
Building Better Brains Sick & Leave Days Procedure 

Sick Days​
If you need to take days off due to illness or personal circumstances, please ensure you 
follow the below steps: 

1.​ Give as much notice as possible!   
2.​ Call or Text Sian (0432 083 494) and email enquiries@buildingbetterbrains.com.au 

and sian@buildingbetterbrains.com.au. 
3.​ Text all your clients for that day.    
4.​ Ensure you have canceled your clients for the day in Jane (this will also allow you 

to double check that you have sent a text to each client.)  ​
*In an emergency, if needed, the reception desk can assist you with this task.   

Ensure you send an email to the reception desk to provide a hand over for the day: 
enquiries@buildingbetterbrains.com.au 

For example: “I have sent a text to all clients, I have heard back from everyone except 
XYZ.” 

When you are back at work, it is your responsibility to reschedule any appointments. 

 
Planned Leave   
If you are planning to take time off, please ensure you follow the below steps: 

1.​ Request a Leave form from Sian (sian@buildingbetterbrains.com.au). 
2.​ Complete your “Leave form” and provide a copy to Sian for approval. 
3.​ Provide a copy to the reception desk so they can add your N/A dates in Jane.  
4.​ Notify clients with adequate notice about their canceled appointment! Do this both 

verbally and via email.  
5.​ Have a plan in place to reschedule clients.   

●​ If you run GROUPS, please ensure any relevant colleague/s are aware of 
your absence. Discuss a plan together and if they need support/an extra 
person to be a  part of the group while you are away. Be sure to discuss 
this with Sian. 

●​ During the group, give your clients a heads up in the previous session 
about when you will be away and who will be there.  
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