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Committed to safeguarding children and adults at all times 

 

1. Staffing 
 

Our setting is committed to placing the best interests of children’s welfare, care and 
development at the centre of all staffing matters. 

 
• All staff are required to submit to a vetting procedure – this will include providing 

references which will be verified. 
 

• The manager will arrange regular staff meetings where all staff are able to discuss 
items and contribute in a positive manner. The manager should encourage staff to 
contribute to the development and quality of the programme of activities provided.  

 
• Members of staff are expected to conduct themselves at all times in a professional, 

courteous, helpful, warm and consistent manner.  
 

• Members of staff are expected to display both knowledge and understanding of 
multi-cultural issues and a commitment to treating all children as individuals and 
with equal concern and respect. 

 
• Members of staff will wear the supplied uniform and maintain an appropriate dress 

and personal appearance standard for working with children. 
 
• Members of staff will wear appropriate Personal Protective Equipment when 

necessary. 
 

• Personal mobiles must be switched off, locked in the DT cupboard, and not used 
during working hours without the duty managers permission. If staff do need to 
receive an emergency call, the person calling them should use the main setting 
number. 

 
• The manager will ensure that space is made during the working day for staff to take 

regular breaks, ensuring that no member of staff exceeds the legal limit of six hours 
consecutive work without a break. 

 
• There is a named qualified and capable deputy, who will take charge in the 

manager’s absence.  
 

TERMS AND CONDITIONS 
 

The setting is committed to promoting family friendly employment practices to help staff 
balance work and family commitments. The setting will make every effort to be flexible 
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with staff and to promote harmonious working relations, through trade unions and other 
organisations.  
 
The setting will work with staff and their representatives to ensure that all employment 
legislation and regulations – including Statutory Maternity Pay, Statutory Paternity Pay, 
Parental Leave, Statutory Sick Pay and Working Time Regulations – are abided by. 
 
In return, the setting expects honesty, loyalty and diligence from its staff. 
 
The written detail of employment contracts, including rates and levels of pay and other 
terms and conditions, are the responsibility of the Registered Person. 

 
QUALIFICATIONS, EXPERIENCE AND SAFETY CHECKS 

 
The manager and all staff (including students and volunteers) will be suitably qualified, 
have relevant experience. 
 
All staff (including students and volunteers aged 17 and over) will have obtained an 
enhanced disclosure baring service check.  
 
A record of all staff is kept which includes: information about staff qualification, identity 
checks, vetting processes that have been completed (including the enhanced disclosure 
baring service check, reference number, date disclosure was obtained and details of who 
obtained it). 
 
The setting will not employ staff or volunteers who have been convicted of an offence or 
have been the subject of an order that disqualifies them from registration under 
regulations made under Section 76 of the Childcare Act 2006.  
 
Anyone who has not received a Disclosure and Baring Service check, but who is on the 
premises (such as a member of staff awaiting registration clearance) will not be left alone 
with a child. 
 
Staff suitability is based on evidence from: references; full employment history; 
qualifications; interviews; identity checks; and other checks where applicable, for example, 
medical suitability. 
 
The manager will have at least a full and relevant NVQ level 3 qualification appropriate to 
the post (as defined by the Teaching Agency). The manager will also have the training, skills, 
knowledge and understating of their roles and responsibilities along with at least two years’ 
experience of working in an early years setting or have at least two years’ other suitable 
experience. * 
 
The setting shall as a minimum be staffed as follows for each session: 

• There will be a Duty Manager. 
• There will always be a minimum of 2 staff on duty. 
• A staff member qualified with Paediatric First Aid. 
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• A staff member qualified with a food hygiene certificate. 
• A staff member designated as the Safeguarding Lead. 
• There will be an Adult to Child ratio of 1:10. 

 
 

The manager will ensure that there is at least one staff who has a current (local authority 
approved) paediatric first aid certificate on the premises at all times when children are 
present.  
 
The manager will also ensure that staff have sufficient understanding and use of the English 
language to ensure the well-being of children in their care as they must be able to summon 
emergency help, to understand instructions such as those for emergency purposes and 
instructions for the safety of medicines and food. Staff must also be able to keep records 
in English and liaise with other agencies in English.   
 
All staff included in the adult: child ratio will be aged 17 years or over.  
 
Students on long term placements and volunteers (aged 17 and over) may be included if 
the manager is satisfied that they are competent and responsible.  

 
STANDARDS OF BEHAVIOUR 

 
Under no circumstances should any arguments or disagreements between members of 
staff occur in the presence of children or parents/carers. 
 
No smoking, alcohol or drug use is allowed on the setting’s premises (refer to Smoking, 
Alcohol and Drugs policy). 
 
No bullying, swearing, harassment or victimisation will be tolerated on the setting’s 
premises. This includes offensive behaviour such as sexist or racist language or harassment. 
 
ALL STAFF ARE EXPECTED TO TREAT EVERYONE RESPECTFULLY AT ALL TIMES AND 
INAPPROPRIATE BEHAVIOUR MAY LEAD TO DISCIPLINARY ACTION. 

 
STAFF TO CHILDREN RATIOS 

 
The setting is conscious of the importance of maintaining adequate staff to child ratios, 
ensuring that children are cared for safely and given adequate attention and support.  
 
In all cases the minimum staffing ratio for children under age 2 is at least one member of 
staff for every three children (1:3); aged 2 will be 1:4; aged 3-7 will be 1:8. For children 
aged over 8, the setting will make every effort to maintain a ratio of staff to children of at 
least 1:10. This ratio includes any children of staff and volunteers. 
 
The manager will ensure that there are always at least two members of staff on duty at the 
premises at any given time.  
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The manager will further ensure that suitable and sufficient contingency plans are in place 
to cover emergencies, unexpected staff absences, staff breaks, holidays and sickness. 

 
CONFIDENTIALITY 

 
Staff have a right to privacy, as do children and their parents/carers. Personal details should 
not be discussed except in exceptional circumstances.  
 
Staff will not talk about individual incidents or the behaviour of children in front of 
parents/carers and other children. 
 
Under no circumstances should staff provide any information about children to any branch 
of the media. All media enquiries should be passed in the first instance to the Manager.  
 
Further details of the setting’s confidentiality procedures are set out in the Documentation 
and Information policy.  
 
ABSENCES 
 
Staff should negotiate statutory annual leave with the manager, in all cases giving as much 
notice as possible.  
 
If staff are unable to attend work due to illness or other medical condition, they must 
contact the manager prior to the start of the working day.  
 
Staff should indicate why they are unable to attend work and when they expect to return. 
 
 
The manager will keep records of all sick leave, other absences and lateness. 

 

2. Staff Development and Training 
 

Staff, are our setting’s most valuable resource, as it is only through their commitment and 
effort that good quality provision can be both established and maintained. We are 
therefore committed to providing good training and development opportunities for staff 
so that they are able to perform their roles both efficiently and effectively. 
 
The setting recognises that regular training and monitoring of professional development is 
important for all staff. Staff development and training is vital because it allows staff to keep 
up to date with current thinking and practice about both play and child development 
issues. Additionally, with well-trained and motivated staff, a setting is better able to meet 
the diverse and complex needs of children within its local community. 

 
The setting is committed to providing for staff:  
 

• A full induction process. 
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• A regular system of appraisals. 

 
• An up to date record of staff qualifications and training.  

 
This will help to ensure that staff development needs are being met and that staff training, 
and qualifications are meeting the requirements of the setting, the Early Years Foundation 
Stage Framework and the Childcare Register.  

 
STAFF INDUCTIONS 

 
New members of staff will be issued with a job description and a copy of the setting’s 
policies and procedures. Staff will also undergo an induction process during the first month 
of their employment and be assigned a mentor to help them settle in. 
 
As part of the induction, the mentor will discuss and talk through everyday practices of the 
setting. These will include: 
 

• Showing new staff around the premises, pointing out all fire exits, toilets and areas 
such as the staff room, kitchen and setting office. 

 
• Explaining staff shifts, breaks and all aspects of the day-to-day management and 

running of the setting. 
 

• Introducing the new member of staff to their colleagues, children and 
parents/carers where appropriate. 

 
• Pointing out the practical implications of the setting’s policies and practices, 

including how they relate to the setting’s obligations under the Early Years 
Foundation Stage Framework and Childcare Register. 

 
• Support to understand their roles and responsibilities. 

 
• Information about emergency evacuation procedures, safeguarding, child 

protection, the setting’s equality policy and health and safety issues.   
 
 

STAFF MEETINGS 
 

There will be staff meetings for problem solving, information sharing and evaluating 
progress. These are also opportunities for staff to reflect on their work performance 
and review any difficulties they may be facing. Staff meetings will be a forum for setting 
objectives for the setting.  

 
PERSONAL DEVELOPMENT PLANNING 
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Personal Development Planning is a continuous process to ensure that staff needs are 
both identified and acted upon as they arise. It is the joint responsibility of both the 
member of staff and the manager to ensure that the plan is kept up to date and that 
all decisions are followed through. 
 
The manager will keep a copy of this plan, but each staff member is also encouraged to 
keep a copy of their own Personal Development Plan, listing any training undertaken 
and additional skills gained since starting work at the setting. 

 
TRAINING OPPORTUNITIES 

 
The setting will do all it can to support staff who are working towards improving their 
qualifications and training experience. All staff are encouraged to take up training 
opportunities to expand their professional development and ensure an up to date 
knowledge of childcare issues. 
 
It is the responsibility of the manager to identify and promote suitable training courses 
for staff and strongly encourage them to take advantage of these. Support will be given 
to help staff overcome any barriers to accessing such training.  
 
Staff will be expected to attend training courses and update skills as and when 
requested by their manager. Staff will not suffer financially for any training that they 
are required to undertake. 
 
Specific training courses in First Aid, Food Hygiene, Equality & Diversity, Safeguarding 
children, Inclusion, Data Protection and Health and Safety are obligatory and staff 
members must always attend such courses when requested. It is the manager’s 
responsibility to ensure that staff are kept up to date with recent legislation and are 
suitably enrolled on any courses that are necessary to fulfil the setting’s legal 
responsibilities. 

 
 
 

3. Staff Disciplinary & Grievance Procedures 
 

Our setting will maintain a well-motivated, highly skilled and professional staff team; 
however, occasionally action will be taken to encourage improvement in individual 
behaviour and performance. The setting will provide a fair, transparent, effective and 
consistent method of dealing with grievances and disciplinary incidents. Our aim is always 
to support and encourage staff while promoting good employment relations.  

 
Grievance Procedure 

 
The grievance procedure is separate from the disciplinary procedure. The grievance 
procedure is designed to assist in resolving concerns, problems or complaints staff may 
have relating to their work, working conditions or relationships with colleagues. The setting 
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aims to resolve most grievances informally as there is an open policy for communication 
and discussion. This enables problems and concerns to be raised and settled with line 
managers during the course of everyday activities.  
 
In some cases, careful and thorough investigation is necessary if concerns are to be 
satisfactorily resolved. Such investigations may reveal matters requiring action under the 
disciplinary procedure, or that the grievance is not confined to one individual and it is one 
which other employees wish to pursue as a collective grievance under this procedure. In 
such cases, it is still necessary to ensure that grievances are resolved. 
 
For this procedure to operate in practice it is important that all staff read the procedure 
thoroughly and understand its implications in order to use it effectively and fairly. 

 
Procedure 

  
The procedure for dealing with grievances is similar to that of disciplinary matters. 

 
Each stage will be dealt with within ten working days of receipt of the written grievance. A 
written reply will be given at each stage. For stages 2 and 3 staff may be accompanied by 
a fellow employee, trade union or other representative. 

 
Stage 1 - If it is not possible to resolve a grievance informally, the member of staff 
should formally put the complaint in writing to the line manager stating the nature of 
the grievance.  
 
Stage 2 - The line manager or their immediate superior (if appropriate) will hold a 
meeting with the staff involved to discuss the matter and a written reply detailing the 
decision will be given to him/her/them, subject to normal availability, within ten 
working days of the meeting. The employee will have the right to appeal against the 
decision. 
 
Stage 3  - If the member of staff feels that the grievance has not been resolved 
satisfactorily, they may appeal within ten working days of receiving their decision in 
writing. They should inform their manager in writing of the reason for appeal. The 
appeal will be dealt with impartially and, if possible, by a manager who has not 
previously been involved in the case. Staff will then be invited to a second meeting to 
discuss the appeal. The final decision will be confirmed in writing to the staff concerned 
to be despatched within ten working days of the appeal meeting. This decision will be 
final. 
 

Disciplinary Rules and Procedures 
 

This procedure is designed to assist in resolving issues in relation to discipline and to clarify 
the rights and responsibilities of management, staff and their representatives. The 
disciplinary procedure will be used primarily to help and encourage staff to improve rather 
than imposing punishment and applies to all members of staff irrespective of their length 
of service or status. 
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This part of the procedure applies to circumstances where there has been failure to 
achieve the prescribed standards, such as unsatisfactory job performance, absence from 
work and behaviour towards other staff which is anti-social and likely to cause offence. 
 
The setting has a duty to advise, counsel and train all staff and may give informal 
counselling for the purpose of improving conduct or performance when employees 
commit minor infringements of the established standards. These will be documented by 
the manager as a record of their discussion. However, if counselling proves unsuccessful, 
formal warnings will be given. 
 
If it is considered that a member of staff’s conduct has fallen below the standards required, 
the Person in Charge/manager will follow the five step process outlined below. 

 
 

1. Establish the facts 
The incident will be fully investigated and the facts established. Investigations will be non-
discriminatory and apply equally to all staff irrespective of gender, marital status, sexual 
preference, race or disability. Investigations will be conducted by the Person in 
Charge/manager. 

 
2. Put in writing 
If it is decided that there is a disciplinary case, the relevant staff member will be notified 
with a written explanation of the conduct, and other circumstances that have led to the 
decision about taking disciplinary action. If it is necessary, the staff member  
may be suspended on full pay or reassigned to alternative duties.  

 
3. Meet and discuss 
The meeting will be held without delay whilst giving the staff reasonable time to prepare 
their case. Staff may be accompanied at the disciplinary meeting by a work colleague or 
trade union representative. The Person in Charge/manager will be accompanied by a 
member of their local authority, extended school team or independent advisor. 
  
The manager will explain the complaint against the member of staff and present evidence. 
The staff will also be allowed to answer all allegations and present evidence.  

 
4. Management decision  
After hearing all the evidence, the manager will decide whether disciplinary or other action 
is required. For misconduct or unsatisfactory performance a first written warning may be 
given. If the staff member’s first misconduct is sufficiently serious, the staff member may 
be given a final written warning. If the manager considers that the complaint is of a more 
serious nature, the meeting will be adjourned and the staff member may be suspended on 
full pay or reassigned to alternative duties, to enable further investigations. Suspensions 
will be as brief as possible and are not considered a disciplinary action. 

 
5. Appeal 
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After the meeting the employee will be informed of the decision and if the member of staff 
feels that the disciplinary action taken against them is wrong, they may appeal in writing 
within ten working days. The appeal will be dealt with impartially and, if possible, the 
Person in Charge/manager, or a senior member of staff who was not involved in the original 
disciplinary action will hear the appeal and impartially adjudicate the case. The staff will 
then be invited to a second meeting to discuss the appeal. The member of staff has the 
right to be accompanied at appeal hearings. The final decision will be confirmed in writing 
to the staff concerned to be despatched within ten working days of the appeal meeting.  

 
Special cases 
If a member of staff is charged or convicted with a criminal offence, this is not normally 
a reason for disciplinary action. The offence needs to be considered in terms of whether 
it affects the staff member’s suitability to do the job or their relationship with 
colleagues and customers.  
Gross Misconduct 
 
In the case of some acts termed gross misconduct, staff will be dismissed for the first 
offence. In these cases, immediate suspension with pay followed by dismissal will 
normally result. However, a fair disciplinary process will be followed before dismissing 
for gross misconduct. The following are examples of serious offences, which are 
considered as gross misconduct: 

 
• Theft  

 
• Fraud or deliberate falsification of the setting’s documents 

 
• Being an unfit person under the terms of the Care Standards Act 2000 or the 

Childcare Act 2006 
 

• Gross negligence that either causes or might cause injury, loss, or damage to 
persons or property 

 
• Child abuse (for further details refer to the Safeguarding Children policy) 

 
• Indecent conduct 

 
• Deliberately accessing internet sites containing pornographic, offensive or 

obscene material 
 

• A criminal offence outside employment which renders the employee unsuitable 
for work and which is unacceptable to other employees 

 
• Inability to fulfil his/her duties because of intoxication by alcohol or drugs 

 
• Failure to attend an interview arranged under the disciplinary procedure 

without reasonable explanation 
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• Physical violence towards a colleague, user of the provision or member of the 

public 
 

• Deliberate damage or misuse to setting property 
 

• Serious infringement of health and safety rules (for further details refer to the 
Health and Safety policy) 

 
• Persistent bullying 

 
• Racial or sexual harassment and breaches of the Equality & Diversity, and Race 

Relations legislation 
 

• Any act of misconduct which is sufficiently serious to destroy the mutual trust 
and confidence between the setting and the employee concerned. 

 
In the case of gross misconduct, the police may be notified. If the police are involved in 
an investigation, then the suspension deadline will be extended. 
 
While the alleged incident of gross misconduct is being investigated, the individual 
concerned is likely to be suspended, during which time normal pay levels will prevail. 
Such suspension is not to be regarded as a form of disciplinary action and will be for as 
short a period as possible. Any decision to dismiss will be taken only after a full 
investigation.  

 
ALLEGATIONS AGAINST STAFF 

 
All staff are advised to minimise time spent alone with children and be aware of the 
potential risks in doing so (for further details refer to the Safeguarding Children policy). 
 
If an allegation of abuse has been made against a member of staff, the manager will 
follow the procedures of the Safeguarding Children policy  
 
If an allegation of abuse is made against the manager, then another designated 
member of staff will report the matter directly to the Person in Charge, local Social 
Services department and Ofsted. 
 
Any member of staff who is dismissed on the grounds of safeguarding concerns or 
leaves under investigation for being unsuitable for work with children will be referred 
to the Independent Safeguarding Authority(ISA)  (DBS - Disclosure and Barring Service 
from December 2012). 

 
Timescale for review 

 
STAGE 1 – FIRST WRITTEN WARNING to remain on file for 12 months 
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STAGE 2 – FINAL WRITTEN WARNING to remain on file for 2 years 
 
If a warning is given, it will include:  
 
• The level of improvement required 
• The date by which it is to be achieved 
• What will happen if the improvement is not achieved 
• How to appeal 

 
 

Definitions  
 

Harassment  
 

It is a condition of service that employees do not harass colleagues or members of the 
public. Our setting recognises the problems of sexual and racial harassment and is 
committed to preventing them. 
 
Harassment is considered to be gross misconduct and will be dealt with under the 
disciplinary procedure. 
Harassment is defined as occasional or systematic expressions of discriminatory or 
oppressive attitudes which understandably cause offence or discomfort or which a 
person finds objectionable. This may occur on a person to person basis or as a result of 
the policies or attitudes of institutions or other bodies. 

 
Sexual Harassment 

 
Examples of sexual harassment may include unnecessary touching or unwanted 
physical contact, suggestive remarks or other verbal abuse, leering at a person's body, 
unwanted sexual advances, offering inducements for sexual favours, physical abuse or 
assault, or pornographic displays. 

 
Racial Harassment 

 
Examples of racial harassment may include offensive or unnecessary comments on 
colour, race, customs, dress, nationality, ethnic or national origin, religious beliefs, 
racial abuse or physical attack. 
 
Because of the nature of harassment, the setting recognises that staff may find it easier 
to talk to a woman rather than a man, or a person of the same cultural background or 
with the same religious beliefs, about the problems they are experiencing. 
 
Grievances under this clause will be handled with all possible speed, sensitivity and 
confidentiality. In settling the grievance, every effort will be made to discipline the 
harasser and any disciplinary proceedings will be dealt with under the procedures of 
grievance and discipline. 



 
 

14 

 
Note: The following sample letters can be found on the ACAS website in the ‘Discipline 
and Grievances at Work – The ACAS Guide’ pages 62-72 - see http://www.acas.org.uk/ 

 
Notice of disciplinary meeting 
1. Notice of written warning or final written warning 
2. Notice of appeal meeting against warning 
3. Notice of result of appeal against warning 
4. Letter to be sent by the employer to arrange a meeting where dismissal or action 

short of dismissal is being considered 
 

5. Letter to be sent by the employer after the disciplinary meeting arranged in letter 
5 

6. Notice of appeal meeting against dismissal 
7. Notice of result of appeal against dismissal 
8. Letter of enquiry regarding likely cause of absence addressed to a worker's general 

practitioner 
 
 

4. Students and Volunteers 
 

We believe that a placement for a student or volunteer at our setting is a valuable 
opportunity to build experience while learning about working within a childcare setting. 
Equally, we appreciate the positive contribution that such committed and enthusiastic 
people can bring to our setting.  
 
The manager is responsible for ensuring that all students and volunteers working at the 
setting are suitable and that they will not detrimentally affect the service provided for 
children and their parents/carers. The manager has overall responsibility for supervising 
and supporting students and volunteers while they are at the setting.  

 
The manager will enter into a formal written agreement with students and volunteers at 
the start of the placement. The manager will ensure they understand the term 
‘confidentiality’ and the implications if confidentiality is breached. They will agree hours of 
work, dress code and expected behaviour within the setting. This agreement will also detail 
what the student or volunteer can expect from the setting. Students and volunteers must 
read, understand and sign the conditions of work before accepting or making a 
commitment to voluntary work. 
 
The manager will ensure that students and volunteers undertake the full induction process 
given to permanent staff, as set out in the setting’s ‘Staffing’ policy. This includes a detailed 
explanation of their role within the setting.  
 
Students will be encouraged to discuss their individual learning needs with the manager 
and how they will be met when they start and at regular intervals during their placement.  
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Students who are required to conduct child studies beyond the setting’s normal activities 
(ie: conducting a survey or a group-based activity) as part of their course will need to obtain 
appropriate written consent from the parents/carers of the children concerned.  
 
New students and volunteers will be allocated a member of staff who will have day to day 
responsibility for them and their needs while at the setting. 

 
Students and volunteers will be expected to adopt a professional manner at all times, and 
work within the setting’s existing policies and procedures. 
 
While on placement, students and volunteers will be allowed – and expected – to 
participate in all aspects of work at the setting, unless otherwise instructed by the manager. 
Students and volunteers will attend staff meetings and be encouraged to contribute ideas 
and share opinions. 
 
Regular supervision and appraisal sessions with the manager and the designated member 
of staff will be established as a means of monitoring progress. 
 
Students and volunteers on placement will not be included in the staff to children ratio. 
However, students on long term placements and volunteers (aged 17 and over) may be 
included if the manager is satisfied that they are competent and responsible.  
 
Volunteers who are 17 and over can only be counted in the staffing ratios if there are at 
least two full time staff members on duty, one of whom holds an appropriate qualification. 
 
Under 17s can also do work experience i.e. Duke of Edinburgh etc. as long as they are 
supervised at all times and supported as minors. 

 


