


Staff Pay, Sick Pay and Benefits Policy

Basic Pay

· The employee’s rate of pay will be dependent on pay scale, which is made up of qualification and experience. Which includes an allowance for holiday pay and meetings time, and will be paid directly into the employee’s bank account monthly in arrears. Salaries are paid on 25th of every month. If 25th falls on a weekend, salaries will be paid on the following Monday. 

· The amount of salary is subject to review each April. 
 
Working Hours

· The Pre- School’s hours of opening are 0845-1530 Monday to Friday term time. 

· The employee is expected to work as per there their individual contracted hours agreed by the employee and employer.

· The employee is expected to attend staff meetings or other relevant meetings out of session time (usually evenings) as agreed with the employee’s line manager/Committee Chair.

· In response to the pre-school needs the employee may be required to work outside these hours and overtime will only be paid in prior agreement with the Committee Chair.

· Willow Bank Pre- School reserves the right to alter the number of hours worked and undertakes to give four weeks’ notice in writing before making any changes.

· Any hours worked in addition to the contracted hours are to be recorded on a timesheet held within Pre-School.

· The employee’s salary will be full payment for the time the employee might need to work to fulfil the responsibilities of the employee’s position.


Holidays/ Statutory Holiday

· Holiday pay is calculated using the following formula: (normal working hours/week x 5.6 x hourly rate). Holiday entitlement is paid for each fiscal year completed or pro rata for incomplete fiscal years. Holiday pay is included within the stated annual salary.

· Holidays cannot be taken in term time unless there are exceptional circumstances. In this case, the employee may ask to take unpaid leave. The request must be made at least one term in advance to the Pre-School Committee. Authorisation will be at the discretion of the Committee.

· Individual holiday days may occasionally be arranged by session-swapping with a colleague, although this is subject to the consent of the Pre- School Manager.

Sickness/ Absenteeism 

· The employee must inform the Pre- School Manager of any sickness or absenteeism at the earliest opportunity, by phoning the Pre- School or other available telephone numbers no later than 7.30am on the morning in question, and each working day thereafter up to a maximum of one week.

· If the employee is unable to attend work for more than 7 consecutive days a Doctors certificate must be obtained.

· A back to work interview will take place between the Pre School Manager and employee when the employee returns to work within 2 days.

· All staff that have been employed by the pre-school for at least one year may be eligible for the Pre School Sick Pay Scheme. This scheme is designed to help those who are off sick for periods longer than a few days and will come into effect on the 4th day of continued sickness. Pay will be at 100% of normal pay and is payable for a maximum of 10 days, in any one year (Sep to Aug).  

· Payments for any other types of leave are at the Pre- School Committee’s discretion. These may include but not be restricted to jury service or compassionate leave.



Willow Bank Pre School Sick Pay

Eligibility:-

Must be an employee of Willow Bank Pre School

Must have been continuously employed by the pre-school for a period of at least one year

Must inform the pre-school manager (or Committee Chair) that you are sick before 7:30 am on the first day of sickness and any subsequent days after

Must have been off work sick for 4 or more days in a row (including non- working days)

A medical certificate is required for all periods of sickness more than 7 days.

Payment:-

Payment is made for days you would normally have worked. It is not paid for the first 3 days you are off, unless you have been paid Sick Pay within the last 8 weeks and are eligible for it again.

Payment is made at 100% of normal earnings for a maximum of 10 days in any one financial year. Any additional sick days after this would be paid at SSP level, up to a total of 28 weeks for the year, provided that eligibility for SSP has been met

Payment is made in the same way as your normal wages (e.g. monthly)

Tax and National Insurance will be deducted.

Exceptions:-

Payment will not be made if you have received the maximum of 10 days sick pay for the year

Payment will not be made if where 4 or more days sickness have happened within 8 weeks of each other

Payment will not be made if you are in receipt of SMP.

Please note 
This scheme does not affect your right to SSP if you are eligible, but SSP will not be paid in ADDITION on any days when you are entitled to payments under Willow Bank Pre School’s Sick Pay Scheme.

Maternity

Absence relating to pregnancy will be recorded separately from sickness records. Employees are entitled to reasonable time-off with pay, to attend antenatal clinics. Statutory Maternity Pay will apply as appropriate. Staff should endeavour to make routine appointments outside of work time where possible.

We request that you notify the Pre-School Manager of your pregnancy as early as possible. Following notification, your manager will confirm full maternity entitlements. This will also enable the manager to make any necessary arrangements for your safety at work during your pregnancy.

Bereavement/Compassionate Leave

You are entitled to take paid compassionate leave in the event of serious illness or death of a member of your immediate family of up to 3 consecutive days in any 12 month period. 

Time off for Dependants

In emergencies where normal childcare arrangements break down or a dependant relative or partner becomes ill or incapable then an employee can request up to 2 days leave. This leave will be unpaid and the request should be made to the Pre-School Manager as soon as the problem is identified.








Staff Annual Reward Scheme

· The committee appreciate all the hard work the staff put into the running of the pre-school, whether this be direct interaction with the children, cost awareness when ordering supplies or embracing changes to working environment or practices and feel it is only fitting that the staff are as much part of the investment and development plans as the building and equipment.  To this end, we are introducing an annual staff reward scheme which will be connected to our stated financial surplus for any given year. The surplus must be greater than £5,000 for any award to be payable. The amount awarded to each staff member will relate to their hours of input and levels of responsibility. The total amount to be shared will be 10% of the financial surplus, i.e. a surplus of £15,000 will result in £1,500 being shared amongst the staff. 

· To be eligible, you must have been employed for the whole of the accounting year and still employed when payment is made, in the following December wages. 

· For the accounting year the surplus will be shared amongst eligible employees and will be shown in the staff’s December wages.

· These additional benefits will continue to be reviewed on an annual basis to ensure that we continue to provide you with a fair package. 



Signed on behalf of the setting by

Chairperson ______Jennifer Fox___Sign _________________

Manager     ____Ketaki Karmarkar__Sign ___[image: ]___
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