















EMPLOYEE HANDBOOK
 The Willow Tree 
 78 Lake Lock Road
 Stanley
 WF3 4HP
 
 www.thewillowtree-nursery.co.uk 
01924 788061

Tina’s Tots
Butcher Lane
Rothwell
LS26 0DB

www.tinastots.co.uk 
0113 288061











Contents
WELCOME TO OUR TEAM	3
STAFF CODE OF CONDUCT	4
STANDARDS OF DRESS	4
OTHER EMPLOYMENT	5
EQUAL OPPORTUNITIES	5
INDUCTION AND TRAINING	5
TAPESTRY	7
PAY STRUCTURE 2025	7
ROLES & RESPONSIBILITIES	10
ROOM BASICS	14
EACH ROOM MUST HAVE	15
SEVEN FEATURES OF EFFECTIVE PRACTICE	15
THE TEACHING AND LEARNING CYCLE	15
OUR DAILY ROUTINE	16
SAFEGUARDING IS EVERYONES RESPONSIBILITY	17
WHISTLE BLOWING & REPORTING	17
CODES, PASSWORDS & FOBS	17
MAINTAINING ROOM SAFETY	17
CLOSED CIRCUIT TELEVISION	18
KEYHOLDING/ALARM SETTING	18
DATA PROTECTION	18
CHANGES IN PERSONAL DETAILS	18
CONFIDENTIALITY	19
USE OF COMPUTER EQUIPMENT	19
USE OF SOCIAL NETWORKING SITES	19
HEALTH AND SAFETY	19
ABSENCES	20
HOLIDAY BOOKING PROCEDURE	20
APPEAL	21
SSP	21
RETURN TO WORK	21
MATERNITY/PATERNITY/ADOPTION LEAVE AND PAY	21
PARENTAL/SHARED PARENTAL LEAVE	21
PARENTAL BEREAVEMENT LEAVE	21
TIME OFF FOR DEPENDANTS	21
BEREAVEMENT LEAVE	21
SHORTAGE OF WORK	22
DISCIPLINARY PROCEDURES	22
SERIOUS MISCONDUCT	22
RULES COVERING GROSS MISCONDUCT	22
DISCIPLINARY ACTION	22
DISCIPLINARY AUTHORITY	23
APPEAL	23
SHORT SERVICE STAFF	23
GRIEVANCE PROCEDURE	23
RESIGNATION & TERMINATION OF EMPLOYMENT	23
TERMINATING EMPLOYMENT WITHOUT GIVING NOTICE	23
RETURN OF OUR PROPERTY	23
RETURN OF UNIFORM	24
GARDEN LEAVE	24



[bookmark: _Toc386554337][bookmark: _Toc386554453][bookmark: _Toc506890054]











[bookmark: Intro]

[bookmark: _Toc207873491]WELCOME TO OUR TEAM 

We would like to wish you every success during your employment whether you recently joined us or whether you are an existing employee. We hope that your experience of working here will be positive and rewarding.

This Employee Handbook is designed both to introduce you to our organisation and to be of continuing use during your employment and we ask that you carefully study the contents of this Employee Handbook. 

General amendments to the Employee Handbook will be issued from time to time.

Our vision is to help children be their best selves. Providing a supportive environment which engages and excites all children to develop the skills to be a confident, respectful individual. “It’s Good to be Me.”


[bookmark: _Toc207873492]STAFF CODE OF CONDUCT

1. You should behave with respect towards fellow employees; rudeness will not be permitted towards customers or members of the public. Objectionable or insulting behaviour, or bad language will render you liable to disciplinary action.
2. You should use your best endeavours to promote the interests of the business and shall, during normal working hours, devote the whole of your time, attention and abilities to the business and its affairs.
3. Any involvement in activities which could be construed as being in competition with us is not allowed.
4. Because the business demands employees of the highest integrity, we have the right to expect you to maintain these standards outside of working hours. Activities that result in adverse publicity to us, or which cause us to lose faith in your integrity, may give us grounds for your dismissal.
5. You must always remain professional when at work or wearing the company’s uniform, this includes but is not limited to your personal appearance, your behaviour/physical actions and the language of which you use.
6. Personal conversations should be limited whilst at work and always appropriate for the environment and the people within it. 
7. You must be committed to safeguarding and understand your role and responsibilities. Passing all concerns to the DSL and knowing that LADO and Ofsted can be contacted if the managers fail to act on your concerns.
8. You must listen to and support children and their families, ensuring the needs of the child are at the centre of all decisions.
9. You must be aware of confidentiality, keeping in mind, that things are handled in the best interest of the child, and we share on a need-to-know basis only. 
10. Matters of business must not be shared with people who work at other settings.
11. Matters of business must not be discussed or referred to outside of the business, including but not limited to all forms of social media.
12. Do not promise to keep anyone’s secrets, child or adult, and do not ask others to keep yours.
13. Be aware that you are in a position of trust and do not use this to your personal advantage in any way.
14. You must respect each person in connection with the business. Gossiping is forbidden. Hear a concern - report it – DSL.
15. You must always use respectful language and behaviours. You must not use sarcasm, derogatory vocabulary, insensitive language or behaviour, belittling comments or make jokes to separate or distinguish people.
16. You must maintain appropriate professional boundaries with children, colleagues and parents, and abide by the Fundamental British Values.
17. You must verbally explain/ask permission before touching/lifting/moving a child.
18. Relationships of any kind with children, staff or parents or any other person related to the business must be divulged to the manager.
19. You must adhere to all policies and procedures set by the business; therefore, you must read and understand all policies issued.
20. You must follow reasonable directives in line with policies and procedures; these do not need to be issued by a senior colleague or manager. Working as a team, supporting and coaching each other.
21. You are prohibited from social contact including but not limited to, physical and sexual contact, inside and outside of the organisation with children, staff or parents. Any such behaviours/relationships must be divulged to the manager asap. Any person suspecting such relationships, legal or otherwise has a duty of care to inform the manager or managing director, unless such relationship includes such person.
22. You must avoid/minimise time spent alone with children, moving oneself so that you are always in view of another person or CCTV.
23. You are prohibited from the punishment of another in any form and of any description.
24. You must only transport children and/or parents in your own vehicle if in an emergency and have management permission. 
25. You are prohibited from using any personal devices whilst inside the setting, apart from in the designated staff room or office.
26. You are prohibited from using personal devices to take images of children who attend the setting, this includes but is not limited to iPads, tablets, Smart watches, Smart glasses, mobile phones etc.
27. [bookmark: _Hlk197422134]Smart watches and smart glasses are not to be worn in the setting at any time.
28. You must inform the manager of any changes within your personal circumstances or the circumstances of any family members which could affect your ability or suitability to work with children.
29. You are prohibited from using or taking property, products and/or resources of any kind for personal use without permission from the manager and any items brought in must be approved by the manager.
30. You must arrive 5 minutes before your shift starts, for example if you are on the rota to start at 8:00, you must be in the building at 7:55, so you have time to put away your things and be ready to work at 8:00am.
31. All gifts must be reported to the manager. A log will be kept of what is received and from who. Gifts such as alcohol must be stored in the office and removed at the earliest convenience.
32. Alcohol and drugs, other than those prescribed, are banned substances on the premises. All staff are prohibited from the use of such before or during a shift on or off the premises.
33. The EYFS must be adhered to in full by everyone employed by the business.
34. Staff must not leave the room leaving an imbalance to ratio, preparation is key and also the use of the walkie talkies.
35. Staff must use the bathroom within allocated breaks wherever possible.
36. All areas, including escape routes must be clean and clear from causing risk at all times.
37. All staff must have a clear understanding of the day, what learning is to take place and how.
38. You must never be sat doing nothing. 
39. You must always be interacting with children, verbally or otherwise.

[bookmark: _Toc193774396][bookmark: _Toc193774602][bookmark: _Toc207873493]STANDARDS OF DRESS
It is important to present a business-like and professional image through your attire and personal appearance at work. You must present yourself well and in a professional manner. The uniform is as follows:
· Leadership – Office wear, smart with flat shoes and suitable coverage.
· Practitioners and apprentices – Nursery issue jacket/hoodie, nursery issue t-shirt, with black trousers/black shorts (shorts no shorter than mid-thigh), and black shoes/pumps. If cold, a black long-sleeved top can be worn under the t-shirt however nothing should be worn over the uniform.
· Chef – Chef whites, hat, black trousers and black trainers.

DO’s for all:
· Keep hair clean, tied up, smart and out of the way.
· Keep personal hygiene to a high standard.
· Facial hair should look clean and well kept.
· Look professional at all times.
· Keep nails short.
· Keep jewellery to a minimum (wedding rings and stood earrings only).

DON’T’s for all:
· Do not wear leggings, no matter how expensive they remain inappropriate, they are too tight and often too see through.
· Do not have long nails which are likely to catch children. (Cut short and without nail varnish if preparing food).
· Do not wear hoodies over the issued uniform.
· Do not wear big, heeled or backless shoes.
· Do not wear slippers; indoor shoes should be pumps.
· Do not wear smart watches or smart glasses.
· Do not wear necklaces or loop earrings which could become caught.
· Do not wear facial piercings other than simple stood in ears and nose.
· Do not have tattoos on show which are of an inappropriate nature for the environment and those within it.

[bookmark: _Toc207873494]OTHER EMPLOYMENT
You are expected to devote the whole of your time and attention during working hours to our business. If you propose taking up employment with an employer or pursuing separate business interests or any similar venture, you must discuss the proposal with the Manager in order to establish the likely impact of these activities on both you and the Company. You will be asked to give full details of the proposal and consideration will be given to:

1) Working hours
2) Competition, reputation and credibility
3) Conflict of Interest
4) Health, safety and welfare

You will be notified in writing of the Company’s decision. The Company may refuse to consent to your request. If you work without consent this could result in the termination of your employment. *

If you are unhappy with the decision, you may appeal using the Grievance Procedure.

*NB: This does not apply to those on a zero-hour contract who should refer to the following:

If you already have any other employment or are considering any additional employment you must notify us so that we can discuss any implications arising from the current working time legislation.

[bookmark: _Toc193774415][bookmark: _Toc193774621][bookmark: _Toc207873495]EQUAL OPPORTUNITIES
1) We recognise that discrimination is unacceptable and although equality of opportunity has been a long-standing feature of our employment practices and procedure, we have made the decision to adopt a formal equal opportunities policy. Breaches of the policy will lead to disciplinary proceedings and, if appropriate, disciplinary action.

2) The aim of the policy is to ensure no job applicant, employee or worker is discriminated against either directly or indirectly on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation.

3) We will maintain a neutral working environment in which no employee or worker feels under threat or intimidated.

4) The recruitment and selection process are crucially important to any equal opportunities policy. We will endeavour through appropriate training to ensure that employees making selection and recruitment decisions will not discriminate, whether consciously or unconsciously, in making these decisions.

5) Promotion and advancement will be made on merit and all decisions relating to this will be made within the overall framework and principles of this policy.

6) Short listing and interviewing will be carried out by more than one person where possible.

7) Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.

8) We will not disqualify any applicant because he/she is unable to complete an application form unassisted unless personal completion of the form is a valid test of the standard of English required for the safe and effective performance of the job.

[bookmark: _Toc207873496]INDUCTION AND TRAINING
Throughout your employment with us you have open ended access to CPD via our online NoodleNow platform. You will be provided your own unique logon. Your results will automatically be sent to management and logged on your training log. You will need to become familiar with the platform and the courses available. You may access NoodleNow from home at any time however if you are instructed to complete a particular course due to your performance you should be provided time within your working shift to complete it. 

Any training, coaching or supervision requirements identified by you, the employee, these should be raised with the manager at one’s earliest convenience and during monthly supervisions. Peers may also make suggestions for areas for one’s development which should be unpicked with the manager.
Training and development will be monitored through observations, supervision meetings, the child’s voice, colleagues’ assessment and overall performance. Data analysis will be used to summarise learning outcomes for children within your care. This data will highlight areas of need for both your children and you.

One may be placed on a development plan to monitor and develop a particular aspect or aspects of one’s role or responsibilities. Development plans are created with the manager with fair and appropriate deadlines. Expectations will be made clear and reasonable adjustments made, should they be necessary. Failure to comply with such plan will result in disciplinary action and prevent one from progressing through the pay points and could result in the termination of employment.

All mandatory training must be completed within the first 3 months of employment and every year thereafter. Mandatory training will be allocated an average completion time of which these hours will be paid hours. Should an employee have made the setting aware of any learning difficulty or other reason a course could take a person longer additional paid time may be allocated, this is at the managers discretion.
· Tigerlily Paediatric first aid (every third year) – 9 hours
· NoodleNow Basic first aid – 1 hour
· NoodleNow Safeguarding level 2 or above – 2 hours
· Noodle Now Health and Safety – 1.5 hours
· Noodle Now Food hygiene level 2 or 3 – 2 hours
· NoodleNow Child protection – 1.5 hours
· NoodleNow The prevent duty – 1.5 hours
· NoodleNow Safer Sleep – 1 hour
· NoodleNow manual handling for childcare professionals – 1.5 hours
· NoodleNow supporting neurodiversity in early years – 1.5 hours
Management and leaders must also do the following:
· NoodleNow GDPR
· NoodleNow Fire safety officer
· Noodle Now safer recruitment

Other training may be required dependant on role, experience and knowledge. The manager of the setting will allocate the paid hours prior to completion of any course, based on an average time. Initial induction, training, and probation lasts a minimum of 3 months. The basic offer is as follows:

	· Apply for an enhanced DBS certificate, paid for by the business.
· Sign up to the update service, done by the employee at a cost to the employee.
· Participate in an evacuation demonstration.
· Participate in a fire drill.
· Discussion on how, and when to complete a CFC form and who to give it to – Safeguarding policy.
· Discussion on who the LADO is and what we use them for – Safeguarding policy.
· Complete the Tigerlily paediatric first aid course, attendance compulsory. If missed must be booked and paid for by the employee.
· Completed at least the level 2 safeguarding course on Noodle.
· Complete Health and Safety in the workplace training on Noodle.
· Complete Basic first aid recap training on Noodle. 
· Understand one’s role and responsibilities via reading the Staff Handbook, observing colleagues and proactively finding out.
· Demonstration of lifting and handling children.
· Demonstration of feeding and sleeping expectations relevant to the age of the child.
· Demonstration of nappy changing.
· Demonstration on how to complete registers and other formal paperwork (conversation log, existing injury form, CFC form, sleep tracker). 
· Demonstration of promoting healthy, safe environments, hand washing, serving, feeding, caring and sharing.
· Demonstration of how to engage children with open ended questions and using the 5 finger rule.
· Demonstration of the expectations of handovers, providing feedback, showing professional curiosity and ensuring the child is handed to a person with permission to collect.
· Discussion on how to engage parents in their child’s nursery life.
· Demonstration of how to complete care diaries, when to send and what to include. 
· Demonstration of the expectations of how to set up and shut down a room effectively. 
· Demonstration of the expectations on cleaning resources, equipment and furniture.
· Discussion about first aid kits, where are they, what’s is in them, when to report the need for new contents. 
· Demonstration of the daily risk assessment, where to find, how to fill, what to do with them.
· Discussion of the coloured cloths, which to use when and where (blue or yellow for general room use, red for bathroom areas, green for kitchen areas).
· Discussion of the importance of building positive relationships with all children, staff and parents.
· Discussion on rotas, shifts, signing in and out.
· Explanation of the ratios and qualifications required within each room and what to do if these are not correct.
· Explanation of what the numbers of children indoors and outdoors means and where to record.
· Explanation of the who’s here today board, importance of and how to complete or read.
· Importance of keeping up to date with the what’s app group messages for your room and the nursery.
· Provide an up-to-date staff headshot image for the setting and social media as an introduction to parents and children.
· Issued with and time to read the settings safeguarding policy.
· Opportunity to observe conversations with children, parents and colleagues.
· Opportunity to work alongside other qualified practitioners within the setting, observing how the routine is carried out, conversations had, vision worked with.
· Tutorial of planning expectations.
· Explanation of the vision.
· Understand the expectations of the interactions with children.
· Mange time within the working day to meet deadlines set. 
· Positively participate in supervision meetings, support and coaching leads to personal attendance over 95%.
· Explanation of respect, discourse and treating children as equals enabling one to adhere to the staff code of conduct.
· Provided with opportunities to work directly with children in order to build bonds and understand the interests of the children, to enable one’s interactions, intentions and implementation to be effective.
· Opportunities to observe a key worker before becoming a key worker.
· Opportunities to work with the outcomes of the Birth to 5 Matters outcomes in order to discuss in depth their key children, their learning and their next steps.
· Opportunities to view others’ Tapestry observations in order to create quality observations.
· Opportunities to contribute to displays.
· Opportunities to make quality bonds and relationships with children, parents and staff by the way of open days, events etc.
· Opportunities to deepen and broaden one’s own knowledge and understanding through coaching internally, training online and individual specific external training.
· Observe and understand the qualities of good practice through peer observations and working well with other, critically analysing one’s own strengths and areas for development.
· Explanation of the expectations of not only the nursery but the children, parents, community and Ofsted.
· Regular supervisions to check in with you, guide your development and check on safeguarding.
· Deeper knowledge checks will be done to check and monitor staff understanding across all policies and procedures.c




[bookmark: _Toc207873497]TAPESTRY
Tapestry is only to be used whilst you are on duty, you must not access Tapestry from home, share any of its contents or access any of its images. If you are found to have breached this condition, you may face termination of employment on grounds of safeguarding, confidentiality, and staff code of conduct.
Tapestry is the main platform we use to share information with parents and carers. All staff should be allocated key children within their first 3 months. Key people should make every effort to make themselves known to the parents and encourage communications via Tapestry. You must use Tapestry for:
· Signing yourself in and out, on arrival, at lunch and on exit.
· Signing children in and out of the setting at the exact time of arrival and departure.
· Daily communications.
· Care diaries, including nappies, food, sleep, drink, what we have done today.
· Sharing focus learning with parents via observations. 
· Reports for end of year, 2-year-old check etc.
· Learning and development via linking the observations to the areas of the EYFS with range and emerging, developing and secure.
· Gathering information from parents to enable you to provide the right care via the All about me form.
· Record accidents and incidents, getting them signed by parents and getting management to log them on the child’s single central log.
· Tapestry must be an accurate reflection of the child and the child’s day; care diaries must be sent to parents as the child leaves each day.
· Managers use Tapestry for invoicing and allocation of staff.
[bookmark: _Toc207873498]PAY STRUCTURE 2025
Anyone employed after January 2025 must be paid in line with this pay scale. All previously employed staff will not receive a pay cut to bring their pay in line with this structure however will follow it moving forward, which may result in a slower or enhanced pay jump initially. 
National Minimum Pay rates will be adhered to. As of April 2025, this is:	
National Living Wage (21 and over): £12.21, 
18–20-Year-Old Rate: £10.00, 
16–17-Year-Old Rate: £7.55, 
Apprentice Rate: £7.55

All promotions will be in line with this policy. See the pay structure below. Alongside the basic responsibilities of one’s role the pay structure sets out the requirements for progression. National minimum wage will always be adhered to however this may not mean that all pay scales change in line with this. To progress through the pay scale the employee must present evidence to the manager as to how they are meeting the necessary requirements. The manager will then present such evidence to the director if they deem it successful.

	Usual Title
	Threshold
	Pay Point
	Pay scale ph
	Requirements

	Apprentice
	Threshold 1
	A1
	£7.55 - £8.00
	· Pass probation period

	Apprentice
	Threshold 2
	A2
	£8.50 - £10.50
	· Pass probation period
· Successful take on key children, planning and accessing for individual development.
· Participate in one annual business parent partnership event.

	Practitioner
	Threshold 3
	P1
	£10.00 - £11.50
	· Pass probation period
· Successful take on key children, planning and accessing for individual development.
· Participate in one annual business parent partnership event.
· Contribute to the learning environment.
· Attendance above 95%
· Meet all targets set through at least 4 supervisions.

	Practitioner, 1:1, Cleaner
	Threshold 4
	P2
	£10.00 - £12.45
	· Pass probation period
· Successful take on key children, planning and accessing for individual development.
· Participate in two annual business parent partnership events.
· Contribute to the learning environment.
· Attendance above 96%
· Meet all targets set through at least 5 supervisions.
· Show dedication to self-development and learning.
· Adhere to all policies and procedures.
· Contribute to gaining a good business reputation within the local community.

	Practitioner, 1:1, Chef, Cleaner
	Threshold 5
	P3
	£10.00 - £13.50
	· Pass probation period
· Successful take on key children, planning and accessing for individual development.
· Participate in two annual business parent partnership events.
· Contribute to the learning environment.
· Show dedication to self-development and learning.
· Adhere to all policies and procedures.
· Contribute to gaining a good business reputation within the local community.
· Attendance above 96%
· Meet all targets set through at least 6 supervisions.
· Hold consistently high standards of personal practice and communication with others.
· Hold a relevant childcare qualification, 3 or above.
· Provide quality universal practice with some targeted practice.
· Achieve good or outstanding in at least 3 formal observations.

	Assistant Room Leader/Senior
	Threshold 6
	P4
	£11.50 - £14
	· Pass probation period
· Successful take on key children, planning and accessing for individual development.
· Participate in three annual business parent partnership events.
· Contribute to the learning environment.
· Show dedication to self-development and learning.
· Adhere to all policies and procedures.
· Contribute to gaining a good business reputation within the local community.
· Hold a relevant childcare qualification, 3 or above.
· Provide quality universal practice with some targeted practice.
· Achieve good or outstanding in at least 3 formal observations.
· Attendance above 96%
· Meet all targets set through at least 6 supervisions.
· Hold consistently high standards of personal practice and communication with others.
· Provide evidence of child development of those within the entire room.
· Supervise other staff, motivating and demonstrating good practice.

	Room Leader, Admin Manager
	Threshold 7
	M1
	£13.00 – £16.00
	· Pass probation period
· Successful take on key children, planning and accessing for individual development.
· Participate in three annual business parent partnership events.
· Contribute to the learning environment.
· Show dedication to self-development and learning.
· Adhere to all policies and procedures.
· Contribute to gaining a good business reputation within the local community.
· Hold a relevant childcare qualification, 3 or above.
· Provide quality universal practice with some targeted practice.
· Achieve good or outstanding in at least 3 formal observations. 
· Attendance above 96%
· Meet all targets set through at least 6 supervisions.
· Hold consistently high standards of personal practice and communication with others.
· Provide evidence of child development of those within the entire room.
· Supervise other staff, motivating and demonstrating good practice.
· Coach, monitor and motivate the entire team.
· Liaise with the director.
· Manage budget for one’s department.
· Assist in annual policy review’s.

	SENCO, Deputy Manager
	Threshold 8
	M2
	£14 - £17
	· Pass probation period
· Successful take on key children, planning and accessing for individual development.
· Participate in four annual business parent partnership events.
· Contribute to the learning environment.
· Show dedication to self-development and learning.
· Adhere to all policies and procedures.
· Contribute to gaining a good business reputation within the local community.
· Hold a relevant childcare qualification, 3 or above.
· Provide quality universal practice with some targeted practice.
· Achieve good or outstanding in at least 3 formal observations.
· Provide evidence of child development of those within the entire room.
· Attendance above 96%
· Meet all targets set through at least 6 supervisions.
· Hold consistently high standards of personal practice and communication with others.
· Supervise other staff.
· Coach, monitor and motivate the entire team.
· Liaise with the director.
· Manage budget for one’s department.
· Monitor and develop policies and procedures.
· Demonstrate targeted practice to all staff.
· Develop IEP’s and monitor their effectiveness.
· Apply for funding to match the needs of the children.
· Plan and achieve annual awards/develop status.

	Manager
	Threshold 9
	M3
	£14 – £20
	· Pass probation period
· Successful take on key children, planning and accessing for individual development.
· Participate in four annual business parent partnership events.
· Contribute to the learning environment.
· Show dedication to self-development and learning.
· Adhere to all policies and procedures.
· Contribute to gaining a good business reputation within the local community.
· Hold a relevant childcare qualification, 3 or above.
· Provide quality universal practice with some targeted practice.
· Achieve good or outstanding in at least 3 formal observations.
· Provide evidence of child development of those within the entire room.
· Attendance above 96%
· Meet all targets set through at least 6 supervisions.
· Hold consistently high standards of personal practice and communication with others.
· Supervise all staff, ensuring their work productivity is benefitting the business.
· Supervise all staff ensuring their good work life balance and overall well-being.
· Coach, monitor and motivate the entire team.
· Liaise with the director.
· Manage budget for one’s department.
· Monitor and develop policies and procedures.
· Demonstrate targeted practice to all staff.
· Develop IEP’s and monitor their effectiveness.
· Apply for funding to match the needs of the children.
· Plan and achieve annual awards/develop status.
· Recruit quality people who are right for the job whilst remaining within the budget set by the director for staffing, averaged at 50% of turnover.
· Be a DSL for the setting.
· Monitor and develop policies and procedures to ensure all legislations, guidance and requirements are present in policies and evident in practice.
· Track staff understanding of policies and procedures.
· Carry out annual feedback questionnaires for parents and for staff, likes, dislikes etc, analyse and plan for any alterations needed.
· Create and update the annual nursery action plan, identifying areas for improvement based on real life data.
· Share action plan with the director in monthly director meetings.
· Implement strategies to ensure the setting is graded Good or above.
· Hold monthly director meetings to discuss safeguarding, action plan, training needs, recruitment, financials, budgets, complaints, request to pass threshold. 

	Partner
	Threshold 10
	S1
	% 
Buy in
	· Continuous achievement of all of the above for a minimum of 2 years.
· Evidence of going above and beyond for the business.
· Minimum 6 years with the business.



All statements must be achieved to a high standard before progression and promotion can be requested by the manager to the director regarding a member of staff.
Pay should be kept private and confidential.
Bonus’s may be issued based on individual performance.  


[bookmark: _Toc207873499]ROLES & RESPONSIBILITIES


	Manager and Assisting Manager 

	· Ensure the smooth running of the business.
· Key Holder - Open and close the setting.
· Recruit suitable people for each role.
· Monitor staff performance.
· Take action to keep high standards of staff performance.
· Keep parents up to date with important information.
· Review all policies and procedures in line with updates every 6 months, post these on the website and ensure staff read and understand.
· Carry out fire alarm testing weekly – log information.
· Carry out Fire Drills every 3 months, recording concerns and areas for improvement. Send out to staff and log in fire file.
· Carry out emergency light tests every month, log information and inform Christina of any concerns.
· Carry out formal and informal observations providing constructive criticism to result in positive engagement and better outcomes.
· Regularly update the website.
· Ensure all practices meet EYFS requirements.
· Track learning and development.
· Track reports sent and due.
· Make Ofsted notification where required.
· Keep good partnership with local authority.
· Ensure the building and resources meet the needs of the children.
· Keep the staff positive and productive.
· Carry out visits with potential clients.
· Be a DSL within the setting.
· Carry out data analysis every 3 months, identify areas for improvement.
· Provide feedback to room leaders and key works about the data analysis pointing out focus areas and focus children.
· Carry out monthly IT log. Clearing the history once complete. Ensure Christina is aware of any concerns.
· Be on standby to cover within the rooms as a practitioner in emergencies/short staffed or lunch breaks.
· Create, develop and implement the nursery action plan. 
· Send invoices and update when payment is received.
· Create wages information for PAYROL, update with any absences.
· Carry out monthly supervisions with room leader and management.
· Check registers are accurate throughout the day.

	Deputy Manager

	· Keep own knowledge of EYFS, Ofsted, government guidance, HR up to date to inform policies, procedures and practice.  
· Create and check rotas to ensure ratios incl DBS, qualification.
· Print planning weekly checking each staff member has handed it in. Send email reminder if not received and log late submission on individual staff log.
· Create, develop and implement the nursery action plan. 
· Ensure the smooth running of the business.
· Key Holder - Open and close the setting.
· Ensure the building and resources meet the needs of the children.
· Keep the staff positive and productive.
· Carry out visits with potential clients.
· Be a DSL within the setting.
· Carry out monthly supervisions with practitioners and chef.
· View and approve all observations on Tapestry each day.
· View and approve care diaries on Tapestry each day.
· Ensure two-year reviews have been completed, checked, signed and handed to parents. 
· Organise 3 monthly peer observations, ensure these are carried out and correct paperwork completed, and findings fed back to manager.

	SENDCO

	· Work with parents, children and staff to ensure universal practice is inclusive.
· Coach, train and monitor staff development in targeted support.
· Introduce and train staff on the use of visual aids to support communication.
· Support and train staff in intensive interactions.
· Develop RA’s for all children with SEND.
· Develop my support plans, IBP’s and ISP’s where needed.
· Make all necessary referrals when needed.
· Support parents in gaining support, through local offer, DLA, EHCP’s etc.
· Develop environments to cater for individual need.
· Contribute to displays.
· Contribute to developing the business, its reputation and its place within the community.
· Ensure neurodiversity’s are represented within the nursery vision and delivered within daily practices.

	Admin Manager

	· Answer emails all day every day and log info provided.
· Answer calls all day every day and log info provided
· Create, send and display newsletters once a month.
· Keep monthly rota up to date with absences and lateness.
· Monitor and allocate staff holidays with the needs of the business coming first.
· Update Staff Log with lateness, absence, medication, conversations, safeguarding, meetings, concerns etc.
· Update Children’s Log lateness, absence, medication, conversations, safeguarding, meetings, concerns etc.
· Update Staff Overview each time there is a new starter, filing the paperwork.
· Ensure all documents are present and correct in their individual staff file.
· Sign all documents received to state they have been read and any information logged.
· Organise Fairs/Fundraisers every quarter.
· Take messages for Christina, emailing or providing written notes.
· Ensure new starter checklists (Children and Staff) are completed prior starting/first weeks.
· Carry out large equipment Risk Assessment every month. Keep the manager informed of any concerns.
· Monitor room risk assessments by checking daily RA and by carrying out a review to ensure information is reaching Christina.
· Empty the post box daily and post any letters required.
· Monitor completion of monthly staff learning, email reminder to staff if incomplete and log late completion on individual staff log.
· Order items from Ward Hygiene when required.
· Assist in ordering/collection of weekly food.
· Track resources and consumables required, informing Christina when needed.
· Log the monthly numbers for milk on nursery milk.
· Order ink for the printer when required.
· Keep Christina up to date on logs in the diary.
· Update all medical and allergy notices, displaying them within the rooms and making staff aware.
· Carry out first aid box checks every 6 months.
· Keep onto of filing.
· Book annual tests and servicing: PAC testing, hydrant service, fire report, fire alarm service, intruder alarm service, boiler service, gas service, emergency light service, electric mains service.
· Book pest control when and if needed.
· Organise waste collection.



	Room Leader - Key Responsibilities

	· Ensure all children are safe, happy, included and secure, reporting any concerns, requirements or adjustments needed to the manager.
· Ensure your staff are knowledgeable and fully able to carry out their role, reporting any concerns, requirements or adjustments needed to the manager.
· Accept observations after checking they are accurate and true reflection of learning shown via Tapestry.
· Review care diaries before they are sent to parents.
· Ensure the risk assessment has been carried out each day before opening, any concerns reported in a timely manner and signed by the individual carrying out the assessment.
· Ensure ‘whose here today’ board is up to date with; the activities for the day, the focus groups, nappy changing, cleaning rota, scheduled dinners and you are happy ratio meet legal requirements.
· Ensure that all staff have had their allocated time for PPA, understand how to use PPA and submit assessments, observations and planning on meet deadlines set within the room.
· File previous weeks planning, checking this has been annotated by staff and provide feedback if needed.
· Replace previous weeks planning with upcoming weeks planning, check activities are age appropriate, provide a high standard of learning and link to the interests of the children, provide feedback to staff to ensure planning meets the needs of the children.
· Ensure all conversations between staff and parents are professional have been handed over to deputy manager to log, update manager on any information needed.
· Report any accident and Illness’s onto Tapestry and verbally inform admin manager for logging.
· Ensure staff are engaged on task and showing a positive attitude throughout the day; being a positive role model dedicated to the care of every child, modelling respect and interest in all.
· Ensure set up and close of room is done appropriately each day, following the shut down and set up plan.
· Monitor staff development, identifying and promoting strengths and putting plans in place to support next steps/ liaising with manager to create staff development plan
· Deliver difficult conversations to staff and parents and ensure these are recorded.
· Liaise with SENCO on updates, current steps and progress.
· Ensure all practitioners are using visuals including visual timetable, visual cue cards, objects of reference etc.
· Liaise with 1:1 support staff on updates, current steps and progress.
· Carry out weekly Ofsted questions/ safeguarding questions and questions of the week to keep staff knowledge up to date.
· Ensure all cause for concerns form are completed and delivered confidentially and in a timely manner to the DSO.
· Ensure staff communication board is up to date including key worker’s, planning, routine, topic set up, activity overview, observation overview and curriculum.
· Ensure parents are happy and knowledgeable about their child, their day, their development and any additional information is passed on.
· Ensure the learning environment, indoor and out is suitable, stimulating, and purposeful.
· Ensure relevant cleaning is taking place including toys, surfaces, chairs, sleep aids/room and a regular deep clean 
· Ensure all children are recorded as arrived within the room and the numbers are kept updated according to children inside, outside or leaving the building.
· Ensure the planning overview is completed using the terms what went well and even better if.
· Liaise with transition leader on transitions and ensure the paperwork is completed correctly according to the policy.
· Ensure parents information board is up to date with current routine, what’s on that month, any events and what the current focus of learning is.
· Ensure children’s interests sheet is up to date, being used by key workers and interests are being incorporated into planning.
· Hold meeting with new parents to complete All About Me form and answer any questions needed.
· Ensure all children have the relevant equipment for the day: water bottle, slippers, dummy and box, shoes, wetsuit, hat, sun cream etc

	Assistant Room Leader – Key Responsibilities

	· Ensure daily care diaries are complete, correct and sent out on time in the absence of the room leader
· Check the comment section on tapestry throughout the day and report to room leader if needed, report to deputy manager to log
· Check observation overview Wednesday am, prompt and support staff to complete observations or focus on areas of need
· Ensure overview board is correct and complete with daily activities, focus groups, nappy change, cleaning rota and staff dinners in the absence of the room leader.
· Ensure new starters and transition children have completed All About Me forms, correct age range tracker, and a divider. Provide these to assigned key workers
· Check display’s monthly to ensure they are updated regular and relevant, provide staff with motivation and support. Subject coordinator review sheets to be completed by staff on their area of learning
· Ensure set up and close of room is done appropriately each day in absence of room leader
· Organise and deliver upcoming events, days and celebrations. Liaise with room leader and manager
· Complete monthly newsletter and liaise with room leader and manager
· Carry out weekly safeguarding questions/ Ofsted questions/ First aid questions to keep staff knowledge up to date
· Ensure cause for concerns are correctly addressed and passed on to the appropriate person in the line of communication
· Ensure children have the correct labels for peg, nappy, bedding, bottle and these are clean and usable
· Ensure staff communication board is up to date with key workers, observation overview, activity overview, children’s interests, curriculum, fortnightly set up and focus groups
· Ensure parents are happy and knowledgeable about their child, their day, their development, and any additional information is passed on
· Ensure the learning environment indoor and out is suitable, stimulating and purposeful
· Ensure staff are engaged on task, and showing a positive attitude throughout the day being a positive role model dedicated to the care of every child
· Ensure staff are using their time appropriately, carrying out cleaning tasks, care of children and teaching and learning where appropriate
· Assist the room leader with any tasks or delegation of responsibilities required
· Ensure staff are updating the curriculum, activity overview and observation overview sheets
· Ensure all children are receiving observations daily



	Practitioner - Key Responsibilities

	· To be aware of every child’s “normal” and identify any changes in their mood, appearance, attitude, language etc
· To make the DSO aware of any concerns via CFC form.
· To build relationships with children, parents and staff, understand their needs, likes, dislike and create a professional working partnership where everyone feels supported, respected and want to be part of the setting.
· Create an environment which is welcoming, calm, friendly and interesting, assess through RA and room reviews, parent and child feedback.
· Plan, deliver and assess around the child’s interests and needs, making links to the settings curriculum and birth to 5 matters outcomes.
· Keep open, professional communication to ensure those needing to know are fully in the loop.
· Be a positive role model, providing children with choices and celebrating them as an individual with their own rights and agency.
· Demonstrate good communication through language, actions, body language, text and imagery.
· Be a positive advocate for the early years and the setting.
· Keep a clean, hygienic environment, demonstrating good hygiene routines to children and colleagues.
· Track individual progress to enable you to speak confidently about the whole child, verbally and written.
· Hold parents’ evenings with written evidence.
· Participate in fundraising events.
· Excite children in age appropriate/ability appropriate experiences to build on their understanding of the world around them.
· Keep one’s knowledge up to date by completing regular Noodle Now courses, reading the LSCP newsletters, government guidance, EYFS, Ofsted announcements etc.
· Carry out intimate care duties.
· Assist with hand over hand feeding where needed and safe sleep routines.
· Feedback all the events of the child’s day with sensitivity and care. Do not refer to other children by name during any conversations.

	Chef – Key Responsibilities

	· Create healthy balanced meals which children enjoy.
· Adhere to food hygiene, health and safety and government guidance when running the kitchen.
· Prepare, cook and present food which children can, with support, self-serve.
· Complete cleaning procedures with kitchen and storage areas.
· Order ingredients online.
·  Keep fridge and freezer temperature records.
· Keep an allergens folder which stipulates all allergens within each meal.
· Be on hand to assist in the dining room over lunch time.
· Clean down the dining room, tables, chairs and floor after each meal.
· Gather any used crockery or cutlery from around the nursery.
· Distribute and collect milk from each room.
· Assist with keeping the room kitchens clean and hygienic. 



[bookmark: _Toc207873500]ROOM BASICS
Be prepared, or prepare to fail!
Think ahead… what will my key children need and want?

•	Ensure you know at all times, which children are present and the number in total.
•	Carry out regular name checks and head counts. Every time you move location -count.
•	Position yourself so that you have your back to the wall and can see the room and all its children.
•	Visually check a room before leaving, are all children safe and accounted for? Do other know where you are going? Communication is key.
•	Do not leave nappy sacks in reach of children.
•	Keep dummies clean, and stored in the child’s individual named box when not in use.
•	Lock all chemicals away, do not leave on surface.
•	Keep a clear clean work surface.
•	Bathroom essentials: toilet roll, paper towels cut in half, hand wash. (These must be present at all times!)
•	Refrain from using staples. Remove all used when no longer in use.
•	Staff must use a lidded vestal to drink from, no cans or bottle of pop.
•	Staff are only permitted to eat healthy snacks in front of the children, no chocolate, sweets etc.
•	Do not let anyone else into the building. Each person must use their own code.
•	Wipe noses with individual tissues/toilet roll and discard correctly. Toilet roll must be present in rooms at all times.
•	Wash children’s hands and faces before and after eating.
•	Think quick, act quick, this is a fast passed job, there is no time for dragging your feet. Communicating with your team will help spread the workload.
•	Water bottles should be available at all times, labelled with the child’s name.
•	Milk should be made available at breakfast, snack, lunch, snack and dinner, should the child wish to drink it.
•	No child should be crying, check: 
Are they hurt/ill? Are they hungry or thirsty? Are they soiled or need the toilet? Are they tired? 
If no, comfort and distract.
•	Staff should be talking to children at all times, give a running commentary if needed. Your voice is your best tool, ensure it is working well at all times. No personal chat between staff unless in the staff room or office.

Opening Jobs – Before 7:30am
•	Collect your iPad from the office.
•	Check your register, how many are you expecting?
•	Check your staff, are your ratios correct?
•	Carry out the room risk assessment, reporting any safety concerns to the manager.
•	Prepare nappy baskets for those in today.
•	Prepare water bottles for those in today.
•	Prepare breakfast and milk for those in this morning.
•	Prepare face clothes for after breakfast.
•	Set up the room ready for the children.
•	Prepare the resources for the first activity.

Closing Jobs – After 5pm
•	Empty all bins – take to bin when leaving so you do not need to leave ratio.
•	Reline the bins.
•	Wipe all surfaces.
•	Put away all toys and set up for the next day.
•	Sweep floor and whenever possible wash floor.
•	Close and lock all windows and doors.
•	Clean kitchen area to leave surface clear and clean (complete any left washing up etc).
•	Send home all belongings.
•	Dummies handed over (in dummy box).

WASTAGE
We maintain a policy of "minimum waste" which is essential to the cost-effective and efficient running of our organisation. 
· Children are encouraged to self-serve however adult supervision is require allowing children to understand what a portion looks like.
· Resources should be used correctly to prevent unnecessary wastage. 
· Electricity should also not be wasted, turning lights off when rooms are not in use is vital. 




[bookmark: _Toc207873501]EACH ROOM MUST HAVE
· All 7 areas represented and labelled both inside and outside.
· Quite relaxation space with books and cushions.
· Sand and Water readily available.
· Paint and/or mark making facilities readily available.
· Displaying recent work created by the children.
· Evidence of what learning is taking place this week, including planning which is based on the needs of the children (trackers).
· In/out register clearly displaying who is here today and the total number.
· Visual of each child, their age and their needs, including milk times and amounts, sleep, allergies/preferences and need to know etc.
· Visual timetable, now and next.
· Class mascot – animal of the room teddy which should be sent home with children weekly.
· Key language you want children to learn and use, including key words in other languages used by those in the room.
· Visual prompts & Question starters for staff.
· 5 finger rule display, 4 comments before 1 question.
· Expected behaviours/class rules created with the child.
· Cleaning rota in use, and risk assessment in use.
· First aid kit, stocked and checked by Amanda (please let her know if it is running low before the 6 month check).
· Water available at all times – individual bottles labelled clearly with child’s name/image
· Blank forms: Room risk assessment, CFC forms, existing injury forms.
· Charged iPad, white noise machine and any other devices/appliances needed.

Characteristics of Effect Learning
· Playing and exploring – children investigate and experience things, and ‘have a go’.
· Active learning – Children concentrate and keep on trying if they encounter difficulties and enjoy achievements.
· Creating and thinking critically – Children have and develop their own ideas, make links between ideas, and develop strategies for doing things.
We following the Birth to 5 Matters as the base of our pedagogical approach, creating a curriculum which is relevant to our children in our community and delivered in a way our children will enjoy. Our methodology includes adult planned tasks/activities/invitations to play which focus on any gaps in learning and next steps alongside in the moment play. 
[bookmark: _Toc207873502]SEVEN FEATURES OF EFFECTIVE PRACTICE
1. The best for every child.
2. High-quality care.
3. The curriculum: what we want children to learn.
4. Pedagogy: helping children to learn.
5. Assessment: checking what children have learnt.
6. Self-regulation and executive function
7. Partnership with parents.
THE TEACHING AND LEARNING CYCLEYou must know your children for your efforts to be affective.
Intent
Implementation
Think carefully about what the child needs to learn and then match an activity to it, not the other way around!
Draw upon your understanding of child development to plan how you will teach the required skill. Use the Birth – 5 Matters document to help.
Impact
What does the child know/can do? Did they learn what you wanted them to? What is next?
With quality, purposeful interactions you should be able to meet the child’s needs, developmentally, physically and emotionally.
Using the plan, do, review system alongside the trackers, allows for all practitioners to plan for the gaps in learning to ensure all activities and invitations to play are purposeful and lead to individual development.




[bookmark: _Toc207873504]OUR DAILY ROUTINE
	Time
	Event
	Curriculum links

	7:30am
	Breakfast &
Free Exploration
	PSED

	Nappy Checks 
(These must be recorded on Tapestry and also the board, even if dry)

	8:30am
	Co play with key person
	C&L, Exp Arts

	9am
	Circle Time:
One song with physical actions
Visual timetable discussion
	PSED

	9:15
	Morning Activity: Sensory exploration and tuff tray
	All 7 areas

	9:30
	Free exploration /
Outside Play
	PD

	10am
	Snack
Choosing and selecting
	PSED & PD

	Nappy Checks

	10:15 am
	Free exploration and co play with key person
	C&L

	10:45am
	Mid-Morning Activity: Focus group & My Development
	All 7 areas

	10:30am
	Outdoor play
	PD & Understand World

	11:45am
	Prep for lunch, wash hands, line up, move to dining area
	PSED

	12pm
	Lunch
(Wash hands and face before and after eating)
	PSED

	Nappy Check

	12:30pm
	Afternoon nap if applicable: Short story, Bedtime song
Story time & free exploration
	Literacy

	2pm
	Snack
	PSED

	Nappy Check

	2:30pm
	Afternoon Activity: Links to the curriculum
	All 7 areas

	2:45pm
	Outdoor Play
	PD

	3:30om
	Prep for dinner, wash hands, line up and move to dining area
	PSED

	3:45pm
	Dinner
	PSED

	Nappy Check

	4:10pm
	Story Time
	Literacy

	4:15pm
	Free exploration and co play with key person
	All 7 areas



Using this timetable each and every day allows for continuous routine in all of our rooms. This assists children to become settled easily when starting with us or moving between rooms. All staff are responsible for ensuring the routine is followed every day without fail. All staff must be prepared for the day and understand what their key children will gain from the day’s experiences. As you move through the schedule you must ensure everything is quickly put away/tidied and made safe ready for the next part. 
Note: there is no time for laying around, chatting or fixing your hair. You are on duty and have a job to do!
Remember…you are an educator, not a babysitter.



[bookmark: _Toc207873505]SAFEGUARDING IS EVERYONES RESPONSIBILITY
If it doesn’t sit right with you report it straight away to the settings DSL. Everyone should be of the mindset that it could happen here. Refer to the safeguarding policy for detailed information.
All staff or person working for the business must declare their suitability to work with children and ensure the manager is aware of any changes that may affect their suitability, including medication, health, social worker involvement, police involvement, violation of the law.
All staff have the responsibility to safeguarding children and protecting them from harm. Therefore, it is everyone’s duty to inform the DSL of any concern or disclosure from child, colleague or parent. One should complete a CFC form as soon as possible and hand it to the DSL at one’s earlies opportunity and must not be left until the next day or next shift.
An allegation made against staff will result in a LADO referral. An allegation made against a parent or carer may be referred to social services.
Staff must work to gain a good understanding of each child and their family in order to identify changes in behaviours. All matters are confidential and should not be discussed with colleagues, taken directly to the DSL within the setting. Gossiping and passing information unnecessarily is not permitted and will result in disciplinary action.
You are encouraged to enquire about the actions taken on a CFC you have personally completed, challenging in a professional manner with the child’s best interests at the heart of all decisions made. If you are unhappy that the DSL has taken appropriate action you should make the director aware or Ofsted when involving her.
[bookmark: _Toc207873506]WHISTLE BLOWING & REPORTING
Whistleblowing is where you reasonably believe that some form of illegality, injustice or breach of health and safety has occurred or is likely to occur. 
This organisation encourages a free and open culture in dealings between its managers, employees and all people with whom it engages in business and legal relations. We recognise that effective and honest communication is essential if concerns about breaches or failures are to be effectively dealt with and the organisation’s success ensured. Concerns should be brought to the manager unless either, the matter concerns them, or you feel they have not acted on your concerns. At this point it is vital that you bring your concerns to the director – Chistina, unless either, the matter concerns her, or you feel she has not acted on your concerns. At this point it is vital that you contact Ofsted. Depending on your concerns other agencies may need to be informed, LADO for example.
Employees who in the public interest raise genuine concerns will not, under any circumstances, be subjected to any form of detriment or disadvantage as a result of having raised their concerns and are protected from dismissal for making a protected disclosure.

[bookmark: _Toc207873507]CODES, PASSWORDS & FOBS
The setting – The setting must always be safe and secure. All staff and parents will have a unique pin/fob for the front door which is automatically lock after 10 seconds. This should not be shared with others. Your unique pin/fob is a secondary record of your arrival and departure. 
Devices - Passwords are in place on all electronic devices, single person use devices must not share passwords with others. You should not change passwords set on a device without manager permission. You must keep all passwords private and confidential.
Children - All children are assigned a password by parents on their start up forms. Their unique password must be obtained before handover if you are unfamiliar with those collecting. These passwords must not be shared or left in a location that has unauthorised access. Should the password not be known by those trying to collect the handover does not take place – see safeguarding policy.
[bookmark: _Toc207873508]MAINTAINING ROOM SAFETY
It is vital that all staff take ownership over their areas and communal areas. The spaces inside and out must be suitable for the children and must pose minimal risk and maximum enjoyment. Risk assessments are in place as a reminder to check your spaces before opening each day. This chart shows the bare minimum checks to be carried out. The manager must be made aware of any issues or concerns as soon as possible. Any items that pose risk to children should be removed whenever possible.
	Room Risk Assessment for…
	 
	Week commencing
	 

	Possible hazards & Risks
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Correct number of practitioners for the day?
	 
	 
	 
	 
	 

	Floors clean and dry?
	 
	 
	 
	 
	 

	Surfaces clean, clear and dry?
	 
	 
	 
	 
	 

	Broken toys?
	 
	 
	 
	 
	 

	Tidy resources
	 
	 
	 
	 
	 

	Accessible resources
	 
	 
	 
	 
	 

	No cleaning products or chemicals left out?
	 
	 
	 
	 
	 

	Doors locking correctly?
	 
	 
	 
	 
	 

	Safety catches working?
	 
	 
	 
	 
	 

	Toilet rolls in bathrooms?
	 
	 
	 
	 
	 

	Hand wash in bathroom?
	 
	 
	 
	 
	 

	Paper towels in bathroom?
	 
	 
	 
	 
	 

	Nappies, wipes, gloves and sacks stored out of reach of children?
	 
	 
	 
	 
	 

	Chairs stacked correctly and not above 40cm?
	 
	 
	 
	 
	 

	Baby gates in working order?
	 
	 
	 
	 
	 

	iPad charged and ready to use?
	 
	 
	 
	 
	 

	Bins are clean and lined with lid secure?
	 
	 
	 
	 
	 

	Fresh water in water tray?
	 
	 
	 
	 
	 

	Are the walls free from staples, screws or any other sharp object?
	 
	 
	 
	 
	 

	Are all toys suitable, safe to use and in good condition?
	 
	 
	 
	 
	 

	Is the outdoor area secure?
	 
	 
	 
	 
	 

	Is there presence of any animal droppings, stagnant water, slip or trip hazards?
	 
	 
	 
	 
	 

	Sign and write name of the person completing the days RA.

	Are you content that your indoor area is fit to use in line with policy and procedure?
	 
	 
	 
	 
	 

	Are you contact that your outdoor area is fit to use in line with policy and procedure?
	 
	 
	 
	 
	 



[bookmark: _Toc207873509]CLOSED CIRCUIT TELEVISION 
Closed circuit television cameras are used on our premises for security purposes. We reserve the right to use any evidence obtained in this manner in any disciplinary issue, safeguarding concern, protection concern and for training purposes. We will ensure all personal data obtained in this way is processed in line with the current Data Protection Act. You may refer to the data protection policy for more information on the data we hold, the reasons we hold it and the lawful basis which applies.

Parents are not permitted to view CCTV recordings.

[bookmark: _Toc207873510]KEYHOLDING/ALARM SETTING 
If you are an allocated key holder, you must ensure that all procedures and guidelines are followed when securing the building prior to leaving. The keys and any security measure such as alarm codes must be kept safe at all times. You must not give the keys or alarm code to any third party unless authorisation is obtained from your manager. Any loss or damage caused as a result of your failure to follow procedures or your negligence in ensuring the safekeeping of the keys and alarm code will result in disciplinary action which could lead to your summary dismissal.  We also reserve the right to deduct the cost of any loss, repair or replacement from any monies owing to you.

Any breaches or security issues including the loss or theft of keys must be reported immediately to your manager.

To satisfy the requirements of our insurers and to protect us from fire and theft, you must secure all properties and premises when unattended.  The last person to leave the premises must ensure lights and appropriate electrical equipment are switched off, windows and doors are secure, and alarms are set accordingly.	

[bookmark: _Toc193774391][bookmark: _Toc193774597][bookmark: _Toc207873511]DATA PROTECTION
The General Data Protection Regulation (GDPR) and the current Data Protection Act 2018 regulate our use of your personal data. As an employer it is our responsibility to ensure that the personal data we process in relation to you is done so in accordance with the required principles. Any data held shall be processed fairly and lawfully and in accordance with the rights of data subjects.
[bookmark: _Toc207873512]CHANGES IN PERSONAL DETAILS
You must notify the manager of any change of name, address, telephone number, medication, suitability, social service involvement, police involvement etc., so that we can maintain accurate information, support you where needed and fulfil our legal requirements on suitable people. Failure to provide details on personal circumstances which may effect your ability or suitability will result in disciplinary action and possible termination of employment.
[bookmark: _Toc193774392][bookmark: _Toc193774598][bookmark: _Toc207873513]CONFIDENTIALITY
1) All information that:

a) is or has been acquired by you during, or in the course of your employment, or has otherwise been acquired by you in confidence

b) relates particularly to our business, or that of other persons or bodies with whom we have dealings of any sort

c) has not been made public by, or with our authority

shall be confidential, and you shall not at any time, whether before or after the termination of your employment, disclose such information to any person without our prior written consent.

2) You are to exercise reasonable care to keep safe all documentary or other material containing confidential information and shall at the time of termination of your employment with us, or at any other time upon demand, return to us any such material in your possession.


[bookmark: _Toc193774393][bookmark: _Toc193774599][bookmark: _Toc207873514]USE OF COMPUTER EQUIPMENT
In order to control the use of the Company’s computer equipment and reduce the risk of breaches, the following will apply:
1) the introduction of new software must first of all be checked and authorised by the Manager before general use will be permitted
2) only authorised staff should have access to the Company’s computer equipment
a) only authorised software may be used on any of the Company’s computer equipment
b) only software that is used for business applications may be used
c) no software or hardware may be brought onto or taken from the Company’s premises without prior authorisation
d) unauthorised access to the computer facility or document will result in disciplinary action
e) unauthorised copying and/or removal of computer equipment/software will result in disciplinary action, such actions could lead to dismissal.
3) Where appropriate, duly authorised staff are encouraged to make use of the Internet as part of their official and professional activities. Attention must be paid to ensuring that published information has relevance to normal professional activities before material is released in the Company name. Where personal views are expressed, a disclaimer stating that this is the case should be clearly added to all correspondence. The intellectual property right and copyright must not be compromised when publishing on the Internet. The availability and variety of information on the Internet has meant that it can be used to obtain material reasonably considered to be offensive. The use of the Internet to access and/or distribute any kind of offensive material, or material that is not work-related, leaves an individual liable to disciplinary action which could lead to dismissal.
4) The E-mail system is available for communication and matters directly concerned with the legitimate business of the Company. Unauthorised or inappropriate use of the E-mail system may result in disciplinary action which could include dismissal.

5) Acceptable/Unacceptable Use 
i) Content of images, video clips, website and printable resources must be under PG rating, U if children are viewing/using. Business devices and usage is monitored, logged and cleared. 
ii) Personal devices are not to be used outside of the staff room or office or for business purposes.
iii) Professionalism, confidentiality and data protection law must be adhered to.
iv) Images, data, personal information must not be taken off site via any media methods.
6) We reserve the right to monitor all e-mail/internet activity by you for the purposes of ensuring compliance with our policies and procedures and of ensuring compliance with the relevant regulatory requirements. This includes monitoring of any additional accounts you may be requested to set up for the purposes of performing your work tasks, which are subject to the same rules as your work email account. Information acquired through such monitoring may be used as evidence in disciplinary proceedings. Monitoring your usage will mean processing your personal data. You may read more about the data we hold about you, why we hold it and the lawful basis that applies in the employee privacy notice.
[bookmark: _Toc193774394][bookmark: _Toc193774600][bookmark: _Toc207873515]USE OF SOCIAL NETWORKING SITES
Any work-related issue or material that could identify an individual who is a customer/client or work colleague, and/or which could adversely affect the Company, a customer/client or our relationship with any customer/client must not be placed on a social networking site. This means that work related matters must not be placed on any such site at any time either during or outside of working hours and includes access via any computer equipment or mobile device.
[bookmark: _Toc193774395][bookmark: _Toc193774601][bookmark: _Toc207873516]HEALTH AND SAFETY
You should make yourself familiar with our Health and Safety Policy and your own health and safety duties and 
responsibilities, as shown separately. You should report all accidents and injuries at work, no matter how minor, to the Manager. 

You must ensure that you are aware of our fire and evacuation procedures and the action you should take in the event of such an emergency.

You must not place yourself or others in a position of possible harm. 

You must only use equipment of which you are familiar and have had training on. 

All reasonable efforts must be made to minimise risks and hazards to all who access the setting and its equipment.

[bookmark: _Toc207873517]ABSENCES
Circumstances may arise where you need time off for medical/dental appointments, or for other reasons. Where possible, such appointments should be made outside normal working hours. If this is not possible, time off required for these purposes may be granted at the discretion of the Manager and will normally be without pay. A minimum of a week’s notice is required for any appointments, however a months’ notice wherever possible is desirable. 
Every reasonable effort should be made to attend work in accordance with your contract. In the event that you are unable to attend work owing to inclement weather conditions and/or severe disruption to your travel arrangements, you should report your absence through the normal absence reporting procedures. Your absence will be unpaid unless you have sufficient annual leave in which case you may request to use this. Alternatively, you may be able to work additional hours to compensate for the lost hours at the sole discretion of the management and subject to availability.
1) You must notify us by telephone on the first day of incapacity at the earliest possible opportunity and by no later than 7:30am Text messages and e-mails are not an acceptable method of notification during work hours. Contact via message is required if notification can be made prior to the nursery opening hours. A phone call should then be made to the nursery to follow up on your absence. Other than in exceptional circumstances notification should be made personally to the manager.

2) You should try to give some indication of your expected return date and notify us as soon as possible if this date changes. Notification of absence or return for the next working day should be made by telephone no later than 4pm. If your absence falls over a weekend or bank holiday you must inform management of your return to work by email or text message no later than 4pm. The notification procedures should be followed on each day of absence unless you are covered by a medical certificate. 

3) [bookmark: _Toc382580257]If your incapacity extends to more than seven calendar days you are required to notify us of your continued incapacity once a week thereafter, unless otherwise agreed. In cases of incapacity of less than 7 calendar days, you will be required to self-certify. If your sickness has been (or you know that it will be) for longer than seven days (whether or not they are working days) you should see your doctor and make sure he/she gives you a medical certificate and forward this to us without delay. Subsequently you must supply us with consecutive medical certificates to cover the whole of your absence.

4) We will take a serious view if you take sickness/injury leave which is not genuine, and it will result in disciplinary action being taken. In addition, we will take a serious view if you are found to be undertaking any activity during sickness absence which we reasonably believe is inconsistent with being incapable of work at that time despite the presence of an illness, injury or medical condition. Disciplinary action will be taken in this instance.

5) Should you wish to change your working hours, this can be requested. Requests can be made once a year. To request a change of hours you are required to complete a flexible working request form and issue it to the manager. The manager of the setting will make all decisions in a timely manner and based on business needs. If the manager needs to make a request, this should be issued to the director.

6) Personal circumstances may arise which do not prevent you from attending for work, but which prevent you from carrying out your normal duties (e.g. a lack of dexterity or general ill health). If such a situation arises, we will normally need to have details of your medical diagnosis and prognosis so that we have the benefit of expert advice. Under normal circumstances this can be most easily obtained by asking your own doctor for a medical report. Once received we will aim to provide reasonable adjustments or alternative duties.
7) There may also be personal circumstances which prevent you from attending work, either for a prolonged period(s) or for frequent short absences. Under these circumstances we will need to know when we can expect your attendance record to reach an acceptable level. This may again mean asking your own doctor for a medical report or by making whatever investigations are appropriate in the circumstances. When we have obtained as much information as possible regarding your condition, and after consultation with you, a decision will be made about your future employment with us in your current role or, where circumstances permit, in a more suitable role.
[bookmark: _Toc207873518]HOLIDAY BOOKING PROCEDURE
1) Your annual holiday entitlement is shown in your individual Contract of Employment and runs from January to December. 

2) It is our policy to encourage you to take all of your holiday entitlement in the current holiday year. We do not permit holidays to be carried forward and no payment in lieu will be made in respect of untaken holidays other than in the event of termination of your employment. 

3) We operate a paper request holiday system, acquire this form the office. You can request details of your holiday entitlement throughout the year through our Admin Manager. 

4) Once you have completed the form and handed to either the manager or admin manager, you will receive your copy either authorising or declining your request. Declined holidays will be reviewed nearer the time and may be authorised if business allows. If you feel that your request has been unreasonably refused for any reason you should refer the matter to the Manager. They will endeavour to ensure that you have every opportunity to take your holidays at the time you request them, but they will need to balance your requests with the needs of the department.

5) You should give at least 4 weeks’ notice of your intention to take holidays of a week or more and 4 weeks’ notice is also required for odd single days.

6) You may not normally take more than 2 working weeks consecutively.

7) [bookmark: _Toc193774407][bookmark: _Toc193774613]Your holiday pay will be at your normal basic pay unless shown otherwise on your Contract of Employment.

[bookmark: _Toc207873519]APPEAL
We recognise that during your employment with us your capability to carry out your duties may deteriorate. This can be for a number of reasons, the most common ones being that either the job changes over a period of time and you fail to keep pace with the changes, or you change (most commonly because of health reasons) and you can no longer cope with the work.

If the nature of your job changes or if we have general concerns about your ability to perform your job, we will try to ensure that you understand the level of performance expected of you and that you receive adequate training and supervision. Concerns regarding your capability will normally first be discussed in an informal manner and you will be given time to improve.

If your standard of performance is still not adequate you will be warned in writing that a failure to improve and to maintain the performance required could lead to your dismissal. If such improvement is not forthcoming after a reasonable period of time, you will be dismissed with the appropriate notice.

You have the right to lodge an appeal in respect of any capability action taken against you. If you wish to exercise this right, you should apply either verbally or in writing normally within five working days to your manager.

[bookmark: _Toc207873520]SSP
1) You are entitled to statutory sick pay (SSP) if you are absent for four or more consecutive days because of sickness or injury provided you meet the statutory qualifying conditions. SSP is treated like wages and is subject to normal deductions.

2) Qualifying days are the only days for which you are entitled to SSP. These days are normally your working days unless otherwise notified to you. The first three qualifying days of absence are waiting days for which SSP is not payable. Where a second or subsequent period of incapacity (of four days or more) occurs within 56 days of a previous period of incapacity, waiting days are not served again.
[bookmark: _Toc207873521]RETURN TO WORK
1) Upon returning to work after any period of sickness/injury absence, you will be required to attend a “return to work” meeting to discuss the state of your health and fitness for work. Information arising from such an interview will be treated with strictest confidence. If reasonable adjustments are required, these must be discussed with the manager at your earliest convenience.

[bookmark: _Toc207873522]MATERNITY/PATERNITY/ADOPTION LEAVE AND PAY
You may be entitled to maternity/paternity/adoption leave and pay in accordance with the current statutory provisions. If you (or your partner) become pregnant or are notified of a match date for adoption purposes, you should notify your manager at an early stage so that your entitlements and obligations can be explained to you. You should keep some contact with the setting and book in at least three keep in touch days. We promote both work life balance and also positive mental health. Each individual is different and therefore we request each individual to make clear to the manger what would assist in a smooth return to work after such leave.

[bookmark: _Toc382580274][bookmark: _Toc207873523]PARENTAL/SHARED PARENTAL LEAVE
If you are entitled to take parental leave or shared parental leave in respect of the current statutory provisions, you should discuss your needs with your Manager who will identify your entitlements and look at the proposed leave periods dependent upon your child’s/children’s particular circumstances and the operational aspects of the business.

[bookmark: _Toc207873524]PARENTAL BEREAVEMENT LEAVE
[bookmark: _Toc382580275]In the unfortunate event that you experience the loss of a child; you may be entitled to parental bereavement leave and pay in accordance with the current statutory provisions. You should discuss your circumstances with the Manager and agree time off.
[bookmark: _Toc207873525]TIME OFF FOR DEPENDANTS
You may be entitled to take a reasonable amount of unpaid time off during working hours to take action that is necessary to provide help to your dependants. Should this be necessary you should discuss your situation with your manager who, if appropriate, will agree the necessary time off.

[bookmark: _Toc382580276][bookmark: _Toc207873526]BEREAVEMENT LEAVE
Reactions to bereavement may vary greatly according to individual circumstances and the setting of fixed rules for time off is therefore inappropriate. You should discuss your circumstances with your manager and agree appropriate time off.

[bookmark: _Toc207873527]SHORTAGE OF WORK
In the event that the Company is faced with a shortage of work, or is unable to provide you with work for any other reason, then you agree that the Company may temporarily:

· place you on short time working, in which case you will be paid for those hours worked; or
· lay you off from work, in which case you will be paid in accordance with the statutory guarantee pay provisions in place at that time; or
· designate you as a furloughed (or similar) worker, in accordance with the terms of any Government furlough (or similar) scheme in place from time to time, in which case during such period, if required, you will cease to carry out any work for the Company. (For this purpose, you agree that the Company may adjust your salary and benefits by an appropriate amount to ensure that it fully receives reimbursement of such salary and benefits under the said scheme possible)

The entirety of this section entitled “Shortage of work” forms part of your contractual terms and conditions.  

[bookmark: _Toc193774408][bookmark: _Toc193774614][bookmark: _Toc207873528]DISCIPLINARY PROCEDURES
You will be liable to disciplinary action if you are found to have acted in any of the following ways (These are examples only and not an exhaustive list):
1) failure to abide by our general health and safety rules and procedures
2) rudeness towards customers, members of the public or other employees, objectionable or insulting behaviour, harassment, bullying or bad language
3) failure to devote the whole of your time, attention and abilities to our business and its affairs during your normal working hours
4) unauthorised use of E-mail and Internet
5) failure to carry out all reasonable instructions or follow our rules and procedures
[bookmark: _Toc382580290]
[bookmark: _Toc207873529]SERIOUS MISCONDUCT
1) Where one of the unsatisfactory conduct or misconduct rules has been broken and if, upon investigation, it is shown to be due to your extreme carelessness or has a serious or substantial effect upon our operation or reputation, you may be issued with a final written warning in the first instance.
2) You may receive a final written warning as the first course of action, if, in an alleged gross misconduct disciplinary matter, upon investigation, there is shown to be some level of mitigation resulting in it being treated as an offence just short of dismissal.

[bookmark: _Toc193774410][bookmark: _Toc193774616][bookmark: _Toc207873530]RULES COVERING GROSS MISCONDUCT
Occurrences of gross misconduct are very rare because the penalty is dismissal without notice and without any previous warning being issued. Examples of offences that will normally be deemed as gross misconduct include serious instances of: 
1) theft or fraud
2) physical violence or bullying
3) deliberate damage to property
4) deliberate acts of unlawful discrimination or harassment
5) possession, or being under the influence, of drugs* at work
6) breach of health and safety rules that endangers the lives of, or may cause serious injury to, employees, children or any other person.

*For this purpose, the term ‘drugs’ is used to describe both illegal drugs and other psychoactive (mind-altering) substances which may or may not be illegal.
[bookmark: _Toc193774411][bookmark: _Toc193774617][bookmark: _Toc207873531]DISCIPLINARY ACTION
1) Disciplinary action taken against you will be based on the following:
	[bookmark: _Hlk48833954]
	1st Occasion
	2nd Occasion
	3rd Occasion
	4th Occasion

	Unsatisfactory 
Conduct
	Formal verbal warning
	Written warning
	Final written warning
	Dismissal

	Misconduct
	Written warning
	Final written warning
	Dismissal
	

	Serious 
Misconduct
	Final written warning
	Dismissal
	
	

	Gross Misconduct
	Dismissal
	
	
	



i)  Formal verbal warning: A formal verbal warning will normally be disregarded for disciplinary purposes after a three-month period. 
ii)  Written warning: A written warning will normally be disregarded for disciplinary purposes after a six-month period.
[bookmark: _Toc382580294]iii)  Final written warning: A final written warning will normally be disregarded for disciplinary purposes after a twelve-month period.
[bookmark: _Toc207873532]DISCIPLINARY AUTHORITY
[bookmark: _Toc382580295]The operation of the disciplinary procedure contained in the previous section, is based on the following authority for the various levels of disciplinary action. However, the list does not prevent a higher or lower level of seniority, in the event of the appropriate level not being available, or suitable, progressing any action at whatever stage of the disciplinary process.


	
	All Employees

	Formal Verbal Warning 
	Room Leaders

	Written Warning
	Deputy Manager

	Final Written Warning 
	Manager

	Dismissal
	Manager and/or Director



[bookmark: _Toc193774413][bookmark: _Toc193774619][bookmark: _Toc207873533]APPEAL
1) You have the right to lodge an appeal in respect of any capability action taken against you.
2) If you wish to exercise this right, you should apply either verbally or in writing normally within five working days to your manager.
3) The appeal procedure will normally be conducted by a member of staff not previously connected with the process so that an independent decision into the severity and appropriateness of the action taken can be made.
[bookmark: _Toc207873534]SHORT SERVICE STAFF
We retain discretion in respect of the disciplinary procedures to take account of your length of service and to vary the procedures accordingly. If you have a short amount of service, you may not be in receipt of any warnings before dismissal.
[bookmark: _Toc193774414][bookmark: _Toc193774620][bookmark: _Toc207873535]GRIEVANCE PROCEDURE
1) It is important that if you feel dissatisfied with any matter relating to your employment you should have an effective means by which such a grievance can be aired and, where appropriate, resolved.
2) If you feel aggrieved at any matter relating to your work you should first raise the matter with your manager, either verbally or in writing, explaining fully the nature and extent of your grievance. You will then be invited to a meeting at which your grievance will be investigated fully. You will be notified of the decision, in writing, normally within ten working days of the meeting, including your right of appeal.
3) If you wish to appeal you must inform your manager in writing, within five working days. You will then be invited to a further meeting with the Director.
4) Following the appeal meeting you will be informed of the final decision, which will be confirmed in writing.
[bookmark: _Toc193774419][bookmark: _Toc193774625][bookmark: _Toc207873536]RESIGNATION & TERMINATION OF EMPLOYMENT
All resignations must be supplied in writing, stating the reason for resigning your post and the date intended to be your last. The letter of resignation must be handed directly to the manager. Standard notice period after working over 1 month, is 1 month. An additional weeks’ notice is added per pay point above P4. Deductions to final pay will apply for any training paid for by the business in the last 6 months of employment. Deductions will apply for any holidays taken but no longer entitled. Any holidays owed by the business will be paid in the final salary.
[bookmark: _Toc193774420][bookmark: _Toc193774626]
[bookmark: _Toc207873537]TERMINATING EMPLOYMENT WITHOUT GIVING NOTICE
If you terminate your employment without giving or working the required period of notice, as indicated in your contract, you will have an amount equal to any additional cost of covering your duties during the notice period not worked deducted from your final salary. Where final salary does not cover the costs, you are required to pay what is owed within 30 days. This is an express written term of your contract of employment.
[bookmark: _Toc382580306][bookmark: _Toc207873538]RETURN OF OUR PROPERTY
On the termination of your employment, you must return all our property which is in your possession or for which you have responsibility. Failure to return such items will result in the cost of the items being deducted from any monies outstanding to you. This is an express written term of your contract of employment.

[bookmark: _Toc207873539]RETURN OF UNIFORM
Upon termination of your employment, you will be required to return any uniform which has been provided to you.  Failure to return such items will result in the company making a deduction for the cost of the uniform from your wages/salary.  This is an express written term of your employment.

[bookmark: _Toc193774421][bookmark: _Toc193774627][bookmark: _Toc207873540]GARDEN LEAVE
If either you or the Company serves notice on the other to terminate your employment the Company may require you to take “garden leave” for all or part of the remaining period of your employment.
During any period of garden leave you will continue to receive your full salary and any other contractual benefits.
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