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1 ABSENCE POLICY

Policy Statement


This policy will outline the procedures in place for reporting staff absences. The Nursery recognises the importance of health and wellbeing for the children and staff. We will support staff who are sick and unable to attend work, and provide a clear, fair, and consistent policy for managing short and long erm sickness, whilst recognising that each case must be dealt with on an individual basis.

Health and Social Care Standards My Support, my life 2017, Scottish Government. As part of being registered with the Care Inspectorate, we must comply with this document and illustrate the standards within our nursery.

3.15 My needs are met by the right number of people.

Aims

To support staff to meet their contractual obligations. We strive to support staff through absences and take any measures needed to help staff returning to work. The policy also aims to sett out clear procedures when reporting sickness to allow the setting to continue to meet the needs of the children, and work within the ratios set out by the Care Inspectorate.


Employee Responsibilities Reporting Sickness

· Contact the Manager by telephone at the nursery at 7am. No emails permitted.
· If there are circumstances when contacting the Manager out of hours would be of benefit to the setting and ratios, the Manager can be messaged not after 10pm or before 6am.
· Provide a reason for absence, and if possible, an anticipated length of absence.
· Phone the Manager by 4pm daily during your absence to update the manager on your condition and return to work date.
· Report directly to the Manager on return to work to complete a return-to-work form.
· Inform the Manger if you are suffering from or have been exposed to an illness if it is contagious or infectious.

Sickness Certification Procedure

· The first seven days of sickness are the responsibility of the staff member to inform the Nursery that they will off.
· If sickness will extend beyond 7 days, the employee must produce a doctor’s statement of fitness to work certificate as soon as possible. Further certificates may be required to extend to the whole sickness period.

Return to Work Interview

On returning to work, the employee will attend a return-to-work interview with the Manager to discuss the absence. The discussion will allow for an honest and open conversation about the nature of the absence. This also enables any measures that the Manager needs to put in place for the health and wellbeing of the staff member to be decided upon and implemented. The return-to-work form will be kept in the staff member’s file.

Return To Work

Wherever possible the nursery will make reasonable adjustments to the employee’s job so that they can return to work. To establish the most effective way of doing this, the Manager may seek further medical advice. This could include a phased return to work, or the employee returning to do reduced hours.

Persistent Short - Term Illness

The Manager records and monitors absences from all employees. If the amount of time taken off for illness is causing concern, the Manager will discuss this with the employee during a return-to-work interview.

Continued Absence

If the absence is the consequence of an underlying medical condition, then medical advice should be sought to identify any reasonable adjustments or support that the nursery can provide to decrease absences.

Disciplinary Action

Continued absences may result in disciplinary action being taken if no underlying medical condition can be identified. This may be in the form of a verbal, first written warning, or final written warning, which could ultimately lead to dismissal.

Long term absence

Annie’s Nursery recognises that on occasion employees may be unable to attend work for extended periods of time due to ill health. Therefore, any action taken will be dependant on individual circumstances. Continuous absence for six weeks or more is considered long term. The Manager will arrange to stay in touch with the employee and conduct regular ‘care and concern’ meetings. These meetings will be evidenced, and a copy sent to the employee. The employee may require a person of support to accompany them to these meetings. 

Medical and Dental Appointments

Medical and dental appointments should ideally be made out-with your working hours. If this is not possible, appointments should be made for the beginning or end or end of the working day to lessen the impact to the setting. The nursery requires at least 48 hours’ notice for any appointments. You will be paid for the time you are at your appointment if you provide the Manager with a letter to support this. 

Training

Professional discussions between the staff and Manager at staff meetings.
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