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The Robin Montessori
Sickness and Absence Policy 
Purpose 
This policy ensures clear, fair, and consistent procedures for managing staff sickness and absence, while maintaining safe ratios and high standards of care for children in our setting. 
Scope 
This policy applies to all nursery staff, including full-time, part-time, temporary, and agency workers. 
Reporting Sickness Absence 
· Staff must notify the nursery manager (or deputy) by phone as early as possible, and no later than 6:30 a.m., on the first day of absence. 
· Text messages and emails will not be accepted for reporting sickness. If these methods are used, the day will be considered unauthorised. 
· Staff who are absent due to sickness must call the nursery manager (or deputy) by 1:00 p.m. each day to provide an update on their health status and confirm whether they will be returning to work the following day. This daily update is required even on weekends. 
This addition ensures that the nursery can make necessary arrangements to maintain staffing levels and uphold the quality of care provided to the children. 
Certification 
· 1–7 calendar days: Complete a self-certification form on return. 
· 8+ calendar days: A doctor’s fit note is required. Ongoing absence must be supported by continuous medical certification. 
Sickness and Infectious Diseases 
· Staff must follow exclusion periods for contagious illnesses (e.g., norovirus, flu, conjunctivitis) in line with Public Health England or local authority guidance. 
· The nursery reserves the right to send staff home if symptoms of infectious illness are observed, to protect the health of children and colleagues. 
Sick Pay 
· Statutory Sick Pay (SSP) is provided in accordance with legal entitlements. 
· One paid sick day per year (September to August) 
Return to Work 
· Staff must not return until fully fit to work, especially if recovering from an illness that could pose a risk to children. 
· 1–7 calendar days: Complete a self-certification form on return. 
· 8+ calendar days: A doctor’s fit note is required after 7 days of absence. If necessary, risk assessments and reasonable adjustments will be made to accommodate the staff member. Ongoing absence must be supported by continuous medical certification. 
This ensures that all staff members receive the appropriate support during their recovery while maintaining the necessary standards of care and safety for children and colleagues at the nursery. 
Monitoring Absence 
· The nursery tracks all absence to identify patterns, ensure consistency, and address operational impacts. 
· Frequent short-term absences or patterns of concern may be managed under the capability or disciplinary procedure. 
Medical Appointments 
· Appointments should be arranged outside working hours or nursery holidays. 
Medical Appointments in Emergencies 
In the event of a health emergency requiring immediate medical attention, staff members are encouraged to promptly discuss their situation with the nursery management.  Management will strive to accommodate the needs of staff by providing the necessary time off to attend doctor appointments, even if these appointments fall within working hours. 
This approach ensures that staff can prioritize their health without compromising the quality of care provided to the children. Staff should provide as much notice as possible to allow the nursery to make appropriate arrangements to maintain adequate staffing levels and uphold safety standards. 

Emergency and Contingency Cover 
In situations where staff absence may impact the required staffing ratios, the management will ensure that the nursery maintains adequate staffing levels. This is achieved by arranging cover from the staff bank. This approach guarantees that the nursery upholds high standards of care and safety for the children, even during unforeseen absences. 
· Staff Bank Utilization 
· The nursery maintains a pool of qualified and vetted staff members (staff bank) who can be called upon to provide cover during absences. 
· Management will assess the situation and promptly arrange for a suitable staff member from the bank to fill in, ensuring that staff-to-child ratios are maintained. 
 Abuse of Policy 
· Any suspected misuse of this policy (e.g., dishonesty about illness) may result in disciplinary action. 
Confidentiality 
· All medical information will be treated as confidential.  
Additional Leave Policies 
Maternity Leave 
The nursery is committed to supporting staff during maternity leave in accordance with statutory requirements and workplace policies. 
· Eligibility: All qualifying staff members are entitled to maternity leave and pay as outlined by statutory regulations. 
· Notification: Staff should inform the nursery management of their pregnancy and intended maternity leave start date at least 15 weeks before the due date. 
· Leave Duration: Eligible staff can take up to 52 weeks of maternity leave, which includes 26 weeks of ordinary maternity leave and 26 weeks of additional maternity leave. 
· Pay: Maternity pay will be provided according to statutory entitlements and any enhanced provisions offered by the nursery. 
Disability 
The nursery is committed to ensuring equal opportunities and reasonable accommodations for staff members with disabilities. 
· Reasonable Adjustments: The nursery will consider and implement reasonable adjustments to support staff with disabilities, ensuring they can perform their duties effectively. 
· Confidentiality: All discussions regarding disabilities will be treated with confidentiality and sensitivity. 
· Support and Resources: The nursery will provide access to resources and support networks to assist disabled staff in the workplace. 
Time Off for Dependants 
The nursery recognizes the importance of family and personal responsibilities and provides time off for dependants in emergencies. 
· All staff members are entitled to take up to two days off to deal with emergencies involving dependants. 
· Staff should inform the nursery management as soon as possible if they need to take time off for a dependant emergency. 
· Time off for dependants is unpaid. 
Bereavement Leave/Compassionate leave 
At the management discretion. 
Review 
This policy is reviewed annually or sooner if guidance or legislation changes. 
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