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26. Staff absences
Sickness:
Please notify your manager/deputy as soon as you know that you will not be able to attend work, preferably before your shift starts or before 7.45 am so that a replacement can be arranged.  You must contact us via telephone call. You must make sure your line manager and the manager and owner are aware of your sickness.
Please estimate how long you will be absent from work for or telephone before 4pm so that a replacement can be found for the following day.

Play Station will provide you with a self-certificate for the first 7 days of sickness.  After 7 days, a sick note will be required from your doctor.

If an employee has frequent short-term absences, the manager may require employees to attend a meeting on their return to work to discuss with the employee the reasons for the absence. 

For short term absence, the trigger levels are if an employee has had three separate episodes of sickness absence within a twelve-month rolling period.  These episodes may be for one day only or more. 

For long term absence, the trigger level is where the employee has been absent for a period of three consecutive weeks or more.

If trigger levels are hit and the employee does not have a mitigating circumstance or a health condition, then disciplinary procedures will be put in place.  This will consist of a written warning and the need to produce a sick note on future absences or a report from a doctor to confirm “fit for work”.  If these trigger levels are continued, then a further written warning will be put into place.  As a final stage to the procedure and when no agreement can be made to assist in anyway then the final stage will be dismissal.
Compassionate Leave:

You will be entitled to one day paid compassionate leave for the death of a next of kin i.e. Partner/husband mother or father.  Should a member of staff lose a child they will receive 3 weeks paid compassionate leave. In the event of a still born birth (after 24 weeks) statutory maternity rights apply.
Parental Leave:

This is for emergency care involving a next of kin, you will be entitled to up to one week (pro rata) of parental leave to be taken from your holiday entitlement, emergency is classed as last-minute situations.  Parental leave will not trigger the disciplinary procedure.

Sickness and Diahorrea:   
This will be left to the discretion of the staff team member, in the knowledge of what they may have eaten or drank, etc.  In the event of a bug having been contracted 48 hours should pass before attending nursery.  48 hours will be the minimum time that team members will be expected to remain at home following such an incident. 

All other incubation periods for other illnesses can be discussed with your Manager/Deputy or your Doctor.

Furlough

When you are on Furlough you must be available to work.  Furlough will be at the rate set by the Government. Holiday can be taken whilst on Furlough and will be topped up to 80%.  Whilst on Furlough you may be asked to take holiday to assist in proportioning holiday throughout the year this will be made up to 100%.  You can part take in training whilst on furlough.  You must be available where possible to attending meeting such as staff and house meetings whilst on Furlough.

Quarantine

If you choose to go on holiday and then a quarantine order is put in place you will be expected to take this as unpaid leave.

Covid related absences.

If you test positive with covid you will be asked to isolate for 48 hrs.  if you have symptoms, you will be asked to remain at home until symptoms have gone or you have two negative lft.  If you are fully vaccinated you may owe hours, use holiday, or sick allowance.  If you are unvaccinated then it will be ssp.
Holidays

Please confirm holidays with the Manager before putting them on the year planner.  

Ideally no more than 2 weeks’ holiday can be taken at any one time and holiday can only be taken providing the Manager is satisfied that there are appropriate numbers of staff working in the setting during that period. 50% of your holiday must be booked in week blocks.  Only week blocks will be allowed in June/July due to volume of children at the nursery and paperwork/transition volumes during this time it will only be one person allowed holiday per day. One week’s holiday should be reserved for Sick leave, if after the 1st June you still have this week free you may begin to use it as holiday.

Holidays are now on xero and will be confirmed via the app or email.  The minimum period of holiday you can book will be half a day.  If you require an hour or wish to finish early, it will be from time back (toil).  We will have a separate time back sheet for training and additional hours earned and not paid. TOIL can only be used to suit the business needs; this will be at manager’s discretion and any hours pre-booked may need to be cancelled with no notice due to staff sickness or absence.  Staff will be responsible for monitoring holidays/toil and making sure they have adequate available throughout the year and used by the end of year.  Leui days for banks holidays need to be taken within the same month but may not be consecutive to the bank holiday and will be at manager’s discretion.
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