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Staff Attendance Policy

The Qur’an directs a message to humanity that they should contribute positively to
the earth, that is, they should work to make use of what is created for their benefit:
That man can have nothing but what he strives for; that (the fruit of) his striving will
soon come in sight: Then will he be rewarded with a reward complete. (An-Najm
53:39-41)

In Islam, work is given special importance to the extent that it is considered as an act
of worship itself. Although some people believe that they are not obliged to work
because they dedicate themselves to worshiping God, this is actually a wrong
perception of the concept of worship.

Objectives

• To try and attain 100% attendance by all staff.

• For staff to feel fairly and consistently treated.

• To have clarity in all procedures relating to attendance.

Aims

It is the Headmaster’s intent that the school should
encourage maximum attendance

from all staff by maintaining a healthy and happy school. Staff should feel that if
absence does occur, that they are treated fairly and consistently.

Excessive absence will be discussed in confidence and procedures outlined in the
Staff Handbook will be followed.



The Headmaster will consider individual requests for leave in cases of emergency as

guided by the Staff Handbook. However, teachers should expect this use of
discretion to be minimal in order that pupils' continuity of learning is maintained.

Rationale

Maximum staff attendance is imperative for the success of the school for the
following reasons:

• For continuity of pupil learning.

• To reduce the need for supply and cover
teachers.

• To reduce strain on other members of staff who lose ‘PP’
time

• To ensure staff satisfaction from feeling ownership of the school's
success.

• For staff retention.

• Most instances of pupil disruption and serious misconduct occur in the absence of

the class teacher.

Reporting
absences

• If a member of staff knows he/she will be absent in advance, they must inform

the Headmaster for approval. Thereafter they must inform the senior

management team via email, who will arrange a cover
timetable.

• If a member of staff is absent in an emergency on the day, he/she must inform

the senior management team via text for immediate
action.

• In both cases the member of staff must upload cover work teacher’s shared

drive (at least 36 hours before leave) and send it to the head of department at

the same time (if applicable). Cover work must be a standalone activity that



any non-subject specialist will be able to deliver.

• In case of failing to upload cover work, planned training or leave may be

cancelled with an immediate effect.

• If there are any discrepancies on the cover sheet, or if any class is seen

unsupervised during a staff absence, this must be reported to the SMT as

soon as possible.

Return to work
protocol

Anyone who has been absent due to sickness up to and including seven calendar
days must sign a self-certification absence upon return to work. If your sickness
has been (or you know that it will be) for longer than seven days (whether or not,
they are working days) you should see your doctor and make sure they give you a
Statement of Fitness for Work (Fit Note) to cover the whole of your absence.

These forms must be submitted regardless of the number of days taken off sick.
Once we receive the relevant form we will then arrange a return to work interview
with you (at the head's discretion and availability).

If you have 4 separate absences in a rolling 12-month period, then this will

automatically trigger an investigatory process with HR (who has requested self-

certificates for all staff who have taken days off sick from September and going
forward.

HR would also like to remind staff that annual leave entitlement may only be taken

during school holidays and company sick pay only applies to sickness absence.

Therefore, personal leave (with the exception of statutory leave, such as maternity)

taken during term time is unpaid as is working from
home

We are committed to supporting the well-being of our employees and providing

appropriate support in relation to your health and attendance at work. By having a

robust system in place, we are able to quantify the level of sickness absence and, if



appropriate, take steps to reduce it.

If you would like hard copies of the sickness self-certification form or the policy,
please request these from the office.


