
Legal Support for Academies



“We met with several firms of solicitors to assist us through the conversion process. They tended to 
be your ‘typical lawyers’ and then Lizzie and Emma came in from Wrigleys and it was refreshing 
to listen to people talking common sense and with the experience to back it up.”
Chair of Governors for a South Yorkshire Academy

“It is not just a transaction to Wrigleys; their strenth is in their aftercare.”
Business Manager from a South Yorkshire Academy

Post-conversion 
Legal Support

Tailored  
Training

Fixed Prices
For Conversions

School
Expansion Advice

For further information please visit www.wrigleys.co.uk/education or contact:

Chris Billington
t:  0113 204 5734 
e:  chris.billington@wrigleys.co.uk

Elizabeth Wilson
t:  0113 204 5721 
e:  elizabeth.wilson@wrigleys.co.uk

Wrigleys Solicitors LLP is a Limited Liability 
Partnership registered in England number 
OC318186 and is authorised and regulated 
by the Solicitors Regulation Authority and 
Financial Conduct Authority.

Education Response HELPLINE and Education Response EXTRA  
provides fixed price legal support for schools, academies and colleges.
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Disciplinary & Grievance 
………………………..…………………………………………………………………………………………………………………………. 

 

Format of a disciplinary hearing 
Checklist  

 
………………………..…………………………………………………………………………………………………………………………. 

 
PLEASE NOTE: Use of this template is subject to the HR Response terms & conditions 
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Families 
………………………………………………………………………………………………………………………………………. 

 

Form - Time Off For Dependants  
………………………………………………………………………………………………………………………………………. 

 
PLEASE NOTE: Use of this template is subject to the HR Response terms & conditions 
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TIME OFF FOR DEPENDANTS FORM 
This form is to record information relating to time off taken to deal with family emergencies 
and is to be completed by you on your first day of return to work and signed by [your line 
manager].  

Further details on Time off for dependants and eligibility requirements, can be found in the 
[Time Off For Dependants Policy].  

For further information, you can speak to [NAME / POSITION] 

Please forward completed forms to [NAME / POSITION]. 

 
Details of time off 
Name:  
Date and time of absence:  
Date on which you returned to 
work: 

 

Details of the dependant: Name:  
Relationship with you:  

Have you provided any 
supporting documentation? 

Yes  No  

Please give full details of the nature of the family emergency and include why you had to 
deal with the matter: 
 

 
I declare that the information I have given on this form is true and accurate. I understand 
that it is a serious disciplinary offence to provide false information on this form and 
dishonestly requesting time off for dependants could result in summary dismissal for gross 
misconduct.  
Signed (Employee): 
Dated: 
Signed  (Line Manager): 
Dated: 

This form is to be submitted to [NAME / POSITION] with any  attachments. 
 

Handling Sickness Absences: Managers’ Guide

Flowchart 2: Sickness Review Procedure
Applicable to employees with persistent absences that do not appear to be connected
by a common underlying medical condition.
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Dismissal Meeting held

Dismissal Stage: Dismissal trigger level reached
Employee given 5 working days written notice of meeting

Reviews regularly undertaken

Meeting held

Stage 2: Formal Sickness Review trigger level reached
Employee given 3 working days written notice of meeting

Reviews regularly undertaken

Stage 1: Formal Sickness Review trigger level reached
Employee given 3 working days written notice of meeting

Meeting  held 

Improvements, support, targets, and timescale
for review confirmed

No further action (exceptional circumstances)

Improvements, support, targets, and timescale
for review confirmed

Employee has right to appeal against decision

Termination of Employment with notice or notice
paid in lieu

Improvements, support, targets, and timescale
for review confirmed

No longer in a review period

Stage 2 instigated

No longer in a review period

Stage 3 instigated
Put employee at risk of dismissal

OR

OR

OR

OR

EITHER

EITHER

EITHER

EITHER
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Attendance & Absence 
………………………………………………………………………………………………………………………………………. 

 

Sickness Absence 
Policy 

………………………………………………………………………………………………………………………………………. 
 

PLEASE NOTE: Use of this policy is subject to the HR Response terms & conditions 
 
 

 

 

Handling Sickness Absences: Managers’ Guide

Flowchart 1: General Sickness Absence Procedure
The starting point for all sickness absence of employees.
This flowchart is designed for use with the HR Response Sickness Absence Policy.

Reluctance to
meet or engage
in any absence
procedure?

NO NO NO

Sickness review trigger level* reached?
(Further details in Sickness Review Policy) YES

Follow
SICKNESS REVIEW PROCEDURE
See Flowchart 2

NO

YESYESYES

Follow actions in
RETURN TO WORK INTERVIEW FORM
Consider sending Letter 1 from Sickness
Review Procedure

Absence notification procedure followed by employee?

NO

Potential underlying condition present causing either
1. Frequent short term absences? or 
2. Long term absence extending beyond 2 weeks?

YES

Inadequate
explanation
for absence?

Sickness absence resolved?

Sickness Absence Policy applies
1. Self certification / fit note   2. Return to work interviews

NO

Treat as potential
MISCONDUCT
See Disciplinary Policy

Follow
SICKNESS
REVIEW PROCEDURE
See Flowchart 2

Treat as potential
LONG TERM
SICKNESS ABSENCE
See Flowchart 3
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NO

esponse
EDUCATION

 @WrigleysEd

Legal Support
• Single & multi -academy model conversions
• Chains, federations & umbrella trusts
• PSBP, PFI & BSF
• Church Schools & Free Schools
• SLAs and post-conversion legal support

Tailored Training & Events
• Regular events covering governance, regulatory,  

HR and commercial issues
• Compliance with Academies Handbook

School Expansion Advice
• Collaborations & partnerships
• Trading companies
• Teaching Schools
• Academy mergers
• New schools, federations & ‘all through’

Pricing
• Fixed prices for conversions
• Flexible packages for ongoing Legal Support from
• £80+VAT per month through Education Response 

HELPLINE and Education Response EXTRA

Advised on over 450 Academy projects


