
       

   

  

  

 

Staff Absence Protocol   

 

       

Head teacher:    

 

Date:      

   

20/04/2021 

Chair of  

Governing 

Body:   

 

Date:      

20/04/2021 

  

Please follow the protocol below in order for the information to be passed to the 

correct people.    

Headteacher    

Ring the Deputy Headteacher by 8.00am to ensure they are aware of any leadership 

duties they might have to undertake for the day.    

If the phone is not answered leave a voicemail message but also then contact the 

school Office.     

For any prolonged absence (over three days) also contact the Chair of Governors.   

Teachers/ Cover Supervisors                                                                          

Ring the Headteacher’s mobile phone between 6.00am and 7.30am to allow time to 

arrange cover for your class.    

If the phone is not answered leave a voicemail message but also then contact the 

Deputy Headteacher and your TA to ensure someone is on hand to greet children at 

the start of the day.    

Date    Review Date    

April 2021   April 2023  



Nursery Nurses/ Teaching Assistants/ Special Needs Assistants    

Ring the Headteacher by 7.30am to allow time to rearrange your duties/ amend 

planning as necessary. If the phone is not answered leave a voicemail message but 

also then contact the class teacher.    

In either case you must follow this by a text message to the Headteacher.     

Office Staff/ Caretaker/ Learning Mentor    

Ring the Headteacher’s mobile between 6.00am and 7.30am to allow time to arrange 

cover for your duties.    

If the phone is not answered leave a voicemail message but also then contact the 

Deputy Headteacher or school Office to ensure someone is aware that you will be 

absent.    

Lunchtime Supervisors    

Ring the Headteacher by 8.00am to allow time to cover your absence. If the phone 

is not answered leave a voicemail message but also then contact the school office.    

In either case you must follow this by a text message to the Headteacher.    

All Staff    

At the end of the day please re-contact as above to say whether or not you will be 

returning to work the next day.    

Please also note    

• All staff absences, no matter how long for, must be recorded as such on the 

academy information system. Therefore on the day of your return you must 

sign a form in the Academy Office to state the reason for absence.     

• You are only able to self-certify the first five days of absence. After this a 

doctor’s note is required.    

• For all absences longer than three days also speak in person to the 

Headteacher.      

• Absence to cover the illness of a dependant is at the discretion of the 

Headteacher and Governors, not an automatic right (see Leave of absence 

policy). You may be asked to take further days as unpaid leave. Therefore, it 

is vital that you speak personally to the Headteacher not just your line 

manager as above.    



• Following any absence, a return to work meeting will be organised in order to 

ensure that any additional medical or pastoral needs arising can be discussed.     

      


	Headteacher
	Nursery Nurses/ Teaching Assistants/ Special Needs Assistants
	Office Staff/ Caretaker/ Learning Mentor
	Lunchtime Supervisors
	All Staff
	Please also note

