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3rd February 2021  
 
Dear Helga, 
 
Re: Outcome of Stage 1 Formal Attendance Review 
 
Further to my letter to you dated 26th January regarding the missed Formal stage 1 meetings. I 
can confirm that I have received your written responses to the questions sent.  
 
For this response I have been advised by a representative from Human Resources, Samantha 
Thompson, Hackney Education. 
 
In your responses you stated that:  
 

 You have had a number of losses within your family over the last 8 months and this 
has affected your mental health. 

 You have not accessed any support for your low mood. 

 You have received a NHS letter confirming that you are in the Extremely Clinically 
Vulnerable category. 

 You did not believe you needed a fit note as the country entered lockdown after 
Christmas but that you will speak to your GP. 

 You would like to work from home, but need your laptop fixed. 

 

After reviewing both your responses and the occupational health report from December 2020, I 
can confirm that: 
 

1. I am extremely sorry for the losses that you spoke of in your responses and hope you 
will reconsider getting support for the impact this is having on you.  You are entitled to 
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bereavement leave for these losses, this would equal 14 working days.  We will 
amended your record as appropriate to reflect this. 

2. We have recorded you as being in the extremely clinically vulnerable category and 
understand that you are not required to attend the workplace, but you are, however, 
expected to be working from home.  I have attached an updated risk assessment. 

3. The expectations for working from home, for all support staff, are: joining live lessons, 
attending meetings and training, monitoring emails and responding to them and 
accessing Google Classroom. How working from home looks for you can be discussed 
upon your return. 

4. Although you are in the extremely clinically vulnerable category, the expectation is that 
you are working from home and so far you have not attended any working from home 
duties (as stated above) and therefore we have taken this as you are still off sick. 

5. You have indicated that you are ready to return to work but have not confirmed a return 
to work date. If you are ready to return to work please confirm this to me and provide a 
fit note from your doctor covering you from the 7th January until your return date. 

6. If you are not ready to return to work, including working from home (as outlined above) 
a fit note will need to be provided (a clear photograph of this is fine) covering the period 
from 7th January until you are fit to return to work. 

7. You stated that you have been unable to access the laptop provided.  Once you are 
ready to return to work please contact myself and I can arrange for a technician to look 
at the device. 

8. Please could you forward a copy of your new fit-note covering your sickness absence 
from 7th January onwards by Friday 12th February.  I must inform you that failure to do 
this can impact on your sick pay entitlement and result in your sick pay being suspended 
until the fit note is received. Please see the sickness absence policy attached. 

9. Payroll have confirmed that your full sick pay entitlement ends on Monday 8th February 
2021 and you will be receiving half pay from 9th February. 

 

******************************** 
 

 
As a school we totally appreciate and sympathise with what you have been going through, 
however the school is unable to sustain this continued long term sickness. Once the lockdown 
restrictions have been ceased we will expect you to return to work. If this is not achieved within 
an agreed timescale, then the matter will be referred to the next stage i.e a Stage 2 formal 
hearing, where one of the possible outcomes is dismissal. 

 
 
I do recommend that you access the support offered to help you through this difficult time and 
would like to remind you of the details for the Employee Assistance Programme where you can 



access support and assistance, this includes free 24 hours counselling if needed. You can 
contact them on: Freephone (24hours): 0800 243 458 or via email: 
assistance@workplaceoptions.com. 
 
 
Please contact me should you require clarification on the content of this letter.  If you wish to 
provide me with written comments, please do so by Friday 12th February 2021 and I will ensure 
your comments are kept on file. 
 
Yours sincerely 
 
 
Sam Laird  
 
Deputy Headteacher 
 
 
cc: Human Resources 
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