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Staff Illness/Absence Procedure
In the event of a member staff unable to attend work due to illness or any other personal problem the following procedure must be carried out:

1. The absent staff member must call the Pre-School Leader before 7.30am, to give a chance to find another person to cover the session.

2. The Pre-School Leader will try to contact a non working member of staff to cover the absence that day.

3. If no members of staff are available to cover that session, then committee members and / or parent helpers should be approached to cover instead.

4. The Pre-School Leader must assess the number of children on the roll for that day to consider the number of staff required to maintain the ratio between adults and children with particular attention to the number of qualified staff that are available.

5. If there are not enough staff, not enough qualified staff or the Pre-School Leader or Deputy is not available, with no-one qualified to deputise then the Pre-School would have to close for the day.

6. In this instance a notice must be put on the door apologising to parents for the inconvenience and parents/carers will be emailed notifying them of the situation.  Staff available for work would then be able to catch up on paperwork.
7. The absent staff member will update the Pre-School leader on whether they will are well enough to return to work by 3pm, this will ensure the Pre School leader can make arrangements as necessary.  
8. In the event of a long term absence then the Pre-School Leader should discuss the situation with the Committee Chair so that longer term measures can be put into place to ensure the Pre-School is forced to close as rarely as possible.

9. In the event of a serious, long-term staffing problem, the Committee and Pre-School Leader must notify Ofsted of the problem and notify them of the contingency plan to be put into operation.
10. All staff to follow the Covid-19 procedures/guidelines effective from September 2020.
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