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Sickness and Reporting of Absence

Particular numbers of staff are employed to care for the children (according to the ratios stipulated in The Statutory Framework for the Early Years Foundation Stage, Staff: child ratios) at the nursery. In the event of planned staff absences, our team of supply staff will be booked in advance to cover.

In the case of emergency staff absences, the following procedure will be followed: 
· The supply staff will be called to cover. Names and telephone numbers are available in the office filing cabinet and their DBS will be at hand.
· Re-grouping of children/ activities/ rooms with minimal disruption will also be considered.
· Use of supernumerary staff.
· Use of agency staff. Name and telephone number of recruitment agency available in the office with their DBS number and expiry date are at hand.
· Staff available are asked to work longer hours to cover shifts, if necessary.  Staff may be asked to change work hours. 
· In the event that the Manager at the nursery is absent then the Deputy Manager will cover. In the unlikely case where both are ill, then a senior team leader will cover.

If a staff member is ill or their child becomes ill then they will need to ring the nursery on either the same day or at 7am the next day. They will then need to ring the nursery before 3pm on the same day to let us know if they will be in the next day. This will give the nursery enough time to sort cover out for the next day. 
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