
 

 

 

 

 

 

 

 

 

 

 

 

 

Return to Work Policy 

 

 

Policy Information 

 

 

Policy Issued on August 2020 

 

Policy Review Date June 2021 

 

Policy Amended n/a 

 

Lead Professional Principal 

 

Signature Nikke Alley 

 

Date 28th June 2020 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Rationale 
 
This policy acts as a guide to developing a return to work interview process and so manage 

absences in the work place better.  

 

High levels of unauthorised absence, including sick leave can cause lost or delayed 

production, low morale and reduce the standard of service within the school. 

 

Effective management of absence is a core management responsibility. It requires a 

number of key skills to ensure that absence is dealt with in a firm but fair manner,  

recognising the implications for the indiv idual’s team, our students and the school as a 

whole. It should not be forgotten, however, that employees must be treated with respect 

and with a person-centred approach balanced with the needs of the organisation. 

 

This policy should be read in conjunction with the Leave of Absence Policy and  

The Staff Absence Policy 



 

 

 

 

Purpose: 

 

The fundamental principle of this policy is that the needs of the school are balanced with the 

interests and circumstances of each individual employee. The purpose of this policy is to give 

guidance to all employees of Al Yasmina Academy about their return to work after either a long 

period of absence or after repeated bouts of absences over a given period of time.  

 

Also to ensure that all staff take full responsibility for communicating about and managing long 

periods or repeated bouts of absence in a professional and accountable manner. 

 

Absence has an impact throughout the school, including disruption to students’ learning, cost 

implications and team morale. This can be as simple as work being delayed until the employee 

returns, or as complex and costly as having to cover for an employee for a period of time and 

impacting on the education of our students. 

 

High absence levels can also be an indicator of wider performance issues within the team, so it is 

important that absence is managed effectively and not just left to happen. 

 

 

 Actions 

 

CHECKLIST FOR EFFECTIVE MANAGEMENT OF ABSENCE 

 

SLT Tool SLT Action 

Absence notification Primary Staff: 

Absences must be notified by telephone (i.e. 

not by text or email) to Head of Primary - VP on 

0507657256 between 5.30-6.45am on the first 

day of absence as per the Staff 

Handbook (Absence Protocol – See Appendix A) 

and on each day of absence unless the duration 

of the absence is known. 

Secondary staff: 

Absences must be notified by telephone (i.e. 

not by text or email) to Head of Secondary on  

0506820991 between 5.30-6.45am on the first 

day of absence as per the Staff 

Handbook (Absence Protocol – See Appendix A) 

and on each day of absence unless the duration 

of the absence is known. 

 

If an employee becomes unwell whilst at work, 

and feels unable to continue, SLT should give 

permission for the individual to leave work, 

ensuring that the employee is able to return 

home safely. This person should take note of the 



 

 

absence and record as appropriate. 

If staff leave before 11.30am a medical note is 

required and a day’s absence is recorded. If after 

11.30am then a half day ’s absence is recorded & 

no medical note is needed.  

Absence notification  After returning from a short period of sick leave 

or during a prolonged period of sick leave, staff 

MUST provide a HAAD attested medical note.  (If 

you are off with your child, a HAAD attested note 

for child must be provided). 

This note must be uploaded to the day you 

return to school and original passed to myself. 

If you need assistance uploading the document, 

please speak to school IT. 

Medical certificates Must be provided by employees from the FIRST 

day of absence 

Return to Work Interviews This is Stage 1 in the monitoring process and it 

must be completed for all absences for teaching 

and non-teaching staff. These must be done 

informally by the Head of Year in Primary & HOD 

in Secondary. 

The purpose of the interview is to welcome the 

employee back to work and enable 

a wider discussion on the employee's general 

health or other problems which may be 

making it difficult for him / her to attend for 

work. 

 

Admin – by Line Manager.  

Contact with employees Regular contact will normally be kept with absent 

employees to help them keep in touch and 

ensure that the school is kept up to date with 

information about their absence. 

Specialist advice Advice is available from the outsourced NMC on 

site medical clinic. This advice will always be 

sought for longer-term absences or any causing 

concern e.g. stress or industrial injuries. 

Management of long term 

absences 

 

Early contact will be made to give an indication 

of how long the employee will be off and how 

the absence and return to work can be managed. 

This will aim to be done sympathetically. 

Unacceptable absence levels (short term 

persistent and/or long term) 

 

Concerns about poor absence rates will be raised 

in a supportive manner, in the form of a meeting 

with the Deputy Principals leading on absences in 

Primary & in Secondary.  The purpose of this 

Stage 2 meeting will be to discuss the 

employee’s attendance record and explore ways 

in which it can be improved. The employee can 



 

 

be accompanied at this meeting by either their 

HOY (Primary) or HOD (Secondary) or a work 

colleague. A follow up letter will be sent and kept 

on file. 

 

 

 All absences will be treated as genuine (unless there is genuine concern otherwise) 

          and handled in a sensitive manner. 

 All employees will be treated with dignity and may be accompanied by a Line Manager or 

work colleague supporter at any meetings, either informal or formal.  

 Careful attention will be given to any stress absences or absences due to unfair treatment by 

another member of staff.  

 

ABSENCE – ROLES & RESPONSIBILITIES 

 Employees: 

Are responsible for maintaining their own health and well-being including: 

 Taking reasonable steps to maintain their own fitness for work 

 Not attending work when they are genuinely ill or unfit for work 

 Not to take unnecessary risks that may affect their health or well-being 

 Following the school’s absence notification procedures and protocol. Assisting in 

          their own recovery particularly where specific remedial action is identified.  

Working with their team to encourage health and well-being. 

 

Middle leaders, line managers and leadership team 

Are responsible for maintaining an overview of the health and well-being of their staff 

including: 

Ensuring employees are aware of the absence procedures 

Recording and monitoring attendance and absence 

Ensuring that return to work interviews are carried out effectively and timely  

Providing appropriate support when team members are unwell or unable to 

    attend work due to ill health or injury 

Working in conjunction with HR where there are long-term absences or other concerns. 

     Identifying opportunities to improve the health and well-being of their team. 

 

 

When an individual returns to work after any absence which has not been preauthorised,  

a Return to Work Interview will be conducted (Stage 1 of the informal procedure). These will be 

conducted by HOY in Primary/HOD in Secondary 

The purpose of the interview is to welcome the employee back to work and enable 

a wider discussion on the employee's general health or other problems which may be 

making it difficult for him / her to attend for work. 

Where it is established that there are underlying reasons for absence that may be 

appropriately addressed using other policies or procedures, a discussion will take place 

with the employee to explore options. 

See Stage 1 Return To Work Interview guidelines, Appendix B 

 

Trigger points 

The following have been agreed as trigger points within the absence data to prompt a 

(Stage 2) meeting with the Deputy Principal of Primary or Secondary 



 

 

An absence of more than five working days or three separate occasions in a rolling 

    three month period; 

An absence of more than ten working or four separate occasions in a rolling six 

    month period; 

An absence of more than fifteen working days or five separate occasions in a rolling 

    twelve month period; 

Long term absences as appropriate (over 20 working days) 

Unacceptable patterns of absence (eg regular Thursday and/or Sunday) 

     Absences during periods of high pressure, e.g. during PTCs etc. 

Special leave absences will not usually be included in these criteria. 

 

Following a ‘Stage 2’ meeting with the DP of Primary/Secondary, attendance will be monitored 

over approximately six weeks. If a member of staff ’s attendance continues to be of concern during 

that period, the school would seek further advice from Aldar Academies HR Department to determine 

the best way forward for both parties.  

See Stage 2 Return To Work Interview guidelines, Appendix C 

Interview Form – Appendix D 

 

If a second trigger is hit within 12 months of the end of the six week monitoring period, this will also 

result in a stage 3 meeting. 

 

A further meeting (Stage 3) will be held between the Principal, the DP of Primary/Secondary and 

the member of staff, who should be advised of his/her right to be accompanied by a work colleague 

or HOY/HOD. 

 

Contact during absence 

Contact will be maintained with the employee throughout their absence – particularly for the longer-

term absences. There may though be special circumstances where contact may not be as 

appropriate. It helps to keep them in touch with what is happening. It also provides updates on 

absence and its likely duration and what additional support can be provided to facilitate an effective 

return to work, or indeed if a return to work is feasible. 

 

All contact – whether by email, telephone or a personal visit - will be handled in a sensitive manner. 

In some circumstances, where necessary, alternative contact arrangements can be made if it has not 

been possible for the employee’s Head of Year/Department or Line Manager to maintain contact.  

It is important the individual does not feel harassed by contact and the DP Primary/Secondary needs 

to make a judgement on this. 

 

RETURN TO WORK 

If an employee is unable to return to work immediately in their current contractual role or hours, 

advice will be sought from Aldar Academies HR about the most appropriate return to work 

programme, to assist the individual back into work; perhaps negotiating a 'staged return' – for 

example, working part-time hours for the first few weeks – to help ease them back into their work. 

Reasonable adjustments 

As stress at work is often linked to specific problems, (e.g. having too much to do in too short a 

time), it may be worth thinking about practical steps or adjustments that may help the employee 

when they return.  



 

 

If workload is an issue, some temporary adjustments may need to be made to reduce the amount of 

work they will have to deal with. This may help to reduce the pressure of work over the short-term. 

If the person has found it difficult to cope with particular tasks involved in their job, temporary 

adaptations and/or changes to the job may provide valuable breathing space by reducing immediate 

work pressures on return.  

Is the person clear about what their job involves and what is expected of them? If not, a review may 

clarify the aims of the job and the tasks they are expected to complete.  

People returning to work after being off with stress often prefer a period of stability. If changes are 

unavoidable, the employee needs to be fully involved and consulted. 

Long-term absence can be a reason for dismissal. However the school will carry out the 

following as a minimum: 

Consult the employee regularly and ensure they are kept informed about any  

     proposals regarding their employment 

Review the employee’s absence record to assess whether it justifies dismissal 

Obtain up to date medical advice before taking any decision to dismiss. 

Act reasonably towards the employee throughout 

 

Absence Management Policy 

Appendix A 

Absence Protocol 

It is really important that all staff follow the same procedures when calling in sick. 

 

Calling in Sick 

All staff must call in person the absence phone – Primary: Head of Primary - VP -0501177269 or 

Secondary: Tom Meakin – 0569749164 between 5.30am-6.45am on the first morning of the absence.  

Please note: a text/email message is NOT acceptable.  

 

Teachers please could you also contact your HOY/HOD and send in your cover 

work for the day via email. It is important that you are able to give clear instructions for 

cover work. If you are unable to set cover as a result of your illness, please make this  

clear when you call in sick. 

 

If you know that the illness will continue for more than one day, please call Head of Primary - 

VP/Tom Meakin by 3.00pm the day before, stating, if possible, the length of time you are expecting 

to be 

absent. 

 

Upon returning to school you must upload your HAAD attested doctor’s certificate onto Oracle.  

 

Delayed due to unavoidable circumstances 

If you are unable to get into school for the star of the school day due to circumstances beyond your 

control please use the same absence number.   

 

If it is after 7.30am, please speak to Lori Choules in Admin. Please be as clear as you can be with 

regard to estimated arrival time.  



 

 

 

Other Absences 

All other absences must be arranged in line with the Leave of Absence policy before they are  

confirmed. This includes time off for personal leave, compassionate leave, maternity/paternity leave 

and unpaid leave. 

Stage 1 Return to Work Meetings 

Appendix B 

Guidelines for a Return to Work Meeting 

Purpose 

 To welcome the employee back to work 

 To ensure the employee is fully fit to return to work 

 To identify the reason for the absence and confirm the length of absence 

 To identify and address any problem (work-related or otherwise) that may be causing or        

contributing to the absence 

 To discuss and/or identify any adjustments to the workplace/hours/duties that may 

reduce/eliminate absences 

 To agree the priorities for the post absence period and to up-date the employee 

The meeting must be held in private and must be handled in a sensitive, professional and competent 

manner. 

Discussion - Approach the meeting with an open mind and no prejudgments 

 The core of this process is to discuss the absence 

 Try to determine the cause of the absence 

 Listen to what is being said 

 Is the cause work related? 

 Could adjustments to the workplace/hours/duties reduce/eliminate absences? 

 Are there any other problems contributing to the absence 

 Place current absence in the context of previous absences 

 Be sensitive to employees feelings where personal problems and illnesses are involved 

 Discuss the effect of the absence on the employee's work colleagues 

 Warn the employee that frequent intermittent absence may trigger a Stage 2 meeting with 

Deputy Principal. 

 

 

 

 

 

Stage 2  Return to Work Interview with Deputy Principal 

Appendix C 



 

 

 

Frequent / Intermittent Absence 

Absence Management Procedure - Frequent/Intermittent Absence 

This formal procedure should be used if a manager has concerns about an employee's level of 

frequent intermittent absence. Al Yasmina Academy recommends that it is used when an employee 

has been absent for 

An absence of more than five working days or three separate occasions in a rolling 

    three month period; 

An absence of more than ten working or four separate occasions in a rolling six 

    month period; 

An absence of more than fifteen working days or five separate occasions in a rolling 

    twelve month period; 

Long term absences as appropriate (over 20 working days) 

Unacceptable patterns of absence (eg regular Thursday and/or Sunday) 

     Absences during periods of high pressure, e.g. during PTCs etc. 

The emphasis should be on counselling and support and seeking agreement on targets to improve 

attendance. However the employee must be warned that if attendance does not improve then the 

employee's continued employment is at risk. The employee can choose to accompanied by HOY/HOD 

or a friend. In this instance the DP may also be accompanied.  

At the conclusion of the interview, the DP should summarise the main points discussed including:  

 

 

 the situation will be reviewed  

 

A record of the meeting and the agreed outcome will be kept indicating the employee ’s responses. A 

copy should be given to the employee. A copy should go on the employee's personnel file. 

Appendix D Return to work formal interview Stage 2 

 

 

 

 

 

 

RECORD OF FORMAL DISCUSSION Return to Work Interview  

 



 

 

Employee Details  

Name: 

 

Job Title: 

 

Details of the Review  

Name of SLT member: 

 

Date of discussion: 

Absence Details  

 

First day of absence: 

 

Last day of absence: 

 

Total number of days: 

 

Reason for absence: 

 

Reason for escalation of action:  

 

Absence over past 12 months: 

 

1st day of 

absence 

Last day of 

absence 

Total 

number of 

days 

Reason for absence 

    

 

 

 

 

    

 

 

 

 

    

 

 

 

 

    

 

 

 

 

 

Notes of discussion:  



 

 

Please remember to:  State the purpose and importance of the discussion. Identify impact of 

absence on service, department, colleagues and service users etc. 

 

Agreed Outcome / Action Plan:  

Where appropriate:  

 

 

plan)  

 

 

 

These notes represent an accurate record of the discussion  

 

 

Signature of SLT:                       Date 

 

Signature of Employee:              Date 
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