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3. Staff Qualifications, Training, Support & Skills
3.1 Induction of employees and volunteers
Owlets Pre-School provide an induction for all employees and volunteers in order to fully brief them about the
setting, the families we serve, our policies and procedures, curriculum and daily practice.

Procedures




We have a written induction plan for all new staff, which includes the following:
-

Introductions to all employees and volunteers [including management committee members].

-

Familiarisation with the building, health and safety, and fire and evacuation procedures.

-

Ensuring our policies and procedures are read and adhered to.

-

Introduction to the parents, especially parents of allocated key children where appropriate.

-

Familiarisation with confidential information in relation to any key children where applicable.

-

Details of the tasks and daily routines to be completed.

The induction period lasts at least two weeks. The manager inducts new employees and volunteers. A
member of the senior management team inducts new managers.



During the induction period, the individual must demonstrate understanding of and compliance with policies,
procedures, tasks and routines.



Successful completion of the induction forms part of the probationary period.



Following induction, we continue to support our staff to deliver high quality performance through regular
supervision and appraisal of their work.
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3. Staff Qualifications, Training, Support & Skills
3.2 First aid
Owlets Pre-School staff can take action to apply first aid treatment in the event of an accident involving a child
or adult. All staff hold current first aid certificates in first aid training for adults, infants and young children. First
aid training is local authority approved and is relevant to adults caring for young children. Owlets staff are also
trained in First Aid at Work.

The first aid kit
Our first aid kit is accessible at all times and contains the following items.


Sterile dressings:
-

Small x 3.

-

Medium x 3.

-

Large x 3.



Composite pack containing 20 assorted (individually-wrapped) plasters x 1.



Sterile eye pads



Guidance card as recommended by HSE x 1.

In addition, the following equipment is kept near to the first aid box:


2 pairs of disposable plastic (PVC or vinyl) gloves.



1 plastic disposable apron.



A children’s forehead ‘strip’ thermometer.



A supply of ice is kept in the freezer.



Information about who has completed first aid training and the location of the first aid box is provided to all
our staff and volunteers.



The first aid box is easily accessible to adults and is kept out of the reach of children.
o

There is a named person in the setting who is responsible for checking and replenishing the first aid
box contents/I regularly check and replenish the first aid box contents.-

o


Michelle Shaw

Medication is only administered in line with our Administering Medicines policy.

In the case of minor injury or accidents, first aid treatment is given by a qualified first aider.



In the event of minor injuries or accidents, we normally inform parents when they collect their child, unless
the child is unduly upset or we have concerns about the injury. In which case we will contact the child’s
parents for clarification of what they would like to do, i.e. whether they wish to collect the child and/or take
them to their own GP.



An ambulance is called for children requiring emergency treatment. We contact parents immediately and
inform them of what has happened and where their child has been taken.



Accidents and injuries are recorded in our accident record book and, where applicable, notified to the Health
and Safety Executive, Ofsted and/or local child protection agencies in line with our Recording and Reporting
of Accident and Incidents Policy.

Legal framework


Health and Safety (First Aid) Regulations (1981)

Further guidance


First Aid at Work: Your questions answered (HSE Revised 2009)



Basic Advice on First Aid at Work (HSE Revised 2008)



Guidance on First Aid for Schools (DfEE)
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3. Staff Qualifications, Training, Support & Skills
3.3 Disciplinary Procedures
This procedure is designed to help and encourage all employees to achieve and maintain standards of conduct,
attendance and job performance. Owlets Pre-School is committed to ensuring that all staff at the Pre-School
should be treated in a fair, consistent and sensitive way.

Minor Disagreements
Informal action will be considered, where appropriate, to resolve minor disagreements among pre-school staff.
This can be achieved at a regular staff management meeting or informally by discussion.

Disciplinary Procedure
Where there is a more serious situation which arises, when a dispute cannot be resolved in an informal way or
the manager or deputy is dissatisfied with the conduct or activities of an employee, a formal disciplinary
procedure will take place.

Misconduct which may warrant action under the appropriate stage of the disciplinary procedure includes:


Poor timekeeping or persistent lateness.



Unauthorized absence from work.



Wilful failure to comply with a reasonable instruction from a member of senior management



Persistent minor breaches of health and safety requirements



Foul or abusive language.



Sexual or racial harassment which is not sufficiently serious to fall into the category of ‘gross
misconduct’.

The list is not exclusive or exhaustive and there may be other matters which are sufficiently serious to warrant
categorization and consideration as either ‘misconduct’ or ‘gross misconduct’

Any disciplinary matter will normally be dealt with using the following procedure. At every stage the employee
will be given reasonable notice that a disciplinary hearing is due to take place to give them the opportunity to

prepare their case, they should be given the opportunity to be accompanied by a member of staff or /union
representative if they wish to do so.
Disciplinary matters will be dealt with in three stages:


Oral warning



Written warning



Notice of dismissal

Oral Warning

1. The employee will be interviewed by the disciplinary panel and the complaint explained.
2. The employee will be given the opportunity to fully explain his/her case.
3. After consideration by the panel and if a warning is considered to be appropriate, the employee will be:


Told what corrective action should be taken.



Given a reasonable length of time to rectify matters.



Given appropriate training if such needs have been identified, and given time to implement.



Informed of any mitigating circumstances that have been taken into consideration when reaching
the decision.



Given a warning that if improvements are not made, then further action will be taken.



Informed that they may appeal against the decision within 5 days.

The employee will be advised that this is the first stage of formal procedure. A record of the improvement
note will be kept for 3 months and after that period of time it will considered spent - subject to achieving
and sustaining satisfactory performance.

Formal written warning

If further action is necessary the employee will be interviewed and given the opportunity to state his/her case.

If there is a need for disciplinary action a letter will be sent to the employee.


The letter will contain the reason for the reprimand.



Explain the corrective action required and the time given to improve.



Training needs that have been identified and the timescales for implementation.



Warn that if improvements are not made in the time given further disciplinary action will be taken which
could result in a final written warning which if unheeded could result in dismissal.



Explain that an appeal could be made against the decision within 5 days.

Final written warning

If further action is necessary the employee will be interviewed and given the opportunity to state his/her case,
within 1 week.

A disciplinary action a letter will be sent to the employee.


The letter will contain the reason for the reprimand.



Explain the corrective action required and the time given to improve.



Training needs that have been identified and the timescales for implementation.



Warn that if improvements are not made in the time given further disciplinary action will be taken which
could result in dismissal.



Explain that an appeal could be made against the decision within 5 days.

Dismissal

If the employee fails to make the agreed improvements then the employee will be interviewed as before and if
the decision is to dismiss, the employee will be given the notice of dismissal, stating reasons and given the
details of the right of appeal.

If progress is satisfactory, within the time given to rectify matters the record of warnings will be destroyed
Gross Misconduct

If after investigation it is confirmed that an employee has committed an offence of the following nature (the list
is not exhaustive), the normal consequence will be dismissal without notice or payment in lieu of notice:


Theft or fraud



Ill treatment of children



Assault



Malicious damage



Gross carelessness which threatens the health and safety of others



Serious incapability at work brought on by use of drugs or alcohol



A serious breach of confidence

While the alleged gross misconduct is being investigated, the employee may be suspended, during which time
he or she will be paid their normal pay rate. Any decision to dismiss will be taken by the employer only after full
investigation.

Appeals

At each stage of the disciplinary procedure the employee has a right of appeal and that appeal must be made
in writing to the Manager and Chairman of the committee.

The procedure will be informal and the employee may have a friend/colleague or trade union official to speak for
them.


The employee will state why they are dissatisfied and may be questioned.



The Manager and Chair will be asked for their point of view and may be asked questions.



Witnesses may be heard and questioned by the Appeals Committee and by an employee and Deputy
Manager.



The committee will consider the matter and make its decision.

Grievance Procedure

Informal grievance

If an employee has a grievance it should be discussed in the first instance with the Manager. If the grievance
persists a management committee should be set up for the purpose of further discussion. The employee is
entitled to have a colleague present. Employees’ grievances will be treated seriously and will be resolved as
quickly as possible.

A grievance is a complaint by an employee about any aspect of his/her employment, e.g. nature or range of
duties, conditions of service, relationships with other staff. The grievance must be one that lies within the powers
of the management of the nursery to resolve, e.g. it cannot be about matters determined by national legislation.

Formal grievance

If the matter is serious and the employee wishes to raise the matter formally, the grievance should be set out in
writing. If the grievance is against the manager and the employee feels unable to speak to her directly, he/she
should be able to talk to the Chair.

Grievance hearing

The Manager or Chair will call the employee to a meeting to discuss the grievance, within 5 days of the grievance
being received. The employee has the right to be accompanied by a colleague or trade union representative.

After the meeting the Manager or Chair will give you a decision in writing within 24 hours.

Appeal

If the employee is unhappy about the decision and wishes to appeal he/she should let the Manager/ Chair know.

The employee will be invited to a meeting, within 5 days and the appeal will be heard by an Appeals Committee.
The employee has the right to have a colleague or trade union representative present.

After the meeting the Appeals Committee will give a decision, within 24 hours. The decision will be final.
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3. Staff Qualifications, Training, Support & Skills
3.4 Staff Code of Conduct
The code of conduct forms part of an employee’s contract. Failure to comply with the associated Owlets
pre-school policies may result in a disciplinary action being taken out Owlets pre-school reserves the
right to take legal action against employees where breaches of the code warrant such action.


Staff should remember that the welfare of the children always come first.



Staff should set a good example and provide good examples of good conduct for others to follow.



Staff should not raise their voices in front of the Children.



Staff should only restrain children for their own safety or the safety of others.



Adults and Children have a responsibility to treat each other with respect.



Diversity is of extreme importance to Owlets pre-school and we are committed to providing
equality of opportunity and will not tolerate any discrimination or harassment based on race,
colour, religion, gender, national origin or any other class.



Staff are to ensure that the behaviour outside Owlets pre-school will not cause any
embarrassment or reflect negatively in any way that could bring down the reputation or cause loss
of public confidence. This includes the miss-use of social networking sites.



Staff must not talk about work on their own personal networking sites.



Staff must not add parent/carers to their personal networking sites, unless they have known them
prior to the parent/carers children starting at Owlets Pre-School.



Staff must adhere to all our policies and must identify the importance to which we have created
these policies especially the safeguarding policy, first aid policy, administrating medicines policy
and non compliance will be viewed as gross miss conduct.



Staff should be very clear on the importance of an activity that may involve any photography or
video of children; staff must not use or display any images of children unless they have
permission to do so.



Staff are not permitted to have phones with cameras in the room where the children are. Staff
phones will be kept in a locked box in the kitchen.



If a member of staff is concerned about any behaviour of a colleague, this must be reported
following the whistle blowing policy. It is the responsibility of the appropriate member of staff to
record any incident that may result in being misinterpreted.
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3. Staff Qualifications, Training, Support & Skills
3.5 Whistleblowing
Definition:
Whistleblowing is raising a concern about malpractice within an organisation.
Protection:
This group is an organisation committed to delivering a high quality pre-school service, promoting organisational
accountability and maintaining public confidence.
This policy provides individuals in the workplace with protection from victimisation or punishment where they raise
a genuine concern about misconduct or malpractice in the organisation. The policy is underpinned by the Public
Interest Disclosure Act 1998, which encourages people to raise concerns about misconduct or malpractice in the
workplace, in order to promote good governance and accountability in the public interest. The Act covers
behaviour, which amounts to:


A criminal offence



Failure to comply with any legal obligation



A miscarriage of justice



Danger to health and safety of an individual and/or environment



Deliberate concealment of information about any of the above.

It is not intended that this policy be a substitute for, or an alternative to the group’s formal Grievance Procedure,
but is designed to nurture a culture of openness and transparency within the organisation, which makes it safe
and acceptable for employees and volunteers to raise, in good faith, a concern they may have about misconduct
or malpractice.
An employee or volunteer who, acting in good faith, wishes to raise such a concern should normally report the
matter to the manager who will advise the employee or volunteer of the action that will be taken in response to the
concerns expressed. Concerns should be investigated and resolved as quickly as possible.

If an employee or volunteer feels the matter cannot be discussed with the manager, he or she should contact our
Early Years Advisor or OFSTED on 0300 123 1231 for advice on what steps to follow.

A disclosure in good faith to the manager will be protected. Confidentiality will be maintained wherever possible
and the employee or volunteer will not suffer any personal detriment as a result of raising any genuine concern
about misconduct or malpractice within the organisation.
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3. Staff Qualifications, Training, Support & Skills
3.6 Dress Code
Owlets preschool is an educational environment and staff should dress in a professional and appropriate manner.
We take pride in our work and maintain high standards in all areas of our preschool. These standards include the
conduct and behaviour of all staff. This policy is written so that staff are clear about the standards of dress code
expected from all members of staff, students and volunteers in preschool.

Our Principle
Working at Owlets preschool will nearly always involve some physical activities and clothing will need to be
practical in order for the work to be carried out comfortably. Shoes should also be practical, and toes should be
covered for health and safety. Owlets staff should be fully aware of what is acceptable and appropriate, and it is
very important to wear clothing that maintains dignity so that it may not cause embarrassment to the children,
colleagues or parent/carers.

It is expected that clothing will always be suitable when working with children and the following guidelines should
be followed ;
o

Long hair should always be tied back when handling food.

o

Clothing should be practical and comfortable.

o

Clothing should not expose hips, or underwear (this should include clothing that may ride up during
a physical activity).

o

Smart jeans/trousers are acceptable.

o

Smart shorts of a appropriate length are acceptable.

o

Jewellery should be kept to a minimal and should not get in the way of moving and handling.

Body Piercing and Tattoos

Body piercing other than discreet earrings and small nose studs, are not acceptable for the preschool
environment. Piercings such as lips, eyebrow and tongue are not acceptable and you will be asked to remove
before you start work. Discreet tattoos are acceptable but ones that cover the whole body will be asked to cover
where possible for work.

Overview

Staff at owlets will be given appropriate vests for summer, t-shirts and sweatshirt, fleeces for colder months.
These will are black in colour and should whenever possible have the Owlets logo. Dress code should be applied
during working hours.

Staff should be encouraged to follow the dress code. If a member of staff persistently breaches the dress code,
this may be subject to disciplinary action in accordance with Owlets policies and procedures.

If any staff member is unsure of how to apply the dress code, speak to the manager or the deputy.
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3. Staff Qualifications, Training, Support & Skills
3.7 Safer Recruitment
Owlets Pre-school recognises the need to meet the requirements of the EYFS for the childcare in
relation to safe recruitment. In order to achieve this, we will ensure all vacant job descriptions are
reviewed and amended to reflect the job role and to meet current legislation.

All advertising and recruitment processes will be in accordance with our Equal Opportunities Policy.
All applicants will be sent a copy of our Safeguarding policy.

Advertisements will state that the position is subject to a DBS (Disclosure & Barring Service) and
satisfactory references.

Each new member of staff will have a job description and contract of employment, along with a 6 (six)
month probation period.

If an employee leaves within a 12 (twelve) month period and Owlets have incurred expenses for
courses that benefit the individual, then Owlets reserves the rights to recuperate these monies.

Procedure
An application form is required for any person wishing to apply for a position.


Suitable references and health declarations (if required) will be sought prior to commencement
of employment



Potential candidates will have the opportunity to visit the setting during the recruitment process



Face to face interviews will take place, where proof of their identity and qualifications will need
to be assessed. The interview will explore a candidates suitability for the position



The chair and manager/deputy manager will conduct the interview



The manager has completed the Safer Recruitment Course



Unsuccessful candidates will be telephoned and written to thanking them for their interest and
feedback given as to why they were unsuccessful



A conditional offer will be made to the successful applicant ‘subject to DBS check and
satisfactory references



Man handling requirements are clearly identified during the recruitment process so that
appropriate medical advice can be taken as part of the pre-employment health screening



A full induction will be completed over a satisfactory amount of time, which will be documented



Every new employee will receive a contract, this must be agreed and signed before employment
can commence



An appraisal and review system is in place to support performance management. These will be
held annually
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