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1.
INTRODUCTION

Absenteeism is, for most employers, a common problem, which needs to be dealt with consistently. Rhondda Cynon Taf County Borough Council is no exception.                         

Whilst it is accepted that staff are its most valuable resource, within a school, it is also recognised that if employees spend less time at work than they are contracted to do, there is a direct effect on the provision and quality of education to pupils. At the same time, this becomes a significant drain on resources.

 The Council and Governing Body have therefore determined that the management of sickness absence must be given a high priority and in so doing, have developed the sickness absence policy in accordance with the advice of the National Joint Councils, National Conditions of Service for Teachers and Employers Organisations. The Council acknowledges that the issue cannot be regarded purely as a management problem. To deal effectively with sickness absence, Headteachers, Governing Bodies, employees and their representatives will need to work together to ensure that sickness absence is monitored and managed and that there is fair and consistent treatment of all the Schools’ employees.

The aim of the Sickness Absence Policy is to help minimise disruption to work, whilst at the same time treating all employees fairly.

Every employee must be made aware of their obligations under the Sickness Absence Policy, as failure to comply with its requirements could result in a loss of benefit and may lead to disciplinary action.

The policy is designed to ensure that all sickness absence is monitored and managed and that all employees are treated sympathetically and equitably. It is based on the Council’s own Sickness Absence Policy and Procedural Guidelines, though they have been adapted to reflect the particular circumstances which apply to staff employed at schools, which operate under devolved local management. To this end, this policy will therefore have to be formally adopted by the schools’ Governing Body.
The procedure referred to in this policy are supported by VISION - the Council’s integrated HR / Payroll system and it was adopted by the HR committee of the governing body on 8.12.08.
2.
SICKNESS ABSENCE: MANAGEMENT AND MONITORING PROCEDURE

2.1
Notification Procedure - Day 1

If an employee is unable to attend work because of illness they (or someone acting on their behalf if there are exceptional circumstances) must telephone the Headteacher (or agreed nominated person) at the earliest opportunity and no later than 10.00 a.m. on the first day of absence. If teaching/classroom based must telephone the Headteacher before 8am. If the employee works irregular hours or shift patterns they must notify the Headteacher at the earliest opportunity and no later than two hours from the commencement of the shift. 

It is not acceptable for the employee to speak to a colleague or to pass a message through a colleague. The contact must be with the Headteacher  or, in their absence, the person nominated as being in charge.

The employee will be required to indicate:

i)
The specific reason for the absence.

ii)
The likely date of return to work

The Headteacher (or agreed nominated person) receiving the telephone message will be required to record the information provided on the VISION screen.

If it is the Headteacher that is reporting his / her absence, they should follow this guidance and in addition to this they should notify their Chair of Governors.  

2.2
Notification Procedure - Day 4

If at day four of the period of absence the employee is still unable to return to work they must again telephone the Headteacher or agreed nominated person). If day 4 falls on the Saturday the employee should ring on the Friday prior. If day 4 falls on the Sunday the employee should ring on the Monday following.  They will be required to indicate again:

i) 
The specific reason for the absence.

ii)
The likely date of return to work.

The Headteacher / nominated officer receiving the telephone message will be required to:

i)
Record the information provided on the VISION screens.

ii)
Advise the employee of the requirement to complete the self-certification of absence form SA3 (See Appendix 1) and of the need to obtain a medical certificate from their General Practitioner in the event of their absence extending beyond seven days.

iii)
Where appropriate the manager should arrange for a copy of the self-certification form SA3 to be forwarded to the employee’s home address.

2.3
Further Notification

In the event of the absence continuing beyond the seventh day the employee will be required to submit a medical certificate from their General Practitioner. The employee must send the medical certificate to their place of work at the earliest opportunity.

For absences extending beyond 14 days the employee must, before reporting for work, obtain a final certificate from their General Practitioner certifying their fitness to return to work. Should a signing off certificate not be provided then the employee will not be able to return to duty.
2.4
Returning to Work

Once it is known that the employee is fit to return to work, they should telephone their Headteacher (or agreed nominated person) to advise them of the position. At this time arrangements will be made for the employee to attend a return to work interview which should, unless wholly impracticable, take place before the employee takes up their normal duties.
2.5
The Return to Work Interview

Following the format laid out on the VISION screens, the purpose of the return to work interview is to:

· Confirm that the individual is fully recovered;

· Identify the reasons for the period of absence;

· Ascertain the likelihood, of any recurrence;

· Establish whether there are any underlying problems and what can be done to alleviate those problems;

· Determine whether there is a common thread to any intermittent periods of absence;

· Update the employee's personal record;

· Provide an opportunity to emphasise the importance of the individual's role in the work of the School and to give them an update on any developments / changes which may have occurred in the school, during their absence.

The return to work interview provides an opportunity to build a relationship with the individual employee and establish whether there is some underlying problem. During the interview the employee may express other concerns that suggest difficulties at work or at home. Employees should be encouraged to seek medical attention if the matter is health related, or may be referred to an appropriate counselling body for other problems that may be identified.
The return to work interview should be undertaken by the Headteacher  (or agreed nominated person). In respect of the Headteachers’ absence, this would be the Chair of Governors. 

It is accepted that there may be circumstances when the nature of the illness may make it preferable for the interview to be conducted by a person of the same gender as the employee. Appropriate arrangements will be made in such cases.

2.6
Non Compliance of Notification Procedure

Non-compliance of the Notification Procedure and non-submission of Medical Certificate(s) may result in disciplinary action due to unauthorised absence.  Sick pay may also be withheld.

2.7
Recording and Monitoring

It is a requirement of the sickness absence management and monitoring procedure that a record for all return to work interviews is maintained. The information will be kept in a form from which analysis can be undertaken on a regular basis.

3.
OCCUPATIONAL HEALTH AND WELL BEING UNIT

The Council’s Occupational Health and Wellbeing Unit specialises in providing advice and guidance to managers and employees on sickness absence.  The Unit plays a key role in making decisions about employment matters.

It is important that when dealing with an employee’s sickness absence or ill health, that the Council / Governing Body seeks medical advice wherever possible in order to help shape the decisions that are made relating to employment.

Headteachers / Governing bodies may refer employees to the Occupational Health and Wellbeing Unit for a number of reasons e.g. short-term and frequent absences, long-term absences or managerial/employee concerns.

3.1
Counselling Services
As part of its staff care policy, the Council has established a confidential employee-counselling scheme available to all employees. The counselling is free, totally confidential and provided by qualified independent counsellors. You can access the services via your Headteacher, Occupational Health and Wellbeing Unit or by self-referral.
The Occupational Health and Wellbeing Unit and the Counselling Service are available by telephoning 01443 484475.
4.
FREQUENT AND SHORT-TERM ABSENCE

Recording and monitoring the attendance of all employees is very important. It allows early identification of an employee whose level of attendance has become unacceptable and who needs further attention. Where appropriate, the employee should be referred to the Council's Occupational Health and Wellbeing Unit for an opinion. In other circumstances the employee must be made aware and provided with a copy of their attendance record, counselled and advised of the improvement that is expected and the likely consequences of their failure to make that improvement.

Although the outcome of each case will depend on its own facts, the following points should be considered:

· The nature of the illnesses;

· The likelihood of recurrence or some other illness arising;

· The length of the various absences and the periods of good health between them;

· The impact of the absences on the work to be done and on other employees;

· The extent to which the employee has been made fully aware of the position.

In the event of the employee's level of attendance not reaching the improvement sought, the matter should be dealt with by the appropriate panel of the Governing Body authorised under the scheme of delegation to discipline employees.

4.1
Trigger Points for Frequent and Short Term Absence

The Council has set the following trigger points as a guide to assist Headteachers / Governing Bodies when dealing with frequent and intermittent absence.  Where an individual’s absence level meets one of the following trigger points, the Headteacher will review the absence levels with the employee.

· three or more instances of sickness absence in any six-month period.

· ten or more days sickness absence within any six-month period.

· any other recognisable patterns, such as frequent absenteeism on a Friday or a Monday.

It should be noted that these trigger points are only a guide to Heateachers / Governing Bodies but if changes are made then they should be formally adopted as part of the school policy.

5.
LONG TERM ABSENCE

Long-term sickness absence with underlying medical conditions has to be treated differently from frequent short-term absences. In such cases, there is often a conflict between the requirement for the employee's work to be done and the desire to help the employee's recovery by maintaining job security. The Council and Governing Body appreciate the difficulties that may arise in such situations and will ensure that contact is maintained with the employee throughout any period of sickness absence.

A referral to the Council's Occupational Health and Wellbeing Unit will take place automatically where the employee’s absence extends beyond a period of 28 days. The designated referral officer should complete the referral form SA5 (see Appendix 2) and forward to their human resources representative who will arrange for the request to be submitted to the Occupational health Unit.  Though, the school can contact our HR representative who will complete the SA5 on behalf of the Governing Body.
It is a condition of employment that the Council / Governing Body may at any time require an employee who is unable to perform their duties as a consequence of illness to submit to an examination by the Council's Occupational Health and Wellbeing Unit. If an employee fails to attend this appointment, then they will incur a charge for non-attendance.  

In the case of a Headteacher, the Chair of Governors should contact their human resources representative who will assist with the referral process to the Council's Occupational Health and Wellbeing Unit.

5.1
Welfare Visits

Welfare visits provide an opportunity to see how the employee is progressing.  They can also establish what support and assistance might be of benefit for the employee during the period of absence and later, following their return to work. Whilst it is not possible to be prescriptive about the precise timing of welfare visits, a visit should take place within two weeks of the medical advice being received from the Council's Occupational Health and Wellbeing Unit. 

Similarly, if the absence continues over a long period of time, it is important that regular welfare visits are made to monitor progress and keep the employee informed about their employment position. Welfare visits are designed to support the employee and must not be used as a tool to aid discipline. It must be recognised that not all employees are happy to receive a welfare visit at home, the personal preference of the employee should be acknowledged and where necessary alternative arrangements should be made.

Employees have the right to be accompanied by a trade union representative or a work colleague at all times.
6.
MEDICAL ADVICE

Upon receipt of the Council's Occupational Health and Wellbeing Unit‘s report, Headteachers / Governing Bodies will need to consider and assess what steps need to be taken.  The interests of the individual and the operational needs of the school should be borne in mind.

Again the outcome of each case will depend on its own facts. However, the following points should be considered:

· What is the medical prognosis regarding the likelihood of a full recovery, the likely date of return and the prospect of the employee being able to perform the same work?

· Can the effects of the absence be alleviated without the need for an immediate replacement?

· Could the employee return if some assistance was provided?

· Could some reorganisation or redesign of the job facilitate a return to work?

· Have all possibilities been explored with the employee?

· Has the employee been kept fully informed and advised that their employment may be at risk?

If the prognosis is good and a return to work is likely, suitable arrangements can be made, for example, providing temporary cover or enabling the employee to return on a part time basis to assist in their rehabilitation.

If the Council's Occupational Health and Wellbeing Unit advises that an employee is no longer fit to carry out their current duties but may be able to carry out other duties, every effort will be made to find suitable alternative employment for the employee.

If the Council's Occupational Health and Wellbeing Unit advises that the employee is permanently unfit to continue in employment, the employee will be counselled and after formal discussion of their position, their contract will be terminated.  Such termination will be with appropriate notice and in accordance with the Council's / Governing Bodies procedures.

If the Council’s Occupational Health and Wellbeing Unit advises that the employee is temporarily unfit to continue in employment, the Governing Body will review the employee’s continued employment.  This may result in an employee being requested to attend an Ill Health Capability Hearing.

7.
PENSIONABLE EMPLOYEES – SUPPORT STAFF

Due to regulations within the Local Government Pension Scheme (LGPS), the Council has determined that before a decision is made on a pensionable employee’s continued employment who is absent from work due to long term sickness, they will be reviewed by an independent Pension Fund Doctor, to assess if employees are able to access their pension benefits.  The Pension Fund Doctor must not have been involved in the case previously.


PENSIONABLE EMPLOYEES – TEACHING STAFF

Due to regulations within the Teachers’ Pensions Scheme, all employees wishing to apply for ill-health retirement, must be reviewed by the Council’s Occupational Health and Wellbeing Unit who will discuss and assist teachers with their application, to Teachers Pensions.  

The Council / Governing Body has no impact on the decision of Teachers’ Pensions for release or non-release of ill-health retirement benefits. Teachers’ Pensions decision is independent of the Council and should the application be turned down, employees should seek advice from their trade union representative or from their Human Resources representative, who will then inform them of their options.  If approved, a mutually convenient date for retirement will then be agreed between the Governing Body and employee.

Further information regarding ill- health retirement can be found on the Teachers Pensions Website http://www.teacherspensions.co.uk/
8.
DDA

The Disability Discrimination Act 1995 makes it unlawful for an employer with 15 or more employees to treat a disabled person less favourably for a reason relating to their disability, without a justifiable reason.  Governing Bodies are required to make a reasonable adjustment to working conditions or the workplace where that would help to accommodate a particular disabled person.  Disability is defined under the Act as a physical or mental impairment, which has a substantial, and long-term adverse effect on a person’s ability to carry out normal day-to-day activities.

9.
MEDICAL SUSPENSION

Occasionally it is necessary to suspend a teacher / support worker working with children or young persons because, health, education or welfare of pupils will be put at risk.  There are many medical conditions which may lead to suspension, for further information you may contact the Councils Occupational Health and Wellbeing Unit.

If the Governing Body fail to suspend an employee and the Council feels that this action is necessary they may intervene and enforce the suspension.  The Secretary of State under Regulation 10 of the Education (Teachers) Regulations 1993, may also direct the suspension.

10.
CONCLUSION

As part of the Induction programme, all employees must be made aware of the Governing Bodies view on the need for regular attendance at work and be introduced to its policy and procedure for sickness absence control at the start of their employment. Thereafter, the management and monitoring of their sickness absence levels must become an integral part of their employment relationship.
11 Review
The review of this policy will take place if changes of legislation or local agreements occur.
RHONDDA CYNON TAF COUNTY BOROUGH COUNCIL
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      This form must be completed for all absences between one and seven days inclusive

Part 1

Name:

_______________________
       Post Title:
_____________________

Division:
_______________________
       Location:

_____________________

Payroll No:
_______________________

______________________________________________________________________________________________

Part 2

(a)
I have been sick since:
_________________________________________



(This need not be a working day – it could for example 



be a Sunday)

(b)
I have been absent from work due to sickness since:

Time:
____________________ 
on  ________________________ (day and date)

(c)
I was fit to return to work on __________________________________ (day and date)

(d)
I returned to work on
_______________________________________ (day and date)

(e)
Why were you unfit for work? (Please be specific):


____________________________________________________________________


____________________________________________________________________

Please Note:  Words like “illness”, “unwell” are NOT sufficient and whilst you are not 
expected to give a medical opinion you should give an indication of the 
type of illness.

__________________________________________________________________________

____________________________________________________________________

Part 3 

(a)
Please give the name, address and telephone number of your Doctor and/or Consultant:

(b)
Have you sought advice from your Doctor and/or Consultant?


Yes/No

(c)
If yes, what advice was given?

(d)
What support has been offered to employee?

__________________________________________________________________________

Part 4

I acknowledge that the information given on this form will be used to determine:

(a)
My entitlement, if any, to Statutory Sick Pay

(b)
My entitlement, if any, to Occupational Sick pay under the sickness provisions contained in the Terms and Conditions under which I am employed.


I understand that any false statement knowingly made may disqualify me from either Statutory Sick Pay and/or Occupational Sick Pay and will be regarded as a serious disciplinary offence.


I accept that the Terms and Conditions under which I am employed enables my employer to require me to submit to an examination by a medical practitioner.


I declare the information given on this form to be true and complete.

Signed:
_____________________________

Date:
_____________________

__________________________________________________________________________

To be completed by the appropriate responsible officer

Signed:
_____________________________

Date:
_____________________

__________________________________________________________________________

STRICTLY PRIVATE & CONFIDENTIAL


    OCCUPATIONAL HEALTH and WELL BEING UNIT
REQUEST FOR EMPLOYEE HEALTH EVALUATION by

OCCUPATIONAL HEALTH AND WELL BEING ADVISER/PHYSICIAN

LONG TERM
        FORMCHECKBOX 


SHORT TERM/
 FORMCHECKBOX 


MANAGEMENT
 FORMCHECKBOX 

ABSENCE



FREQUENT ABSENCES

REFERRAL

1.
DETAILS OF PERSON MAKING REFERRAL


Referral Officer:
     


(Title and work base address of Manager/Officer making referral)

Address:
     



     

Work Tel
     
& Ext. No:
     


Referral Date:        

2.
EMPLOYEE DETAILS:

Employee’s Full Name:
 FORMDROPDOWN 
      
Date of Birth:

     
Home Address:
     



     



     
Home Tel No:
     
Post Title:
     
3.
CURRENT ABSENCE:

Date Absence Began:       

Reason for Absence:        
Attended OHU previously: YES
 FORMCHECKBOX 
  NO  FORMCHECKBOX 

If yes specify date:       
4.
EMPLOYMENT DETAILS:

Pay No:
       
 

NI No:
          
Division:
     


Work Location:       
How Long in Present Post:
     
Full or Part Time:


     

No of Hours:       
Work Pattern (night worker etc):
     
Approx. Period of Service (Total):
     
Member of Pension Fund:
YES  FORMCHECKBOX 
   NO
 FORMCHECKBOX 

Job Description Attached:
YES  FORMCHECKBOX 
   NO
 FORMCHECKBOX 

Absence History (relevant printout attached):
YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

Any Other Relevant Employment Details: (eg. any previous redeployment)

     
     
5.
REASON(S) FOR REQUEST FOR HEALTH EVALUATION:


Health Problem(s):



     
Job Related Issues:


     
Current Situation Regarding Discussions Between Manager and Employee

(if relevant):


     

Does Employee know they have been referred:  
YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 

Any Other Useful Information:


     
6.
OPINION REQUESTED FROM OCCUPATIONAL HEALTH AND WELL BEING ADVISER / PHYSICIAN (Please Tick)


1.
Confirmation of diagnosis





 FORMCHECKBOX 


Long Term Sickness Absence

2.
Prognosis regarding return to work



 FORMCHECKBOX 

3.
If returning to work, likely date




 FORMCHECKBOX 

4(a)
Suggestions of any alternative duties



 FORMCHECKBOX 

  (b)
Restrictions of future duties, eg. lifting



 FORMCHECKBOX 

5.
Whether application for ill health retirement


 FORMCHECKBOX 

6.
Whether condition falls under DDA



 FORMCHECKBOX 

7.
Additional support/advice which can be offered


 FORMCHECKBOX 

FREQUENT/SHORT TERM SICKNESS ABSENCE

8.
Any common underlying cause to be addressed

 FORMCHECKBOX 

9.
Likelihood of overall improvement




 FORMCHECKBOX 

10.
Timescale for improvement




 FORMCHECKBOX 

11.
Prognosis regarding sustained attendance at work

 FORMCHECKBOX 

12.
Additional support/advice which can be offered


 FORMCHECKBOX 

Other (please specify):


     
For Further information, please contact your Human Resources representative:

Human Recources Unit
Rhondda Cynon Taf County Borough Council

Tŷ Elái, 

Williamstown.

TONYPANDY

CF40 1NY

Telephone 01443 444538 / 01443 444539

Fax: 01443 444534

Email: ellen.m.Williams@rhondda-cynon-taff.gov.uk or 
graham.davies@rhondda-cynon-taff.gov.uk
Date Created:  June 2008





Date Agreed at Teachers’ Panel: 22/09/08





Review Date:  June 2009





Responsible Officer: Ellen Williams /


                                 Graham Davies





Telephone Contact: 01443 444538 /


			 01443 444539
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Appendix 1





CONFIDENTIAL                                     	             SELF CERTIFICATION OF SICKNESS





APPENDIX 2


SA5
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