[image: C:\Users\StaffUser\Desktop\Nursery wall.jpg]
Absence of Staff

If a member of staff is ill and unable to attend work, she/he must advise the Head Teacher as soon as possible on the first morning of his/her absence. The head teacher will open an absence record on Itrent via MyTeam.

Should a member of staff be absent for a period of less than 7 days, she/he will be able to self-certify their absence. On their return to work it is the responsibility for the member of staff to end their absence via MySelf, the staff member must report to the head teacher on their return to work.

All staff absence is recorded on iTrent, monitored by the Head Teacher and North Lanarkshire Council. The head teacher follows the absence management procedures set out by North Lanarkshire Council.

Authorised Absence

1.  All absences must be authorised by the Head Teacher.

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

3.  When possible, GP/Dental appointments should be made out with the core hours of 9.00 am 
      And 3.00pm.

4. In the case of an emergency appointment staff should contact the Head Teacher who will             authorise the absence only if staffing ratios allow.

Special Leave
1. The Head Teacher follows the policies set out by North Lanarkshire council and staff should contact the Head Teacher in the first instance.  

All policies are available on mynl.co.uk

Updated and shared with all staff February 2026 by Nicola Ferguson 
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