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Section 1 – Attendance Management Policy 
1.0 Introduction 
 
The School recognises that, as part of its work to raise standards of education for 
children, it is essential that the highest possible levels of employee attendance be 
maintained. 
 
Through a duty of care towards employees, the School recognises its responsibility 
to monitor absence levels, identify areas of high absence rates where they occur and 
develop systems to minimise such absence. This will include maintaining high 
standards of health and safety; effective induction and training of employees; 
effective communications with employees; the provision of a reasonable working 
environment; access to agreed leave of absence arrangements and a fair 
attendance management procedure.  
 
This policy and procedure is based upon identified good practice for managing 
attendance and reaffirms the School’s commitment, where necessary, to improving 
levels of attendance. It will be ensured that attendance related problems are 
identified as soon as possible, managed with sensitivity and compassion and 
employees are provided with appropriate support where necessary. The School will 
fulfil its obligations to equality by approaching all sickness absence cases in a fair 
and consistent manner. 
 
2.0 Principles 
 

 All matters relating to attendance must be conducted in a fair and equitable 
manner, with proper investigation of the circumstances, reasonable 
opportunity for the employee concerned to state their case and consistent 
application of the attendance procedure. 

 Issues of attendance management will be dealt with in a reasonable 
timeframe. 

 The School will try to resolve any attendance issues on an informal basis prior 
to taking formal action under the attendance procedure, however it is 
recognised that all situations will differ and therefore each individual 
circumstance will be assessed on a case by case basis.   

 Employees who are subject to this Attendance Management Policy and 
Procedure or those taking part in the proceedings will, in accordance with this 
document, maintain confidentiality at all times during the process. Any breach 
of confidentiality may result in disciplinary action being taken.  

 It is expected that employees should be available for reasonable levels of 
communication inclusive of any meetings in accordance with this procedure 
throughout their period of absence. However, there may be times where 
alternative methods of communication may be more appropriate e.g. advice 
received from Occupational Health. In such instances the School will liaise 
with the employee/representative over suitable alternatives. 

 Employees who will be unavailable for 24 hours or more (e.g. leaving the 
country, a stay in hospital) should inform the School prior to the event and at 
the earliest opportunity.       
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 Employees have the right to be accompanied at any informal stage and 
represented at any formal stage of the attendance procedure by a recognised 
trade union/professional association representative or a work colleague. 
 

3.0  Application  

3.1 Employees 
This Policy applies to all employees working at the School under a contract of 
service or apprenticeship whether full time, part time, permanent or temporary. This 
policy does not apply to individuals based at the School under a contract for 
service/third party arrangements or individuals employed by the Council whose 
employment relationship is not directly managed by the School. 
 
Where an employee is on a secondment/temporary assignment to another school, 
Local Authority or organisation, that organisation’s Policies & Procedures will govern 
the employee’s employment relationship within that school. 
 
Separate procedures may be referred to in cases where the employee is subject to a 
probationary period. Advice should be sought from the Schools link HR Business 
Partner before proceeding in such cases. 
 
Where the Headteacher is the subject of concern regarding attendance management 
then this Policy and Procedure is the responsibility of the Chair of the Governing 
Body (or their designate), taking the role which otherwise would be performed by the 
Headteacher. The Link HR Business Partner will provide advice as appropriate. 
 
4.0 Roles and Responsibilities 

4.1 The Governing Body 
The Governing Body is responsible for ensuring a strategic overview of this policy 
and procedure, undertaking an annual assessment of the impact of the policy on 
attendance levels and making amendments, following consultation, as it feels are 
necessary.  As your employer the Governing Body has a 'duty of care' to look after, 
as far as possible, employees health, safety and welfare while at work. 

4.2 The Headteacher  
The Headteacher will be responsible for the production of an annual report to 
Governors on monitoring the policy’s impact within School. They will also be 
responsible for making decisions to withhold occupational sick pay in line with this 
policy or commence formal proceedings that may lead to termination of employment 
on the grounds of ill health. 

4.3 The Line Manager1  
The line manager (which in some schools may also be the Headteacher) will be 
responsible for the attendance management of the employees they supervise. In 
doing so they will ensure the appropriate application of this policy and that 
employees are aware of the absence reporting procedures to be implemented within 
the School. 

                                            
1
 This role may be undertaken by a designated person approved by school 
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4.4 Designated Person 
The Headteacher will assign specific duties in accordance with this policy and 
procedure to a ‘Designated Person’ within the School. The Designated Person (there 
may be more than one) will be responsible for the following; 
 

 Logging all day 1 absences. All employees are responsible for reporting their 
absence on day 1 to the Designated Person.  

 Maintaining reasonable contact throughout period of short term absence..  

 Processing and completion of all  paperwork 

 Collating reports and monitoring attendance data 
 

4.5 Employees 
All employees have a responsibility to comply with the Schools attendance 
management policy and procedure. Employees should inform their line manager if 
they are having difficulties with attendance.     
 

Employees are expected to take reasonable care of their own health and safety, for 
example through relevant training, following the procedures of the School, use of 
protective equipment and the reporting of any accidents or potential hazards.  
 

 
5.0 Definitions 

5.1 Short Term Absence 
A short term episode of sickness absence is defined as a single period away from 
the normal working environment due to illness for between 1 and 19 days. 

5.2 Long Term Absence 
A long term episode of sickness absence is defined as a single period away from the 
normal working environment due to illness for 20 or more days. 
 
6.0 Disability 
 
In accordance with the Equality Act 2010 and in line with the School’s Single Equality 
Scheme the School will ensure that it complies with its duty to make reasonable 
adjustments where an aspect of working arrangements or premises places a 
disabled person at a disadvantage compared with other colleagues. The School will 
also seek support from their Link HR Business Partner to make reasonable 
adjustments and maintain employment through redeployment, wherever possible. 

 
7.0 Support for Employees 
 
To enable employees to return to work as quickly as possible it may be necessary in 
some circumstances to consider additional support for the employee.  

7.1 Maintaining Contact 
The School recognises that it is the responsibility of both the School and the 
employee to maintain contact during absence from work, particularly in cases of 
long-term sickness. To achieve this, contact may be made through telephone calls 
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and meetings with a Designated Person2 and where necessary, meetings may take 
place at a neutral venue. The Designated Person will undertake responsibility for 
ensuring that reasonable levels of contact are maintained. All employees are 
expected to comply with the Schools absence reporting procedures 

7.2 Occupational Health Referral 
An Occupational Health referral can be considered appropriate at any time where it 
may assist in clarifying an employee’s ability to undertake the duties of their job 
description. In addition it may also be considered where an employee has reached 
an attendance trigger point.    
 
Where school becomes aware that the absence of an employee may be stress 
related (via communication from the employee or a Dr “Fit note”) then a referral will 
be made to Occupational Health for assessment, with a view to assessing fitness to 
work and advising on support available to facilitate a successful return to work.   
 
The purpose of the referral is to determine if there are any underlying factors which 
prevent regular attendance at work, identify when an employee will be fit to return to 
work together with any support and adjustments that could be considered for 
example counselling or physiotherapy.  
 
The line manager will consult with the Headteacher, prior to a decision being taken 
to make a referral to the Occupational Health Unit.  The Headteacher is responsible 
for all referrals initiated by the School. The employee should be advised of the 
referral and the rationale behind this decision. 
 

7.3 Risk Assessments 
Depending on the nature of the absence (i.e. stress related, muscular/skeletal, 
pregnancy) the line manager should refer to or carry out a risk assessment, where 
necessary and refer to the School Link HR Business Partner for advice (they should 
be provided with a copy of the risk assessment and the job description).  This should 
be undertaken before the employee returns to work, where possible, so that any 
support/modifications identified can be considered. 
 
It is noted that it is at the employer’s discretion whether a proposed adjustment is 
reasonable and can be accommodated, noting the rationale for the decision3.  

 
8.0 Return to Work Meeting 
 
It is recognised good practice to conduct a return to work meeting with employees 
after every sickness absence, regardless of the length of the absence. This should 
be carried out on the same day as the return to work by the designated person4 
wherever possible.  

                                            
2
 The Designated Person in this instance could for example be a line manager 

 
3
 In determining the reasonableness of any adjustment reference should be made to relevant 

legislative requirements e.g. Equality Act 2010. Advice may be sought from the school HR Business 
Partner. 
4
 An employee may request an alternative person to carry out the RTW meeting where matters to be 

discussed are of a sensitive nature 
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The purpose of this meeting will be primarily to discuss the reasons for the absence, 
assess standards of attendance, identify any underlying causes for absence and, in 
turn, offer additional support to the employee as necessary. This information should 
be recorded in writing (a template return to work form is enclosed at appendix C) 
with a copy provided to the employee.      

 
9.0 Formal Meetings and Appeals 

 
Such persons or panel members as designated by the Governing Body’s Standing 
Orders will carry out their official duties at all formal meetings and appeals under this 
Policy & Procedure and in accordance with relevant statutory requirements. Advice 
will be sought from the appropriate service provider, such as Governor Services or 
the Link HR Business Partner as necessary, to ensure compliance with these 
requirements. 
 
Employees will have the right to be represented by a work colleague or trade 
union/professional association representative during all meetings/appeals held within 
the formal stages of the procedure.  
 
It is acknowledged that the attendance management process can be difficult for 
employees; all parties being involved in the process at any stage are required to act 
in accordance with the principles outlined within this document. 
 
10.0 Termination of Employment 

 
The School will consider termination of employment only after reasonable 
adjustments and suitable available redeployment opportunities have been 
considered. 
 
Where termination of employment is being considered, the School will consult with 
the School Link HR Business Partner prior to any decision to enter into a process of 
termination of contract. Such an eventuality would be dealt with in accordance with 
the attendance management procedure. 

 
11.0 Sickness Pay Entitlement5 

11.1 Statutory Sick Pay (SSP) for All Staff 
Statutory Sick Pay (SSP) will be paid where appropriate in accordance with the 
legislation in existence at the time of the sickness absence. 
 
11.2 Occupational Sickness Pay Entitlement for Teaching Staff 
Occupational Sick Pay is the contractual entitlement to pay during periods of 
sickness absence and runs in parallel with Statutory Sick Pay.   

 
The School recognises that teaching staff entitlement to Occupational Sick Pay is as 
follows for full time employees (pro rata for part time): 

                                            
5
 Where an employee is working variable hours (such as a casual or variable hours hours contract) 

sick pay will be calculated by taking the gross earnings from the previous 8 weeks worked prior to the 
date sickness commenced.   
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During the first year of service  Full pay for 25 working days and after 
completing four calendar months’ service, 
half pay for 50 working days 

During the second year of service  Full pay for 50 working days and then half 
pay for 50 working days 
 

During the third year of service  Full pay for 75 working days and half pay 
for 75 working days  

 

During fourth and subsequent years  Full pay for 100 working days and half pay 
for 100 working days 

 

 

For the purpose of the sick pay scheme, “service” includes continuous teaching 
service with one or more local education authorities and “working days” means 
teaching and non-teaching days within "directed time” as specified in the School 
Teachers Pay and Conditions Document. Further details on sick pay entitlement for 
teachers can be found in the “Burgundy Book” or from the School Link HR Business 
Partner. 

11.3 Occupational Sickness Pay Entitlement for Support Staff 
The School recognises that support staff entitlement to Occupational Sick Pay is as 
follows: 

 

During the first year of service  1 months’ full pay and after completing 4 
months service, 2 months’ half pay 

During the second year of service   2 months’ full pay and 2 months’ half pay 
 

During the third year of service   4 months’ full pay and 4 months’ half pay 
 

During fourth and fifth 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 
 

 
Further details on sick pay entitlement for support staff can be found in their 
appropriate conditions of service or from the School Link HR Business Partner. 
 

11.4 Withholding Occupational Sickness Pay 
Where an employee does not comply with the terms of this policy and procedure, the 
Headteacher, following consultation with the School Link HR Business Partner, may 
determine that Occupational Sickness Pay is withheld. Situations where the School 
may withhold payments could include: 



10 
POL004 – Attendance Management Policy & Procedure V2 – April 2016 

 

 

 Failure to follow the School’s attendance management policy and 
procedures. 

 Deliberate conduct prejudicial to recovery.  

 The employee’s own misconduct or unreasonable disregard for their health 
or safety. 

 Failure to provide a valid Fit Note as required under the policy 

 Failure to attend a confirmed Occupational Health appointment without good 
reason. 
 

Where such action is determined this will be confirmed in writing to the employee by 
the Headteacher outlining the reason for this decision.  
 
12.0 Sickness Absence and Annual Leave 
 
Where cases of absence are prolonged and have the potential to cover more than 
one leave year the School will need to seek advice from the Schools Link HR 
Business Partner on managing the impact on annual leave entitlement.  
 
It is the responsibility of the line manager to monitor the employee’s outstanding annual   
leave entitlement and, wherever possible, encourage  the employee to take it in the leave  
year to which it applies.   

 
If an employee’s sickness absence spans more than one annual leave year and he/she  
is unable to take their statutory entitlement in the leave year to which it applies, the 
 employee will be able to carry over any statutory annual leave they have not taken  
at the end of the leave year into the new leave year. The statutory minimum entitlement  
is 28 days per annum pro rata (which includes bank/public holidays). 
 
  
13.0 Absences arising from Accidents, Violence or Dangerous Occurrences’ at 
work 

 
Where an employee within the School has an absence attributable to such 
eventualities, the School will ensure, via the relevant line manager that the employee 
completes the incidents and accidents electronic reporting form (which can be 
accessed via the North Tyneside Council intranet site)6. Employees may also contact 
their Trade Union who can provide copies of the reporting template and in such 
circumstances supply a completed copy to school. Such absences will not count 
towards sickness absence triggers.  
 
14.0 Pregnancy Related Absence 
 
Pregnancy related sickness absence will not count towards sickness absence 
triggers under this procedure; however, such absence will still be recorded for the 
purposes of an employee’s attendance record. Return to work meetings will be 

                                            
6
 Those schools that do not have access to the electronic system should complete a written report, for 

which a template is available from the Health & Safety Team or the employee may obtain a copy via 
their trade union. .  
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carried out in the normal way. If a pregnant employee suffers from an illness which is 
not pregnancy related, then this will count towards sickness absence triggers and will 
be dealt with in accordance with this procedure. 
 
Where an employee is absent from work due to pregnancy related illness after the 
beginning of the fourth week before the expected week of childbirth, then maternity 
leave will start automatically. 

 
15.0 Medical Appointments 
 
All employees should endeavour to make routine medical and dental appointments 
outside of their working hours, in their own time, wherever possible. For emergency 
appointments employees are required to inform their line manager beforehand to 
enable cover to be arranged.  Employees will be required to produce evidence of 
their appointment upon request by the Headteacher. 
 
More details relating to medical appointments can be found within the Schools Leave 
of Absence Policy. 
 
16.0 Failure to Comply 
 
An employee who fails to comply with the School’s Attendance Management Policy 
and Procedure or abuses the School’s rules on sickness absence may be dealt with 
under the disciplinary procedure. Examples might be an employee whom it is 
believed reports sick as an alternative to annual leave, an employee who undertakes 
other paid employment during their contractual hours with the School whilst reporting 
as sick, an employee who has failed to attend more than one OH appointment 
without just cause, or an employee whose behaviour away from work is incompatible 
with the reason for the absence. 
 
 
 

Section 2 – Attendance Management Procedure 
 
17.0 Notification of Absence 
 
To minimise the impact of absence upon the functioning of the School, absence 
should be reported no later than one hour before start of expected start time, by the 
member of staff concerned.    
 
It is the responsibility of individual members of staff to ensure that they keep the 
Designated Person informed of the illness, the likely duration of absence and 
whether they have made or intend to make contact with their GP. The Designated 
Person will be responsible for ensuring all absences are recorded accurately. 
 
Contact should be made directly by the employee via a telephone call7 to the 
Designated Person. Alternative notification of absence can be undertaken in 

                                            
7
 Or alternative means agreed by the School e.g. text 
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exceptional circumstances such as hospital admission, serious accident or severe 
illness etc.  
 
The purpose of the call is to provide the Designated Person with the following 
information  

 When the absence started 

 Reason for the absence, giving as much detail as possible 

 Whether they have seen their GP 

 Have they been able to treat illness themselves 

 When they anticipate a return to work 

 What support they need to enable them to be at work 

 What is the best telephone number to reach the employee on 
 
If an employee is unaware of the likely duration of their absence then they will 
arrange to contact the Designated Person no later than one hour before start of 
expected start time.  Where the employee is aware of the likely duration, they should 
make contact on the 3rd day of absence.  
 
During periods of long term absence the frequency of contact will be reasonable and 
agreed between the employee and the School.    
 
Employees absent on sick leave should generally be available for contact during a 
period of absence and they should not unreasonably resist or refuse attempts at 
communication.  Such communication should not be excessive or intrusive in nature.  
 
18.0 Certification 
 
Employees must give their employer a doctor’s ‘fit note’ (previously called a ‘sick 
note’) if they’re off sick for more than 7 days in a row (including non-working days). 
This should be then forwarded to the admin office of the School as a matter of 
urgency8. This should be no later than 2 working days following the 8th day of 
absence, or no later than 2 working days following the expiry of subsequent medical 
certificates where this is applicable.  
 
Where no acceptable reason is given for medical certificates not being forwarded 
within the timeframe above or the employee refuses to enter into a dialogue 
regarding their sickness, then the absence may be classed as unauthorised. In this 
situation the Headteacher has the discretion within this policy to instigate appropriate 
action, including withholding sickness pay entitlements. The Headteacher will seek 
further advice from the School’s Link HR Business Partner prior to withholding such 
payments. 
 

 The Headteacher may wish to require an employee to submit a medical certificate in 
respect of all sickness absences, including those of less than 8 days. This discretion 
may come into force where an employee has a significant amount of recurring short-
term sickness absence, which cannot be attributed to an underlying cause, or where 
an employee has repeatedly failed to follow notification or certification procedures. 

                                            
8
 Schools should identify in the policy at this stage other arrangements for forwarding fit notes if not 

the admin office. 
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When this requirement to submit a medical certificate is exercised the School will 
reimburse the cost of providing a medical certificate to the employee.  

 
Employees who wish to return to work whilst still under medical certification can only 
do so if their GP confirms that they are fit to return to work. 
 
19.0 Return to Work meeting 
 
Upon return a “return to work” meeting will take place between the employee and 
their line manager9.  
 
The purpose of the Return to Work Meeting is as follows; 
 

 To discuss the employee’s fitness to return to work; 

 To allow the line manager to express an interest in the employees welfare and 
give the employee the opportunity to raise any health, welfare or work related 
problems they may be having; 

 To enable advice and support to be offered; 

 To discuss the employee’s attendance record. 
 
The line manager should arrange for this to be carried out on the same day as the 
return to work wherever possible. The line manager should complete the Return to 
Work Meeting Form (attached as appendix C) and forward to the Designated Person 
for recording. 
 
20.0 Standards of Attendance 
 
The School recognises the importance of managing sickness absence (both short 
and long term) effectively and consistently through accurate measuring, reporting 
and monitoring. The School has approved the following triggers for managing 
absence within this procedure. The issue is not whether the absence is genuine but 
that poor attendance causes problems and disruption within the School.    
 
The ‘triggers’ will normally operate10 under the following circumstances: 
 

 Short Term Absence - On the 3rd period of absence or where a pattern of 
absence causes a concern within a rolling 12 month period of employment.  

 Long Term Absence - After a period of 20 or more days’ continual absence 
due to sickness. 

 
Depending upon the seriousness of the attendance issue, the outcome of any 
Occupational Health referral, and after obtaining advice from the link HR Business 
Partner a decision may be made to hold an informal Attendance Support Meeting11.  
 

                                            
9
 Or other designated person 

10
 Employer has discretion when managing absence to determine whether action under this policy is 

required or not where a trigger is reached and may take advice from HR Business Partner. 
11

 Immediate referral to the formal procedure may be considered in exceptional circumstances after 

seeking advice from the school HR Business Partner.    
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21.0 Informal Attendance Support Meeting 
 
Where an employee reaches one of the above trigger points or fails to follow the 
reporting procedures then a decision may be made to hold an informal ‘Attendance 
Support Meeting’. This will be conducted by the relevant line manager, the purpose 
of which is as follows; 
 

 To discuss absences and any problems or underlying issues. 

 To determine whether the causes of absence are work related.  

 To discuss any medical advice that is available.  

 To ascertain whether additional support or reasonable adjustments are 
required.  

 To consider if it is necessary to refer the employee to the Occupational Health 
Unit. 

 
Depending upon the outcome of the meeting an action plan may be required, 
outlining support to the employee in reducing their absence levels, as well as options 
available to the School where such a plan is not successful. 

21.1 Action Plan 
 
Where an action plan is an outcome of this informal meeting it will cover a minimum 
period of 12 weeks. The action plan should contain supportive measures and targets 
designed to enable the employee to sustain attendance or in cases of long term 
absence, return to work and sustain attendance. The action plan should be 
monitored by the line manager and reviewed on a regular basis and may be 
extended.  
 
In addition to referencing support for the employee the action plan should also 
indicate expected attendance requirements. In reviewing the success of the plan the 
following should be taken into account:. 
 

 For short term absences, where there is no on going medical condition 
identified by Occupational Health, there will be an expectation that employees 
will be available for work throughout the period of the action plan.  

 For short term absences, where a medical condition has been confirmed by 
Occupational Health as having an impact upon attendance this will be taken 
into account in developing the plan 

 For Long term Absence, the plan should include an expectation of a return to 
work within the foreseeable future (this would normally be within 3 months).  

 
 
Where absence occurs during the period of the action plan consideration will be 
given to moving into the formal stage of this procedure and a rationale for this 
decision shared with the employee.  
 
If the action plan is completed successfully then absences will be monitored through 
the Return to Work process. Where an employee has an absence within 4 weeks of 
completing their informal action plan, the line manager will consider the nature of the 
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absence and determine if it is appropriate to revisit the informal action plan or move 
to the formal procedure if deemed necessary. 
 
The School recognises the need to be proactive in supporting staff welfare in relation 
to sickness. The Attendance Support Meeting and action plan are intended to be 
helpful and supportive and to identify ways of reducing sickness absence and 
sustaining attendance at work. It is hoped that most absence issues can be resolved 
speedily and effectively at this informal stage.      
 
22.0 Managing Short Term Absence12 
 
Where the informal stage has not achieved its primary objective of improving 
attendance, or in cases where it is felt that the matter is too serious to be dealt with 
informally, the formal procedure will be used. Where there is an intention to move 
into the formal stage a referral to Occupational Health will be made, it this has not 
already taken place.   

22.1 Stage 1: Short Term Absence Review Meeting  
 
The employee will be invited to attend a formal Stage 1 Absence Review Meeting. 
The invite letter will outline the causes of concern. The employee may be 
represented at this meeting by a recognised trade union/professional association 
representative or a work colleague of their choice. The meeting will be chaired by the 
Headteacher with support from the Link HR Business Partner. The purpose of the 
meeting is as follows; 
 

 To confirm any medical condition and any up to date medical 
advice/opinions from relevant agencies i.e. Occupational Health/GP related 
to the short term absence.  

 Indicate the Headteacher’s concern about the unsatisfactory level of 
attendance. 

 A review of the Return to Work Meetings and any informal action plan where 
available should be discussed. 

 Try to establish the cause of the absence including frequency/pattern of the 
absences.  

 Try to identify whether there are any environmental, external factors or 
underlying issues possibly contributing to the absences and if so what action 
could be taken to remedy the situation.  

 Explore possible solutions.  

 Provide an opportunity for the employee to respond and comment.  

22.2 Possible Outcomes of Stage 1  
 
There are a number of possible outcomes of the meeting as follows: 

 To extend the review period of any action plan. 

                                            
12

 Where the attendance of an employee that is being managed through the short term absence 
procedure reaches a long term trigger the manager may continue managing the case through the 
short term procedure. However, where there is medical evidence that a return to work in the 
foreseeable future is not possible then consideration may be given to following the long term absence 
procedure. 
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 To amend the action plan 

 To consider adaptations to working practices/conditions/working patterns.  

 To consider the use of special leave and unpaid leave arrangements.  

 Consider reduction in hours of working 

 To consider temporary redeployment. 

 To issue a formal Written Attendance Improvement Notice’ which will remain 
live for up to 18 months. This will instigate a formal action plan and a review 
period covering the length of the improvement notice, during which improved 
attendance is expected from the employee.  

 To consider a combination of the above. 
 
The outcome of the meeting must be confirmed to the employee in writing within 5 
working days. Where a formal Written ‘Attendance Improvement Notice’ has been 
issued the employee will be notified of their right to appeal. If the employee wishes to 
appeal they must put this in writing, addressed to the Clerk of Governors within 5 
working days of receipt of the outcome letter (see 21.5 Appeal Process).  
 
The formal action plan should be monitored regularly. Where an employee 
completes the formal action plan successfully then they will be notified that no further 
formal action will be taken; their attendance will be reviewed through the Return to 
Work Meetings. However, the Headteacher will have discretion to revisit Stage 1 or 
move to Stage 2 of this procedure where an employee has any further sickness 
absence within 12 weeks of completing their formal action plan. 
 
The full review period does not have to be completed if it becomes apparent that the 
employee is unable to reach the targets within the action plan. The options available 
to the Headteacher will then be: 
 

(a) put in place a further period of review; and/or 
(b) further amend the action plan 
(c) move to stage 2 of the process (see below) 

 

22.3 Stage 2: Short Term Absence Review Meeting 
 
The employee will be invited to attend a formal Stage 2 Absence Review Meeting 
with a panel consisting of members of the Governing Body13. The employee may be 
represented at this meeting by a recognised trade union/professional association 
representative or a work colleague of their choice. The Headteacher will also be in 
attendance to present the management case as well as the link HR Business 
Partner. The purpose of the meeting is as follows; 
 

 To review the employee’s attendance record. 

 To review details of previous meetings held. 

 To review support provided. 

 To consider the prospect of an improvement in attendance. 

 To consider the medical evidence including the most recent opinion from the 

                                            
13

 Where this panel has been given delegated authority for dismissal as per School standing orders. 
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Occupational Health Unit.   

 Any relevant mitigating information from the employee and/or their 
representative. 

22.4 Possible Outcomes of Stage 2 
 
If it is felt that there are new mitigating circumstances and there is a good reason 
why these have not been raised by the employee at an earlier stage, then 
consideration may be given to extending the formal review period and/or amending 
any action plan. 
 
If no new mitigating circumstances are presented and the panel has fully considered 
the employee’s length of service, attendance, the effect of their absences on the 
School and possible redeployment within the School, the employee’s contract may 
be terminated14.  
 
The outcome of the meeting must be confirmed to the employee in writing within 5 
working days. Where the outcome is either an extension of a formal review period or 
dismissal then the employee will be notified of their right to appeal. If the employee 
wishes to appeal they must put this in writing, addressed to the Clerk of Governors 
within 5 working days of receipt of the outcome letter. 

22.5 Appeal Process  
The role of the Clerk of Governors is to organise and coordinate the appeal. The 
appeal will be dealt with impartially by three members of the governing body who, 
wherever possible, have not been previously involved in the case. Appeals can be 
made where a formal Written ‘Attendance Improvement Notice’ has been issued or 
where the outcome of the Stage 2 meeting was dismissal.        
 

At least 10 working days’ written notice will be given and the notification will give 
details of the time and place of the appeal meeting. The employee may be 
represented at this meeting by a recognised trade union/professional association 
representative  or a work colleague of their choice.  
 
Options for the Appeal Panel to consider as an outcome arising from an appeal are 
as follows:  

 take no further action – original outcome from stage 2 stands. 

 after thoroughly exploring the issues raised at the stage 2 meeting the Panel 
believe it is appropriate to change the previous decision15. 

The employee will be informed in writing of the results of the appeal hearing as soon 
as possible (within 5 working days) of the matters covered at this meeting and their 
outcome. The decision of the appeal panel is final. 

 

                                            
14

 Where this is a community school request for dismissal will be made to the LA for implementation 
no later than 14 days following such a request.  
15

 In accordance with the principles of this policy the Appeal Panel do not have the authority to 
increase the sanction set at an earlier stage. 
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23.0 Managing Long Term Absence 
 
In cases where the absence is recognised as likely to be long-term from the outset 
due to recuperation from a serious illness, accident or surgical procedure, but where 
medical evidence can confidently provide an expected return to work within a 
reasonable timeframe, then an informal attendance support meeting16 should take 
place prior to consideration of the formal long term procedure. 
 
Where the informal stage has not achieved its objective, or in cases where it is felt 
that the matter is too serious to be dealt with informally, the formal procedure may be 
used17.. Where there is an intention to move into the formal stage a referral to 
Occupational Health will be made, if this has not already taken place.   

23.1 Stage 1: Long Term Absence Review Meeting 
The employee will be invited to attend a formal Stage 1 Long Term Absence Review 
Meeting. The employee may be represented at this meeting by a recognised trade 
union/professional association representative or a work colleague of their choice. 
The meeting will be chaired by the Headteacher with support from the Link HR 
Business Partner. The purpose of the meeting is as follows; 
 

 To discuss the nature of the medical condition and any up to date medical 
advice/opinions from appropriate agencies i.e. Occupational Health/GP. 

 To review details of previous meetings held. 

 To discuss the prospect of a return to work in the foreseeable future18. 

 To discuss support or assistance which could be offered19 

 To establish if the condition is work related.  

 To establish if reasonable adjustments could be made to support a return to 
work. 

 To explore the option of redeployment within the School if possible. 

23.2 Possible Outcomes of Stage 1 
There are a number of possible outcomes of the meeting as follows: 
 

 A return to work on a specified date which is supported by medical advice. 

 A return to work on an unspecified date following a period of recuperation. 
Contact should be maintained and recovery progress reviewed regularly. 
Further meetings may be required. 

 A phased return to work on amended duties and/or reduced hours for a period 
of up to four weeks. The aim is that the employee will return to their full hours 
following this phasing in period. The phased return should be monitored and 
reviewed regularly during the initial timescales set, with consideration given in 

                                            
16

 The meeting will consider the timeframe concerned as to whether it can be accommodated and 
therefore considered as a reasonable adjustment. In exceptional circumstances an alternative 
meeting with the employee’s trade union representative may be appropriate..  
 
17

In determining whether to enter the long term formal procedure consideration should be given to 
expected recuperation periods following surgery/treatment where medical evidence can confirm a 
likely return to work date. 
18

 For guidance, foreseeable future may be considered to be a period up to 3 months. 
19

 This may include consideration to extending the period for recuperation beyond 3 months following 
surgery/treatment where medical evidence can confirm a likely return to work date. 
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exceptional circumstances to extending the period of amended duties past the 
four week period. 

 A return to work but redeployed in suitable alternative employment on a 
temporary or permanent basis where such employment can be identified.   

 Consideration given to supporting the employee in making an application for 
Ill Health Early Retirement20. 

 Consideration given to moving to Stage 2 of the procedure where Ill Health 
Dismissal will be contemplated. 

 
The outcome of the meeting must be confirmed to the employee in writing within 5 
working days. 
 
If there is insufficient evidence to confirm that the employee is permanently unfit for 
work, or unfit for the foreseeable future, then the Headteacher should complete an 
assessment report regarding the impact of the employee's continuing absence and 
how much longer it can be endured in the School. This should be completed prior to 
proceeding to Stage 2.  

23.3 Stage 2: Long Term Absence Review Meeting  
In the event of the employee being unable to return to work in any capacity within the 
next 3 month period or failing to satisfactorily complete a supported/phased return to 
work they will be invited to attend a Stage 2 Long Term Absence Review Meeting 
where dismissal will become a possible option. This option will be explored only as a 
last resort. Any decision to begin dismissal procedures on health grounds will be 
undertaken by the Headteacher following advice from the School Link HR Business 
Partner.  
 
The employee will be invited to attend a formal Stage 2 Long Term Absence Review 
Meeting with a panel consisting of members of the Governing Body21. The employee 
may be represented at this meeting by a recognised trade union/professional 
association representative  or a work colleague of their choice. The Headteacher will 
also be in attendance to present the management case as well as a representative 
from HR. The purpose of the meeting is as follows; 
 

 To review the employee’s attendance record. 

 To review details of previous meetings held. 

 To consider the medical evidence including the most recent opinion from the 
Occupational Health Unit.   

 To review support provided. 

 To review the Headteacher’s assessment report (where required).  

 Any relevant mitigating information from the employee and/or their 
representative inclusive of consideration being given to making an application 
for Ill Health Early Retirement. 
 

                                            
20

 See appendix D for procedure relating to ill health retirement. 
21

 Where this panel has been given delegated authority for dismissal as per School standing orders. 
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23.4 Possible Outcomes of Stage 2 
Where the panel has fully considered the employee’s length of service, attendance 
record, medical evidence, the effect of their absence(s) on the School and possible 
redeployment within the School, the employee’s contract may be terminated.  
  
The outcome of the meeting must be confirmed to the employee in writing within 5 
working days and where dismissal is the outcome the employee will be notified of 
their right to appeal22. If the employee wishes to appeal they must put this in writing, 
addressed to the Clerk of Governors within 5 working days of receipt of the outcome 
letter (see 21.5 Appeal Process).   
 
 
 
 

                                            
22

 Where this is a community school request for dismissal will be made to the LA for implementation 
no later than 14 days following such a request.  
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Appendix A: Short Term Attendance Management Procedure 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Return to Work Meeting 
Informal 

Carried out by line manager 
 

Attendance Support Meeting 
Informal 

Carried out by line manager 
 

Stage 1 
Formal 

Carried out by Headteacher 
 

Formal Action Plan & 
Review Period  

 

Stage 2 
Formal 

Carried out by GB Panel 
 

Dismissal 
 

 Carried out after every period of absence. 

 Consideration given to meeting environment. 

 Adequate preparation of paperwork. 

 Consideration of questions. 

 Employee aware of purpose of Return to 
Work Meeting 

 Outcomes of meeting agreed if necessary. 

 Self certification and/or GP medical 
certificate collected. 

 Meeting paperwork signed by both parties. 

 Paperwork forwarded to Designated Person 
for absence recording.  

 Meeting convened when employee hits 
‘trigger’ point. 

 Employee is aware of the purpose of the 
meeting & is given a copy of the Policy & 
Procedure. 

 Informal action plan is agreed and level of 
expected attendance is established. 

 Action plan is monitored and reviewed 
throughout the agreed timescale. 

 Employee is informed of successful 
completion of action plan or; 

 Employee is notified of failure to successfully 
complete action plan &whether formal action 
begins and Stage 1 letter issued. 

 Employee will be invited to attend formal 
Stage 1 meeting chaired by the Head.  

 Employee notified of their right to be 
represented at the meeting. 

 Purpose of the meeting is to highlight 
unsatisfactory level of attendance, review 
attendance record, establish causes, 
highlight impact of absence, explore solutions 

 Provide employee an opportunity to explain 
their reasons for unsatisfactory attendance. 

 Meeting may result in an improvement notice 
& action plan, adaptations & support, 
extension of informal review.  

 Opportunity to Appeal decision relating to the 
improvement notice.   

 Where a formal Written  Attendance 
Improvement Notice has been issued then a 
formal action plan will be devised. 

 The action plan will define the level of 
attendance expected from the employee. 

 The action plan will set out specific actions 
for the employee and/or line manager and/or 
Headteacher. 

 Action plan will be monitored & reviewed 
over the period of improvement notice where 
this has been issued. 

 Employee will be notified if action plan 
completed successfully or if it has been 
breached & therefore moving to Stage 2.     

 Employee will be invited to attend formal 
Stage 2 meeting  

  Employee notified of their right to be 
represented at the meeting. 

 Headteacher presents the management case 
and attendance management history to date. 

 Review of support provided. 

 Review of up to date medical information 
from Occupational Health. 

 Provide employee an opportunity to explain 
their reasons for unsatisfactory attendance. 

 Panel make decision to extend Stage 1 
review period or dismiss employee.  

 Upon considering the evidence the panel 
may decide to dismiss an employee. 

 Employee will be notified in writing and 
informed of their right to appeal. 
 

Appeals can arise from any stage of the formal 
process. 

 

 Chair of relevant formal Stage Meeting will 
present the management case at an appeal. 

 The employee has an opportunity to appeal 
the earlier decision, represented where 
appropriate.  

 Governing Body appeal  Panel decide to: 

  Appeal is unfounded 

  Or overturn previous decision. 

Appeals 
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Appendix B: Long Term Attendance Management Procedure 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attendance Support Meeting 
Informal 

Carried out by line manager 
 

Stage 1 
Formal 

Carried out by Headteacher 
 

Stage 2 
Formal 

Carried out by GB Panel 
 

Dismissal 
 

 Meeting convened when employee hits 
‘trigger’ point. 

 Employee is aware of the purpose of the 
meeting and is given a copy of the Policy 
and Procedure. 

 Informal action plan is agreed which 
contains supportive measures in order for 
the employee to return to work and 
sustain attendance.  

 Action plan is monitored and reviewed 
throughout the agreed timescale. 

 Employee successfully completes action 
plan and returns to work or; 

 Employee fails to complete action plan or 
does not/is unable to return to work. 

 Employee will be invited to attend formal 
Stage 1 meeting chaired by the 
Headteacher.  

 Employee notified of their right to be 
represented at the meeting. 

 Purpose of the meeting is to discuss 
medical condition, medical advice, 
discuss support and/or reasonable 
adjustments, to discuss the prospect of a 
return to work in the foreseeable future. 

 Meeting may result in a return to work 
date or confirmation further recuperation 
is needed, a phased return, temporary 
redeployment if possible, consideration of 
moving to stage 2.   
 

 Employee will be invited to attend formal 
Stage 2 meeting. 

 Employee notified of their right to be 
represented at the meeting. 

 Headteacher will present the 
management case and attendance 
management history to date. 

 Review of support provided. 

 Review of up to date medical information 
from Occupational Health. 

 Review Headteachers assessment report 

 Panel make a decision to look to dismiss 
where no return to work is possible. 

 Where there is no prospect of a return to 
work in the foreseeable future then the 
panel may decide to dismiss an 
employee. 

 Employee will be notified in writing and 
informed of their right of appeal. 
 
  Employee will be invited to attend an 

appeal meeting with the GB Panel. 

 Chair of Stage 2 Meeting will present the 
management case supporting decision to 
dismiss. 

 Governing Body Panel review all 
information from both parties. 

 Governing Body Panel decide to uphold 
dismissal or overturn dismissal. 

Appeal 
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Appendix C: Return to Work Meeting Form 
 
 
Employee Name: 
 
 

Position: 

Name of Interviewer: 
 
 

Date: 

First Day of Absence: 
 
 

Last Day of Absence: 
 

No. of Days Absent: Return to Work Date: 

Fit note Required? 
Yes/No 
 

Fit note Supplied? 
Yes/No 

Number of days in 
last 12 months: 

No. of occasions in 
last 12 months: 

Trigger Point Reached? Please Specify: 
 
 

Attendance Support Meeting Arranged? 

Reason(s) for absence: 
 
 
 
 
 

Advice or support given: 
 
 
 
 
 

Action to be taken: 
 
 
 
 
 

Update on relevant issues: 
 
 
 
 
 

Employee comments: 
 
 
 
 
 

Employee signature: 
 
 

Date: 

Line Manager/Headteacher signature: 
 
 

Date: 
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Append D - Stage 2 Absence Review Meeting – Suggested Format 

 

 

 

 

 

 
Note: For appeal hearings – the order of actions undertaken by the chair of the hearing 
panel and the employee will be reversed from those set out above.  

 
Appendix E – Guidance on Ill health retirement procedure- Support Staff  

 

Introductions 
 
The Chair of the Panel introduces all parties present and explains how the meeting will be conducted and what is being 
considered  – including adjournments, refreshment breaks, expected behaviour, documentation, etc. 

Presentation 
 
By the relevant manager from the School (or Chair of Hearing Panel where it is an Appeal).  Manager will outline the 
following as part of their statement; 
 

 Outline of the Headteachers assessment report  
 Provide a summary of the employees attendance record 
 Provide details of previous meetings held 
 Outline the medical evidence including the most recent opinion from Occupational Health,  
 Provide a summary of the support and reasonable adjustments (where applicable) provided 

 
  

Questions 
 
The parties may ask questions relating to the presentation given by the manager from the School (or Chair of the Hearing 
Panel where it is an Appeal) in the following order: 
 

 Employee (or their work colleague or trade union/professional association representative) 
 

 Panel Members 

Final statements 
 
Will be taken in the following order 
 

 Manager from the School (or Chair of the Hearing Panel where it is an Appeal) 

 Employee (or their work colleague or trade union/professional association representative) 
 
All parties then withdraw to allow the Panel to reach a decision. The supporting HR Link will remain during this stage as will 
the minute/note taker.  
 
The parties may be asked to remain available for either clarification or to be advised of the decision of the Panel. 

Presentation 
 
By the Employee (or their work colleague or trade union/professional association representative).   
 
The employee will outline any mitigating information where relevant.   

Questions 
The parties may ask questions relating to the presentation given by the Employee (or their work colleague or trade 
union/professional association representative) in the following order: 
 

 Manager from the School (or Chair of the Hearing Panel where it is an Appeal) 
 

 Panel Members 



25 
POL004 – Attendance Management Policy & Procedure V2 – April 2016 

 

1. If Occupational Health advises that an employee is either: 
 

a) Permanently unfit for their contracted role 
b) Unfit for the foreseeable future for their contracted role 
c) Likely to continue to have very high levels of sickness absence due to an 

underlying health condition 
 
2. The employee’s Head teacher should check whether the employee is a member 
of the Local Government Pension Scheme (LGPS).  
 

Employee is not member of the LGPS 
 
3. If the employee is not a member of the LGPS the manager should consider and 
discuss other employment options with the employee, for example; any other roles 
that maybe reasonably considered as an alternative.  
 

Employee is a member of the LGPS 
 
4. If the employee is a member of the LGPS the Head Teacher should refer the 
employee to the Independent Medical Examiner (IME) via Occupational Health for 
consideration of ill health retirement i.e. early release of their pension. Please ensure 
that appropriate advice is taken from Human Resources.  
 
5. When a response is received from the IME, The Head Teacher should consider 
the information and determine whether the pension can be released, taking into 
account the advice regarding the appropriate Pension Regulations and discussions 
with Human Resources. The outcome of this decision will be recorded and confirmed 
in writing to the employee. This letter will explain the right of appeal against the 
decision regarding their pension under the Internal Disputes Resolution Procedure 
(IDRP). It is important that the Head Teacher (who has delegated responsibility to 
make this determination, following the appropriate regulations) fully considers all of 
the information available and is satisfied that the IME has had access to sufficient 
enough information in order to make an appropriate determination.  
 
6. There are different levels of benefit based on how likely the employee is to be 
capable of obtaining gainful employment after he or she leaves the organisation.  
 
7. The different levels of benefit are: 
 
a. If the employee has no reasonable prospect of being capable of 
obtaining gainful employment before age 65, ill health benefits are based on the 
membership the employee would have had if he or she had stayed in the Scheme 
until age 65.   
 
b. If the employee is unlikely to be capable of obtaining gainful employment 
within 3 years of leaving, but may be capable of doing so before 65 then ill health 
benefits are based on the employee’s membership built up to leaving plus 25% of the 
employee’s prospective membership from leaving to age 65.  
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c. If the employee is likely to be capable of obtaining gainful employment 
within 3 years of leaving, ill health benefits are based on the employee’s 
membership at leaving. Payment of these benefits will be stopped after 3 years, or 
earlier if he or she is in gainful employment or become capable of undertaking such 
employment.   
 
Note: Gainful employment means paid employment for not less than 30 hours in 
each week for a period of not less than 12 months.  
 
8. If the employee appeals against the pension decision the IDRP should be 
followed. The IDRP is a three-stage process beginning with an internal 
reconsideration. Employees wishing to appeal must do so within six months of the 
date of the notification of the decision or the act or omission about which he or she is 
complaining about.  
 
9. For further information on release of pension on the grounds of ill health please 
contact the Local Government Pension Scheme (http://www.lgps.org.uk).  
 
10. In order for pension to be released the employee still needs to be dismissed from 

their paid employment. The process for their dismissal should follow the 
procedure set out in this policy, at section 22.3 Stage 2: Long Term Absence 
Review Meeting.  

 
11. Once they have been dismissed for the reason of ‘Ill Health’ their pension 

certificates should be passed to the appropriate departments, and their dismissal 
communicated in the appropriate manner, with a right of appeal.  

 
See page overleaf for Teaching staff  
 
 
  

http://www.lgps.org.uk/
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What to do if a teacher’s employment is affected by ill health 
 
1. If Occupational Health advises that an employee is either: 
 
Permanently unfit for their contracted role 
b) Unfit for the foreseeable future for their contracted role 
c) Likely to continue to have very high levels of sickness absence due to an 
underlying health condition 
 
2. These are the next steps:  
 
The Head Teacher should refer the employee to the Independent Medical Examiner 
(IME) via Occupational Health for consideration of ill health retirement i.e. early 
release of their pension. Please ensure that appropriate advice is taken from Human 
Resources. 
 
If a teacher is under normal retirement age and applies for ill health benefits, both 
the application form (see Teachers pensions website) and medical evidence form 
should be completed and returned to Teachers Pensions.   
Make sure the declaration on the application form has been signed and dated by the 
applicant and that you’ve completed the certification. Otherwise the application will 
be invalid.  
 
Applications and supporting medical evidence will be considered by Medical 
Advisors appointed by the Secretary of State and the final decision will be made by 
Teachers’ Pensions.  
 
3. There are two different levels of Ill health benefits that can be awarded:  
 

 Accrued Benefits  

 These are awarded if the teacher is assessed as being permanently unable to 
teach but can do other work. With Accrued Benefits a teacher’s service won’t 
be enhanced.  

 

 Enhanced Benefits  

 These are awarded if the teacher is assessed as being unable to undertake 
any type of gainful employment.  

 
4.A teacher must apply for enhanced benefits within six months of either leaving 
pensionable employment, or ceasing the payment of ’Combined contributions’ to be 
eligible. 
 
If they’ve been on a period of sick leave, maternity, paternity, parental or adoption 
leave, or a career break which immediately followed a period of pensionable 
employment, the application must be made before the sick leave or period of 
absence ends.  
 
If the teacher doesn’t apply for ill health benefits within these timescales, an 
application for ill health benefits can still be made, but the deferred teacher has to 
meet the enhanced benefit criteria of not being able to undertake any gainful 
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employment. In this case, the service used will not be enhanced (i.e. Accrued 
Benefits will be paid). 
 
5.Teachers who are barred  
 
Teachers who are barred for misconduct or are under investigation by the DfE with a 
view to barring may not be awarded benefits. However, if after an investigation they 
are not barred, then an application will be considered.  
 
6.Other criteria to consider  
 
The teacher must not have applied for phased retirement, premature retirement or 
Actuarially adjusted benefits in respect of the same period of employment.  
However, if any of these have been awarded in respect of an earlier period of 
service, and a teacher who has subsequently taken up further pensionable teaching 
employment later suffers a breakdown in health, the teacher can apply for ill health 
benefits for the later period of service. In all circumstances the teacher must have 
completed the appropriate retirement qualification periods. 
 
7.Notification  
 
Both you and your teacher will be told in writing whether or not an application is 
accepted.  
 
There are two ways to deal with this:  
 

 If the application has been accepted, and the teacher is still actively teaching 
you must arrange for this to cease immediately. You must provide us with 
details of the teacher’s pensionable service and salary from the date of your 
last annual return to the last day of pensionable service.  

 If the application has been rejected, the teacher has the right to appeal and 
should follow the appeal process. Details of this will be sent to the teacher 
with the rejection letter.  

 
8.Other information  
 
Life Commutation – If a teacher is terminally ill they may request that the retirement 
pension be converted to a lump sum payment. This is equal to five times the annual 
pension. Where an application is received and there is confirmation that a teacher 
has a life expectancy of less than a year, the case does not go to the medical 
advisor.  
 
Short service serious ill health grant – A short service serious ill health grant may 
be payable where a teacher under 75 (but with insufficient service to qualify for ill 
health benefits) has to stop teaching because they have a life expectancy of less 
than 12 months. As with an ill health application, both forms must be completed and 
the application won’t be processed until both are received. The Occupational Health 
advisor must be satisfied that the medical evidence is sufficient to support the ill 
health application. 
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9.How to deal with applications for ill health benefits  
 
The teacher has to submit the application to School first. Only after School have 
certified it through Occupational Health, should you (or the LA) send the application 
plus the medical evidence to Teachers Pensions.  
The only exception to this is where the teacher left employment more than 12 
months ago, in which case, the teacher should send the documents directly to 
Teachers Pensions themselves.  
 
10. Medical evidence form  
 
Where the medical evidence form has been completed by a specialist or a GP, it 
should be sent to the Occupational Health Advisor, along with any supporting 
documents. They will then assess it before it is forwarded to Teachers Pensions. 
Teachers Pensions cannot obtain any medical reports on the applicant’s behalf.  
 
If the Occupational Health Advisor thinks the application doesn’t contain enough 
medical information to enable Teachers’ Pensions to make a recommendation, the 
applicant must be given the opportunity to consider what more could be provided.  
 
12. Importance of specialists 

 
When a psychiatric or physical condition is severe enough to warrant ill health 
retirement, it’s reasonable to expect that the applicant will have been assessed by a 
specialist. It will greatly help in the consideration of the medical information if this is 
the case.  
 
If it’s not possible, or the applicant has not been referred to a specialist, then the 
form should be completed by the applicant’s GP or your Occupational Health 
physician. Copies of all specialist reports or hospital correspondence must be 
included because all applications for ill health retirement will be considered on the 
basis of the medical information submitted with the application.  
Once there has been an outcome determined by Teachers Pensions, then the 
employee’s employment should be terminated through the Stage 2 ill health 
(review meeting) dismissal process.  
 
 
 


