STAFF ABSENCE POLICY

At Dundry Pre-school we recognise there will be times when staff are absent from work. 
People are absent from work for 3 main reasons.
· They are sick.
· They feel unable to come to work because of family or caring responsibilities.
· They are on authorised leave such as holiday, maternity leave or a training course.
Authorised Absence
Training courses:
Staff training will be agreed in advance and cover for the member of staff attending training will be arranged by the pre-school. In exceptional circumstances, for example, another member of staff being off sick resulting in child : adult ratios not being at the required level, staff may be asked to miss a training course and come into the setting. If this happens that training will be re-arranged for the earliest possible time.
Holidays:
Staff work part-time, term-time only so holidays are required to be taken outside of term time. Any holiday requests within term time will be at the pre-school leaders / Committee Chair’s discretion. This will be unpaid unless time is owed by the setting. Any cover provided by other staff members will go through the correct pay roll procedures, one member of staff will not pay another for cover they have provided.
Maternity Leave:
· Pregnant employees have the right to 52 weeks maternity leave, 26 weeks ordinary maternity leave and 26 weeks additional maternity leave as long as they have told us by the end of the 15th week before the expected week of childbirth:
· That she is pregnant
· The expected week of childbirth (a medical certificate can be asked for)
· The date she intends to start maternity leave. This can be no earlier than the beginning of the 11th week before the expected week of childbirth up to the birth.
· We will write to the employee within 28 days of her notification setting out her return date.
· The employee must give 8 weeks’ notice if she wishes to change the return date.
· 39 weeks of this could be paid if the employee qualifies for Statutory Maternity Pay. 
· We will allow paid reasonable time off for ante-natal checks.
· Employees will be allowed to return to their original job or a suitable alternative.
· Shared parental leave rights will apply for parents who meet the eligibility criteria.
Absence due to Staff Sickness
Dundry pre-school understands that staff get ill and require staff to follow the recognised guidelines on infection control. This requires staff to remain absent from the setting for a certain amount of time following an illness to avoid it’s spread e.g. 48 hours after the last episode of diarrhoea or vomiting.
· Paid sick pay (other than statutory sick pay) will be a maximum of 10 days per school year (beginning September – end August). This will be calculated on a pro rata basis according to the number of days per week the employee works e.g. 5 days = 10 day paid sick leave, 3 days = 6 days paid sick leave. Any additional time taken off sick will be unpaid.
· Employees must phone or email (pre-school leader or administrator and deputy in the case of the pre-school leader) as soon as they know they will not be well enough to work, this must be before 9am. This allows preschool management to put into place any enhanced provision that is required to run safety and accordance with Ofsted regulations. 
· In the event of being off sick for a period of time, the employee must gain regular contact with management either through email or text/phone by 3pm (working hours) Daily plans can be put into place to support the running of the preschool. 
· Employees must continue to keep the pre-school leader (or administrator & deputy in the case of the leader) informed as to when they should be returning to work. 
· In the circumstance where a sick note is provided the employee must gain contact with management before 3pm stating whether they are planning on returning to work or extending their sick leave. This is required on the day that the sick note ends. This enables management to plan ahead appropriately. 
· Employees must provide the preschool with their sick note (either by post, email, in person or via a chosen person to deliver to preschool) at their earliest convenience but must be by the 20th of the month so payroll can be submitted.
· Staff may be eligible for Statutory Sick Pay (SSP) from day one of absence from April 2026. Employers will pay whichever is lower – 80% of the employee’s average weekly earnings (based on the previous 8 weeks pay) or the uprated flat rate of £123.25.
· If an employee is off work for longer than 7 days they should get a Statement of Fitness to Work ‘fit note’ from their GP.
More information on sick pay can be found on the ACAS website and on www.gov.uk.
Absence Due To Dependants
Dundry pre-school recognises that we all have dependants in our lives that will need looking after, often at very short notice. A dependant can be a spouse, partner, child, parent or someone who depends on you for care, e.g. an elderly neighbour.
· Staff have the right to time off during working hours for dependants to deal with unforeseen matters and emergencies. 
· There is no set time as to what is reasonable as it depends on the situation.
· You must let us know as soon as possible and also inform us about how much time you think you’ll need. 
· Dundry pre-school has no legal obligation to pay staff for absence due to dependents but will pay staff for a maximum of 5 days per school year. This will be on  a pro-rata basis according to the number of days per week the employee works e.g. 5 days = 5 paid days off for dependants, 3 days = 3 paid days off for dependants. Any additional time taken off will be unpaid.  
· Employees are required to keep in contact with management daily before 3pm for daily adaptions to be made to met requirements.  

More information on absence for dependants can be found on the ACAS website or at www.gov.uk
Absence Due To Bereavement
Dundry pre-school acknowledges the personal nature of bereavement and grief and is committed to supporting employees in practical and reasonable ways.
Bereavement leave is paid leave that allows an employee time off to deal with their personal distress and related practical arrangements, primarily, but not limited to, when a member of their family dies.
Dundry pre-school acknowledges that bereavement impacts all individuals differently. Not all employees will need to take the full allowance, and some employees will need additional time, depending on their relationship with the person who has died and the circumstances of the death.
· In the event of the death of a spouse, civil partner, partner (including same sex partner) or child (child includes children in respect of who the employee is the adoptive parent and legal guardians and carers) 10 working days paid leave will be granted, on a pro-rata basis according to the number of days worked in a week. 
· In the event of death of a parent or step parent 5 working days paid leave will be granted, on a pro rata basis according to the number of days they work in a week. 
· 1 days paid leave will be granted on the death of an uncle/aunt to facilitate attendance at the funeral.
· 2 days paid leave will be granted for the death of a sibling, mother/father-in-law, grandparents, grandchildren, son/daughter-in-law
· In exceptional circumstances 1 – 3 days paid leave may be granted on the death of someone outside the immediate family. Examples of these situations are when the employee is responsible for funeral arrangements, or has to travel abroad to attend the funeral.
· An employee should notify the pre-school leader (or Deputy / Administrator in the case of the pre-school leader) of their need to take leave as soon as possible.
· The pre-school leader / Chair has the right to exercise discretion in exceptional circumstances.
· Leave days do not have to be taken consecutively.
· In the event of a bereavement an employee can take unpaid leave in addition to their bereavement leave.
· Unpaid leave on compassionate grounds up to a maximum of 2 weeks may be granted after bereavement, except in the event of the death of a child, spouse, civil partner or partner.
· In the event of the death of a child, spouse, civil partner or partner unpaid leave on compassionate grounds up to a maximum of 52 weeks may be granted at pre-school leaders / chair’s discretion.
· Any employee with concerns about the grieving process impacting on their work performance should discuss this in confidence with the pre-school leader or chair. They will ensure that any reasonable adjustments to duties and responsibilities will be discussed and put in place.
· Any employee who is concerned about their ability to conduct their duties safely in the weeks following a bereavement must discuss this with the pre-school leader / chair.
· Dundry pre-school recognises that different cultures respond to death in significantly different ways. The pre-school leader  / chair will check whether the employee’s religion or culture requires them to observe any particular practices or make special arrangements which would necessitate them being off work at a particular time. Employees should not assume that Dundry pre-school is aware of any such requirements and should draw this to the pre-school leaders / chair’s attention as soon as possible. If the pre-school leader / chair is unsure of how to respond to a bereaved employee from a different culture, they should ask the bereaved employee or someone else from their cultural group what is appropriate.
For more information of absence due to bereavement see the ACAS website or www.gov.uk.
Absence Due To Jury Service
Staff will be granted unpaid leave for jury service. Any loss of earnings can be claimed from the court.
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