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Personnel Policy including Staff Behaviour & Employment
Healing Village Nursery/Oosc policies in respect of personnel are governed by the following:

1. It is a legal requirement of all staff to keep children safe and secure.

2. The best interests of the children/young people, their welfare, care and development.
3. The requirements of Statutory Framework for the Early Years Foundation Stage/Ofsted. 
4. Compliance with ALL current legislation.

5. The provision of a job description at the start of employment, and a contract of employment for each member of staff, which is issued annually.
6. Compatibility between all members of staff and the development of a good team spirit is the aim to achieve good working relationships.

7. When recruiting members of staff, the applicant should be made aware of the policies and procedures, especially those relating to discrimination.  Staff will comply with all of the Setting’s Policies and Procedures paying particular attention to Behaviour Management, Personnel, Allegation and Safeguarding policies.  Staff will also comply and understand with procedures of Local Safeguarding Children’s Board (LSCB) and be aware that it is their responsibility to conform with the Prevent Duty Guidelines.
8. Prior to commencement of employment the successful applicant shall be provided with an offer letter (conditional on Disclosure & Barring Service clearance) with the job description and induction procedure.  Members of staff will be asked to complete a “Suitability to Work” form annually alongside Appraisal appointments.
9. Consideration of the advancement of each member of staff both by internal and external training to help them achieve their maximum potential.

10. Harassment of any member of staff that can be classed as sexual, racial or of any nature will not be tolerated.  This includes unwanted verbal or physical advances but the key factor in assessing harassment is whether it is unwanted.
11. If a member of staff has a concern/complaint and feels that this has not been dealt with/resolved satisfactorily by the Manager, please refer to Staff contracts page 4.
12. Equal pay for work of equal value.
Staff habits/appearance
· Food and drink may only be consumed in designated areas agreed by the Manager to ensure that contamination is not caused to any products.

· Smoking/vaping on the premises is prohibited.
· Uniform must be worn AT ALL TIMES during working hours.

· Hair should be kept neat and make up should be minimal (please see Nursery Staff Booklet for   more details).
· Jewellery is permitted providing it isn't a hazard when working with the children.  Rings should be removed when preparing/cooking meals.

Illness

· Staff must inform the Manager if they are suffering from vomiting, diarrhoea, other stomach upsets, skin complaints or cuts. They must also inform the Manager if someone they live with is suffering from food poisoning symptoms.

· Staff must not return to work until 48 hours after the symptoms of diarrhoea and sickness have ceased.

· However, if they are suffering from E. Coli 0157, they must obtain medical clearance before returning to work.

· Cuts and abrasions must be covered by an easily detectable waterproof dressing, e.g. blue plaster or dressing.
CODE OF CONDUCT - to include Staff and Volunteers.
 Staff behaviour within the setting – The Setting expects that all employees will conduct themselves in a professional manner appropriate to working with children/young people.  
· To be aware of the need to be extra cautious of children overhearing adult conversations, avoid discussing intimate/personal details in the presence of children and be mindful of language and innuendoes used.  
· A positive attitude toward co-workers, the workplace and the tasks of the job.
· A clean and suitable appearance, considering to the job you do.
· Respect for others and respect for individual differences, personal views/beliefs should not cloud their judgement within the setting. 

· Working well as part of a team or group.
· Being polite and helpful to all children and adults. 

Staff behaviour outside of the setting

· Staff have an individual responsibility to maintain their reputation and the reputation of the setting, both inside and outside working hours and work setting. 
· Staff are reminded to be mindful of their personal actions and opinions AT ALL TIMES.  Conversations which take place at external training courses, social nights out (including staff nights) and many other places may be overheard by friends/relatives of the child/family in question.  Please refer to the setting’s Confidentiality Policy for more detailed information.      Breach or failure to observe this policy may result in action being taken under disciplinary procedures including, but not limited to, dismissal.  
      Social Networking Sites 
· It is important that we are able to use technologies and services effectively but that this should be balanced with protecting our professional reputation and integrity. With this in mind, all staff working with children/young people have a responsibility to maintain public confidence in their ability to safeguard children’s welfare, and to behave in the best interests of the children/young children and the setting which they work for. Whilst this section has attempted to cover a wide range of situations, it cannot cover all eventualities.   
· Staff using social media and networking sites should avoid any conduct which would lead any reasonable person to question their motives and intentions. The setting understands that employees have the right to a private life and would respect this so long as employees follow the guidelines set out.  
· The setting expects employees to maintain reasonable standards in their own behaviour such that enable them to maintain an effective learning environment and also to uphold public trust and confidence in them and their profession.   
· Staff should think carefully about their conduct so that misinterpretations are minimised. 
· Staff must not establish or seek to establish social contact with children/young people for the purpose of securing a friendship or to pursue or strengthen a relationship. If a young person or their parents seek to establish social contact, you should exercise your professional judgement in making a response and be aware that such social contact could be misconstrued. 
· Staff must not develop personal relationships with children/young people or their parents/guardians who are known to them solely through their professional life. 
· Staff must not engage in inappropriate use of social network sites which may bring themselves or the setting into disrepute. 
· Staff should adopt the highest security settings on any personal profiles they have and should remain mindful of their digital footprint and exercise caution in all their use of social media or any other web-based presence they have. This includes written content, videos or photographs and views expressed either directly or by ‘liking’ certain pages or posts or following certain individuals or groups. 
· Staff must not communicate with children/young people or their guardians via social media, websites, instant messenger accounts or text message. 
· Staff should not contact children/young peoples’ family members, accept or initiate friend requests or follow children/young people’ family member’s account on any social media platform. However, the setting acknowledges that staff may wish to contact parents, who are friends, over social media.  
· Staff must exercise caution and professional judgement in these circumstances and should not have any contact with children/young peoples’ family members via social media if that contact is likely to constitute a conflict of interest or call into question their objectivity.
· Staff are personally responsible for their communication in social media. This includes any media attachments such as photographs or videos. What staff publish on a social media site will be available for any member of the public to read (including parents, colleagues, members of the Local Authority and prospective employers) for an indefinite period of time.  Staff should always think carefully about this when posting personal content.
· Staff wishing to have a social media presence should make sure that they do not identify their place of work.  

· Staff should not post any media attachments, such as photographs or videos, which have subjects (children/colleagues etc) in them, and which were taken at the setting during working hours.  
· Staff should not place any work-related information regarding their employer, their colleagues, children or people they come into contact with as part of their employment.  
· Any electronic communication regarding the setting should only take place using the setting’s own communication systems. Staff should use only the setting’s website; the settings e-mail address or the setting’s telephone number when communicating with parents/carers in regard to children/young persons.  There may be occasions when this is unavoidable, and discretion should be used at all times in this event.
· Staff are expected to act respectfully when using social media and to avoid language which may be deemed as offensive to other people. For example, the setting would not expect any member of staff to post anything which could be construed as: - discriminatory; racist; misleading; untrue; engages in criminal activity; is defamatory about people or organisations.
· Peer on peer abuse   -    Bullying of any form is unacceptable in our setting, whether the offender is a child/young person or an adult.  More detailed information can be found in our Behaviour Management, Anti-Bullying and Exclusion Policy or by using the link provided below.

      
     
Bullying in the work placehttps://www.gov.uk/workplace-bullying-and-harassment

· Online Bullying (Staff) - Staff who feel that they are subject to social media bullying by another member of staff should where possible save evidence (e.g. e-mails, screen prints, text messages) and immediately report this to the Manager for further investigation. Where the complaint is against the Manager, the concern should be raised in accordance with the Setting’s Allegation Policy.  Staff who feel that a colleague is not adhering to this policy should report their concerns to the Manager for further investigation. Where the complaint is against the Manager, the concern should be raised in accordance with the Setting’s Allegation Policy for further investigation.   Information, messages and media (including photographs and videos) are never completely private on social media websites, regardless of the application of privacy settings.  The employees of the setting should ensure that they keep up to date with current Ofsted, LEA and regulatory guidance. https://www.bullying.co.uk/
Procedures on how to deal with an internal allegation staff on staff bullying.
1.   Where actual or suspected bullying/abuse comes to the attention of staff, they will report this to the Manager and the Safeguarding Officer at the earliest possible opportunity. 

2.   Staff are encouraged and supported to trust their professional judgement and if they suspect abuse has, or is taking place, to report this. 

3.   Full written records of all reported incidents will be produced and maintained.  Information recorded will include full details of the alleged incident.  The setting will demonstrate great care in distinguishing between fact and opinion when recording suspected incidents of child abuse. 

4.   The Manager/Owner (Safeguarding Officer) will be responsible for ensuring that written records are dated, signed and kept confidentially. 
5.   If Management deem that the allegation is of a serious nature then advice will be sought from the Early Years Team.

6.   If an allegation of abuse is made against the Manager/Owner (Safeguarding Officer), Ofsted will be informed within 14 days of the incident being reported, along with the setting’s nominated independent person, Jonathan Davey, (Manager of St Peters Children’s Centre Cleethorpes) who will work alongside Ofsted and the LSCB.   Management will ensure that all concerns and allegations are treated with sensitivity and confidentiality.
 Special consideration for employees 

We recognise that certain employees such as young persons, new and expectant mothers and persons having impairment or additional needs require special consideration under the Management of the Health and Safety at Work Regulations 1999 and the Vulnerable Groups Act 2006.  The Health and Safety Policy should have regard to such persons both at the commencement of employment and during the course of it.  The following procedure is therefore set down to achieve this aim.

Procedures
Any employee requiring special consideration will be assessed by the Manager on induction to the setting or when their condition or disablement comes to light.  The risk assessments relating to the occupation of such workers will be considered at these times and special measures such as training and supervision, arrangements, modifications, and medical surveillance, if necessary, will be agreed upon with the worker.  Further assessments and reviews will be carried out at appropriate intervals
Staffing and Employment Policy

A high adult: child ratio is essential in providing high-quality day-care provision. 

In our Nursery:

· We have at least one member of staff for 8 children for all children over 3 years of age. 

· We have at least one member of staff for 4 children for all children under 3 years of age.
In our Oosc:
· We have at least one member of staff for 8 children and for all children/young people over 3 years of age.

In our setting:
•
Regular staff meetings provide opportunities for staff to undertake Early Years Foundation Stage Curriculum planning and to discuss the children’s individual needs and progress and any challenges.
· Staff meetings are held once a term (or more frequently, if deemed necessary) between 6 – 8 pm. ALL staff will be required to attend.
· Planning meetings will be held at the end of every term.  The Nursery will close for no more than two days earlier than the setting to accommodate these meetings.  Staff will always be given reasonable notice of days/dates the Nursery will be closed.  All staff will be required to attend.  Parents/carers will also be invited to attend the start of the meeting where Policies are discussed.

•
We work towards an Equality and Diversity Work Policy without discrimination to ensure we provide an inclusive setting.

•
Regular in-service training is available to all our staff, both paid and volunteer members.

•
Our setting’s budget includes an allocation towards training costs.

· All staff must complete core training related to their roles to include first aid, food hygiene and safeguarding according to current guidelines from Ofsted and the local authority.
· Staff will be required to complete regular short courses.

· All staff are expected to work within their job descriptions and contracts.  Failure to do so could result in disciplinary action. 

· Absence and illness - All staff are required to telephone either Helen or the supervisor in charge for that day between the hours of 6 - 7.00 am on the day they are due to work if they are ill/not able to attend work.  Texting is not acceptable.  Please ensure that you have the mobile numbers for all the Supervisors along with The Manager and Deputy Manager’s numbers.
· All staff that have been ill with diarrhoea or vomiting should allow 48 hours away from the setting before returning to work.

•
We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation.

•
Staff hold qualifications of the level appropriate to their role.
· New staff without a current Disclosure & Barring Service (DBS) check will not be permitted to start their position until they have clearance from DBS.

· New staff who start their position with a current DBS check from a previous employer can start work immediately but they will not be left unsupervised until the new DBS check has been received for this setting.
Employment/recruitment:
Due to recommendations from the Department for Education the Setting will be responsible for obtaining DBS disclosures on Managers; this was previously the responsibility of Ofsted.
· All positions will be advertised in the local and wider community.

· All applicants will be sent an application form and will be given the same realistic deadline for the application form to be returned.
· Application forms will be shortlisted on relevant qualifications and experience. Please refer to Equality & Diversity Opportunities & Racial Harassment Policy
· Interviews will be completed in private and with a supervisor and the Manager.

· All interviews will follow the same format and follow the same interview questions to always ensure consistency.

· Once interviews have been complete all applicants will be cross-referenced with the Personal Specification form.

· All applicants will be notified in writing within the timescale given at the interview, whether they have been successful or not.

· The job will be offered subject to successful DBS disclosure, two references (received in writing), a 3-month trial contract will be offered.
· New staff will be on a 3-month trial and will be asked to pay for their DBS checks (if a cost is incurred).   After this period, and if the position is made permanent the money will be refunded, in full, in their wages
· After 3 months have elapsed, the new member of staff will be invited to attend an appraisal meeting.  If there are any goals that need to be met, then another 3-month temporary contract will be offered.  Once all goals have been met another appraisal will be scheduled and, if successful, (see staff contract) the member of staff will be offered a permanent contract.

· All applications for jobs will be monitored on race, culture, gender, age and disability to ensure no discrimination takes place within the recruitment process.
· Current staff will be required to complete a “Suitability to work” form until such time as they are registered on the DBS Yearly Update Service
Health Procedures

· Applicants are asked to fill in a health checklist sheet along with an application form when applying for a position. A job description is included in the Application pack.
Recruitment of Ex-offenders
As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for the position of trust, the setting complies fully with the DBS Code of Practice and undertakes to treat all applicants for vacancies fairly.  It undertakes not to discriminate unfairly against any subject of a disclosure on the basis of a conviction or other information revealed.  The setting will ensure they work within the Rehabilitation of Offenders Act 1974.  The setting is committed to the fair treatment of its staff and users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. This written Policy on recruitment of ex-offenders will be made available to all disclosure applicants at the outset of the recruitment process.  We actively promote equality of opportunity for all with the right mix of talent and skills and we welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on their skills, qualifications and experience.  All application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.  Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process and that it is sent under separate, confidential cover, to a designated person within the Setting and we guarantee that this information will only be seen by staff who need to view it as part of the recruitment process.  Unless the nature of the position allows the setting to ask questions about your entire criminal record, we only ask about unspent convictions as defined in the Rehabilitation of Offenders Act 1974.  We ensure that all those in the setting who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that staff involved have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act.  At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matters that might be relevant to the position.  Failure to reveal information which is directly relevant to the position sought could lead to withdrawal of an offer of employment.  We make every subject of a DBS Disclosure aware of the existence of the DBS Code of Practice and make a copy available on request.  We undertake to discuss any matter revealed in a disclosure with the person seeking the position before withdrawing a conditional offer of employment. Having a criminal record will not necessarily prohibit someone from working with us.  This depends on the nature of the position and the circumstances and background of your offences.
This policy was adopted at the meeting of the Nursery/Oosc held on 28 September 2024
Signed on behalf of the Nursery/Oosc ………………………………………………………………
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