	          Safeguarding and Welfare Requirement: Staffing



Ofsted helpline number 0300 1231231
Pre-school Landline : Preferred contact method between 8am and 4pm 01268 753061
Office e-mail richmondpreschool@btconnect.com
Maggie’s Mobile(out of hours contact number to try first) 07719701581  

Sarah D 07966 298922

The 3 Pre-school Directors are: Maggie Catmull -Overall Manager (Ofsted Nominated person),  
Sarah Duffy – Setting Manger, Katie Ramsey – Deputy Manager

08.07   LATENESS AND ABSENCE  POLICY 
Aim
Our aim at Richmond Pre-school CIC is to encourage all employees to achieve high standards of conduct and we believe punctuality is a key feature. We aim to provide a fair, effective and consistent method of dealing with persistent lateness and have effective systems in place for dealing with staff absences.
Key principles for the avoidance of doubt
Employees are notified of their daily hours on their contract of employment and changes to these hours are discussed annually at their appraisal. An opportunity to request changes to working hours is given in the summer term (after April), for changes to start in September. 
Employees should be in the work place and ready to start their working day by their notified start time. Unless otherwise agreed with you these are the standard session times :-

Full day  


8:30am to 3:45pm. 

Morning only 


8:30am to 12 noon

Afternoon only 


12:30pm to 3:45pm

Lunch club only 


11:30am to 1pm 
Morning and the lunch club 

8:30am to 1pm

Afternoon and the lunch club 
11:30am to 3:45pm

We can negotiate a 3:30 finish if you need this (but this must be agreed in advance and your wages will be altered accordingly). To enable all of the jobs to be completed we do prefer employees to work to 3:45pm.
By your start time all employees should be in the main pre-school (through the pink doors) preparing for the session ahead. Office staff and supervisors are the exception to this as they may be attending to jobs elsewhere in the building.

Please note if you are here for a full day you are entitled to a lunch break away from the children. We feel that this is important but you shouldn’t commence your break until all of the jobs for the end of the session have been done and everyone on the floor agrees there are no further jobs. Generally, lunch is between 12 and 12:45.
Please ensure the Mickey Mouse room is cleared, cups and plates washed up and put away and you are available in your room to start from 12:50 for Simba and 12:45 for Nemo. Please take the opportunity to use the toilet and other facilities during lunch so that you don’t need to leave the room as soon as you return.

Key Expectations 
Punctuality

In our sector it is imperative that staff to child ratios are maintained and therefore it is of utmost importance that you contact us if you believe you will be arriving late at your earliest possible convenience. This will then give us time to make other arrangements. Please text the Manager in the first instance, then call if you haven’t heard anything after 20 mins. If still no reply please text the Supervisor of the day.
On arrival, please go to the office to let the Manager know you have arrived and then sign yourself in, logging the time you arrived. Staff signing registers are in the front of the children’s registers. Your arrival time and reason for lateness will be recorded in your personnel file.
End of Day
The working day finishes at 3.45pm.  If all jobs have been completed (not just your own) and everyone on floor agrees there are no further jobs that anyone requires assistance with, then a manager may allow an earlier time to leave.
Unplanned Absence

We understand that sometimes things happen that are out of your control and mean that you are unable to come into work. If this is the case please notify us as soon as it becomes clear that you won’t be able to work.  The sooner we know the sooner we can start to arrange cover.
Please see the contact times and numbers at the top of this policy and ensure these numbers have been put into your phone. Between 8am and 4pm we ask that you call the work landline and then after this time firstly text Maggie on her mobile. If you haven’t had a response after 20 mins(leave it longer if texting before 7:30) then phone Maggie on her mobile. If you get no reply from the call then please text the supervisor of the day on their mobile, then call if no response. Please ensure any messages that haven’t been acknowledged are followed up with a call to make sure they have been received.

Holidays

Taking term time holidays disrupts the continuity of care for your key children and therefore we ask that you try to keep all holidays during term time to a minimum. 
· Complete a holiday request slip and pass to the Manager or request this in person
· Ensure that your holiday is recorded on the monthly cover sheet for the month that the holiday falls in.

· Requests should be given at least 2 weeks in advance of your holiday 

· No more than 2 staff members should book the same days off, therefore please check the diary before putting in a holiday request
· The manager will confirm that your holiday booking is acceptable within 1 week of receiving the request

· The manager will seek to find cover for your holiday period

· 1 week prior to your holiday please check to see if cover has been found
Swapping sessions
We are happy for you to swap a session from time to time, but please be aware that your key children are closely matched to the sessions you attend so swapping sessions may mean that your key children miss out on seeing you and the person you swap with. If a swap is essential then please check it with the Manager first, to ensure the correct ratio of qualified staff are maintained. 

Ensure swaps are recorded on the cover sheet for the month.
Wages

Please note that alterations made after 18th of the month(some months this may be earlier) will need to be adjusted in the following month’s pay. Holidays taken are not paid for at the time they are taken as you agree in your contract to have a 12 wages payments a year, including a payment in August when we are closed. Therefore, all of your holiday entitlement is paid in August and is calculated based on your contracted hours for the year.  
Procedures of persistent lateness

If you are persistently late for work then you will be given a Formal verbal warning as detailed in policy 08.06  Disciplinary procedures.

If the situation does not improve the disciplinary procedures will be escalated to a Written Warning and again if problems persist the procedures will escalate through to Final Written Warning and could ultimately end in Dismissal.
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