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Context 

Elmsleigh Infant and Nursery School is committed to the welfare of all members of staff.  At 

times, absences are unavoidable either due to ill health or an exceptional family 

circumstance.  

Protocol for ill health 

Every circumstance will be different according to the situation but it is expected that the 

following protocol is implemented as closely as possible. 

1. Contact the Deputy Head Teacher through preferably a telephone call (or a text 

during unsociable hours) at the earliest opportunity that you know you will not be in 

school the following day. It is reasonable to expect that most illnesses would be 

apparent the day/evening before. 

2. If you have sickness and diarrhoea please follow the NHS guidelines of 48 hours 

since the latest bout. Illnesses that require absence from work are the same as the 

expectations that we have of our children.  

3. If you have been absent for one day, please notify the Deputy Head Teacher if you 

think you will be fit enough to return to work by 5.00pm at the very latest if possible. 

4. If you have been ill during the night, please notify the Deputy Head Teacher by 

7.30am at the very latest. 

Protocol for absence due to exceptional circumstances 

Every exceptional circumstance will be considered individually with the greatest of 

sensitivity.  At Elmsleigh Infant School, a member of staff may have the following periods of 

paid leave each academic year as laid down in the Staff Absence Regulations: 

 5 days for bereavement of close relatives 

 5 days for care of dependants 

 1 day for moving house 

 1 day for wedding/civil ceremony 

 1 day for attending graduation of son/daughter or armed forces passing out parade 

 

If an exceptional circumstance is impacting on a member of staff’s welfare, please speak to 

the Deputy Head Teacher who is responsible for monitoring staff attendance, or the Head 

Teacher and discuss and concerns or issues that there may be. Support and guidance will 

be offered and arrangements made as and when needed. 

Staff are also allocated one family ‘event’ each year to support their dependent such as a 

Christmas production or Sports morning.  It is anticipated that the event will not take a 

whole day of absence. On occasions, staff may have adjusted their timetable through a 

one-off request to their line manager. This will have been arranged in a confidential manner 

and remains confidential between the staff involved. 

 



 

Staff cover 

Due to the unique nature of the school we are heavily dependent on our bank of skilled 

Teaching Assistants and can only thrive through a positive team ethos.  This has always been 

a key strength of Elmsleigh.  The SMT continuously evaluate the most effective systems and 

this also includes the management of cover.  

Expectations 

Class teachers will be notified in the first instance if there is going to be a staff absence in 

their classroom. They will be asked if they need cover.  It is expected that class teachers 

carefully consider the day that they have planned and make a decision if they can manage. 

Some classes are overcoming this by sharing Teaching Assistants between year groups so 

that consistency and interventions are sustained. 

If short term or long term cover needs to be arranged, it is at the SMT’s discretion where and 

when Teaching Assistants will be placed as a semi-permanent location throughout the school 

year. This is done as a means of providing consistency for our children, especially our SEN 

cohort.  

If a member of staff is approached by the lead for arranging cover then they are expected to 

be willing to assist in helping to provide the provision. It is not reasonable to refuse unless 

there are extenuating circumstances and these do not include the wishes of the class teacher 

unless they have an exceptional reason, such as the support  for a 1:1 child. If a child who is 

allocated a 1:1 Teaching Assistant is absent, then the Teaching Assistant must notify the 

Deputy Head Teacher to release them for covering if necessary. 

The governors are aware of the pressures on a teacher within the classroom but ask that 

teachers and TA’s work flexibly to address staffing requirements and maintain outstanding 

teaching provision throughout the school.  

 

Signed:  

(Chair of Governors)                                
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