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Absence of Staff

If a member of staff is ill and unable to attend work, she/he must advise a member of the Senior Leadership Team (SLT) as soon as possible on the first morning of his/her absence and call Mrs Casey in the Office to make her aware of absence.

Should a member of staff be absent for a period of less than 7 days, she/he will be required to complete a Self-Certificate form. This form is available from the office and it is the responsibility of individual staff members to return their Self Certificate form to the Office after completion.

In addition a “Staff Absence” record is completed online detailing the absence. Staff members should advise a member of SLT of his/her intention to return to work. On returning to work staff members must report to SLT.

Staff absence is recorded on Myself/iTrent by Mrs Casey or member of SLT and it is the staff members responsibility to report their return date on Myself/iTrent. All absence with be monitored by the Head Teacher and North Lanarkshire Council.

Authorised Absence

1.  All absences must be authorised by a member of the SLT.

2.  Authorised absences will be granted for hospital and maternity appointments.

3.  As far as possible, GP/Dental appointments should be made out with staff working hours.

Holiday Leave
1. Two weeks’ notice must be given for any holiday requests.
2. A member of SLT should be advised of any holiday requests.
3. Holiday requests must be entered into Mysel/fiTrent and the nursery diary.
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