Mariner’s Afterschool Care

Policy No: MAC001

Absence of Manager in Charge Policy

Principle 

At Mariner’s Afterschool Care management is committed to organising the staff, resources and environment to ensure the provision of a high quality of care at all times. 
Policy 

This policy has been introduced to ensure that the appropriate processes are in place to ensure that all absences by the Manager-in-Charge for whatever duration are covered under the agreed deputising arrangements in Mariners afterschool club .
At all times management will ensure that:
· The designated deputy/deputies will reflect the management structure in Mariner’s Afterschool Care and will have appropriate levels of experience and qualifications required to deputise. 
Procedure
· All employees understand their responsibilities and follow absence and sickness notification procedures.
· In the unplanned absence of the Afterschool Manager, the Relief Manager within the facility will deputise in their absence. Appropriate staff cover will be provided to ensure that the Relief Manager can remain supernumerary while fulfilling this position.  The Afterschool Manager must inform the HUBB Board of their non attendance at work before 8.00pm or the previous evening so arrangements can be made for an alternative staff member to be present to ensure ratios are covered.
· Management at Afterschool will ensure that there is a suitably qualified and experienced deputy employed within the setting at all times 
· Management has contingency arrangements in place with relief staff to cover both absences and emergencies, to ensure that ratios are maintained at all times.
· Management will use Health and Social Care Trust guidance on obtaining Fit Person checks for all staff and volunteers .

· Management will keep all records relating to employment of staff and volunteers, in particular those demonstrating that checks have been completed.
· Mariners afterschool club will continue to comply with all policies within the setting and those in a deputising role will be aware of their additional duties, during the absence of the person in charge as reflected in their terms of employment.
NOTE: Management reserves the right to review the duties of the deputy during the absence of the person in charge to ensure all aspects of the setting can remain operational.

Monitoring

This policy will be reviewed annually by the management team to ensure it 

remains fit for purpose.
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