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Tarporley Pre-School
Rear of St. HelensChurch, High Street, Tarporley, Cheshire CW6 0AG
Telephone: 01829 730233 
Staff Sickness and Absence Policy
Policy Statement
It is practice of the setting to support employees who are genuinely sick and unable to come to work. The setting recognises the importance of ensuring that employees are supported through any periods of absence and their sub sequent return to work.
Sickness
· If you are unable to come to work for any reason you must inform the setting by contacting the Pre-School Manager at the earliest time so cover can be arranged
· If your absence continues for several days or weeks, you must maintain regular contact with the setting and to let us know when you will be able to return to work.
· For sickness,an absence of up to seven calendar days you should complete a self-certification form and hand it to the Pre-School Manager who will pass it on to the committee.
· For sickness absence of more than seven days you must provide a medical certificate from your doctor and hand it to the Pre-School Manager who will pass it on to the Committee.
Long Term Sickness
· The setting will treat as long-term sickness any period of extensive absence due to illness over a prolonged period. Where it is deemed that a period illness is long term it will inform the employee as such and:
· Require that the employee keeps in regular contact with the setting at intervals agreed between the setting and the employee
· At no time while the employee is signed off unfit for work shall they carry out any duties concerned with work within the setting
· Where a doctor deems the employee to be available for work but under certain restrictions the Doctors return to work note will stipulate 
· a phased return to work
· altered hours
· amended duties 
· workplace adaptations

· We will ensure the employee is informed in all circumstances of any threat to employment.
· If entitled, SSP will be paid to the employee- any additional payment whilst on long term sickness will be at the Manager and Chairpersons discretion after agreed discussion. The discussions would cover amongst other items, length of service and viability to the setting.
· If a Supervisor is absent from work longer than 6 weeks, then Ofsted must be notified.
Return to Work Interviews
·  After any absence lasting more than 3 days due to sickness the employee shall attend a return-to-work interview with the Manager and Chairperson to:
· ensure the employee’s fitness to return to work
· agree any necessary actions required to facilitate the employee’s return to work 
· ensure the proper certificates have been completed/obtained in respect of the entire period of absence
· discuss any problems that may still exist
Other Absences
Any employee called for Jury Service should inform the Pre-School Manager as soon as possible, who will inform the committee.
This policy was adopted at a meeting of Tarporley Pre-School
Held on                                                    _________________________
Signed on behalf of the management                                                                                          committee                                               ............................................................
Name of signatory     Vickie Riekert
Role of signatory        Chairperson
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