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Company No: 10143781

Sickness Policy

Staff sickness

Cre8tive Play @ Sharen Jane’s LTD is committed to improving the health, wellbeing and attendance of its staff and reducing sick leave and unauthorised absence.

 Procedure

Any sickness/absence should be reported to Manager/Leader by 7.00am, by telephoning the Manager or Deputy, giving a clear indication of the nature of the illness/absence and a likely return date. It is the responsibility of the staff member to ensure their absence has been received by the manager-left message or text. Any sickness absence of 7 calendar days requires an employee to complete a 'Self Certificate' available from any Doctor's Surgery or downloadable from www.direct.gov.uk. Sickness absence which exceeds five working days requires an employee to obtain a doctor’s sick note. A phone call to the nursery would be made on the day of absence before 2pm to inform them If you will be returning to work. 

'Fit Note' from GP A 'Return to Work Discussion' with Manager/Leader will take place after each period of sickness/absence of more than 5 working days. This is to establish the reason for and cause of the absence, to consider whether there is anything the manager or organisation can do to help and to confirm that the employee is fit to return to work. The Manager/Leader’s ‘Return to Work Discussion’ should take place with the manager or deputy. A more formal review will be triggered by: frequent short-term absences e.g. three periods of absence in a six-month period; or after any long term absence. Absences of one to five days will be considered as 'short term' absence. Absences of six days or more will be considered as 'long term' absence. If an explanation for absence is not forthcoming or considered to be unsatisfactory, disciplinary procedures will apply. All records relating to staff absence/sickness will be stored confidentially and securely.

Unauthorised Absences

Cases of unauthorised absence will be dealt with under Cre8tive Play’s Disciplinary Procedure. Absence that has not be notified according to the sickness absence reporting procedure above will be treated as unauthorised absence.

 Sick Pay

 Normal statutory sick pay applies. Please refer to your individual contract of employment. Maternity Absence relating to pregnancy will be recorded separately from sickness records. Employees are entitled to reasonable time-off with pay, to attend antenatal clinics. Statutory Maternity Pay will apply as appropriate. Staff should endeavour to make routine appointments outside of work time where possible.

Keeping in Touch during Sickness Absence

If you are absence on sick leave you should expect to be contacted from time to time by the Manager’s or Deputy in order to discuss your wellbeing and expected length of continued absence from work. Such contact is intended to provide reassurance and will be kept to a reasonable minimum.

 Safeguarding and Welfare Requirement: Staff: Child ratios Staffing arrangements must meet the needs of all children and ensure their safety.

 Disability Absence relating to disability will be recorded separately from sickness records. We work within the framework of the 'Equality Act 2010' to ensure an inclusive and anti- discriminatory approach. 

Return to Work Interviews

A Return to work interview will be conducted after each time you are off sick. 

If you have been absent on sick leave for more than 4 days in any rolling three month period. We will arrange for you to have a return to work interview with the Manager’s. A return to work interview enables us to confirm the details of your absence. It also gives you the opportunity to raise any concerns or questions you may have, and to bring any relevant matters to our attention. If your Doctor’s certificate indicates any ways of helping you back to work, these will be discussed.

Returning to Work from Long term Sickness

We are committed to helping staff return to work from long-term sickness absence. As part of our sickness absence meetings procedure ( see below), We will, Where appropriate and possible, support returns to work by-

· Obtaining medical advice

· Making reasonable adjustments to the workplace, working practices or working hours

· Agreeing a return to work programme

Time Off for Dependants In emergencies where normal childcare arrangements break down or where an employee is primarily or solely responsible for a child, dependent or relative who becomes ill or incapable. This leave will be unpaid and the request should be made to the Manager/Leader as soon as a problem is identified.

 Time off for Medical Appointments Where possible, appointments for Doctor, Dentist, Optician, Hospital etc. should be made outside of normal working hours. Bereavement/Compassionate Leave Please refer to individual contract of employment. Annual Leave/Holiday Entitlement Please refer in individual contract of employment. For further guidance on all matters relating to sickness and absence, including your rights as an employee and the relative legislation please refer to guidance found at www.acas.org.uk and/or www.direct.gov.uk. These sites were also used as a point of reference/guidance in the process of creating this document.

Formal Sickness Absences Meeting Procedure-

We may apply this procedure whenever we consider it necessary, including for example if you

· Have been absence due to illness on a number of separate occasions

· Have discussed matters at a return to work interview that require investigation and or

· Have been absence for more than 10 days.

We will give you written notice of the time, date and place of the formal sickness absence meeting. We will put any concerns about your sickness absences and the basis for those concerns in writing or otherwise advise why the meeting is being called. A reasonable opportunity for you to consider this information before a meeting will be provided.

Stage 1- First Sickness absence meeting 

The purpose of a first sickness absence meeting may include-

· Discussing the reasons for your absence.

· Where you are on long- term sick leave, determining how long the absence is likely to last.

· Where you have been absence on a number of occasions, determining the likelihood of further absences.

· Considering whether medical advice is required.

· Consider what, if any, measures might improve your health and/or attendance.

· Agreeing a way forward, action that will be taken and a time scale for review and/ or a further meeting under the sickness absence procedure.

Stage 2-Further sickness absence meeting

Depending on the matter discussed at the first stage of the sickness absence procedure, a further meeting or meetings may be necessary. The purpose of the further meeting may include

· Discussing the reasons for your ongoing absence and impact on the nursery and staff.

· Where you are on long-term leave, discussing how long your absence is likely to last.

· Where you have been absent on a number of occasions, discussing the likelihood of further absences.

· Where you are able to return from long-term sick leave, agreeing a return to work programme.

· Considering your ability to return to/remain in your job in view both of your capabilities and our business needs and any adjustments that can reasonably be made to your job to enable you to do so.

· Agreeing a way forward, action that will be taken and a time scale for review and/or  further meetings. This may depending on steps we have already taken, include warning you that you are at risk of dismissal.

Stage 3- Final Sickness absence meeting

Where you have been warned that you are at risk of dismissal, We may invite you to a meeting under the third stage of the sickness absence procedure. The purposes of the meeting will be;

· To review the meetings that have taken place and matters discussed with you.

· Where you remain on long-term sickness absence, to consider whether there have been any changes since the last meeting under stage two of the procedure, either as regards your possible return to work or opportunities for return.

· To consider any further matters that you wish to raise.

· To consider whether there is a reasonable likelihood of you returning to work or achieving the desired level of attendance in reasonable time.

· To consider the possible termination of your employment.

You may appeal against the outcome of any stage of this procedure. An appeal should be made in writing, stating the full grounds of your appeal, to the management team within 5 days of the date which the decision was sent to you.

 Please also refer to: Disciplinary Policy and Procedure, Employment and Staffing Policy, Grievance Policy and Procedure, Valuing Diversity and Promoting Equality.

This Policy does not form part of your contract of employment and it may be amended at any time.
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