Safeguarding and Welfare Requirement: Suitable People

Providers must ensure that people looking after children are suitable to fulfil the requirements of their roles.
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Attendance of staff policy

Policy statement

This policy is to manage attendance and turn-over of staff.   To ensure that the setting:

· Has staff who are able to fulfil their roles

· To ensure continuity of care for the children that attend Pre-School.
· To ensure smooth running of the Pre-School.

· To support, monitor and develop staff in the setting.

· To ensure that when staff are absent, they feel valued, and supported to return to work.

· To improve health and well-being within the whole group.

· To reduce absences down to 3 days per year.
Staff are the biggest asset to the Pre-School as a Charity and to the children.  Staff need to have their needs met and feel supported in order to undertake their job well.  

When staff attendance is good this has a positive impact, so staff are able to carry out their work and able to commit to developing the setting.  
The more often the absences of staff happen the bigger the impact on the setting.  The Pre-school use the Bradford factor to monitor staff absences and to support the Management and committee in order to raise concerns with staff, investigate issues and support staff where appropriate.  The Pre-school will also monitor absences on a regular day, staff who are regularly late this would be monitored using the attendance sheets which are kept in the register.  Staff who have medical conditions, disabilities, dependants who are unwell or compassionate leave will be supported to attend as regular as possible. 
The Bradford factor is calculated by using an online tool:  www.bradfordfactorcalculator.com The simple calculation is Total number of absences x total of number of days absent = Bradford score.

If there is increased absenteeism or a pattern of absenteeism, then the Pre-school will start to identify what might be the underlying cause.  If the absenteeism is effecting the work of the absent staff member or the general running of the Pre-school, the Manager will report the incidents of absenteeism to the committee.  The Committee may take action to start disciplinary proceedings.  

Procedures
· If the member of staff requires to be absent.  The staff member should inform the Playgroup Manager and/or deputy by 7.30am.  By telephoning the work telephone and/or their mobile telephone number.
· The member of staff should give a clear reason for absence and when they feel they may be able to return to work.

· The Manager shall telephone the staff member regularly at least once per week during the absence.
· If the staff member is sick less than 7 days, then a self-certification will need to be filled in, this is the responsibility of the staff member.
· If the staff member is sick over 7 days, then the staff member must visit the GP, and get a 'Statement of Fitness for Work'.  The Manager and staff member will meet to discuss any advice that has been given by the GP.  

· After a leave of absence, the Playgroup Manager and staff member shall have a 'Back to work' interview. The staff member shall fill in a back to work form, and this shall be discussed within this meeting.

· If the member of staff has prolonged or long-term sickness, the member of staff will have a rehabilitation process, the member of staff will have regular one to one meetings with the Playgroup Manager, and a offered a buddy in-order to support them.  

· An occupational health advisor is contacted for long-term health problems, or staff on long-term sick rehabilitation.

· For pay conditions related to absences, staff should refer to their contracts.

· If a member of staff is disabled, or becomes disabled then we would make reasonable adjustments to enable the member of staff to continue working.

· Individual health and safety risk assessments are undertaken for staff who have long-term sickness, a disability or pregnant. 

· General health and safety risk assessments are made for the whole setting to ensure all staff are prevented from harm.

· General absenteeism will be recorded and if this affects the running of the Pre-school, then the Committee may take disciplinary action.

· Throughout the year, all leave will be monitored using the Bradford Factor.  The Manager will work out all staff’s scores and follow this line of action:
There are 3 scales called the Bradford Factor heat map.  If the score of absenteeism is between 45 and 100, then the Manager will report to the Committee, who would start disciplinary action, which would include a meeting with the member of staff, and agreed plan of action if there is more absenteeism in the future. 
           If the score is between 100 and 900, the Manager will report this to the Committee.  The Committee would 

take immediate disciplinary action through written warning and/or formal monitoring.

 
If the score is above 900, the Manager would report this to the Committee and the Committee would take 


Action to dismiss the staff member. 
Hours in Lieu

· If a member of staff attends one of the following events outside work hours at the Managers/Chairperson discretion the staff member may be entitled to hours in lieu.

The events are:   Staff meetings, some parent events, some evening fayres, meetings that must be arranged outside staffs contracted hours.

· A member of staff may use their hours in lieu to take time off work to undertake personal events.

· This time off must be booked in advance (at least 2 weeks prior), and cannot be used for sickness, or any adhoc days off.  

· All days off need to be made in writing to the Manager/Chair person.  Consent of time off will be at the discretion of the Manager/Chair Person. 

· Ratios or the health and safety welfare of the children is always paramount when deciding time off in lieu. 
· If a member of staff has had a period of 1 day of absence during a term, then the member of staff will not be able to use their lieu hours in that term.
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