

during any academic year to enable an employee to take part in games 

or athletics meetings at county, regional, national or international level. 

 

16.1.3 Visits to Schools, Colleges and Other Institutions (Teaching Staff 

only): Leave with pay may be granted for visits by employees to other 

schools, colleges or institutions outside the County in relation to their 

professional role eg post appointment visits to new schools. 

   

16.1.4 Leave for Extraneous Duties (Support Staff only): Leave without pay 

may be granted to enable an employee to fulfil the duties of a position 

with any organisation.  Prior to accepting a position with any 

organisation which would require leave of absence, the employee 

should gain the agreement of their Headteacher.  The Governing Body 

reserves the right to require that an extraneous duty does not take 

preference  

 



16.2. Reservists (mobilisation and training leave) 

16.2.1 Reservists include the ‘regular’ and ‘volunteer’ reserves of the Royal 

Navy, Army and Royal Air Force.  Regular reservists are former full-time 

servicemen and women who, as part of their contract, have a residual 

mobilisation liability when they leave the regular forces.  Volunteer 

reservists are members of the Royal Marines Reserve, Royal Naval 

Reserve, the Territorial Army and the Royal Auxiliary Air Force. 

 

16.2.2 While there is no statutory obligation to grant leave without pay to an 

employee who is a reservist and who has been called for voluntary 

mobilisation, Headteachers and Governors should take account of any 

previous discussions, and should honour any contractual agreements 

with these employees regarding their release.   

 

16.2.3 Where an employee who is a reservist has been called compulsorily 

('mobilisation notice'), leave without pay will be granted.  Any 

application for deferral or exemption by the employer would need to 

be made within 7 days of the mobilsation notice. 

 

16.2.4 Where an employee has been called for compulsory mobilisation 

various forms of financial assistance are available to schools to assist 

with the costs of cover etc.  Please contact your HR Adviser for further 

information. 

 

16.2.5 Where an employee is ‘called out’, and has been an employee in the 4 

week period prior to being ‘called out’, they are entitled under the 

Reserve Forces (Safeguard of Employment Act 1985) to be re-employed 

in the same role on terms and conditions no less favourable, subject to 

an appropriate application by the employee. 

 

16.2.6 Reservists who attend annual training may be granted leave with pay 

for the period of training (in addition to their normal annual leave 

entitlement) up to a maximum of 2 working weeks. 

 

16.3 Scout and Guide Group Leader  

Support Staff: Leaders of Scout and Guide Movements who undertake this 

duty on a permanent all year round basis, may be granted leave with pay for 

up to 1 working week in order to take young people to authorised camps.  If 

an employee works in a similar role e.g. as a leader for Duke of Edinburgh’s 

Award, they may also be considered for additional paid leave as above. 

 

16.4    Duke of Edinburgh's Award Scheme 

Leave with pay may be granted to enable an employee to attend the award 

ceremonies for Duke of Edinburgh Gold Awards.   

 

16.5 Medical Appointments 



16.5.1 The definition of "Medical Appointments" covers those appointments 

to deal with health problems for diagnosis and/or treatment and/or 

prevention e.g. screening, or physical or psychological health problems.  

These appointments are with GPs, hospital specialists or other medical 

practitioners following a referral by a GP, hospital, dentist or optician.   

NB Any medical appointment not covered by this definition should be 

considered in accordance with paragraph 8 of these provisions. 

 

16.5.2 Where possible, the appointment should be made outside normal 

working hours.  However, in exceptional circumstances where the 

Headteacher/other appropriate senior Manager accepts that this is not 

practical, leave with pay to attend such appointments will be granted 

for the minimum period required.  The employee should give their 

Headteacher/other appropriate senior Manager reasonable prior notice 

of the appointment and, if requested, produce evidence of each 

appointment. 

 

16.5.3 Leave with pay for medical appointments of a day or less will not be 

treated as sickness absence for the purpose of sick pay entitlement.  

Medical appointments which require absence from work for 2 or more 

consecutive days will be treated as sickness absence and must, 

therefore, be reported to your payroll provider; leave with pay will be 

granted in accordance with the Employee's entitlement under the 

relevant Sickness Payment Scheme. 

16.6 Fertility Treatment 

 16.6.1 Employees will be granted reasonable leave with pay to attend medical 

appointments for reasons connected with fertility, this includes 

appointments for scans, tests etc.  Any fertility treatments or 

procedures that result in the employee being unfit for work will be 

treated as sickness absence and should be self-certified or certified by 

a Statement of Fitness for Work and recorded in line with the Sickness 

Absence Management Policy.  If fertility treatment is successful, paid 

leave for follow up antenatal appointments should be granted in line 

with the Maternity Leave Policy. 

 16.6.2 An employee will be able to take reasonable time off to support a  

  partner undergoing fertility treatment by requesting annual leave in the 

  normal way, or agreeing unpaid leave or other flexible working  

  arrangements with their Line Manager. 

16.7 Interview Attendance 

16.7.1 For Support Staff; leave with pay will be granted to attend interviews 

for posts within the Somerset County Council or in other local 

authorities.  Leave without pay will be granted to attend interviews for 

posts outside Local Government service. 

 



16.7.2 For Teachers, leave with pay will be granted subject to the interview 

being for a post as a teacher within the UK and non-teaching posts 

within the UK's Central and Local Government sector. 

 

16.7.3 An employee within a redundancy pool or selected for redundancy will 

be granted leave with pay to attend interviews whether within or 

outside the Local Government service.  

 

16.8 Weddings  

An employee may be granted leave without pay to attend their own, relative's 

or friend's wedding.   

 

16.9 Moving House 

Employees should ensure that every effort is made to ensure that removals 

take place during holiday periods.  If this is not possible, leave with pay for up 

to 1 day will be granted except in the case of a support staff member where it 

is possible to take annual leave. 

 

16.10 Examinations 

16.10.1 For Support Staff, leave with pay will be granted to sit examinations 

that are relevant to, or a requirement, for their role; exceptionally a 

period of study leave may also be granted.  For other types of 

examination, an employee may be granted leave without pay. 

 

16.10.2 For Teachers, leave with pay of up to 2 days may be granted to an 

employee sitting an examination in relation to their first degree eg 

BEd, BA.  Additional leave without pay for study prior to the 

examination may also be granted. 

 

16.11  Meetings of Examiners (Teaching Staff only)   

Leave with pay may be granted to a teacher who acts as an Examiner, Senior 

Moderator and Moderator for recognised examining bodies to enable them to 

attend meetings.   

 

16.12 Degree and Diploma Presentation Ceremonies and Passing Out Parades  

Leave with pay may be granted to enable an employee to receive a degree or 

diploma or to attend a ceremony at which a spouse/partner, son or daughter 

is receiving a degree or diploma or is taking part in a passing-out parade. 

 

16.13 Supporting Colleagues 

Where an employee supports or represents a colleague as part of a formal HR 

process, most commonly disciplinary, grievance, capability and redundancy, 

time off with pay will be granted to enable the employee sufficient time to 

attend meetings arranged by management.   

 

16.14 Adverse Weather Conditions 



16.14.1 Regardless of the severity of the weather conditions, it is expected that 

employees make every effort to come into their normal work base to 

perform their duties.  If employees are late or fail to perform their 

duties as contracted because of the severity of the weather conditions, 

the employer is under no obligation to pay them for the working time 

lost. 

16.14.2 Where an employee does not report for duty due to adverse weather 

conditions, leave with pay will be granted provided that the 

Headteacher is satisfied that it was not practical for the employee to 

get to work or to report for duty to another maintained school 

(whether maintained by Somerset or another local authority).   

 

16.14.3 Consequently employees must, if they are unable to report for duty at 

their own school, make every practical effort to undertake work at 

another maintained school. 

 

16.15 Time off for Religious Observance 

16.15.1 Leave of absence without pay may be granted for religious observance 

or religious pilgrimage.   

 

16.15.2 For support staff, there may be alternatives to leave without pay, that 

is flexi time, flexible lunch breaks, time off in lieu, reduced hours or 

alternative working patterns.  Wherever practical, similar arrangements 

should be considered for teaching staff. 

 

16.16 Staff Network Groups 

16.16.1 These are groups which have been set up corporately in support of the 

County Council's Equalities and Diversity Policy, to allow employees 

from minority groups to meet in order to network and to recommend 

and develop policies which support the County Council's aims in this 

area. 

 

16.16.2 Headteachers are encouraged to promote employee involvement and, 

wherever possible, to agree to reasonable requests to attend staff 

network meetings.  Where attendance is approved, the leave will be 

with pay.   

 

16.17. Union Duties     

16.17.1 The maximum leave of absence which may be taken by any one 

representative shall not exceed the amount specified below:- 

 

 

 

 



Category of 
Representative 

Function of 
Representative 

No of 
Members 

Maximum Time 
Allowed 

National Any Any As agreed individually 
with the LA  

County Secretary Up to 750 

County Secretary 751 plus 

County President/Chairman/ 

Treasurer 

Any 1 day a month 

Area or Branch Secretary/Treasurer Less than 50 1/2 a day a month 

   51 - 100 1 day a month 

  101 - 200 11/2 days a month 

  201 - 300 2 days a month 

  301 - 400 21/2 days a month 

  401 plus 3 days a month 

 

16.17.2 Applications for additional leave over and above this amount, 

including leave to attend training courses for union representatives, 

should be submitted through the County Secretary of the Trade 

Union, who should make a recommendation to the HR Advisor who, 

in turn, will liaise with the school/college/academy. 

 

16.17.3 Safety representatives elected by the recognised Trade Union have 

the right to reasonable paid time-off to undertake safety inspections 

at their workplace.  In many schools this does not cause a problem 

since the safety representative will have a defined area of the school 

to inspect and there will, therefore, be no significant impact on his or 

her time to carry out his or her normal duties and responsibilities.  In 

other schools, particularly those where there is only one such 

representative, the representative may wish to inspect the whole 

school site.  In order to undertake a meaningful safety inspection, 

adequate paid time off should be granted.  Headteachers should 

negotiate in advance with safety representatives the extent, timing 

and pattern of any inspections they wish to carry out and allow them 

reasonable time off for inspection purposes.  What is "reasonable" will 

depend on the size and complexity of the site and installations of the 

institution concerned.  Any supply cover costs will be met by the 

school's budget. 



APPENDIX A 

 

CAREER BREAK SCHEME AGREEMENT 

 

This is an agreement which you enter into with (name of school/college/academy) 

about the contact which will be maintained while you are away and the steps which 

will be taken when you wish to return. 

 

1. Parties to the Agreement 

 

Employer    Employee 

Somerset County Council/ 

Academy   

(Name) 

(School/College)   (Address) 

(Address) 

 

2. Job Title, Grade, Workplace, Date Commenced 

 

You are presently employed as a (                                 ). 

Your employment in this post began on (                           ). 

You work (   ) hours per week for (    ) weeks per year. 

The grade of this post is (                                       ). 

Your workplace is (                                               ). 

 

3. Terms and Conditions of the Career Break Scheme 

 

3.1 Resignation 

 

You are required to formally resign from your present post.  The date you will 

resign and start on a Career Break Scheme is (     ).  You intend to take a break 

of  (    ) years, (     ) months. 

 

3.2 Maternity 

 a) If you are taking a break for maternity reasons, your Career Break will 

begin at the end of your maternity leave.  

 b) You will be required to formally resign before taking a Career Break but 

should leave your resignation until after the birth. 

 c) You are entitled to the first 6 weeks maternity pay in the usual way. 

 d) You will not forfeit the 12 weeks half pay entitlement on the 

understanding that your commitment to return to the 

Authority/Academy is fulfilled by taking a Career Break and fulfilling your 

commitment to the first years programme described in paragraph 3(d) 

below. 



 e) The Authority/Academy retains the right to reclaim the 12 weeks half pay 

if you are not prepared to complete your commitment to the 

Council/Academy under this Agreement and by your signature of this 

Agreement you undertake to make such repayment immediately on 

demand. 

 

 

3.3 Prior to Starting a Career Break 

 

You will be invited to discuss with your Line Manager/Headteacher the 

arrangements for the Career Break, and any anticipated career aspirations on 

your return.  Your school/college/academy will be expected to provide a 

written reference.  These initiatives are for your benefit.  They should help to 

ensure that you return to the Council/Academy in the most appropriate form 

of employment. 

 

3.4 Keeping in Touch 

 

 a) You will undertake at least 3 weeks paid work per year at your normal 

place of employment, and at a time mutually agreed between you and 

your Line Manager.  This will be funded by your school/college/academy 

and will be paid at the non-contributory salary for your grade.  The grade 

will be that held at the start of your break.  This work may be worked in a 

single block or broken down into shorter periods.  Homework, project and 

part-time work will all be considered. 

 b) Your Manager nominated to act as your mentor during your break is (         

).  Their role is to maintain contact and ensure your expertise.  Within your 

paid period of work, there will be a formal annual meeting for you and 

your nominated Manager to review and explore your training needs as 

well as to provide career counselling if required.  This meeting can also be 

held with a representative from HR Advisory Service.  A formal record of 

the meeting will be made. 

 c) As part of your paid work, you will be invited to any relevant meetings or 

seminars to keep up to date with school/college/academy matters, 

changes and developments in the organisation, legislation and 

technology.  You will also be regularly sent newsletters and publications. 

 d) Attendance on training courses and the pursuit of appropriate 

qualifications is encouraged.  If you fail to complete the course without 

good reason you must repay the whole of the financial assistance 

received from the school/college/ academy as normal.   

 e) When you attend a training course approved by the 

school/college/academy you will be paid at the non-contributory salary 

for your grade.  Your out of pocket expenses will also be paid. 

 

 

 



3.5 Return to Work 

 

You will inform the school/college/academy at least a minimum of 3 months 

before you wish to return to employment, to allow them to plan an orderly 

return to work.  A shorter notice period can be agreed by your nominated 

Manager if a specific vacancy arises.  A longer period may be more helpful.  

Note: NO GUARANTEE OF A JOB CAN BE MADE. 

 

However, your school/college/academy should make extensive efforts to 

return you to the same type of role giving due consideration to the grade and 

type of work which applied immediately before leaving.  If these efforts fail, 

HR Advisory Service will try to find employment for you through the 

Redeployment Register*. 

 

You should be aware that service prior to your career break will count as 

continuous service for sickness, maternity and annual leave entitlements, but 

not for redundancy. 

 

 

Signatures: 

 

 

Signed on behalf of the employer 

 

 

Signed:…………………………   Date:……………………… Position: 

…………………………  

 

 

 

I acknowledge receipt of this statement and understand its contents 

 

 

Signed:…………………………   Date:………………………  

  

 

*Only include for maintained schools 



APPENDIX B 

 

 

Parental bereavement leave: record of employee's notice to take leave 

This form is for the Headteacher/Line Manager to record that an employee has 

provided notice that they are taking parental bereavement leave, which is available 

to the parents of a child who has passed away (including where the parents have 

suffered a stillbirth after 24 weeks of pregnancy up to the age of 18 years old). 

This form contains the information that you need to gather from the employee for 

them to take parental bereavement leave.  The employee is not required to complete 

the form themselves.  

Please see the next page for further guidance on filling in this form. 

Name of employee:   

SAP number:  

Name of school/academy  

Date of child's death:   

Date on which the employee is 

beginning parental bereavement 

leave: 

  

Does the employee wish to take one 

or two weeks’ parental bereavement 

leave? 

One week  /  Two weeks  

(delete as appropriate) 

To be signed and dated by the Headteacher/Line Manager 

Signed:   

Dated:   

 

Please send completed form to HR Admin and Payroll. 



Notes 

Who should complete this form? 

 

This form should be completed by the Headteacher/Line Manager - it is not 

appropriate to require the bereaved employee to complete this form. 

 

Informal notification, such as a phone call or email, is sufficient to take parental 

bereavement leave.  Please ensure that you obtain the necessary information from 

the employee in a sensitive manner. 

 

When to complete this form? 

 

Complete this form when an employee is taking one or two weeks’ parental 

bereavement leave.  

 

There is no minimum service requirement, meaning that parental bereavement leave 

is available to employees from day one of their employment. 

 

Evidence to take parental bereavement leave 

 

The employee does not have to provide any evidence of their child's death.  You 

should not, under any circumstances, require the employee to provide you with 

evidence that their child has passed away. 

 

Timing of parental bereavement leave 

 

Parental bereavement leave operates in units of one week and is not available as 

individual days.  The bereaved employee is able to take the leave as a single block of 

two weeks; or two separate blocks of one week at different times. 

 

The bereaved employee can take parental bereavement leave within 56 weeks of the 

date of the death of the child. 

 

Cancellation of parental bereavement leave 

If the employee has asked to begin parental bereavement leave within the first 56 

days of the date of the child's death, they can cancel their parental bereavement 

leave, as long as they let the Headteacher/Line Manager know before they would 

have been due to start work on the first day of the leave. 

 

If the employee has asked to begin parental bereavement leave more than 56 days 

after the child's death, they can cancel their parental bereavement leave, as long as 

they let the Headteacher/Line Manager know at least one week in advance. 

An employee cannot cancel any week of parental bereavement leave that has 

already begun. 
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1. Policy Statement 

 The school, as an equal opportunities employer, is committed to maintaining the 

Work-Life Balance of its employees and in doing this improve equality of access to 

career development opportunities.  

 

Flexibility in working arrangements is an important tool in enabling employees to 

maintain or improve their balance between home and work. The school/college/ 

academy will strive to meet the flexible working arrangements for employees.   

Solutions to improve or maintain an employee’s work-life balance should be achieved 

through discussion and agreement between employees and the Head teacher/line 

manager and will often have benefits to both the individual and the school/college/ 

academy.   

 

This policy outlines a number of options in relation to flexible working and sets out the 

procedure and protocols to follow.  It is recognised that one size does not fit all, and 

the Head teacher and employees should be willing to look at creative solutions to 

balance school/college/academy requirements and the individuals’ needs. 

 

Consideration and response to flexible working requests/proposals should be 

consistently applied to all employees’ regardless of age, gender, disability, race, 

religion, sexual orientation and other characteristics protected by the Equality Act 2010. 

 

For the purposes of this policy ‘Head teacher’ can mean a member of school 

management as appropriate. 

 

2. Scope of the Policy 

This policy covers all employees in schools maintained by Somerset County Council 

and for Academies who purchase the HR Advisory Service through SSTEP and choose 

to adopt it.  It is a local agreement, thus part of each employee’s contract of 

employment.  

 

3. Legal Framework 

This policy incorporates and enhances the obligations placed on the school/college/ 

academy to examine requests for flexible working.  The school/college/academy 

offers the right to request flexibility in working arrangements to all employees.  The 

main piece of legislation guiding the policy is the Children and Families Act 2014.  



Other associated legislation includes the Equalities Act 2010 and The Part-Time 

Workers (Prevention of Less Favourable Treatment) Regulations 2000. 

 

4. Right to Request Flexible Working 

The school/college/academy allows any employee to request flexible working 

arrangements.   

 

To be eligible to make the request an employee must not have made another request 

to work flexibly in the last 12 months.  The Head teacher may agree to accept more 

than one request in a year in circumstances where, for example, there has been a major 

change in the role or a significant change in personal circumstances. 

 

The processes described below follow the statutory requirements where applicable. 

 

Employees are able to use this system to ask for changes in their terms and 

conditions relating to: 

 

 hours and time of work: this covers the way working hours are organised 

 during the day, week and year; 

 place of work: this covers fixed work base/office, fixed home working and field 

working or a combination of these. 

 

There are a number of flexible working arrangements for example part time working 

and job sharing that would fall under one of the above categories and should be 

considered. 

 

There are many reasons why an employee may consider a request for flexible working, 

some common examples are: 

 

 to meet family and caring responsibilities; 

 to practise religious observance; 

 to prepare for retirement; 

 for health and wellbeing; 

 to combine work and continuing education; 

 temporary or one-off events such as time off around exams or extended annual 

 leave. 

 

5. Types and Impacts of Flexible Working 

There are many forms of flexible working.  Please see Appendix K for more 

information on each type. 
 

Conditions of employment for employees working flexibly shall remain the same 

except in specific areas for example: 

 

 Pay 

 Annual leave 



 Sick pay 

 Maternity  

 Pension – The effect of working reduced hours will depend on a number of 

factors e.g. the extent of the reduction, whether the employee is nearing 

retirement etc.  Therefore, individuals will have to contact Peninsula Pensions or 

Teachers pensions to discuss their circumstances. 

 

The examples above will be pro-rata depending on the number of hours and working 

weeks worked. 
 

6. Making a Request 

An Employee Request for Flexible Working form (doc) is in Appendix A and must be 

completed in full to allow the Head teacher to make a thorough initial assessment of 

the request. 

 

7. Procedure 

The legislation sets out that requests for flexible working should be dealt with in a 

timely manner and the consideration process must be completed within three 

months of first receiving a request, including any appeal.  If for some reason the 

request cannot be dealt with within three months then an employer can extend this 

time limit, provided the employee agrees to the extension. 

 

Head teacher: 

When a Head teacher/manager receives a Flexible Working request they must make 

a practical business assessment of the viability of the request as soon as possible 

after receiving the request.  To help with consistency, it is recommended that Head 

teachers do this in consultation with the HR Advisory Service.  Please refer to the 

Business Assessment Checklist – Suitability for Flexible Working (Appendix C). 

 

The Head teacher should meet with the employee to discuss the request.  If the Head 

teacher intends to approve the request is it still good practice to meet with the 

employee to discuss the arrangements. 

 

There are three possible outcomes to a Flexible Working Request: 

 

The Request is Accepted 

If the Head teacher is prepared to accept the flexible working request as it stands, 

the employee should be notified in writing.  That notification must specify the agreed 

variation(s) in the contract, any other action required and the effective date.  See the 

Confirmation of Agreed Contract Variation Template Letter (Appendix D).  Guidance 

may be sought from the HR Advisory Service before a decision is taken on the 

request. 

 

A Compromise to the Flexible Working Request is Agreed 

There may be instances where the Head teacher is unsure whether the arrangements 

requested are sustainable and it may be possible to mutually agree variations to the 



request, such as a temporary arrangement or trial period.  This agreement should 

also be put in writing to prevent confusion at a later date.  It is also necessary to 

include any review points.  See the Confirmation of Agreed Contract Variation 

Template Letter (Appendix D). 

 

The Request is Rejected 

If the Head teacher does not feel able to agree the request to the contractual change 

then a meeting to discuss the reasons must be held. 

 

The reason(s) for rejecting a Flexible Working Request must be for one or more of 

the Statutory Reasons for Rejecting Flexible Working Request listed below.  It cannot 

be for any other reason. 

 

Where a request is rejected, the Head teacher must provide the employee with a 

signed and dated declaration of the statutory reason supported by an explanation of 

the business reasons, which apply in the circumstances of the application.  See the 

Rejection of Request to Vary Contract Template Letter (Appendix G).  Advice should 

be sought from the HR Advisory Service prior to making a decision.  Employees have 

the right to appeal a rejection. 

 

8. Appeals 

 Appeals must be made within 10 working days of the employee being notified 

in writing of the decision and should be sent to the Clerk to the Governors.  

The employee must set out the grounds for appeal in writing and sign and 

date it. 

 

 The Governors Personnel Committee will hear the appeal and the employee 

should be given a written decision within 10 working days of the appeal 

hearing, unless an extension is agreed.  

 

 The appeal should be conducted in accordance with Section 2a – Governor 

Appeal Guidance and Procedure, Appendix 1. 

 

 If the appeal is upheld, the decision must specify the agreed contract 

variation(s) and the start date. 

 

 Where the appeal is rejected a statement must be given to the employee 

stating the grounds for dismissing the appeal. The decision of the Governors 

Appeals Committee will be final. 

 

9. Extending Time Limits 

In the interests of enabling a mutual satisfactory outcome to a request any of the time 

limits listed above can be extended by agreement.  The agreement to extend time 

limits should be in writing, signed by the Head teacher and the employee and outline 

the reasons for the extension. 

 



10. Right to be accompanied at Meetings 

An employee will have the right to be accompanied at meetings concerning a Flexible 

Working Request.  The right to be accompanied can only be through a Trade Union 

Representative or a work colleague of the employee’s choice. 

 

11. Statutory Reasons for Rejecting a Request 

The reason for rejecting a request must fall under at least one of the following eight 

statutory grounds: 

 

 Burden of extra cost to the business. 

 A detrimental effect on the ability to meet demand. 

 Inability to organise work within existing staff. 

 Inability to recruit additional staff. 

 Detrimental impact on quality. 

 Detrimental impact on performance. 

 Insufficient work during the periods the employee proposes to work. 

 Planned structural changes. 

 

Where a request is rejected one or more of the above reasons must be stated along 

with sufficient explanation as to why the reason(s) applies to this request.  Facts used 

to support the reason for refusal must be capable of substantiation.  It would not, for 

example, usually be sufficient to state “inability to recruit additional staff” as a reason 

without carrying out a recruitment exercise.  If, however, the school/college/academy 

had recently attempted to recruit for similar positions and had not been able to 

appoint a suitable person, this could then be seen as sufficient evidence.  

 

Head teachers also need to consider whether the business reasons, which have led to a 

rejection, are likely to change in the foreseeable future.  If this is the case, in rejecting a 

request, Head teachers should consider proposing a review of the request at that point 

in the future when the business circumstances are likely to change.     

 

12. Trial Periods 

On occasions it may not be clear as to what the impact of revised working 

arrangements will be, or whether it will be possible to sustain specific patterns over a 

period of time.  Where this is the case it may be worth exploring the possibility of a 

trial period.   

The length of the trial period should be long enough to give a true indication of any 

problems and also examine potential solutions.  This would vary depending on specific 

circumstances but generally a period of at least one term would enable a reasonable 

assessment. 

If the employee and Head teacher agree to a trial period, it is important that this 

agreement is in writing (Appendix F, Confirmation of Trial Period template letter).  The 

agreement should state the following. 

 The date the revised working arrangements will start. 



 The nature of the new working arrangement e.g. changed hours of work, days of 

work or place of work. 

 The planned end date of the trial period, and a statement that working 

 arrangements will return to normal, unless otherwise agreed. 

 How regularly the arrangements will be reviewed over the period. 

 The option to end the trial early and revert back to current working practices.  This 

should only occur when it becomes clear that the trial is not successful and to 

continue would have a significant impact on the delivery or quality of Teaching and 

Learning or other services in the school/college/academy.  Sufficient notice should 

be given to allow an employee to make alternative arrangements when the trial is 

terminated early.  

 It is important that the Head teacher and employee meet regularly to discuss how 

the trial is going and discuss any issues or problems (Please refer to the Flexible 

working Review Form, Appendix H).  At the end of the trial, or earlier if it is felt that 

sufficient evidence has been gained, there are a number of options: 

- The trial is successful, and the employee is informed that the contractual change 

will be confirmed, the employee would then be formally notified. The trial is 

extended by mutual agreement.    

- The decision is made, following a meeting, that the revised working practices 

cannot be sustained, and the request must be rejected due to one of the valid 

reasons outlined above. 

 

13. Protocol for Business-Led Flexibility 

The process above outlines how flexible working can be achieved as a result of a 

request from individual employees for the benefit of both the individual and the 

school/college/academy.   

 

The following protocol applies to new and existing posts where Head teachers identify 

an operational need for a more flexible approach to work. 

 

In order to avoid the arbitrary introduction of revised working patterns, there will be 

responsibility on Head teachers to justify their proposals by demonstrating the 

rationale for the proposed changes to the school/college/academy.  These proposals 

should be discussed with the Personnel Committee of the Governing Body.  When 

preparing a business case, it may be useful to use the Business Led Flexibility Proposal 

Form (Appendix I) 

 

14. Legal/Contractual Framework 

In determining working arrangements to suit the needs of the school/college/academy, 

Head teachers will take into account the circumstances of individuals and groups of 

individuals. 

 

Head teachers need to ensure that health and safety risk assessments are applicable to 

flexible hours as to “normal” school/college/academy hours. 

 



It is also necessary for Head teachers to take into account the guidance on the 

Working Time Regulations. 

 

15. Consultation Process 

Head teachers will consult staff affected and their representatives in advance of any 

proposed changes so that they can explore the implications for individuals. 

 

16. Hours, Times and Place of Work 

The provisions of the local Single Status agreement will apply with regard to 

recompense for flexible working patterns, including enhanced rates of pay and/or time 

in lieu.  

 

17. Reasonable Notice 

As far as is practicable, revised working arrangements should be organised well in 

advance with the aim that staff are able to make plans outside of their work.  This 

includes changes to timetabling meaning the employee works on different days. 

 

Working time arrangements should avoid: 

 short notice changes to rostered or expected patterns of work,  

 excessive hours in any particular week;  

 setting work patterns over excessively long periods, which would reduce 

 flexibility. 

 

18. Written Confirmation 

The extent of individual flexible working time arrangements will be clearly set out in 

writing at the outset. (Please refer to Appendix J for confirmation of agreed contract 

variation – Business led change template letter). 

 

19. Promotion and Development 

When recruiting for vacant posts that provide opportunities for promotion and 

development, Head teachers should consider all applicants on merit regardless of their 

current flexible working arrangements and needs. 

 

When reviewing the number of promotional and developmental posts in teams that 

require flexible working patterns, Head teachers need to take into account that there 

may be some staff that are looking for promotional and developmental opportunities 

who are currently unable to work more flexibly. 



Appendix A 

Employee Requests for Flexible Working Form 

 

Employee’s Name  

NI or Employee number  

Employee contact details Teacher / Support Staff (please delete) - Number of hours: 

Line Manager’s Name  

 

Current Contract 

 

Current number of weekly hours  

Number of weeks you work  

Current times, e.g. 9-12 Monday – Friday: Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Are you currently on a flexible work arrangement?  If so, which, e.g. part-time: 

 

 

What flexible working option would you like to take up? 

 

Type(s) of flexible working you are applying for: (please circle the one(s) that apply) 

Job share 

Part-time working 

Compressed hours 

Staggered hours 

Flexi time 

Annualised hours 

Other (please state) 

Please detail the changes you are requesting 

New number of hours: 

New number of weeks worked: 

New days and times of work: 

What date would you proposed these changes to become effective: 

Reason for requesting flexible working:  

 

Have you made a request for flexible 

working in the past 12 months? 

Yes / No 

If yes, please state: 

The approximate date you applied: 

The type of flexible working arrangement you 

applied for: 



Benefits and Impacts 

 

What are the benefits/impacts of this 

option (include personal and 

organisational) 

Please include details on: 

 special requirements, e.g. reasonable 

adjustments; 

 what skills and competencies do you 

have that support your request. 

Personal 

Please include details on:  

 work performance; 

 colleagues/school/college/academy: 

cover, communication (including 

attendance at team meetings/training); 

 efficiency of team/schools/college/ 

academy service delivery; 

 requirements of the post/nature of 

 work; 

 impact on timetable, pupil learning and 

consistency 

 equipment requirements – security of 

data; 

 Health & Safety standards 

 costs e.g. salary, equipment, 

allowances, additional training 

School/College/Academy 

Please suggest any actions required to 

address these impacts to support your 

request for flexible working. 

 

Is this permanent or temporary, if 

temporarily, How long for? 

Permanent  / Temporary 

 

Duration: …………… End Date: ………… 

 

Signed (employee) ………………………………………  Date …………………… 

 

 

Signed (employee) ………………………………………  Date …………………… 

 

 

 

Head teacher Only  

 

Approval given / Approval declined (Please delete as appropriate) 

 

If approved, what was approved and the agreed start date and duration: 

 



If decline, you must hold a meeting with the employee (within 28 days) to discuss 

other alternatives. The date of the meeting was: 

In the presence of: 

  

Options explored at this meeting: 

 

If declined, reasons for this (please include explanation): 

Burden of additional costs 

Detrimental effect on the ability to meet customer demand 

Detrimental impact on quality 

Detrimental impact on performance 

Inability to reorganise work amongst existing staff 

Inability to recruit additional staff 

Insufficiency of work during the periods the employee wishes to work. 

Planned structural changes 

 

 

 

Signed (Head teacher): ………………………………………   Date: …………………… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix B 

Process for Flexible Working 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

NB – Working days are in line with legal requirements. When these fall across school 

closure periods both the manager and the employee should look to agree a suitable 

response date that allows adequate working time for a response without undue 

delay for the employee. 

Employee 

submits request 

Head teacher makes a practical 

business assessment of the 

viability of the request. 

Head teacher accepts the flexible 

working arrangement and writes 

to employee to confirm decision. 

This may be subject to a review. 

Head teacher is unable to accept without further 
discussion due to one of the statutory reasons.  A 
meeting will be set up between the Head teacher and 
employee within 28 calendar days of receipt of the 
request to discuss the request, at this meeting the 
employee has the right to representation.  This can be 
extended by agreement. 

Accepts Unable to accept 

Head teacher sends written decision within 

10 working days of the meeting  

Appeals must be made within 10 working 

days of employee being notified and sent 

to Clerk to Governors. Employee must state 

the grounds for their appeal. 

Hearing to be heard by the Governors 

personnel committee and a written decision 

to employee within 10 working days. 

If the appeal is upheld the decision must 
specify the agreed contract variations and 
start date. 
 
If the appeal is rejected a statement must 
be given to the employee stating the 
grounds for dismissing the appeal. 

Head teacher informs payroll 

provider of the changes 

including start date, duration, 

and what was agreed. 



Appendix C 

 

Business Assessment Checklist – Suitability for Flexible Working 

 

Considerations 

(Suggested questions to think about) 

Yes No Yes, with changes – 

Action required 

Work performance 

 You have identified key performance measures  

that will help you measure the impacts of the  

flexible working? 

Other considerations: 

 

   

Colleagues/Team 

 You have systems to ensure communications are 

maintained? 

 The work profile requirements of the school/ 

college/individual can be accommodated? 

 

Other considerations: 

 

   

Efficiency of school/college service delivery 

 Can the operational processes affecting the 

school/college be maintained? 

 Can the work be timetabled accordingly? 

 Can relationships with colleagues, children and 

parents be maintained to the required level? 

 

Other considerations: 

 

   

Employee Skills & Competencies 

 Do they have the skills and competencies to 

support the flexible working to maintain 

teaching and learning standards and delivery? 

(For example: planning, prioritisation, 

communication, time management) 

 Are there any training requirements? 

 

Other considerations: 

 

   

 

 

 



Considerations 

(Suggested questions to think about) 

Yes No Yes, with changes – 

Action required 

Requirements of the post/nature of work (It  

might be helpful to refer to Job Description/s) 

 Confidential and sensitive data can be handled  

 securely? 

 Information systems and resources required to  

 perform the duties can be accessed/shared  

 securely? 

 Can supervision provided to and by the post be 

 delivered effectively? 

 Ability to control and schedule work-flow? 

 Requirement to be available to attend meetings, 

 supervision and training? 

 Staff that have reasonable adjustments – can this  

 still be accommodated? E.g. equipment 

 

Other considerations: 

 

 

     

Health & Safety 

 Does the work environment meet health, safety  

 and DSE standards? 

 

   

Costs/ Savings    

 Set up costs? 

 Training costs? 

 Recruitment? 

 Staffing budget? 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix D 

 

Dear ……… 

 

Confirmation of Agreed Contract Variation – Flexible Working Request 

 

Following your request for flexible working on (Date) and subsequent meeting on 

(Date) I am writing to confirm the following contractual changes. 

 

It has been agreed that your hours of work / times / will change from …….to:  

…………… on a permanent basis or temporary basis until (date). 

  

(outline any other conditions of the agreed change following the flexible working 

request, such as: requirement to attend meetings or where details of working 

arrangements will be agreed with your line manager in advance.) 

 

(Insert if part time hours) Your pay and sick pay will be calculated on a pro-rata basis.  

For information on the impact on your pension please contact the Pensions 

Department or Teachers Pension for guidance. 

 

These changes will come into effect from (Date) 

 

Optional: As you are aware there may be occasions when your working pattern will 

need to be varied in order to meet operational demands or your personal needs.  As 

discussed, there will need to be some flexibility to ensure that the arrangements 

work effectively for both yourself and the school/college/academy.  

 

Please note that all your other terms and conditions, as specified in your Statement 

of Particulars dated (Date) will remain the same on a pro rata basis. (Include if total 

number of hours has reduced). 

 

Please sign the copy of this letter enclosed and return it to ……… by (Date). 

 

Yours sincerely 
 

 

 

Head teacher 

 

 

I confirm that I have read, understood and accept the above: 

 

 

Signed:        Date: 



Appendix E 

 

 

Dear……………… 

 

Flexible Working Request 

 

I am writing to invite you to a meeting to discuss your request for flexible working.  

The meeting will take place on (date) at (time) at (venue).  The meeting will also be 

attended by (management colleague/governor) 

 

The outcome of the meeting could result in a permanent variation to your contract.  

Whilst it is intended that this management meeting will be informal in nature, you 

may bring your professional association/trade union representative or a work 

colleague with you if you so wish.  Please let me know prior to the meeting if you 

intend to be accompanied. 

 

You will be notified in writing of the outcome of the meeting.  If you have any 

queries prior to the meeting, please let me know. 

 

Yours sincerely 

 

 

 

Head teacher 

 

 

 



Appendix F 

Dear ………… 

Confirmation of Arrangements for Trial Period – Flexible Working Request 

Following your request for flexible working on (Date) and subsequent meeting on 

(Date) I am writing to confirm the arrangements for a trial period. 

 

A trial period has been agreed for an initial duration of …… months to allow time to 

establish the impact that the change of your hours of work / times / place of work 

from XXXX to XXXX will have on the school/college/academy.  The trial period will 

start with effect from (date).  The planned end date for this trial is (date).  Review 

meetings will be held every (state duration). 

 

The trial period may be ended early only if it becomes clear that the trial is not 

successful and to continue would have a significant impact on the delivery or quality 

of Teaching and Learning or other services within the school.  If this is the case 

sufficient notice will be given to allow you to make alternative arrangements in order 

to revert to your substantive/current working arrangements. 

 

At the end of the trial period a decision will be made to either; confirm your new 

arrangements, extend the trial period or refuse your request for flexible working, in 

which case you will return to your pre-trial/substantive working arrangements. 

 

Working Arrangements – during trial period   

(Outline the details of the arrangements and any other conditions of the trial period, 

such as: requirement to attend meetings or where details of working arrangements 

will be agreed with your line manager in advance.) 

 

(Insert if change in hours) For the trial period (start date) to (end date) your pay and 

sick pay will be calculated on a pro-rata basis.  For information on the impact to your 

pension please contact the Pensions Department or Teachers Pensions for guidance. 

 

Please note that all your other terms and conditions, as specified in your Statement 

of Particulars will remain the same on a pro rata basis (include if total number of 

hours has reduced). 

 

Please sign the copy of this letter enclosed and return it to me by (Date). 

 

Yours sincerely 

 

Head teacher 

 

I confirm that I have read, understood and accept the above: 

 

Signed:      Dated: 



Appendix G 

Dear 

 

Rejection of Flexible Working Request to Vary Contract 

 

Following your request for flexible working on (Date) and subsequent meeting on 

(date) unfortunately we are unable to action your request to vary your working hours 

/ time / place (delete as appropriate).   

 

As discussed, due to: (*List statutory reasons for refusing), which is demonstrated by 

(give evidence as to why reason(s) apply). 

 

* Statutory reasons for refusal: insert above as appropriate: 

 Burden of additional costs 

 Detrimental effect on the ability to meet customer demand 

 Detrimental impact on quality 

 Detrimental impact on performance 

 Inability to reorganise work amongst existing staff 

 Inability to recruit additional staff 

 Insufficiency of work during the periods the employee wishes to work. 

 Planned structural changes 

 

(Insert if appropriate) As the business circumstances are likely to change within the 

next 12 months, I propose that we review your request at the end of (month/year). 

 

You have the right to appeal against this decision by writing to the Clerk to 

Governors within 10 working days of receipt of this letter, stating the grounds for 

your appeal. 

 

Yours sincerely 

 

 

Head teacher 

 

 



Appendix H 

 

FLEXIBLE WORKING REVIEW FORM  

  

This form should be used to record the outcome of any discussions that take place 

during a trial period or review of flexible working arrangements.  On conclusion of 

the trial period a copy should be sent to your payroll provider for retention on the 

personnel file. 

 

Employee name:  

Job Title:  

Grade:  

Department:   

Flexible Working 

Arrangements:  

 

Start Date of Trial Period:  

Expiry date of Trial Period:  

Review Meeting Held:    

 

REVIEW MEETING  

               

SECTION A:  Review of Working Arrangements  

This section should be used to record the details of your discussion, including any 

issues that have arisen during the review period relating to the revised working 

arrangements. 

 

 

 

  

 

 

 

 

SECTION B: Actions Agreed 

Please note any actions that have been agreed to address the issues above with a 

time scale. 

 

 

 

 

 

 

 

 



Do you wish to confirm the revised working arrangements      YES / NO 

If you wish to confirm the revised arrangements, please forward to your payroll 

provider detailing the working arrangements agreed.  Please note that any change 

to working hours etc. will be a permanent contractual change unless otherwise 

stated. 

If no – please indicate the reason(s) by ticking the relevant box(es) and 

provide further explanation below: 

□ Burden of additional costs 

□ Detrimental effect on ability to meet customer demand 

□ Inability to re-organise work among existing staff 

□ Inability to recruit additional staff 

□ Detrimental impact on quality  

□ Detrimental impact on performance 

□ Insufficiency of work during the periods the employee proposes to work 

□ Planned structural changes 

 

Further explanation: 

 

 

 

 

 

 

 

Please give details of any alternative working arrangements agreed including 

any trial period:  

 

 

 

 

 

 

 

 

 

Date of next review meeting: 

Employees name (Block capitals)  

Employee’s Signature:  

Head teacher name (Block capitals)  

Head teachers Signature:  

Date:  

 

Please forward this form to your payroll provider with relevant contract 

amendment paperwork where appropriate. 



Appendix I 

 

Business Led Flexible Working Proposal Form 

 

School:  

Head teachers Name  

 

Background: Current contracts/Working arrangements 
Describe the background to this proposal including current system to be replaced including: current 

staffing levels (FTE) and details of types of contracts within the team including job shares, location, 

hours. (Attach a structure chart where appropriate) 

 

 

 

 

 

 

What flexible working option(s) would you like to consider for your team? 

Type(s) of flexible working you are proposing: (Please circle the one(s) that applies) 

 

Hours and time of work 

Part time working 

Compressed hours 

Staggered hours 

 

 

Flexi time 

Job share 

Other (Please state) 

 

Please detail the changes you are proposing: Include: new place of work, number of hours or 

weeks worked, working patterns such as days and times of work.  Permanent or temporary. 

 

 

 

 

 

Reason for proposing flexible working (Business Rational): 
Include any external influences such as parent complaints, change in budget allocation/income, 

change in professional standards/regulations/contract terms. 

 

 

 

 

 

 

 

 

What date would you propose these 

changes to become effective? 

 

 



Benefits and impacts  

What are the benefits/impacts of this 

proposed flexible working (try to 

express in a way that can be measured): 
Please include details on:  

 work performance 

 colleagues/Team: cover, 
communication (including attendance 

at team meetings/training 

 efficiency of team/service delivery 

 employee/team skills & competencies 

 requirements of the post/nature of 
work 

 equipment requirements – security of 
data. 

 Health & Safety standards 

 equalities impact assessment: Special 
requirements e.g. reasonable 

adjustments 

 costs e.g. salary, equipment, 
allowances, additional training 

 

 

 

 

 

 

 

 

 

Please suggest any actions required to 

address these impacts to support your 

proposed flexible working. 

 

 

 

Proposed Method of implementation: resources & timescales 

Consultation/Communication:  

Trade Unions: 

Staff engagement: 

HR support: 

 Outline Options: 

 Give time for response: 

 Consider responses and adjust  proposal accordingly: 

 Updates on progress: 

Finalise Decisions: (target date) 

Final Approval:  

Communication to all at same time: 

Implementation: 

Notice Periods: (1-3 months) 

Lead time for changes: such as 

equipment/IT requirements & training. 

 

 

 

Signed:  …………………………………………………  

 

Position: ………………………………………………… Date: …………………………… 



 

Initial Proposal: Approval given / Approval declined (Please delete as appropriate) 

 

If approved, what was approved and the agreed next steps of implementation plan 

(outline final approval requirements): 

 

If declined, reasons for this (please circle where appropriate or include explanation): 

 Burden of additional costs,  

 Detrimental effect on the ability to meet customer demand,  

 Detrimental impact on quality,  

 Detrimental impact on performance,  

 Inability to reorganise work amongst existing staff,  

 Inability to recruit additional staff,  

 Planned structural changes. 
 

 

 

 

Signed ……………………………………………………………………… (Head teacher)  

 

 

Date ……………………………………… 

 

 

 

Final Proposal: Approval given / Approval declined (please delete as appropriate) 

 

If approved, what was approved and the agreed effective date: 

 

If declined, reasons for this (please circle where appropriate or include explanation): 

 Burden of additional costs,  

 Detrimental effect on the ability to meet customer demand,  

 Detrimental impact on quality,  

 Detrimental impact on performance,  

 Inability to reorganise work amongst existing staff,  

 Inability to recruit additional staff,  

 Planned structural changes. 
 

 

 

Signed………………………………………………………………… (Chair of Governors)  

 

 

Date ………………………………………… 



Appendix J 

 

 

Dear……… 

 

Confirmation of Agreed Contract Variation - Business Led Change  

 

I am writing to confirm that your (way of working/place of work) will be changing 

from (date) to (date) with effect from (date). 

 

You were informed of this change at a meeting along with other affected employees 

on (date).  At this meeting it was outlined that this is an essential change linked to 

organisational requirements as a result of (outline details). 

 

This is a permanent /temporary *change to your contract. 

 

(outline any other conditions of the agreed change, such as: requirement to attend 

meetings or where details of working arrangements will be agreed with your line 

manager in advance.) 

 

(Insert if part time hours) In addition your pay and sick pay will be calculated on a 

pro-rata basis.  For information on the impact on your pension please contact your 

pension provider for guidance. 

 

Please note that all your other terms and conditions, as specified in your Statement 

of Particulars dated (date) will remain the same on a pro rata basis*.  (include if total 

number of hours has reduced). 

 

I trust that this letter is clear but please do not hesitate to contact me if you require 

any further clarification. 

 

Please sign the copy of this letter enclosed and return it to (name) by (date). 

 

Yours sincerely 

 

Head teacher 

 

I confirm that I have read, understood and accept the above: 

 

 

Signed: ………………………………………………………………  Date: ………............. 

 

 delete as appropriate 

 

 

Appendix K 



  

Types of Flexible Working Arrangements 

 

Part-Time Work 

Flexibility can include reducing the working day by allowing employees to start work 

later, finish earlier, or reducing the number of days worked in a week whereby an 

employee works less than full time hours.  The employee’s pay and annual leave will 

be pro rata accordingly based on the number of hours. 

 

Potential Operational Benefits: 

 An efficient way to keep costs down in areas where you do not need full time 

 cover.  

 Lower total wage costs if the employee is below the earnings limit which attracts 

 national insurance contributions. 

 Allowing you to have highly skilled and experienced employees even when you 

 have a fixed budget and can’t afford someone on a full-time basis. 

 Increased ability to respond to a change in demand. 

 

Potential Operational Impacts: 

 May lead to increase costs associated with pension, administration and training.  

 

Job Sharing 

Job sharing is an arrangement whereby the duties and responsibilities of an 

established full-time post are shared between two employees.  The salary and other 

conditions are shared on a pro-rata basis often split 50/50.  It is beneficial to have 

some cross over between the employees for handovers and continuity.  With job 

sharing the employees that are part of the job share are expected to cover the job 

share partners’ absence including sickness and annual leave. 

 

Potential operational benefits 

 If one job sharer is ill or on holiday, their partner can carry on with at least half of 

the work for the shared role and work additional hours to cover.  

 Job sharing allows you to recruit skilled, experienced employees who may not be 

available for or willing to do full-time work and allows one post to be filled by 

two people with different but complementary experience.  

 

Potential operational Impacts/Considerations 

 Can include increased costs, similar to other part-time working including 

additional recruitment costs – with an additional problem if one job sharer leaves, 

it may be difficult to find someone to fit in with the remaining worker.  Extra time 

may also be spent on communication and supervision.  

 If the job share involves managing or supervising staff, it might be difficult for 

those workers to have two managers.  

 You must also ensure that the job sharers communicate effectively and work well 

as a team.  



 The Head teacher will need to look at the number of existing job sharers in the 

team. 

 Applicants should be primarily interviewed on their ability to perform the duties 

and responsibilities of the post.  If any applicant wishes to job share, questions 

should be asked to determine their availability.  Joint interviews to determine 

compatibility should only take place after individuals have satisfied the panel 

about their suitability for the post. 

 On termination of contract where appropriate, the vacant half should be offered 

to the remaining job sharer first and the post could then revert to full-time status. 

If this is not convenient to the remaining sharer, the vacant half should be 

advertised, and a new partner recruited.  If, after extensive efforts, it has not been 

possible to fill the vacant half, the job should then be advertised on a full-time 

basis.  The remaining sharer would then be subject to the redeployment/ 

redundancy procedure. 

 Overtime (Support Staff Only) The sharing of a full-time post should not result in 

increased levels of overtime payments.  Therefore, any extra hours worked by 

either partner will be paid at normal plain time unless the total worked by the 

partnership exceeds the normal for any week.  If more hours than normal are 

required from the post in any week, these will be distributed fairly, by agreement 

with the Head, and paid at the overtime rate appropriate to the grade. 

 A clear arrangement should be agreed between the partners and the Head at the 

beginning of the job share.  Any proposal to amend this agreement should 

recognise the potential difficulty of varying domestic arrangements. 

 

Annualised Hours 

This is when the hours of work are spread unevenly through the year in most cases 

the salary is spread evenly.  Term-time only contracts are a type of annualised hours 

contract but, in particular circumstances, (e.g. when the work involves a number of 

peaks and troughs), there is scope to increase flexibility creating benefits for both the 

service and the employee.  The employee will be paid in equal monthly payments 

irrespective of the actual hours worked in a particular period. 

 

Compressed Working Week 

This is where an employee works their weekly hours in fewer days.  Again, this can 

create benefits for both employees and the school/college/academy although it is 

important that adequate cover is available to provide the service.  

For example: 

Nine Day Fortnight 

This is where an employee works their full-time hours over nine working days giving 

them a 3 day-weekend once a fortnight.  Other examples include 14 days over 3 

weeks, 19 days over 4 weeks etc.  For payroll purposes average hours per week will 

be calculated to ensure 12 equal month payments rather than actual hours worked. 

Flexi-Time Working 



There is a scheme where managers can set core and flexible times to suit the 

service/operational requirements which allow individual employees flexibility in their 

working day which suits their personal commitments outside work at the same time 

as ensuring that there is adequate cover to meet service demands at core times. 

 

Potential operational impacts: 

 Gives employees greater freedom and can make travelling easier.  

 Can benefit by improving morale and reducing absence and lateness.  

 

Other benefits may include reduction in overtime and less lost time since long lunch 

breaks or late arrivals are not recorded as time worked. 

Staggered hours 

Employees in the same workplace have different start, finish and break times as a 

way of covering longer opening hours and to some degree take into account the 

personal situation of employees.  This by no means offers the same flexibility of 

choice to employees as flexitime but can offer some benefit.  For example: One day's 

hours may run from 8.30 am - 5.00 pm and another 8.45am - 5.15 pm.  Lunch breaks 

may vary between 30 minutes to an hour. 

 

 


