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Staff Sickness Reporting, and other Unplanned Absence Policy 
This policy applies if you are a member of staff at Docklands Day Nursery and you are taken unwell, or if anything else occurs that means you are unable to come to work. This policy is to enable the managers to organise necessary cover for sick/absent staff, to try to minimise the stress caused to all colleagues by team members being off work due to sickness or unplanned absence.
 If you are unwell or otherwise unable to come to work, please inform the manager’s as follows: 
      ( If you are ill overnight and are unable to come in to work, please call the nursery. If there is no answer leave a brief message on the nursery phone 020 8539 0900 between 7am and 7.30am.
· If you know you will be unwell from symptoms the night before then, please call a member of the management team to let them know. If there is no answer, please leave them a text message. 

· Please also call the nursery at 4pm of the day you are unwell, so that cover can be arranged for the following day making sure that correct ratio is met. 
      ( For information on sick pay and compassionate leave, please refer to your contract. 
Adopted by the Directors: August 2013. This policy is reviewed the same period annually except where there is a change in circumstance. Review Date: 7th August 2023. Next Review Date: 7th August 2024. Reviewed by: Gabriel Ezemah.

NB: From 02/12/2022 all policies are electronically signed off as an e-signature by writing my full name in italics.
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