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Staff Absence/ Sickness Policy
The following Policy details Hayley’s Little Heroes Policy towards Staff time-keeping, and the rules governing employee absences from work, including sickness, authorised and un-authorised. 
Time-Keeping
* Employees are required to attend punctually for work.
* Employees arriving late for work will have their wages/Salary reduced accodingly at the discretion of the manager/Deputy Manager.
* Employees are not permitted to leave work before their finishing time without permissions from  the manager/ Deputy Manager.
* In the event of an employee requiring time away from nursery during their shifts, without unnecessary delay. 
* Persistent Lateness will be considered to be a breach of contract and will be subject to the appropriate disciplinary procedures.

Absence
* If a member of staff is unable to report for duty for any reason, they are required to notify a member of management BY TELEPHONE before the start of their shift. BEFORE 7.30 AM….STAFF ARE NOT TO PHONE OR MESSAGE HAYLEY DIRECTLY ON HER PERSONAL PHONE. Any staff member who chooses to contact Hayley directly and not follow correct nursery procedure will be subject to disciplinary procedures. 
* It is the responsibility of all employees to keep nursery advised of the circumstances which prevent them from reporting to work, and of the likely duration of their absence. Staff should let nursery management know by 3.30pm on a day they are absent if they are likely to be absent or not the following day. If not sure management will decide that they are to remain off until they are certain of their attendance. 
* If a staff member required to be absent from work for reasons other than sickness, the prior permission must be obtained from Management. This request for cover of absence can be for the following reasons: 
- Dury Duty or court appearences as a witness
- Medical/ Maternity Appointments
- Compassionate Leave for domestic/family reasons, bereavements etc
* All periods of absence will be recorded on a staff leave and absence form and recorded on the individuals Bradford Factor score sheet by management
* Any period of unauthorised absence will be considered as a breach of contract. 

Sickness
* All periods of absence for reasons of sickness in excess of 3 working days must be supported by a GP’s Medical Certificate which must be made available to the nursery at the earliest opportunity. 
* Where periods of absence due to sickness extend beyond 3 days and are likely to be long term, the employee is required to notify the nursery on a weekly basis thereafter (except where the sick note states a long period) and supply consecutive GP certificates to cover the periods of absence. 
* On return to work employees will complete a return to work interview. This is so the nature of
COVID – 19
As everyone is now aware, the government guidelines around covid and its variants has now relaxed somewhat, and people are able to continue working where possible whilst having covid. However, as a responisble childcare provider and as stated in the EYFS guidelines to minimise the spread of infection. Also as providers to vulnerable children and babies and the possibility of having vulnerable adults working with us, Hayley’s Little Heroes have written the following procedure to follow where Covid-19 and its variants are concerned…
· There will be a minimum requirement of 2 days absence should a child or staff member have 2 or more symptoms of Covid-19 or any other variant. 
· Should the adult or child test negative on day 2 then they will be able to return to Hayley’s Little Heroes as normal the following day. 
· Should an adult or child test positive for Covid-19 or any variant, then the minimum exclusion period will be 5 days from the positive test result. If after 5 days the child or adult feels well enough and no longer have a high fever, then they may return to Hayley’s Little Heroes on day 6. 
The health and well bring of our staff and children in paramount, and we must take necessary steps to ensure that we do not put anyone else at unneccessary risk. So the above guidelines must be adhered to at all times. 
Hayley’s Little Heroes reserves the right as a childcare provider for anyone who knowingly disregards the above guidelines and puts our staff and children at risk, to terminate a contract with immediate effect.
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