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Staff, Apprentices, Volunteers and Students

Students/trainees are given induction within their first week of training at the nursery. The induction will include all areas of health and safety, all nursery policies and procedures and an introduction to all staff.

Student/trainees are encouraged to take part in activities which relate to their work placement. All work completed during circle time or activity time may be used for displays. Any work that is used as part of the placement must be shared with the Room Leader to ensure the confidentiality policy is followed correctly.

Student/trainees are not expected to give feedback to parents during pick up and drop of times unless asked by senior staff or management, however they are able to shadow members of staff when completing this.

If student/trainees have any problems, questions or require any help related to the nursery, please do not hesitate to speak to your supervisor, senior member of staff or management, all of whom will help to the best of their ability.

All students who are on work placements are required to be punctual during their time at Owls Nest. If the student is unable to attend the nursery for any reasons this must be communicated with the management team and their college or school.

Owls Nest has a procedure for reviewing the work performance of staff; this procedure can be used to give staff the chance to get better at something they are performing poorly on. If they do not put in the extra effort and attempt to get better, then disciplinary action can be taken.

· Call the member of staff in for a meeting and explain to them what the problem is and put in place an action plan for them to improve over a period of time, try to be as realistic as possible with the time scale.
· Monitor the staff member for the time scale period provided and then call a second meeting with them, if they have improved, the staff member will be praised and encouraged and continued support will be provided to help the staff member keep up the expected improvement.
· If the staff member has not met the targets agreed then disciplinary action may be taken.
· All staff will sign and date all minutes of all meetings and the Manager should also sign these minutes.
· Punctuality is paramount and a poor record can result in disciplinary action. Additionally, staff are expected to give their time back to the nursery i.e. leave late. In certain circumstances, pay can be deducted. 
· All staff receive regular 1-1 meetings to discuss attendance, performance, key children and training or development needed.
· Employees will be required to ensure that their sickness levels are kept to a minimum. Those employees who have frequent absence due to ill health every month will be recorded and reviewed every 3 months.
· If sickness levels are considered to be reasonably high, the Human Resource Department will refer this to the management team. The Manager will then be required to hold an informal sickness meeting with the employee.
· The informal sickness meetings will allow the managers and employee to discuss the sickness levels and areas for improvement which will be monitored for a further 3 months. These meetings are merely for the purpose of close co-operation for improvement and are not a disciplinary. 
· [bookmark: _Toc363825666]All meetings will be kept in the staff member’s personnel folder which will include an action plan for improvements

Break time policy regarding staff

Throughout the working day at Owls Nest, the staff will have a break. At these break times, they are allowed to leave the nursery premises, if they want. On leaving the premises, the staff are required to inform their Room Leader and stay in close proximity to the setting in case of any emergencies. 
 
Staff will take breaks during quieter periods of the day e.g., sleep time/rest time. While the children are doing one of the above, the staff that are not having a break at that time and are still on duty will supervise sleeping children and organise quiet activities for children who do not wish to sleep; these quiet activities will also be supervised.

This policy needs to be followed to ensure the safety and well-being of the children in our care

Security Policy regarding old staff

This policy is for the safety of all staff/children that attend and work at the nursery.

All old staff members who need to come back to the nursery site are always welcome to visit, but first they will need to:

· Ring and make an appointment with the Manager, which must be approved by the Manager.
· If this appointment is not convenient, the Manager will have the right to cancel the appointment made and another appointment can be made at a more convenient time of the nursery.
· The Manager has the right to refuse entry if she/he feels that it is not appropriate for the nursery.
· If an old staff member is found in the nursery premises without prior knowledge of the Manager, he/she will be asked to leave.



Disciplinary Action Procedure

1)	If the staff member does not abide by the policies then immediate action is taken depending upon the seriousness of the breach of policies.
2)	In case of swearing, only one warning is issued and if it happens again then employment will be terminated with immediate effect.
3)	If a staff shouts or uses bad words within the premises, the action will be taken in 3 stages.
4) Room leaders – if given more than one warning – consideration will be made regarding their position 
a) Verbal warning issued.
b) Written warning issued. 
c) Termination of Employment
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