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1.1 Background  

An audit of Staff Absence Management was undertaken as part of the approved internal audit periodic plan for 

2016/17. 

As at October 2016, the Bradford College Education Trust had a total of 277 employees, comprising of 96 employees 

at Samuel Lister Academy, 174 employees at Appleton Academy and an additional seven central employees. Staff 

absence is managed centrally by the Head of HR, with local HR Managers at each academy recording and reviewing 

attendance. Staff absence percentages have been monitored since November 2015, with the average number of 

sickness absence days to September 2016 being 6.11 days over a 10 month period.  

 

Staff attendance has been identified by the Trust as a key indicator in achieving success for its pupils, with the Staff 

Attendance Policy stating: “Regular attendance is important to ensure consistency and a high quality learning 

experience for students who attend our academies/schools”. 

The Dataplan Education Vera HR system was fully implemented in February 2016; with the aim of providing live 

monitoring and reporting of staff absence for individuals and departments, across each academy and throughout the 

Trust as a whole.  

1.2 Conclusion 

Our review established that adequate controls are in place for the management and monitoring of staff absence at 

Bradford College Education Trust. However, compliance with procedures at the two academies is inconsistent and 

staff absence monitoring is not always recorded. Testing has identified eight management actions, three ‘medium’ and 

five ‘low’ priority actions. The three medium management actions relate to consistency in recording staff absence in a 

timely manner at Samuel Lister, retaining record of Principal authorisation for planned absences at Samuel Lister and 

inconsistency of recording return to work interviews at both academies. 
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Internal Audit Opinion: 

Taking account of the issues identified, the Board can take 

reasonable assurance that the controls in place to manage this 

risk are suitably designed and consistently applied. However, 

we have identified issues that need to be addressed in order to 

ensure that the control framework is effective in managing the 

identified risk.  

1.3 Key findings 

We reviewed staff absence recording and monitoring processes at both academies from initial notification of absence 

to return to work interviews and found the controls in place to be adequate. Ongoing monitoring of absence, including 

informal and formal consultation periods for staff with attendance concerns, are documented and the procedures 

followed.  

Staff welfare considerations are made at each academy, including free and subsidised refreshments and food. Health 

and wellbeing services, such as counselling, are communicated to staff on a regular basis. The importance of good 

attendance is discussed with employees.  

Absence data is reported to the Board on a termly basis by the Head of HR. Future reports will include trend analysis 

to add more information and context to staff absence across the Trust.  

Testing has identified eight management actions, three ‘medium’ and five ‘low’ priority actions. The three medium 

management actions relate to the following: 

 Staff absence records were duplicated and the Vera HR system was only used sporadically and not in a timely 

manner at Samuel Lister Academy. 

 Testing established that return to work interviews were not always held in a timely manner, if at all, at both 

academies.  

 Leave of Absence Request Forms were inconsistently completed and evidence of authorisation for planned staff 

absence was not retained.  

Full details of testing can be found within Section 2. 

1.4  Additional information to support our conclusion 

Risk Control 

design* 

Compliance 

with 

controls* 

Agreed actions 

   Low Medium High 

Staff sickness is not managed effectively leading to 

future avoidable absences and poor staff 

welfare/morale. 

0 (11) 9** (11) 5 3 0 

Total   5 3 0 

* Shows the number of controls not adequately designed or not complied with. The number in brackets represents the total number of controls 

reviewed in this area. 

** Please note although nine areas of non-compliance were identified, eight management actions have been agreed which address all areas of 

weakness, as two findings are addressed by another management action. 
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1.5 Additional feedback  

Good practice for further consideration 

We have identified innovation or good practice at similar organisations that Bradford College Education Trust may 

wish to consider: 

To promote health and wellbeing and a positive attitude to attendance, Senior Management may consider 

implementing an employee wellbeing programme at each academy, driven by trend analysis of staff absence data. 

This could include advice sessions and classes on a range of subjects, considering physical and mental health, 

nutrition and exercise. 
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2 ACTION PLAN 

Categorisation of internal audit findings 

Priority Definition 

Low  There is scope for enhancing control or improving efficiency and quality. 

Medium Timely management attention is necessary.  This is an internal control risk management issue that could 

lead to: Financial losses which could affect the effective function of a department, loss of controls or 

process being audited or possible reputational damage, negative publicity in local or regional media. 

High Immediate management attention is necessary.  This is a serious internal control or risk management 

issue that may, with a high degree of certainty, lead to: Substantial losses, violation of corporate 

strategies, policies or values, reputational damage, negative publicity in national or international media 

or adverse regulatory impact, such as loss of operating licences or material fines. 

 

The table below sets out the actions agreed by management to address the findings: 

Ref Findings summary Priority Actions for management Implementation 

date 

Responsible 

owner 

Risk: Staff sickness is not managed effectively leading to future avoidable absences and poor staff 

welfare/morale 

1 The Staff Attendance 

Policy was due to be 

updated in the second 

term of academic year 

2015/16 and therefore is 

currently overdue for 

review.  

Low The Staff Attendance 

Policy will be reviewed and 

updated to ensure that it 

accurately reflects the 

Trust’s current position on 

staff absence and to 

assess its effectiveness.  

31 December 2016 Head of HR 

2 The Staff Attendance 

Procedures do not outline 

the role of HR Managers 

in absence management.  

 

Line Managers are listed 

as responsible for 

conducting attendance 

monitoring, contacting 

staff on long-term 

sickness absence and for 

undertaking formal 

consultation phases with 

staff who are 

approaching or have met 

absence trigger points, all 

of which have been 

identified to be the 

responsibility of HR 

Low Senior Management will 

determine whether HR 

Managers will be entirely 

responsible for staff 

attendance monitoring and 

update the Staff 

Attendance Procedures 

accordingly to reflect 

current practice.  

 

Clarity should be given for 

the role of HR Managers at 

the academies, and their 

responsibilities for staff 

absence management.  

31 December 2016 Head of HR 
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Ref Findings summary Priority Actions for management Implementation 

date 

Responsible 

owner 

Managers at each 

academy.  

 

The Procedures do not 

provide guidance for the 

use of the VERA HR 

system as part of staff 

absence recording and 

monitoring.  

3 Testing at Samuel Lister 

Academy identified that 

staff absence is not 

recorded on the Vera HR 

system in a timely 

manner, with one of the 

sample absences not 

added to the system at 

all.  

Medium Samuel Lister Academy  

To reduce the duplication 

of absence recording, and 

to ensure that staff 

absence can be reviewed 

in a timely manner by key 

members of staff, sickness 

absence will be logged on 

the Vera system at the 

point of initial notification.  

 

This will ensure that the 

absence dashboard 

provides Senior 

Management with an up-to-

date overview of 

attendance at the Trust.  

Immediate HR & Facilities 

Manager 

(Samuel Lister 

Academy) 

4 The HR Manager at 

Appleton Academy 

confirmed that, although 

contact is maintained with 

staff on long-term 

sickness absence, there 

is no record to evidence 

this.  

Low Appleton Academy  

The HR Manager will 

maintain a record of 

contact with staff on long-

term sickness absence. 

This will evidence that 

efforts are made to engage 

with staff on long-term 

absence and to reintegrate 

them on their return. 

Immediate HR Manager 

(Appleton 

Academy) 
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Ref Findings summary Priority Actions for management Implementation 

date 

Responsible 

owner 

5 HR Managers were 

unable to confirm that 

employees had received 

a return to work interview 

following sickness 

absence.   

Medium Samuel Lister Academy 

and Appleton Academy  

Management will ensure 

that return to work 

interviews are held for all 

staff to discuss absence, 

arrange any necessary 

adjustments to workload 

and offer support in a 

timely manner. 

All return to work interview 

documentation will be 

maintained in personnel 

folders.    

 

 

Immediate HR Managers 

and HR 

Assistants 

8i) Principal authorisation for 

staff planned absence is 

not evidenced at either 

academy. 

Testing identified that line 

manager approval for 

planned absence is not 

always captured.  

Medium Samuel Lister Academy 

and Appleton Academy  

Authorisation for planned 

absence by the employee’s 

line manager and the 

Academy Principal will be 

captured and documented 

to provide a full audit trail. 

This could be via email, 

Leave of Absence forms or 

by signature on a list of 

approved absences.   

 

Immediate HR & Facilities 

Manager 

(Samuel Lister 

Academy) 

Principal’s PA 

(Appleton 

Academy) 

8ii) It was confirmed that 

Application for Leave of 

Absence forms are not 

maintained in personnel 

folders and in a number 

of cases were not 

available for review.  

Low Appleton Academy 

Application for Leave of 

Absence forms will be 

maintained in employee 

personnel folders as a 

record of absence.   

Immediate HR Manager and 

Principal’s PA 

(Appleton 

Academy) 
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Ref Findings summary Priority Actions for management Implementation 

date 

Responsible 

owner 

9 An overview of monthly 

staff absence statistics is 

not currently provided to 

the Principal of Samuel 

Lister Academy.  

Low Samuel Lister Academy   

The HR & Facilities 

Manager will provide a 

formal record of absence 

statistics to the Academy 

Principal as an aid for 

identifying ongoing issues 

and trends, and to assist 

with resource planning 

throughout the year.  

 

The Head of HR will 

support the Principals and 

academy staff to identify 

areas of concern and 

advise them regarding how 

best to address them.  

Immediate HR & Facilities 

Manager 

(Samuel Lister 

Academy) 
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3 DETAILED FINDINGS 

This report has been prepared by exception. Therefore, we have included in this section, only those risks of weakness in control or examples of lapses in control identified 

from our testing and not the outcome of all internal audit testing undertaken. 

Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

Risk: Staff sickness is not managed effectively leading to future avoidable absences and poor staff welfare/morale 

1 A Staff Attendance Policy is in place 

outlining the Trust's approach to 

sickness absence.  

Yes No The Staff Attendance Policy 

outlines the Trust’s stance on the 

importance of attendance as a tool 

to ensure ‘a high quality learning 

experience for students’. It states:  

“The Trust is committed to 

maintaining the health, safety and 

welfare of its staff”.   

 

The Policy outlines the 

responsibilities for management 

and employees, including the 

management responsibility to 

support staff by taking appropriate 

action to prevent absence. The key 

responsibility of employees is 

identified to be to attend work at all 

possible times and communicate 

with their line manager any 

proposed periods of absence.  

 

At the time of audit it was identified 

that the Staff Attendance Policy 

was due for review in the second 

term of 2015/16 and therefore 

should be updated to reflect the 

Trust’s current procedures. 

 

There is an increased risk that 

Low The Staff Attendance Policy will be reviewed 

and updated to ensure that it accurately 

reflects the Trust’s current position on staff 

absence and to assess its effectiveness.  
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

without timely review of the Staff 

Attendance Policy it may not detail 

the current procedures to follow or 

provide enough detail to staff which 

could lead to the incorrect 

procedure followed.  

2 Sickness absence guidance is 

provided to staff as part of Staff 

Attendance Procedures.  

Yes No Staff are provided with guidance in 

relation to staff absence 

management in the Staff 

Attendance Procedures. They 

provide information relating to both 

short-term and long-term sickness 

absence and planned absence.  

 

Management and employee 

responsibilities are detailed in 

relation to notifying and recording 

absence, monitoring attendance, 

return to work practices and 

dismissal.   

 

The responsibilities for staff 

attendance monitoring and contact 

are assigned to line managers.  

 

However, at the time of audit it was 

established that staff attendance 

and ongoing communication with 

absentees is monitored by the 

responsible HR Manager at each 

academy.  

 

The Procedures were most recently 

reviewed and approved by the 

Board on 7 July 2015.  

 

Medium Senior Management will determine whether 

HR Managers will be entirely responsible for 

staff attendance monitoring and update the 

Staff Attendance Procedures accordingly to 

reflect current practice.  

 

Clarity should be given for the role of HR 

Managers at the academies, and their 

responsibilities for staff absence management.     
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

There is an increased risk that with 

inaccurate procedures in place, 

staff are not aware of their roles 

and responsibilities which could 

lead to absence management being 

ineffectively managed. 

3 Employees call their academy of 

work before the start of the working 

day to provide notification of 

sickness absence.  

 

They must provide a reason for 

absence, expected date of return 

and any steps being taken to ensure 

fitness for work (e.g. doctors’ 

appointments).  

 

Details are recorded by the HR 

Admin (Samuel Lister Academy) or 

Admin Assistant (Appleton 

Academy) and provided to the 

responsible HR Manager for review.  

All absences are recorded on the 

Vera system in a timely manner, 

including first date of absence and 

the reason for absence.  

Yes No Although academies record and 

communicate staff absence 

differently at a local level, the Vera 

HR system was implemented at the 

Trust in 2015 and from February 

2016 all staff absence was to be 

recorded on the system.  

For each academy a sample of 10 

staff absences were selected from 

academic year 2015/16. Testing 

was undertaken to confirm that staff 

absences were recorded and 

maintained locally and uploaded 

accurately to the Vera system.  

Samuel Lister Academy 

Testing of 10 sickness absences 

from 2015/16 identified: 

 For all 10 absences a reason 

for absence was recorded 

within the monitoring 

spreadsheet; 

 Four absences were recorded 

on the Vera system;  

 Five absences occurred prior 

to implementation of the 

system and therefore are not 

recorded on Vera; 

Medium Samuel Lister Academy  

To reduce the duplication of absence 

recording, and to ensure that staff absence 

can be reviewed in a timely manner by key 

members of staff, sickness absence will be 

logged on the Vera system at the point of 

initial notification. This will ensure that the 

absence dashboard provides Senior 

Management with an up-to-date overview of 

attendance at the Trust.  
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

 One absence occurred in April 

2016, however has not been 

entered onto Vera; and 

 All four absences were added 

to Vera over one month after 

the absence occurred and in 

three cases over three months 

after the first date of absence. 

Therefore, there is an increased 

risk that Senior Management may 

be provided with out of date 

absence records and also it does 

not allow for timely identification of 

ongoing staff attendance concerns.  

Appleton Academy 

Testing of 10 sickness absences 

confirmed that in all cases the 

absence was recorded correctly as 

per the Staff Absence Policy and in 

a timely manner. 

4 Line managers maintain contact with 

employees throughout their absence 

and record all communication in 

personnel files.   

 

Any staff with sickness absence in 

excess of five days must submit a 

doctors’ note or fitness to work note 

to cover the duration of absence.   

 

In cases where sickness absence 

has exceeded the maximum duration 

for receipt of full pay, absentees will 

be notified of the payroll adjustment 

Yes No Of the 20 members of staff 

selected, seven were absent in 

excess of five working days; four of 

which were from Samuel Lister 

Academy and three of which were 

from Appleton Academy. 

Testing identified the following: 

Appleton Academy 

 In two cases staff had provided 

valid doctors’ notes for the 

duration of their absence; 

 In one case all information 

Low Appleton Academy  

The HR Manager will maintain a record of 

contact with staff on long-term sickness 

absence. This will evidence that efforts are 

made to engage with staff on long-term 

absence and to reintegrate them on their 

return. 
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

in writing.  relating to a staff member’s 

absence could not be located, 

including doctors’ notes and 

return to work form; 

 For all absentees there was no 

evidence of ongoing 

communication throughout the 

sickness absence; 

 One employee was absent for 

11 days and therefore it was 

reasonable to have no 

documented communication 

during this period; and 

 The remaining two absences 

were for 51 and 20 days 

respectively and no evidence 

of contact from the HR 

Manager had been retained. 

The HR Manager (AA) advised that, 

although regular contact is 

maintained with staff, a record or 

evidence to confirm this is not 

retained.  

There is an increased risk that 

without a doctor’s note, the reason 

for the sickness absence may not 

be genuine. In addition the Trust 

may not be made aware of 

underlying conditions which may 

impact on the member of staff’s 

ability to work. 
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

Samuel Lister Academy 

In four cases it was confirmed that 

a doctors’ note had been provided 

and retained, evidence retained of 

ongoing communication and 

notification of payroll adjustments 

retained on file. 

5 Following sickness absence, all 

employees must complete a return 

to work interview with the 

responsible line manager, HR 

manager or HR admin.  

 

If necessary, managers will identify 

any necessary adjustments for 

employees returning to work 

following ongoing sickness absence.   

 

Staff without a doctors’ note for their 

absence will complete a self-

certification confirming their fitness 

to work.  

Yes No Samuel Lister Academy 

Testing established that: 

 4/10 employees had an 

absence for fewer than seven 

consecutive days and did not 

provide a doctors’ note. All had 

completed and signed a self-

certification confirming their 

fitness to return to work; 

 Return to work interviews were 

conducted in a timely manner 

following absence and records 

maintained in personnel 

folders for five employees; 

 In one case a standard Return 

to Work Meeting form was 

used and in three cases, 

where the absence was due to 

a more complicated issue and 

required ongoing monitoring, a 

phased return or adjustments 

to the employee’s working day, 

emails outlining the discussion 

with supporting documentation 

were sent to the member of 

staff and saved in personnel 

Medium Samuel Lister Academy and Appleton 

Academy  

Management will ensure that return to work 

interviews are held for all staff to discuss 

absence, arrange any necessary adjustments 

to workload and offer support in a timely 

manner. All return to work interview 

documentation will be maintained in personnel 

folders.    
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

folders; 

 In four of five return to work 

interviews, ongoing actions 

were planned and, where 

applicable, circulated to line 

managers. Supporting 

documents such as risk 

assessment were also 

maintained in personnel 

folders; and 

 In five cases there were no 

records of return to work 

interviews and the HR & 

Facilities Manager confirmed 

that these may not have been 

held. 

 

Appleton Academy 

For the sample of 10 sickness 

absences, it was established that: 

 Return to work interviews were 

held for nine employees; 

 In one case the HR Manager 

was unable to locate return to 

work documentation and 

therefore we were unable to 

confirm that a meeting was 

held; 

 Eight interviews were held 

within three working days of 

the employee’s return to work; 

 In one case the return to work 

interview was held five working 

days after the member of staff 
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

returned; 

 Sickness Notification forms 

were signed and maintained 

for nine members of staff; and 

 Return to work interview forms 

had been completed for nine 

staff and, where applicable, 

additional meeting notes and a 

copy of a follow up letter were 

retained in personnel folders 

for absences in excess of 

seven days. 

If return to work interviews are not 

completed and documented 

employees do not have the 

opportunity to discuss any issues 

relating to his/ her sickness 

absence which may lead to repeat 

episodes of sickness. Also the 

employee may not be appropriately 

supported through referral to 

Occupational Health which may 

have a potentially detrimental 

impact on the individual member of 

staff's future sickness absence. 

6 A consistent approach is taken to 

monitoring and reviewing absence 

throughout the Trust, with pre-

determined review trigger points 

stipulated within the Staff 

Attendance Procedures. These are 

namely:  

 absence on three occasions in 

a school term; 

Yes No The Staff Attendance Procedures 

state that line managers have 

primary responsibility to monitoring 

staff absence and therefore should 

be updated to reflect current 

practice.  

 

Absence concerns are raised with 

employees as part of return to work 

- Please refer to management action 2. 
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

 absence on four occasions in 

an academic year; or 

 absent for seven consecutive 

days. 

Absence concerns are discussed 

with staff during return to work 

interviews and made aware should 

they be approaching a trigger point. 

interviews and targets are set to 

improve attendance if required.  

 

Samuel Lister Academy 

Staff absences are tracked as part 

of the monitoring spreadsheet and 

formally reviewed at a weekly 

meeting between the HR & 

Facilities Manager and the HR 

Admin.  

 

Nine of the 10 employees in our 

sample had reached a trigger point.  

 

In five cases a return to work 

interview had been held and 

attendance history was reviewed 

and discussed.  

 

For four of the nine members of 

staff there was no record a return to 

work interview and therefore it was 

not possible to confirm that 

attendance concerns were raised 

with the employee.  

 

Appleton Academy 

The HR Manager maintains a 

colour-coded table of staff 

absences, with RAG ratings for any 

absences of duration on or above 

the seven day maximum. 

Additionally, incidents of staff 

absence are calculated for return to 

work interviews and concerns 

added as commentary to the staff 

absences table. 
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

Five of the 10 sample members of 

staff reached a trigger point during 

2015/16.  

 

For four of these employees a 

return to work interview had been 

held and attendance concerns were 

discussed, with actions set if 

required. In one case there was no 

evidence of a return to work 

interview taking place. 

 

Without clarity in regards to roles 

and responsibilities, absence 

management trigger points may not 

reviewed and subsequently 

absence issues discussed at return 

to work interviews. 

7 For any ongoing sickness absence 

concerns, and members of staff who 

have met a trigger point, a review 

and consultation process is 

introduced.   

 

Staff are initially monitored informally 

by their line manager.  

If there is no improvement made to 

attendance during this time, formal 

monitoring is undertaken.   

 

In exceptional circumstances, staff 

with ongoing attendance concerns 

may be required to attend a hearing, 

after which the Trust may decide to 

dismiss the member of staff in line 

with the Staff Attendance Policy.   

Yes No The Staff Attendance Procedures 

stipulates that line managers are 

responsible for monitoring and 

managing staff absence. However it 

was identified that, in instances 

where a member of staff’s 

attendance becomes a concern, 

such as where a trigger point has 

been reached, informal absence 

monitoring is initiated by the HR 

Manager at the relevant academy.  

 

Samuel Lister Academy 

Through review of staff absences 

during 2015/16, it was calculated 

that nine of the 10 sample 

employees had reached one or 

more of the attendance trigger 

 Please refer to management action 2. 
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

 

Staff members demonstrating 

improvement by the end of the 

review and consultation process will 

be notified that the monitoring phase 

has been satisfactorily completed.  

points. Testing further confirmed 

that: 

 One of the sample employees 

was already part of an 

absence monitoring 

programme and the absence 

was discussed in the following 

attendance review meeting; 

 Attendance monitoring was 

initiated for 4out of 9 

employees subsequent to the 

absence; 

 In one case the employee’s 

long-term absence was due to 

surgery and recovery. The 

employee had no additional 

absences and therefore no 

trigger meeting was held; 

 In one case a trigger meeting 

had not been arranged with 

one member of staff. During 

the course of the audit the 

employee’s attendance was 

identified and a meeting 

arranged; and 

 Two employees had reached 

triggers due to having four 

instances of absence during 

the year however trigger 

meetings have not yet been 

held. For one of these 

employees, a return to work 

meeting was also not held for 

the period of absence 

reviewed.  
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

For all trigger meetings held with 

sample employees, letters were on 

file inviting the member of staff to 

the meeting. Follow up letters were 

on file outlining the discussions held 

during the meeting and any ongoing 

targets, actions and adjustments. 

The next stage of the process was 

outlined in all cases. 

 

Appleton Academy 

Five of the sample of employees 

reached at least one trigger point in 

2015/16.  

 In one case the employee was 

already part of a formal 

consultation process and the 

absence was discussed at 

following meetings; 

 In three cases monitoring 

procedures were initiated 

following the reviewed 

absence or after a subsequent 

absence; and 

 On employee was absent for 

eleven days due to a surgical 

procedure and had only one 

day of additional sickness 

absence during the year. 

Therefore a review process 

was not initiated.  

In all cases the HR Manager had 

conducted reviews and meeting 

notes and associated letters were 

available in personnel folders. 
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control 

design 

(yes/no) 

Controls 
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with 

(yes/no)  

Audit findings and implications Priority Actions for management 

8 All planned absence must be 

approved by the employee’s line 

manager, HR representative and 

Principal prior to being taken.   

If applicable, evidence of why a 

planned absence is being taken will 

be provided to support the 

application.  

Should the absence be unpaid, the 

employee will be notified prior to the 

date of absence where possible.   

Yes No The Trust permits unlimited planned 

absence for staff medical 

appointments, providing they are 

evidenced and unable to be 

rearranged.  

 

Two days of dependent leave per 

year is also permitted and any 

additional days are unpaid. Other 

absences are usually unpaid, with 

specific guidance provided to staff 

in the appendix to the Staff 

Attendance Procedures.  

 

Staff are made aware of any 

instances of unpaid leave at the 

point of absence approval.  

 

A sample of five planned absences 

during academic year 2015/16 was 

selected at each academy. Testing 

was undertaken to confirm that all 

approval was appropriately 

requested and approved.  

 

Samuel Lister Academy 

Testing identified that all leave of 

absence details recorded by the HR 

Admin corresponded with the 

relative Request for Leave of 

Absence form. Where applicable, 

employees had provided supporting 

evidence for absence and this was 

maintained. However three of the 

five forms were not signed by line 

managers as approved. 

 

Medium 

 

 

 

 

 

 

 

 

Low 

(i) Samuel Lister Academy and Appleton 

Academy  

Authorisation for planned absence by the 

employee’s line manager and the Academy 

Principal will be captured and documented to 

provide a full audit trail. This could be via 

email, Leave of Absence forms or by signature 

on a list of approved absences.   

 

(ii) Appleton Academy  

Application for Leave of Absence forms will be 

maintained in employee personnel folders as a 

record of absence.   
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Ref Control Adequate 

control 

design 

(yes/no) 

Controls 

complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

Where applicable, unpaid leave is 

identified on the section of the form 

returned to the employee. It was 

confirmed that payroll are notified of 

unpaid leave adjustments in a 

monthly return made by the HR 

Admin. Two of the sample planned 

absences were unpaid and the 

payroll department were notified in 

both instances.  

 

Appleton Academy 

Employees applying for planned 

absence submit an Application for 

Leave of Absence form to the 

planned absence email address. 

The Principal’s PA reviews leave of 

absence requests on a weekly 

basis, confirming with line 

managers that the leave is 

authorised. All leave requests are 

then reviewed with the Principal for 

final approval.  

 

The HR Manager is notified of 

approved absence, who updates an 

absence table documenting the 

date and reason for leave.  

However it was established that 

neither line manager nor Principal 

authorisation is documented at the 

Academy. Therefore testing was 

unable to confirm that the sample of 

absences were authorised, and that 

the absence taken was the absence 

approved by the Principal and 

respective line manager.  
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control 

design 

(yes/no) 
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complied 

with 

(yes/no)  

Audit findings and implications Priority Actions for management 

 

For instances of unpaid leave, 

employees are notified by letter or 

email that the absence will be 

unpaid. The payroll department are 

notified as part of a monthly payroll 

return.  Two of the sample of staff 

took unpaid leave and evidence 

was maintained of the employee 

notification of this, either by email or 

letter.  

 

Testing further identified that three 

Application for Leave of Absence 

forms were not retained on file.  

 

By not retaining the forms, 

Management are unable to confirm 

that appropriate approval is given 

for planned absence and that the 

correct amount of leave is taken by 

employees. 
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Ref Control Adequate 
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design 
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with 

(yes/no)  

Audit findings and implications Priority Actions for management 

9 Both academies provide monthly 

staff absence data to the Head of 

HR, including both sickness and 

turnover.   

 

The Head of HR reviews the monthly 

absence figures provided by the 

academy staff. 

 

The Principal of each academy is 

apprised of staff absence data on a 

regular basis, including key 

absences and any identified issues. 

Yes No Both academies manage their own 

sickness absence on a local level 

but send reports to the Head of HR 

every month, detailing the FTE, 

working days lost and absence 

percentage for both teaching and 

support staff absence.  

 

The data allows the Head of HR to 

identify whether attendance is 

improving or declining. The Head of 

HR then compiles this data into a 

Trust-wide report.  

 

In addition on a monthly basis the 

HR Manager (AA) provides high-

level absence statistics to the 

Principal of Appleton Academy. The 

statistics include both authorised 

planned absence and sickness 

absence for teaching and support 

staff. Medical related absences are 

split out to provide reference for 

planned absences.  

 

It was identified that, although the 

HR & Facilities Manager and the 

Principal of Samuel Lister Academy 

regularly discuss staff absences, 

there is no formal reporting process 

as an overview for specific periods.  

Low Samuel Lister Academy   

The HR & Facilities Manager will provide a 

formal record of absence statistics to the 

Academy Principal as an aid for identifying 

ongoing issues and trends, and to assist with 

resource planning throughout the year.  

 

The Head of HR will support the Principals 

and academy staff to identify areas of concern 

and advise them regarding how best to 

address them.  
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APPENDIX A: SCOPE 

Scope of the review 

To evaluate the adequacy of risk management and control within the system and the extent to which controls have 

been applied, with a view to providing an opinion. The scope was planned to provide assurance on the controls and 

mitigations in place relating to the following risks: 

Objective of the risk under review Risks relevant to the scope of the review Risk source 

To ensure that the Trust has adequate 

procedures in place for staff management and 

sickness absence. 

Staff sickness is not managed effectively 

leading to future avoidable absences and poor 

staff welfare/morale. 

Internal Audit 

 

When planning the audit, the following areas for consideration and limitations were agreed: 

Areas for consideration: 

 Policies and procedures in place for staff attendance and sickness absence. 

 Review of how the Trust and Academies capture staff attendance to ensure accuracy and timeliness. 

 Sample testing of both long and short term absence to confirm that the Trust’s policy and procedures have been 

correctly applied, including: 

 Completion of self-certifications and submission of medical notes; 

 Return to work interviews; and 

 Identification of absence trigger points. 

 An assessment of pro-active measures the Trust has in place to prevent sickness absence. 

 We also considered the processes in place for the recording and management of short and long-term sickness, 

including the use of key performance indicators. 

Limitations to the scope of the audit assignment:  

 We will not conclude on the content of any policies and procedures.   

 Testing will be completed on a sample basis therefore we cannot conclude that procedures will be followed in all 

instances.    

 We will not comment on the accuracy of management information or reporting in relation to absence management.    

 We will not review the adjustments to payroll from long term sickness absence.  

 Our work does not provide an absolute assurance that material errors, loss or fraud do not exist. 
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APPENDIX B: FURTHER INFORMATION 

Persons interviewed during the audit:  

 Marita Sorial, Head of HR 

 Laura Armitage, HR Manager (Appleton Academy) 

 Rachael James, HR & Facilities Manager (Samuel Lister Academy) 

 Sue Atkinson, HR Admin (Samuel Lister Academy) 

Documentation reviewed during the audit:  

 BCET Staff Attendance Policy, 3 July 2014 

 BCET Staff Attendance Procedures, 7 July 2015 

 Trust Board meeting agendas, minutes and reports, academic year 2015/16 
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