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We believe this policy relates to the following legislation:

· School Standards and Framework Act 1998

· Education Act 2002

· Equality Act 2010

· Staffing of Maintained Schools (Wales) Regulations 2006

· School Staffing (England) Regulations 2009

· Education Act 2011

· School Staff (England) (Amendment) Regulations 2012

The following documentation is also related to this policy:

· Conditions of Service for School Teachers in England and Wales (Burgundy Book) (Council for Local Education Authorities)

· Equality Act 2010: Advice for Schools (DfE)
· National Agreement on Pay and Conditions of Service (Green Book) (National Joint Council for Local Government Services)

· School Teachers' Pay and Conditions Document 2016 and Guidance on Teachers' Pay and Conditions (DfE)

We recognise that during the course of employment school personnel may be absent through ill health, maternity or through leave of absence which will have a negative effect on teaching programmes, pupils’ learning and other aspects of school life. Therefore, we aim to manage the attendance of all school personnel so that any disruption to the education of our pupils or the effective running of this school is reduced.

We acknowledge the guidance given by the local authority, Hackney Learning Trust, but we believe we have a duty to treat all absences individually and sensitively as we recognise and value the contribution of all school personnel to the education of the children in this school.

We as a school community have a commitment to promote equality. Therefore, an equality impact assessment has been undertaken and we believe this policy is in line with the Equality Act 2010.
We believe it is essential that this policy clearly identifies and outlines the roles and responsibilities of all those involved in the procedures and arrangements that is connected with this policy.

Aims

· To have in place agreed and recognised procedures for staff absence and leave.

· To ensure compliance with all relevant legislation connected to this policy.

· To work with other schools and the local authority to share good practice in order to improve this policy.

Responsibility for the Policy and Procedure

Role of the Governing Body

The Governing Body has:

· delegated powers and responsibilities to the Headteacher to ensure all school personnel are aware of and comply with this policy;

· delegated to the Headteacher the responsibility of the day to day management and monitoring of  absence through ill health;

· delegated to the Headteacher to approve leave of absence requests for up to one day; 
· delegated powers and responsibilities to the Personnel Committee to oversee school personnel absence and leave;

· responsibility for ensuring that the school complies with all equalities legislation;

· nominated a designated Equalities governor to ensure that appropriate action will be taken to deal with all prejudice related incidents or incidents which are a breach of this policy; 

· responsibility for ensuring funding is in place to support this policy;
· make effective use of relevant research and information to improve this policy;

· responsibility for ensuring this policy and all policies are maintained and updated regularly;

· responsibility for ensuring all policies are made available to parents;

· nominated a link governor to visit the school regularly, to liaise with the Headteacher and to report back to the Governing Body;

· responsibility for the effective implementation, monitoring and evaluation of this policy.
Role of the Headteacher

The Headteacher will:

·  ensure all school personnel are aware of and comply with this policy;

· manage and monitor absence and leave;

· look for repeating patterns of absence;

· deal with all concerns of staff absence;

· set and agree targets for improvement;

· seek advice from the Local Authority; 

· refer highlighted concerns to the Local Authority’s occupational health adviser;
·  work closely with the nominated governor;

·  provide leadership and vision in respect of equality;
· make effective use of relevant research and information to improve this policy;

·  provide guidance, support and training to all staff;

·  monitor the effectiveness of this policy by: 

· monitoring learning and teaching through observing lessons

· monitoring planning and assessment

· speaking with pupils, school personnel, parents and governors

·  annually report to the Governing Body on the success and development of this policy.

Role of the Nominated Governor

The Nominated Governor will:

· work closely with the Headteacher and the coordinator;

· ensure this policy and other linked policies are up to date;

· ensure that everyone connected with the school is aware of this policy;

· attend training related to this policy;

· report to the Governing Body every term; 
· annually report to the Governing Body on the success and development of this policy.
Role of School Personnel

School personnel will:

·  comply with all aspects of this policy;

· be aware of all other linked policies;

· maintain high standards of ethics and behaviour within and outside school and not to undermine fundamental British values;

·  implement the school’s equalities policy and schemes;

·  report and deal with all incidents of discrimination;

·  attend appropriate training sessions on equality;

· report any concerns they have on any aspect of the school community.
Ill Health Absence

Short term absence:

· All school personnel when absent through ill health must contact the school office and  their line manager (head or deputy) and give reasons for their absence. Please do not phone the office before 7.30am.

· On each day of their absence the absentee must contact the school office no later than 3.00pm. This is mandatory and must give some indication of their return to work.

· A back to work interview may be undertaken by the line manager with the appropriate documentation being completed and put on file.

Long term absence:

· Up to seven days absence a self-certification is required from the absentee. (Form available from the office).

· After seven consecutive days a doctor’s medical certificate is required.

· Throughout the period of extended absence the line manager must keep in contact with the absentee.

· After a lengthy illness and depending on the circumstances a staggered return to work might be advisable. A referral to Occupational Health may also be appropriate.

Leave of Absence – paid or unpaid

All requests for leave of absence must be made in writing (forms available from the office)  to the Headteacher stating:

· the reason

· the length of time

· the date or dates when it is requested

The following will be considered when dealing with a leave of absence request:

· the reason 

· the length of time 
· previous requests

· the amount of disruption it will cause to the running of the school

· national and local terms and conditions of employment

· A decision for leave of absence for up to one day will be made by the Headteacher. Longer periods of time will be discussed by the Headteacher in consultation with the Chair of the Personnel Committee.

· All requests will be considered individually and in a fair, reasonable and consistent manner.

· A written explanation will be given for any request that is refused.

· All school personnel who have a request turned down have the right of appeal to the appeals panel of the Governing Body.

For a full list of reasons for leave with pay and without pay refer to the “Burgundy Book”.
Raising Awareness of this Policy

We will raise awareness of this policy via:

· the Staff Handbook

· meetings with school personnel

· reports such annual report to parents and Headteacher reports to the Governing Body

Training
All school personnel:

· have equal chances of training, career development and promotion

· receive training on induction which specifically covers:

· All aspects of this policy

· Conditions of Service

· Contract of Employment - Fixed Term

· Contract of Employment - Temporary Employees

· Induction of New Staff

· Equal opportunities

· Inclusion

· receive periodic training so that they are kept up to date with new information

· receive equal opportunities training on induction in order to improve their understanding of the Equality Act 2010 and its implications.

Equality Impact Assessment

Under the Equality Act 2010 we have a duty not to discriminate against people on the basis of their age, disability, gender, gender identity, pregnancy or maternity, race, religion or belief and sexual orientation.

This policy has been equality impact assessed and we believe that it is in line with the Equality Act 2010 as it is fair, it does not prioritise or disadvantage any pupil and it helps to promote equality at this school.

Monitoring the Effectiveness of the Policy
The practical application of this policy will be reviewed annually or when the need arises by the coordinator, the Headteacher and the nominated governor.

A statement of the policy's effectiveness and the necessary recommendations for improvement will be presented to the Governing Body for further discussion and endorsement. (See Policy Evaluation)
Linked Policies

	· Conditions of Service
	· Contract of Employment - Temporary Employees



	· Contract of Employment - Fixed Term
	· Induction of New Staff
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Initial Equality Impact Assessment 

Please complete an initial equality impact assessment once this policy has been customised to suit your purposes.
	Policy Title
	The aim(s) of this policy
	Existing policy (()


	New/Proposed Policy (()


	Updated Policy (()
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	This policy affects or is likely to affect the following members of the school community (()
	Pupils


	School Personnel
	Parents/carers
	Governors
	School Volunteers
	School Visitors
	Wider School Community

	
	
	
	
	
	
	
	


	Question
	Equality Groups
	Conclusion

	Does or could this policy have a negative impact on any of the following?


	Age
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	Gender

	Gender identity

	Pregnancy or maternity

	Race

	Religion or belief

	Sexual orientation
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	Does or could this policy help promote equality for any of the following?
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	Gender

	Gender identity

	Pregnancy or maternity

	Race

	Religion or belief

	Sexual orientation

	Undertake a full EIA if the answer is ‘no’ or ‘not sure’
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	Does data collected from the equality groups have a positive impact on this policy?


	Age

	Disability

	Gender

	Gender identity

	Pregnancy or maternity

	Race

	Religion or belief

	Sexual orientation

	Undertake a full EIA if the answer is ‘no’ or ‘not sure’
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	Conclusion
	We have come to the conclusion that after undertaking an initial equality impact assessment that a full assessment is not required.




	Preliminary EIA completed by
	Date
	Preliminary EIA approved by 
	Date

	
	
	
	


	Policy Evaluation


	Points to be considered
	Yes
	No
	N/A
	Please supply evidence

	· Policy annually reviewed
	
	
	
	

	· Policy in line with current legislation
	
	
	
	

	· Coordinator in place
	
	
	
	

	· Nominated governor in place
	
	
	
	

	· Coordinator carries out role effectively
	
	
	
	

	· Headteacher, coordinator and nominated governor work closely
	
	
	
	

	· Policy endorsed by governing body
	
	
	
	

	· Policy regularly discussed at meetings of the governing body
	
	
	
	

	· School personnel aware of this policy
	
	
	
	

	· School personnel comply with this policy
	
	
	
	

	· Pupils aware of this policy
	
	
	
	

	· Parents aware of this policy
	
	
	
	

	· Visitors aware of this policy
	
	
	
	

	· Local community aware of this policy
	
	
	
	

	· Funding in place
	
	
	
	

	· Policy complies with the Equality Act
	
	
	
	

	· Equality Impact Assessment undertaken
	
	
	
	

	· Policy referred to the School Handbook
	
	
	
	

	· Policy available from the school office
	
	
	
	

	· Policy available from the school website
	
	
	
	

	· School Council involved with policy development
	
	
	
	

	· All stakeholders take part in questionnaires and surveys
	
	
	
	

	· All associated training in place
	
	
	
	

	· All outlined procedures complied with
	
	
	
	

	· Linked policies in place and up to date
	
	
	
	

	· Associated policies in place and up to date
	
	
	
	

	A statement outlining the overall effectiveness of this policy

	



