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BALLYMENA  ACADEMY


ATTENDANCE POLICY FOR NON-TEACHING STAFF





INTRODUCTION





Following the adoption by the Board of Governors of an Attendance Policy in relation to Teaching Staff, it was resolved that a simplified version of the policy should be created, issued and applied to Non-teaching Staff in order to establish a clear framework for managing absence.





POLICY STATEMENT





The Board of Governors is committed to promoting high quality education by employing and supporting staff who will work with a high degree of commitment and professionalism in a healthy environment.





The Board of Governors is also committed to providing a caring and supportive school environment which recognises that members of staff are individuals whose personal well-being is of value to the education of the children and the smooth running of the school.  Staff health and welfare is an essential part of this and augments other aspects of school management.





The purpose of this policy and accompanying procedures is to establish a clear framework for managing absence.  Staff should familiarise themselves with the policy and procedures.





AIMS OF THE POLICY





To ensure that all staff are treated fairly, consistently and with sensitivity during times of illness.


To promote and encourage an attendance culture in which paid sickness absence, which is designed to facilitate full recovery, is not misused. 


To address the negative effect on staff morale where frequent or prolonged absences of colleagues create additional workload, pressure and stress.





MONITORING ATTENDANCE





It is the responsibility of the Bursar and the Principal to monitor the attendance of staff in order to


ensure that issues of public accountability for expenditure during sickness are satisfied, and to this end a computerised record of all staff absences is maintained. 





Action by the Bursar and/or Principal will normally be initiated by any of the following:





More than 8 casual days absence in a 12 month rolling period.


More than 3 periods of absence in a 12 month rolling period, each in excess of 3 days duration.


Continuous absence of 4 weeks or more.


An individual member of staff with an absence rate of 5% or more.





The action necessary will depend on the circumstances of each case and will normally take the form of an Absence Interview, but no action may be required where additional information is available which would suggest an interview to be inappropriate.





4.  ABSENCE INTERVIEWS





In order to assess effectively  and manage attendance it may be necessary to meet with staff either during the course of their absence or on their return to work.  Meetings may also take place at the request of a member of staff.  The purposes of such meetings will be for some or all of the following reasons:





to welcome the member of staff back and to reassure him/her that the Principal is concerned about his/her welfare and attendance;


to establish the current status of the absence and to attempt to establish whether there is an underlying cause for the frequent absences such as difficulty at work, a more serious health condition or a personal or domestic problem.  (The Principal must be sensitive to the fact that staff may not wish to discuss personal problems with him/her.  In such cases absence interviews may be with the Bursar, a senior member of the teaching staff, or a member of the Board of Governors);


to explain the importance of regular and reliable attendance and to draw his/her attention to the effect of absences on the workload of colleagues;


to advise of the support available;


to encourage improved attendance, establish the level of improvement required, and to explain the consequences of maintaining an unsatisfactory level of attendance;


to establish if a medical referral is required, if this has not already been established;


to provide feedback on a medical referral and any proposed action.





The Principal will exercise discretion with regard to the nature and content of an absence interview and may delegate the task to the Bursar and or Deputy Principal.





Following such a meeting a brief note will normally be compiled, noting the substance of the meeting and any action which it is proposed to take including continuing monitoring, medical referral, or potential movement to formal discipline if attendance does not improve.  A copy of such a note will be made available to the member of staff.





NB  If attendance is subsequently referred for disciplinary action, such action will be started at least at written warning level.





5.  REPORTING ABSENCE





On those occasions where illness prevents a member of staff from attending work, he/she must personally, or make arrangements to:





notify the school office by telephone, if possible before 8.40 a.m. and no later than 9.30 a.m.  The Principal, the Bursar, or other designated member of staff should be informed.  In exceptional circumstances, if a member of staff is incapable of notifying the school, a relative or friend may do so.  





at the time of the initial notification give an explanation of the absence and, if possible, an estimate of its likely duration;





repeat (a) if not returning when expected;





provide self-certification for up to 7 calendar days;





(e)  provide a doctor’s certificate before the expiry of the second week.





It should be noted that failure to comply with the above may result in the absence being regarded as unauthorised, in pay being withheld and/or disciplinary action being taken.





Where the original doctor’s statement covers a period exceeding 14 days, or where more than one statement is required, the member of staff must, before returning to work, obtain a final statement certifying fitness to resume duties.








6.  CONTACT DURING ABSENCE





There is a responsibility on the management of the school and the employee to maintain contact with each other whilst the employee is on sickness absence.  Such contact should always be of a friendly supportive nature and mindful of the welfare needs of the employee.  The maintenance of such contact should enable effective communication between the parties and facilitate the employee’s return to work.   Any queries on sickness absences not covered by this document will be referred for decision to the more detailed Teachers’ Attendance Policy which is available on request to any member of the non-teaching staff.














