Staff Sickness and

Absence PO].].CY and At Carly's Angels, normal statutory sick pay
Procedure for Private applies.
Childcare Settings

Carly's Angels recognises and understands that Frequent S!lort-Term SiCk_neSS
employees may be absent from work for a variety Absence with No Underlying
of reasons. This policy ensures appropriate and Health Conditions

consistent advice, assistance, support and action

) Frequent short-term sickness absence
is offered to employees.

covers frequent absences for short periods,
usually less than five days. Absences of this
Please note, this policy does not cover annual nature can be identified and triggered by:

leave, maternity, paternity or adoption leave.

* Three self-certified periods of absence in one

Sickness Absence calendar year.
Reporting Procedure A total of eight working days or more of
. . . self-certified periods of absence in one calendar
Employees reporting an absence due to sickness year

should follow this procedure. Failure to follow o )
this policy could result in disciplinary action. Regular patterns of absence within a period, e.g.

_ regularly taking Mondays or Fridays off.
+ On the first day of absence, staff at Carly's

Angels must contact Carly Taplin on 07360

095112 by 7am. _ _ Absences lasting more than five working days require
The staff member should provide a brief a sick note from a medical professional which should
description of their iliness and expected length  be signed and include the expected dates of absence.

of absence.
*  The employee must contact before 4pm to Long-Term Sickness Absence Due

discuss if they will be able to return to work the to Undeﬂying Health Conditions
next day. Absences lasting five days or more

will require a sick note completed by a medical ~ Long-term sickness absence covers periods and

professional covering the entire period of patterns of sickness due to one or more underlying
absence health conditions. It can be presented in several

ways including a bout of sickness over a long period
Upon the employee’s return to work at Carly or a small number of days off in a regular period.

Angels, they must take part in a ‘return to work
interview’ with management. This meeting will

Managers will use their discretion to decide
how to resolve ongoing occurrences of long-

discuss the reason for the employee's term sickness absences. However, once made
absence, whether any reasonable adjustments  aware of health conditions, managers will hold
need to be made to the role and any future a face-to-face meeting or phone call with the
requirements or expectations. This will be member of staff to discuss the following:

recorded and signed by both parties. + health conditions and potential future absences;

potential reasonable adjustments that may need
to be made to the role to ensure staff welfare;

. . 1
+ whether it may be in the employee's
best interest to see a registered medical
practitioner or occupational health provider.
Disclaimers: This resource is provided for informational and educational purposes only and does not constitute legal advice. If you require legal advice, you should contact a suitably qualified
professional. You should not rely on the material included within this resource and Twinkl does not accept any responsibility if you do. This resource is editable and can be adapted to meet individual

business needs. Twinkl cannot be held responsible for any changes made once a resource has been downloaded. Please be aware that this content may have been edited and therefore may no
longer reflect our values
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Staff Sickness and Absence Policy and Procedure for Private Childcare Settings

At Carly's Angels, absence relating to disability
will be recorded separately from sickness. We will
work within the Framework of Equality Act 2010.

Absence to Care for Dependents

If there were to be an unexpected emergency
involving a dependent of an employee (i.e. someone
who relies on them for care, such as a child,
grandchild, partner, spouse or parent), they can
request a reasonable amount of time off to deal
with the emergency and/or to arrange appropriate
care. This might include incidents such as a
dependent needing unexpected medical attention,
childcare arrangements falling through, etc.

For non-emergency situations, issues that
were known about previously and longer
periods of absence required for ongoing care,
employees will be asked to take annual leave,
parental leave or compassionate leave.

Absence for Medical Appointments

Where possible, medical appointments should be
made outside of normal working hours. If this is
not possible, Carly's Angels requests that they be
made as close to the end or start of the day as
possible, to ensure alternative staffing
arrangements can be made.

Absence for Bereavement

and Compassionate Leave

Employees at Carly's Angels are entitled to unpaid
leave in the event of a serious illness or death of
an immediate family member for a maximum of
Three days, at the discretion of the manager.
Managers will exercise discretion to grant unpaid
bereavements or compassionate leave
concerning other relatives or friends on a
case-by-case basis.

Absence for Antenatal

Appointments

At Carly's, absence relating to pregnancy is
recorded separately. Employees are entitled to
reasonable absences for antenatal care and
appointments. Statutory Maternity Pay will be
applied as appropriate.

Absence for Jury Service

Employees are legally allowed time off for jury
service. Employees should let us know as soon as
possible about planned jury service. Leave will be
granted and it will be unpaid.

 Business
&> Tools

“x
Qualty Standard
Approved J

2/2


https://www.twinkl.co.uk/resources/twinkl-plus/business-tools-twinkl

	Short Text Field 21: Carly's Angels recognises and understands that employees may be absent from work for a variety of reasons. This policy ensures appropriate and consistent advice, assistance, support and action is offered to employees.

Please note, this policy does not cover annual leave, maternity, paternity or adoption leave.
	Short Text Field 22: On the first day of absence, staff at Carly's Angels must contact Carly Taplin on 07360 095112 by 7am.  
The staff member should provide a brief description of their illness and expected length of absence.  
The employee must contact before 4pm to discuss if they will be able to return to work the next day. Absences lasting five days or more will require a sick note completed by a medical professional covering the entire period of absence.
Upon the employee’s return to work at Carly Angels, they must take part in a ‘return to work interview’ with management. This meeting will discuss the reason for the employee's absence, whether any reasonable adjustments need to be made to the role and any future requirements or expectations. This will be recorded and signed by both parties.
	Short Text Field 24: Three self-certified periods of absence in one calendar year.
A total of eight working days or more of self-certified periods of absence in one calendar year.
Regular patterns of absence within a period, e.g. regularly taking Mondays or Fridays off.
	Short Text Field 23: At Carly's Angels, normal statutory sick pay applies.
	Short Text Field 27: Employees are legally allowed time off for jury service. Employees should let us know as soon as possible about planned jury service. Leave will be granted and it will be unpaid.
	Short Text Field 30: Employees at Carly's Angels are entitled to unpaid leave in the event of a serious illness or death of an immediate family member for a maximum of Three days, at the discretion of the manager. Managers will exercise discretion to grant unpaid bereavements or compassionate leave concerning other relatives or friends on a case-by-case basis.

	Short Text Field 31: At Carly's, absence relating to pregnancy is recorded separately. Employees are entitled to reasonable absences for antenatal care and appointments. Statutory Maternity Pay will be applied as appropriate.
	Short Text Field 29: Where possible, medical appointments should be made outside of normal working hours. If this is not possible, Carly's Angels requests that they be made as close to the end or start of the day as possible, to ensure alternative staffing arrangements can be made.
	Short Text Field 28: At Carly's Angels, absence relating to disability will be recorded separately from sickness. We will work within the Framework of Equality Act 2010.


