
 Staff Sickness and Absence Policy
  
 
Policy Statement  

It is the practice of Rackheath Bombers Pre-school to support employees 
who are genuinely sick and unable to come to work. The Pre-school 
recognises the importance of ensuring that employees are supported 
through any periods of absence and their subsequent return to work.  

 

General Points 

• If an employee knowingly gives any false information or makes false statements about their 
sickness it may be treated as misconduct and may result in disciplinary action being taken. In 
proven cases of gross misconduct it could lead to dismissal (e.g. absent on sick leave and 
working elsewhere).  

• Employees will not be entitled to an additional day off if they are sick on a statutory holiday.  

• The Pre-School reserves the right to request a Doctor’s Certificate for periods of absence of 
less than seven days in cases of short-term persistent absence. Where a cost is incurred, this 
will be reimbursed by the Pre-School.  

• Any employee who unreasonably fails to comply with this policy and procedure may have their 
sick pay withheld.  

• Where appropriate, and with the agreement of the employee, the Pre-School may seek a 
medical report from the employee’s GP or Consultant. Written permission will be gained from 
the employee first. Employees have the right under the ‘Access to Medical Reports Act 1988’ 
to see their own medical reports before it is given to the Pre-School and to query the contents 
in it.  

 

Sickness Recording 

• If you are unable to attend work for any reason you must inform the Pre-school Managers; by 
7.30am if you are working a morning session, or by 11.00am if you are working an afternoon 
session.  This contact must be made by the employee, via a telephone call.  In exceptional 
circumstances the absence can be notified by a third party; such as in cases where the 
employee is in hospital. 

• In the event that your absence continues for a number of days or weeks, the employee must 
maintain regular contact with the Manager and to let them know when you will be able to return 
to work.  

• For sickness 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.  

 

Short-Term Persistent Absence  

Your manager will formally review your absence record if in any three month period there are three 
separate periods of absence (whether these are certificated or not), or if there is a recurring 
pattern of absence. If the amount of time being taken off for illness is giving cause for concern, the 
managers will discuss this with employees at the return to work interview.  



If the absences are the consequence of an underlying medical condition then medical advice 
would be sought to identify any reasonable adjustments or support that the Pre-School can 
provide.  

Continued non-attendance may result in disciplinary action being taken if no underlying medical 
condition can be identified. This may be in the form of either verbal, first written or final written 
warning, and could ultimately lead to dismissal. As part of this process employees will be given the 
opportunity to improve their attendance.  

 

Long Term Sickness  

Rackheath Bombers Pre-school will treat as long term sickness, any period of continuous 
absence, due to illness, over a period lasting more than four weeks. Where it is deemed that a 
period of illness is long term, it will inform the employee as such and:  

• Require that the employee keeps in regular contact with the Managers at intervals agreed 
between the Pre-school 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  

Rackheath Bombers Pre-school will ensure the employee is informed in all circumstances of any 
threat to employment.  

 

Vomiting and Diarrhoea 

All staff must refrain from attending work for 48 hours following the last bout of vomiting or 
diarrhoea. A self-certificate must be completed and handed to the Pre-school Manager. 

 

Register of Absence  

As part of our Health and Safety requirements, all absences (including children) will be recorded 
on a register of absence. This is so that we can check if there are any potential outbreaks of a 
particular illness; we may notify all users of the Pre-School accordingly. It is very important that 
you inform your Manager (or the Chairperson in the absence of the Manager) if you have been in 
contact with a carrier of a serious illness, if it is: 

• Contagious 

• Infectious 

• Or likely to cause food poisoning 

 

Return To Work Interviews  

After any absence due to sickness the employee shall attend a return to work interview with the 
Manager and in some circumstances the Chairperson may also be present, in order 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  

A Manager’s return to work interview will be conducted by the Committee Chairperson and/or 
another Committee Member nominated by the Chairperson. 

A record of the interview will be kept on the employees staff file. 

 

Sick Pay 

Employees are entitled to be paid for sick leave between September and July each year as 
follows: 1 weeks contracted hours over 38 weeks. Any absences that do not qualify for SSP will be 
unpaid once this quota has been reached.   

Statutory sick pay will only be granted if a self certification form is fully completed or a Fit to Work 
note is received from a GP. 

There will be no carryover of unclaimed sick pay from one academic year to the next in any 
circumstances. 

 

Medical and Dental Appointments 

We prefer you to make appointments with your doctor, dentist or hospital outside working hours or 
at the beginning or the end of the working day. Where this is not possible, please speak to your 
manager to agree a mutually convenient time and give at least 48 hours notice. You will not be 
paid during any absence from work for doctor, dentist or hospital appointments.  

 

Time off for dependents 

In emergencies, where normal childcare arrangements break down, or where an employee is 
primarily or solely responsible for a child, dependent relative or partner who becomes ill or 
incapable, then an employee can request emergency leave to organise appropriate care.  This 
leave can be taken from their sick pay entitilement of 1 weeks contracted hours over 38 weeks. 
Any additional time off to care for dependants will be unpaid. Such leave requests should be made 
to the Pre-school Manager as soon as a problem is identified.  In the case of the Pre-school 
Manager making such an application this should be made to the Committee Chairperson or other 
Executive Committee member. 

 

Maternity 

Absence relating to pregnancy will be recorded separately from sickness records.  Employees are 
entitled to reasonable time off with pay, to attend ante-natal clinics.  Statutory Maternity Pay will 
apply as appropriate.  Staff should endeavour to make routine appointments outside of work time 
where possible.  Further information please see the Maternity Leave Policy. 

 

Disability 

Absence relating to disability will be recorded separately from sickness records in line with the 
Equality Act 2010. This is to ensure an inclusive and anti-discriminatory approach. 

 

Other Absences  



Any employee called for Jury Service should inform the Pre-School Manager as soon as possible, 
who will inform the Committee. Salary will continue to be paid during any such absence but a 
claim for expenses, including loss of earnings should be made to the Court in all cases.  Any 
expenses awarded by the Court for loss of earnings must be refunded to the pre-school. 

Any application for Compassionate leave should be made to the Pre-school Manager and will be 
considered and agreed by the Committee, on an individual case basis. 

 

 

This policy was adopted at a meeting of Rackheath Bombers Pre-School  

Held on 18 January 2016 

Date to be reviewed January 2017 

 

Signed on behalf of the management committee  

 

............................................................  

Name of signatory: Anne Tandy 

Role of signatory: Chairperson 


