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	STAFF OBLIGATIONS: ABSENTEEISM & CONFIDENTIALITY



1. STAFF OBLIGATIONS IF ABSENT

1.1 You must attend for work punctually at the specified time(s), and lateness in attending work on more than one occasion in a week or on more than three occasions in a month will render you liable to disciplinary action.

1.2 All unauthorised absences from work, including leaving before normal finishing times, will be treated as unauthorised and will render you liable to disciplinary action unless express permission for the absence has been given.                         

1.3 Absence for any reason must be notified to the Nurse-in-Charge as soon as possible, preferably by telephone on the first day of absence. Night duty staff must notify the Home by 12.00 noon on the day of duty so that replacement coverage can be obtained. It is your responsibility to keep us advised of the circumstances which are preventing you from attending work and also your likely date of return.

1.4 Where the reason for absence is sickness, the following rules will apply:

1.4.1 All periods of absence in excess of three working days must be supported by self certification. In order to qualify for SSP a GP's Medical Certificate must be provided, this should be made available to the administrator at the earliest possible time.

1.4.2 Absence on the grounds of sickness for a period of 24 hours immediately preceding, or following, a public, statutory or annual holiday will be treated as unauthorised unless supported by a GP’s Medical Certificate.
1.4.3 Following a period of certified sick leave a ‘Fit for Work’ certificate must be issued by the staff members GP.
1.5 Excessive periods of absence may lead to a request for a medical examination to determine your continued suitability to perform your contractual duties.

2. STAFF CONFIDENTIALITY OBLIGATIONS

2.1 Both during and after your termination of your employment with us you must not divulge to any outside body any confidential information concerning our business, including any details of residents and their medical records.

2.2 Any information we provide to you is regarded as confidential unless:

· It is freely available to the general public
· It is freely available to members of our profession.
