The Marches School and Technology College: The Teaching Staff
Attendance Policy

“The quality of teaching is a strength of the school”
Pupils “respond very well to the high level of teachers’ commitment” (OFSTED
1999)

Guiding Principle

The staff at our school are dedicated and hardworking. Teachers are our most valuable
resource and each teacher provides a unique experience for every class they teach.
The great majority of the teaching staff take pride in the service they provide to their
pupils and therefore their attendance record is rarely less than 100%. Occasionally
staff are unable to be in school. This affects us all. As a school that “achieves through
caring” we wish to support staff to meet their professional commitments well and
therefore realise fully the potential of all our pupils.

The Teaching Staff Attendance Policy is about:
e Stating the procedure for staff absence
e C(Clarifying the legal attendance requirements for all staff
Supporting individuals who may, from time to time, find full time attendance
difficult for a variety of reasons.
Providing guidelines for maternity and other ‘leaves’
Protecting our pupils from the consequences of long term absence
Supporting individuals in the return to work following absence
Giving all staff a broad guide to staff ‘cover’




The legal attendance requirements for all teaching staff

Since the implementation of the Education Order of 1987 a teacher must be available
for work for 195 days in any school year. The teaching day begins at 8.45am and
finishes at 3.40pm. Teachers are required to be present at school a minimum of 10
minutes prior to the start of the morning session and for 10 minutes after the end of
afternoon school.

Directed Time calendar.

Teachers are required to fulfil on average, 1234.3 hours of directed time. Additional
duties are covered by the Senior Management Team, the Heads of Departments, the
Heads of Years and the Assistant Heads of Years.

Absence and Cover for staff
(Arranged Absence — known in advance)
All staff must complete the ‘Request for Staff leave of Absence’ forms as soon as the
absence is known. The earlier that the school is informed of the absence the easier it is
to arrange appropriate cover.
On the ‘Request for Staff leave of Absence’ forms teachers should indicate clearly:
e The date/s of absence
The Teaching groups in terms of Year and ability (broadly)
The room/s used
Any ‘cause for concern’ issues or pupils
Arrangements for duty ‘swaps’ (applies only to full time teaching staff)
The HOD signature

These forms must be sent to Ruth Lloyd. Once absence is agreed, Helen Biggs (Office
Manager) will process the form, arrange cover and return the slip at the base of the
form to you indicating cover has been arranged.

It is always our intention to minimise the time that teachers spend out of the
classroom. Wherever possible staff should arrange medical, dental, legal etc.,
appointments out of school time. If appointments have been made during school time
(including Non-contact time) the school reserves the right to refuse paid leave to
attend such appointments except at the discretion of the Head teacher.

The Setting of Work

Arranged Absence:1t is assumed that teachers will set manageable work for classes
they would normally take. Class lists should also be provided.

Unanticipated Absence:Unless faced with an emergency or sudden and incapacitating
illness most teachers will be able to set manageable work for classes they would
normally take and provide the class lists required.

Day Four of Cover

It is very difficult for absent staff to set work for their classes beyond the third day of
absence given that they would be unaware of the pace of the lessons covered or the
point or points the work has reached. From Day four of absence it will therefore fall
to the Head of Department to set or delegate another member of the department to set
appropriate work. Please note that the responsibility for the work set remains the
Head of Departments.



Return to School |

When a teacher is absent for 1 day the Head of Department will speak with them on
their return to school to ensure that continuity of lessons has been maintained. Should
the Head of Department feel that the teacher has returned prematurely they will
inform the Head Teacher immediately who will then decide if the teacher is fit for
work.

On the second day of absence the teacher will be telephoned to keep the school up to
date. When a teacher is absent for 2 days the Head of Department will speak with
them on their return to school to ensure that continuity of lessons has been
maintained. Should the Head of Department feel that the teacher has returned
prematurely they will inform the Head Teacher immediately who will then decide if
the teacher fit for work.

On the third day of absence the teacher will be telephoned to keep the school up to
date. On the teachers’ return to school they will have a ‘return to work’ interview held
by their line manager (Leadership Group). The purpose of this is to ensure that the
teacher has not returned prematurely and is fully prepared to undertake a full
timetable. Should the Senior Manager feel that the teacher has returned prematurely
they will inform the Head Teacher immediately who will then decide if the teacher is
fit for work.

SMT Line Manager Department
English D L Sheppard
Maths W G Davies
Science W G Davies
Technology W G Davies
ICT/GNVQ F O’Brien
Humanities J Glover
Modern Languages D L Sheppard
Creative Studies W G Davies
PE F O’Brien
Learning Support J Glover

Governors right of information |

The Head teacher must inform the Governing body of the attendance of all staff. The
Head teacher is responsible for the attendance policy of the school and must ensure
that any teacher absent for 3 days or more in any Half term is given a ‘return to work’
interview. Where absence exceeds 18 sessions in any school year the Head teacher is
expected to monitor and report to the Governing body the attendance of the teacher
concerned.

Circumstances of Absence

Please discuss with your Line Manager (Leadership Group) any planned absence. In
the event of a family or medical emergency seek the advice as soon as is possible of
the Department Line Manager (Leadership Group).



Cover Categories:

No | Code Description Supply Arrangements
1 [ INS INSET (Staff Development) Immediate Supply Cover
2 | LAA Long Anticipated Absence Immediate Supply Cover
(e.g. maternity leave)
3 | LUA Long Unanticipated Absence | Internal cover for the first 3 days;
(e.g. car accident) supply cover from day 4
4 | STR School/Field trips Some internal cover will be
unavoidable. This will be kept to a
minimum and supply cover used
wherever possible. Teachers
relieved of classes will be requested
to cover classes of colleagues on the
trip.
5 PAB e Personal Absence — for | Internal cover for the first 3 days;
1 day or more supply cover from day 4
e Personal Absence — These should be scheduled out of
appointments for school time but if an emergency
dentists/doctors etc., appointment is needed staff should
book these in NCT. If this is
unavoidable then cover will be
internal.
6 | SDP Absences which involve Immediate Supply cover
activities associated with
teachers professional role e.g.
exam’ board meetings
7 | PLD/UD | Public and/or Union duties Immediate Supply cover
8 |ILL Illness Internal cover for the first 3 days;
supply cover from day 4
9 |MA Multiple Absence: Given the Where possible, the sixth and
size of the staff this will occur | subsequent person will be covered
when more than 5 staff are by supply and/or SMT members.
absent all on the same day
without compensatory supply
COVer.
10 | LWP Leave without pay (This will | Immediate Supply cover
need Governing body
approval)
11 | HTF Absence caused by the direct | Immediate Supply Cover or cover

instigation of the Head
teacher, or specific school
policy (e.g. Annual
review/Lesson Observations)

by SMT members.




CIRCUMSTANCES OF ABSENCE

The following should cover the majority of occasions on which teachers may be
absent. The list is not exhaustive. If you are anticipating an absence not covered
below you must seek the permission and advice of the Head teacher.

Circumstances

Leave of Absence

Death or illness of a relative

Compassionate Leave

Up to 5 days with pay on account of the
death of a husband, wife or child.

Up to 3 days with pay on account of the
death or serious illness of a parent,
brother or sister.

Up to 3 days with pay for the serious
illness of a husband, wife or child.

Please Note

Serious illness of a parent, brother, sister,
husband or wife are not intended to cover
routine illnesses such as colds and flu or other
ailments where these necessitate the sick
person remaining at home. The purpose of
approving the leave is to allow for particular
caring by the close relative where this is
necessary to the sick person’s well being
having taken into account family
circumstances.

As far as children are concerned it is suggested
that any significant illness of a baby or very
young child is serious for this purpose. Beyond
that age a judgement has to be made whether it
is important for the employee to be absent or is
alternatively reasonable to expect parents to
make normal childcare arrangements. It is not
intended that the leave entitlement should be
interpreted by staff as enabling them to take
time off every time their child is ill whatever
the reason (where there is doubt and cases are
‘borderline’ it may be desirable to consider
unpaid leave of absence as an alternative)

Funeral of relative other than stated
above

Compassionate Leave

Funeral of Colleague

1 day with pay. Further time unpaid.

1 day with pay. Further time unpaid.

Wedding of Teacher or Relation

For the wedding of a teacher, or of their
parent, child, brother or sister 1 day paid
leave. Further leave will usually be
unpaid.

Approved Educational and National
Conference

If the teacher is a delegate or an officer of
the society or conference they may be
allowed to attend for no more than 1
week. Pay is allowed for no more than 3
days in total.

Interviews

Reasonable leave of absence to attend an




interview for another appointment is
allowed with pay. This would normally
be a maximum of 2 days in any one
week.

Change of Residence

No more than 1 day with pay is allowed
for change of residence within
Shropshire. Change of Residence
excluding Shropshire would be allowed
without pay at the discretion of the Head
teacher.

Examinations

Leave of absence with pay is allowable
for any teacher absent for the purpose of
sitting an examination with a view to
improving his/her qualifications as a
teacher.

Legal Purposes

Leave of absence with full pay is allowed
for teachers who are absent for
compulsory legal purposes.

Occasionally the Head teacher may approve ‘special leave’ as follows:

Special Circumstances - with Pay

Compassionate Leave

e To attend the funeral of a close
friend or relative

e To attend an ‘inquest’ following
the death of a relative

Special Occasions

e To attend the graduation of a
husband, wife, son or daughter

e To attend a son or daughter’s
passing out parade

Paternity Leave

e Up to 2 days taken at the time of
the baby’s birth or on the
wife/partner’s return from
hospital.

Courses (Other than the LEA’s in-service
training programme)

e To attend the LEA’s pre-
retirement course

e To attend trade union training and
health and safety courses

Sporting Activities e To participate in representative
sport at county or national level
Other e To visit new school prior to

transfer
e To accompany son/daughter to
College interview




Special Circumstances - without Pay

Compassionate Leave

e To care for a parent, husband,
wife or child suffering from
serious illness (where additional
leave to that allowed above is
required)

e To attend the funeral of a friend

Special Occasions

e To attend the graduation
ceremony of a parent, brother or
sister

e To watch a son or daughter
perform in a national or
international music or sporting
event.

Other

To participate in an international music
event

To assist elderly parent/s to move house
To undertake a holiday to which the
teacher has been committed prior to
appointment (and which has been made
known at appointment)

To accompany husband/wife/partner to a
job interview at which their attendance
has been requested by the prospective
employer

Unforseen Absence

In addition to requested leave there are also occasions when teachers are absent from
their duties due to unforeseen circumstances, e.g. due to travel problems in snowy
conditions, car breakdown, illness to child minder. Except in very exceptional

circumstances this absence is without pay.




PARENTAL LEAVE

The Employment Relations Act 1999 introduced important statutory provisions for
employees in respect of parental leave and time off work for family emergencies. The
scheme applies in respect of any child born on or after 15™ December 1999 and until
their fifth birthday.

The main points are as follows:

e The scheme entitles either parent to take up to 20 working days (i.e 4 weeks)
per year up to the child’s fifth birthday, provided the total time off does not
exceed 13 weeks within a five year period. The 13 weeks is applied per child.

e Time off will be unpaid, other than the first 2 days parental leave for teachers.

e The employee’s right to take the leave will last until the child’s fifth birthday —
or in the case of adopton — until five years have elapsed following placement
of the child with the parents.

e Leave can be taken in blocks of one day or more provided that a minimum of
5 working days notice is given subject to the agreement of the Head teacher. If
more than 10 days are to be requested a minimum of 10 working days notice
must be given subject to the agreement of the Head teacher.

Further details are available from either W G Davies or R E Lloyd.




