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	POLICY STATEMENT
This policy ensures the efficient and effective management of staff, and should be read in conjunction of other policies named at the end of this policy.  


	PROCEDURES AND PRACTICES 

Confidentiality
All staff are required to adhere to the Daycare’s Confidentiality policy. Issues relating to the employment of staff remain confidential and are only accessible to those who are directly involved with making personnel decisions. 

Raising a grievance
Staff should raise any grievances in the first instance with their line manager. If this is not possible/suitable, or it is felt the grievance has not been dealt with, the Daycare Manager or a member of the management committee should be informed of the grievance. The Daycare Manager and/or the management committee will respond to the grievance within one working week with details of what will happen next. If the member of staff still has concerns, or feels the matter has not been resolved, or is likely not to be resolved they can contact Ofsted. A separate Whistleblowing policy is in place and whistleblowing contacts details can be found at the end of this policy.    

Accidents and Incidents

All staff accidents and incidents must be recorded in the accident and incident folder, located in the kitchen area. The accident or incident must also be reported to the team leader and/or the Daycare Manager. 

Maternity Leave/long term absence 

A development opportunity will be considered for existing staff to cover the role of the absent staff. If it is necessary for temporary staff recruitment they will be brought in to cover at the lower level and safe-recruitment procedures will be followed. The appropriateness of awarding additional payments for the existing staff covering the absentee’s role will be considered depending on the pay scale of the existing staff. On the return to work a ‘return to work’ interview will be conducted by a line manager or Daycare Manager. For further details of maternity leave and pay see https://www.gov.uk/maternity-pay-leave  
Should a staff member be in the unfortunate situation of having a miscarriage or still birth after 24 weeks of the pregnancy, full maternity rights will still apply.

Compassionate Leave and time off for funerals
In agreement with Management, staff will be granted compassionate leave for a maximum equivalent of one week of contracted hours paid, should the time off need to be taken in term time and in relation to immediate family members or immediate in-laws.  
With effect from 06 April 2020, staff who have suffered their child’s bereavement under the age of 18 years will be entitled to two weeks paid leave in term time periods.

All bereavements should be notified to the management team as soon as possible by either the staff member themselves or a close family member.
Staff will also be given a day off for the funeral for immediate family and immediate in-laws, should this fall on a contracted work day however outside of the dates of the requested compassionate leave.  
Staff will be able to take a paid days leave for the funeral of grandparents.

All other leave including requests for extended family such as aunties / uncles / friends will be taken as unpaid leave and will be at the discretion of the management team.

Octopus Children’s Daycare will support staff through bereavements where it is felt that working practices are affected.  All conversations had regarding this issue will be held in full strictest confidence and staff members should raise any issues with the Daycare Manager should feel they need additional support.  This will include a phased return to work if necessary in such circumstances as the death of a person providing care for dependants. 

Staff who require time off to look after dependents following an illness are entitled to a maximum of 2 working days off twice a year with pay.

For staff members who paid leave in term time periods.8 years 


































































have been working for Octopus Children’s Daycare for less than 26 weeks or earn less than £118 per week, leave will be at the discretion of the Management Team.  

Octopus Children’s Daycare recognises and respects different cultures and how they respond in terms of bereavements.  We will work with the staff members involved and ensure that we respect this as much as we can.   

We will also not discriminate against staff who have a disability including mental health.
Staff Birthdays
As long as staffing ratios can permit, should the member of staff’s birthday fall on a contracted work day, the Management have agreed for the member of staff to take this day off as paid holiday not affecting their holiday entitlement or deducted from accrued hours.  
Should the birthday fall on a weekend, outside of the term times, on a non contracted day or a day where it is operationally not able to offer paid leave, then the agreed hours will be taken off in accordance with the Management and staffing ratios as soon as possible after the birthday.  

Please note that this decision is a bonus to the employee and will be at the discretion of the Management to decide when it will be taken, not for the member of staff to adjust to suit (i.e. taking a day off where they are contracted to work longer hours)   

This agreement can be withdrawn at any time and written notice will be given to staff.
Acting with courtesy, dignity and respect
All staff have a responsibility to themselves and Octopus Children’s Daycare to act with dignity and respect at all times both in and out of their contracted hours.  This should be directed to other members of staff, the committee, children, parents and all other stakeholders of Octopus Children’s Daycare.

If anybody feels that they are being harassed or bullied by a member of Octopus Children’s Daycare, please refer to the Dignity and Respect Policy for further action if deemed necessary.  Similarly, if a member of staff feels that they are being harassed or bullied in capacity of Octopus Children’s Daycare by a stakeholder of the Daycare, please refer to the policy for further actions.

Casual Contract Employees

This form of contract holds no obligation on either side to provide or accept work. Casual employees will be required to undertake the same supervision and requirements as permanently contracted employees. If casual employment exceeds 12 weeks, a fixed term contract until the end of the academic year or as agreed with the Daycare Manager will be issued. An enhanced DBS check and references will be done, if possible before starting at the Daycare. THEY WILL NOT HAVE UNSUPERVISED ACCESS TO THE CHILDREN UNTIL ALL CHECKS ARE COMPLETED.
Fixed term Contract Employees

This form of contract will be for a specified time as detailed in individual contracts. The Fixed Term Employees Regulations 2008 is applied to ensure fixed term employees do not suffer less favourable treatment than their permanent counterparts. Under the regulations, the use of successive fixed term contracts is limited to four years, following which the contract automatically becomes permanent. Fixed term contracted employees will be required to undertake the same supervision and requirements as permanently contracted employees. An enhanced DBS check and references will be done.
Permanent Contracted Employees

This form of contract can be a full time, part time, term time or an all year round contract. The employee will be required to attend the monthly staff meeting, a supervisory meeting after the first 3 months and other necessary obligations such as undergoing the DBS check and references.

Apprenticeship Contracts

This form of contract runs in conjunction with the college agreement for apprenticeships. The student’s contract runs for the length of the course until it is completed.  This may be earlier than the agreement if the work/ course is completed sooner. Apprentices have a 3 month probation period when starting. If they wish to resign from their position there is a half term notice they must give in writing to both their college and the Daycare Manager.

1 to 1 Contracts

This form of contract follows the same process as all other positions, with regard to checks and interview process. This contract runs for the length that the child will remain with the Daycare, at which point their contract will come to an end.  
They will be given 4 weeks notice if the child leaves our care early.
Octopus Children’s Daycare aim to have references and DBS checks completed before a new practitioner starts the position. DBS checks can take several weeks to be cleared in which case providing the qualifications and references are of standard.  The new practitioner will be supervised at all times and not be left alone with the children. They will not be permitted to enter or help the children in the bathroom until they have had DBS clearance. 



	Other policies to read in conjunction with this policy 

· Octopus Children Centre Policies and Procedures

· Confidentiality Policy
· Equal Opportunities Policy

· Health and Hygiene Policy

· Inclusion Policy

· Safe Recruitment Policy
· Whistleblowing Policy

· Health and Safety Policy

· Mobile Phone Policy

· Fire Safety Policy

· Safeguarding Policy
· Keyperson Policy
· Staff Code Of Conduct  
· Dignity and Respect Policy

· Octopus Children’s Daycare General Data Protection Regulation Policy

· Octopus Children’s Daycare COVID-19 Risk Assessment

  


	Contact details

Somerset Children’s Safeguarding Partnership who are contacted on 0845 345 9122

WBHL

Ofsted                   
Piccadilly Gate      
Store Street

MANCHESTER

M1 2WD
Ofsted Whitleblower hotline 0300 123 3155 (Mon to Fri 8:00am to 6:00pm)

email whislteblowing@ofsted.gov.uk


	This policy was adopted at a meeting of Octopus Children’s Daycare Management Committee 



	Signed by the Chairperson on behalf of the Management Committee



	Date of signature



	This Policy will be reviewed in January 2025



                           Octopus Children’s Daycare                 �                                          








