General Welfare Requirement: Suitable people
Providers must ensure that adults looking after children, or having unsupervised access to them are suitable to do so












Employment

Sickness, timekeeping & absence
Policy statement

We have a policy on sickness, timekeeping & absence to ensure the smooth running of our setting.
EYFS key themes and commitments
	A Unique Child
	Positive Relationships
	Enabling Environments
	Learning and Development

	1.3 keeping Safe
	
	3.4 The wider context
	


Procedures

Timekeeping
 You are expected to report for work punctually at the specified times, and you are required to comply strictly with any time recording procedures relating to your work (staff register)

When leaving the setting for ANY reason, even for a temporary absence, you are required to sign out on the staff register, and sign back in upon your return.  This is essential so that we can maintain an accurate record of who is on the premises at any one time.

If you are sick or otherwise unable to report for work you should notify us as soon as possible in accordance with the reporting procedures below.

 If you arrive at work than one hour late without having previously notified us, other arrangements may have been made to cover your duties and at the manager’s discretion, you may be sent off the premises for the remainder of the day without pay.

 Persistent lateness will result in appropriate disciplinary action.

SICKNESS / INABILITY TO ATTEND WORK:

 If you are sick or unable to work for any reason, you must telephone the manager or leader  at the earliest opportunity on the first day of your absence.  This should be done personally wherever possible, and you must give an indication of when you will be returning to work to enable us to at least part plan a re-arrangement of duty rota.

 Where appropriate, a medical certificate must be sent to us at the earliest opportunity.  Upon your return to work you must complete a sickness self certification form.  Sickness absences in excess of seven days will require a Medical Certificate.

If there are continued or persistent spells of absence of 7 days or less we reserve the right to ask for a medical examination from a nominated GP, together with an appropriate Medical Certificate.

Once you have returned to work after a spell of illness that involved food related infections, open wounds or lesions, or sickness / diarrhoea resulting from infectious conditions, we must ensure that the health and welfare of both the children in our care and your fellow staff members is not compromised.  You will therefore need to produce evidence that you are free from infections before re-commencing your care duties.  We reserve the right to exclude employees from certain duties. Or to temporarily re-deploy them as deemed appropriate.  

COMPASSIONATE LEAVE:

We will grant compassionate leave in instances of bereavement or serious illness / accident to a close family member.  Since individuals react differently to these circumstances it is felt inappropriate to set fixed rules.  You should discuss your situation with the manager to agree appropriate time off.

MATERNITY / PATERNITY LEAVE: 

An employee should inform their manager or supervisor as soon as they know that they are pregnant.  This will enable us to explain your entitlements and obligations, and also to review your work duties and the possible hazards involved that may be harmful.

You will need to discuss your planned maternity issues with us.  In particular we will need to know of your expected week of confinement, and your plans for returning to work after the baby is born.  This should be by no later than the third week of the maternity pay period, and your manager or supervisor will advise you on the procedures involved and the forms that will need to be completed.  In all cases, we require formal written notification at least 30 days before absence from work is due to begin.

Any employee requiring paternity leave will receive statutory paternity leave.

PARENTAL LEAVE:

If you are entitled to take parental leave in respect of the current statutory provisions, you should discuss your needs with the manager who will identify your entitlements and look at the proposed leave periods depending on your child’s / children’s particular circumstances, and the operational requirements of the setting.

JURY SERVICE:

When an employee is called upon to serve on a jury he/she must inform their supervisor or manager immediately.  This will enable us to plan duty rotas accordingly.  We will pay the employee at their basic rates of pay for the days spent on jury service, less the amounts allowed by the courts for loss of pay.  The employee will be responsible for claiming back the compensation from the courts.

AUTHORISED ABSENCES:

Authorised absences will include holidays, sickness, and others that are appropriately authorised according to circumstances.  Additionally you may be entitled to take a reasonable amount of time of unpaid time off during working hours to provide help to your dependants.  Should this be necessary you should discuss this with the manager who will agree the amount of time off required.

Employees will be expected to arrange routine medical and dental appointments outside of normal working hours.  Discretionary exceptions may be made for anti natal care and in emergency circumstances.  At the discretion of the manager, this time off will normally be without pay.

UNAUTHORISED ABSENCES:

Authorised absences from the setting are defined above.  Any other absences from the place of work will be treated as unauthorised and will invoke appropriate disciplinary, up to summary dismissal in persistent or extreme cases.  Employees will not be entitled for any pay for any unauthorized absences.

PERSISTANT ABSENCES:

We cannot tolerate persistent absences from work, particularly where these are unauthorised.  We operate an essential care service for children and the reliability of our employees’ is paramount.  Where absences from work are persistent or continuous, we reserve the right to take appropriate action.  Persistent absences for medical reasons will lead to us requesting an independent medical assessment of the individual in order to verify that persons continuing suitability for employment.  Persistent unauthorised absences will be taken as a breach of the contract and lead to summary dismissal.
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