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Absence Policy

What is this policy for?

Shana Keelers School of Dance & Performing Arts cares about the health, wellbeing, and attendance of everyone who works for us. Everyone’s contribution helps towards the company’s success. So, when someone cannot work for any reason, we miss that contribution. This absence policy explains:

· What we expect from managers and contractors when handling absence
· How we will work to reduce levels of absence.

This policy is in line with ACAS guidelines. We welcome any ideas that may help improve it.

Key principles

We do not want anyone to struggle because they are unable to work through illness.

We want to have a happy and healthy workforce.

We will consider any advice given by a doctor on a ‘Statement of Fitness for Work.’

We will consider and apply our best judgement in the continuation of your contract around extenuating circumstances of any absences where you have not been available to provide the services you have been contracted to deliver, providing you have kept open lines of communication with us.

We will give notice to contractors who are unable to provide their contracted services for a prolonged period, which negatively impacts on the ongoing needs of the business.

What you should do if you are too ill to work

If you cannot work, let your manager know as soon as possible, ideally giving at least twelve hours’ notice of your start time. You will need to give them:

· An indication of your illness, and
· A likely return date.

Your manager will check whether there is any information they need to cover your work while you are off. If you fail to arrive for your classes by your start time, we will try to contact you.

If you do not feel you can discuss medical problems with your manager, please speak to someone you feel comfortable with.

Do we keep a record of sick leave?

We keep track of all contracted time off work.





When you need to get a sick note

As a self-employed contractor you are not entitled to any sick pay.  Therefore, a sick note would not be requested or required by us.

What if your doctor says you ‘may be fit for some work’?

If your doctor says you ‘may be fit for work,’ your doctor should provide details of the level of work they think you are able to do.

We will work with that advice and where possible agree ways of helping you get back to your contracted work. For example, we might look at a phased return to work or different duties.

It may be that we cannot provide the support you need, if this is the case, we will discuss this with you further.

What happens when you come back to work?

When you return to work, you will need to have a discussion with your manager so they can: 

· Understand the reason for your absence.
· See what they or the company can do to help.
· Be sure that you are well enough to return to work.
· Agree any adjustments to your working conditions.


What triggers further action?

If your absences disrupt our class timetables and day-to-day operations, we will need to take further action which could lead to termination if you are unable to continue to provide the services you have been contracted to deliver.

Policy review date: April 2027
image1.png




