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Our Values 
Supporting staff wellbeing is vital for a healthy team and consistent, quality care. Our approach to illness is guided by: 
· Sustainability – Encouraging recovery and preventing the spread of infection 
· Respect – Protecting each other and the children in our care 
· Authenticity – Clear procedures, honest reporting, and fair expectations 
· Supportive Leadership – Trust-based systems with room for support and follow-up 
· Community – Everyone plays a role in creating a safe and healthy setting 
 
Policy Statement 
This policy ensures that staff illness is managed safely and fairly, minimising the spread of infection while protecting staff welfare. It outlines how absences should be reported, recorded and followed up. 
 
Purpose 
· To keep children and colleagues safe from infection 
· To ensure reliable staffing for continuity of care 
· To uphold statutory health guidance and reporting 
· To promote transparency, accountability and compassion in absence management 
 
Applicability 
· All staff 
· Managers 
· Relief staff and volunteers 
 
Definition: The Bradford Factor 
The Bradford Factor is used to help monitor patterns of unplanned absence. It is calculated using the number and frequency of absences. 
· Over 45 = management should monitor 
· Over 100 = action planning required 
· Over 900 = HR advice may be necessary 
We consider context and wellbeing before acting. 
 
Procedures 1. Reporting Absence 
To ensure ratios and child safety: 
• 	Staff must text the  by 7:00 office mobile by a.m. 
· They must also call the kindergarten at 8:00 a.m. and speak to someone directly 
· If unable to call personally due to medical incapacity, a family member must call on their behalf 
· By 4:00 p.m. staff (or a representative) must call the office to update plans for the next day — even if unsure 
· Messages on Famly or WhatsApp or via email are not acceptable for absence reporting 
 
Exclusion for Illness 
· For sickness and/or diarrhoea, staff must remain off work for 24 hours after the last episode 
· For other infectious conditions, refer to UKHSA guidance 
· See also our COVID-19 Policy for current procedures 
 
During Absence 
· Staff must inform management of the reason for absence and estimated return date 
· The first 3 days may be self-certified 
· SSP is paid from day 4 with a doctor’s note 
· Absence not reported through proper channels is considered unauthorised 
 
Return to Work 
· Staff must complete a Return to Work Form upon return 
· Leadership will review the reason and follow up if needed 
· Bradford scores and overall attendance are reviewed regularly 
 
Concerns or Misuse 
· Falsifying illness to take leave is considered a disciplinary issue 
· Concerns about how sickness has been managed can be raised in writing with leadership 
· Absences may be referred for investigation if patterns or issues arise 
 
Health and Safety Notifications 
· Notifiable diseases must be reported to the local Health Protection Team:   0344 225 3861 
· RIDDOR and Ofsted are notified of serious infectious outbreaks if required 
· See our Infection Control and COVID-19 procedures 
 
Linked Policies 
· Medication 
· Staff Code of Conduct 
· Parent Code of Conduct 
· Sickness Policy (Child) 
· Safeguarding 
· Absence and Attendance Management 
· Disciplinary Policy 
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