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Staff Sickness & COVID-19 Procedure
It is important to the smooth running of the Pre-School and imperative to staff:child ratios that the following procedures are carried out should a member of staff fall sick.
If you think you will be sick and unable to work on your next working day you must notify the Pre-School Leader immediately so that she/he can cover your hours

To do this you must

· Personally, phone and speak to the Pre-School Leader, unless there are circumstances which will not allow you to do this. In that case you must nominate someone to phone on your behalf.
· Phone the Village Hall landline on 01733 380190, or the Leader’s personal home phone, depending on the time of day.

· If you cannot contact the Leader or Deputy by phone then you can leave a voice message, text message or e-mail but this is only after 2 attempts to call both the Leader and Deputy. 
· If you cannot contact the Leader or Deputy in all the above attempts you must contact the Committee Chairperson.

In the circumstance that you do not fall ill until the morning of a working day, you must contact the Leader or Deputy as above by 7.00am on their personal phone. This is extremely important in order for your hours to be covered.
COVID-19 procedures

If you have any or a combination of the COVID -19 Symptoms (new continuous cough, temperature over 37.8C, loss of taste and/or smell) 

1. Report immediately to the Manager, if unavailable the Deputy by phone and remain at home. 

2. Ring to arrange a test at your earliest convenience.

3. Isolate with your close contacts ie: family house hold until test results are returned. 

4. Once your test results are returned report back to the Manager.
5. If the result is negative, you can return once well for 48 hours. Your close contacts can stop isolation if no symptoms. 

6. If your result is positive you must remain in isolation for the 10 days from the onset of symptoms and your close contacts must remain in isolation for the full 14 days.

The Pre-School Leader will continue to cover your hours until you advise her of the date that you intend to return to work.

On your return, the Leader will request that you complete a statement of sickness form and will conduct a return to work interview with you.

Should you be absent from work for more than 7 days, you will need to obtain a ‘Fit Note’ from your Doctor.
If the Pre-School Leader should fall sick, she/he will inform the Deputy Leader and Chairperson as above.
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