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Policy Number 2.3 



Policy Statement 

 

This policy aims to give all staff and volunteers strict guidelines in which to work for the benefit of 

other staff, families and children at Churchwood Kindergarten. 

 

Churchwood Kindergarten can only be successful in providing children with an outstanding 

education through the behaviour of its staff and volunteers, whether this behaviour is with children, 

colleagues or external agencies. This document aims to set out employees’ legal obligations, 

together with some agreed minimum standards. It is understood that new staff will find this useful, 

and it will also serve to remind existing staff of minimum standards.  

 

Staff are role models and are therefore in a unique position of influence in terms of setting a good 

example to all children. Each member of Churchwood Kindergarten staff has an individual 

responsibility to maintain their reputation and the reputation of the setting. In some circumstances, 

this applies outside working hours and away from the Kindergarten premises. 

 

Collaborative and Co-operative Working 

 

Staff are expected to foster trusting and professional working relationships by working 

collaboratively with each other. This includes active attendance and participation in staff meetings, 

curriculum development meetings and other relevant development sessions.  

 

Where decisions do not fall within the remit of one person, issues will need to be debated in an 

appropriate forum. Staff need to, and should be able to, express their positive and negative views 

during any decision making process. Within the principle of collaborative working though, once a 

decision is reached, all staff need to adhere to that decision, even if they represented the minority 

that opposed it.  

 

Staff are expected to uphold policies and procedures, and raise any concerns about the running of 

the Kindergarten in a responsible and appropriate way. Staff who may wish to challenge a 

colleague’s decision may do so through the correct channel (ie: in a staff meeting or a 1:1 meeting). 

Staff should never tell parents or pupils that they do not support a particular policy or decision as 

this will undermine both the Kindergarten and other colleagues, and may bring the Kindergarten into 

disrepute. 

 

Staff are expected to support each other wherever possible to being flexible, covering colleagues’ 

duties when they are unable to commit to them, and taking on occasional work.  

 

Where there are disagreements or difficult relationships between people at work, staff are expected 

to talk to each other informally and professionally to try to resolve the differences, using a colleague 

as mediator if appropriate. Where this is not possible (eg: where serious allegations are made or in 

instances of bullying), it is anticipated that the complaints procedures will be used once informal 

steps have failed to help matters. 



 

Staff Personal Safety 

 

Churchwood Kindergarten believes that the health and safety of all staff is of paramount importance 

and that all staff have the right to work in a safe environment. We support safe working both on and 

off the premises, acknowledging the needs and diversity of children and their families.  

 

General procedures 

 Where possible, at least the first two members of staff should arrive together, and the last 

two members of staff on site leave together.  

 Visitors are generally only allowed access with prior appointments and only admitted once 

their identity has been verified.  

 Minimal petty cash is kept on the premises. 

 Members of staff make a note in the diary of any meetings or home visits they may be 

attending, who they are visiting and when they are expected back on site.  

 Managers have good working relationships with local police and ask for advice on safe 

practice where there are issues or concerns.  

 

Dealing with agitated parents in the Kindergarten setting 

 If a parent appears to be angry, mentally agitated or possible hostile, two members of staff 

will lead the parent away from the children to a less open area, but will stay in sight of other 

members of staff.  

 If the person is standing, staff will remain standing.  

 Members of staff will try to empathise and ensure the language they use can be easily 

understood. 

 Staff will speak in low, even tones, below the voice level of the parent. 

 Members of staff will make it clear that they want to listen and seek solutions. 

 If the person makes threats and continues to be angry, members of staff will make it clear 

that they will be unable to discuss the issue until the person stops shouting or being abusive, 

while avoiding potentially inflammatory expressions such as ‘calm down’ or ‘be reasonable’. 

 If threats or abuse continue, members of staff will explain that the police will be called and 

emphasise the inappropriateness of such behaviour in front of children. 

 After the event, details are recorded in the child’s personal file together with any decisions 

made with the parents to rectify the situation, and any correspondence regarding the 

incident.  

 

Dress Code 

 

Uniform 

Churchwood Kindergarten will provide members of staff with at least two branded T shirts and a 

branded fleece to wear as uniform. Staff should wear comfortable walking trousers or shorts, closed 

toe footwear suitable for the outdoors and provide their own appropriate waterproof jackets and 



trousers. Clothes should allow free movement and be comfortable to wear while spending the whole 

day outdoors.  

 

Staff and volunteers are advised that low cut tops and/or low slung trousers are not appropriate to 

wear while working with children. Clothing should be absent of any political or otherwise 

contentious slogans, be culturally sensitive, and not be viewed to be offensive, distracting or give 

rise to misunderstanding.  

 

Any obviously visible tattoos or piercings should be discussed with the Manager as to their suitability 

with the role and the working environment.  

 

Jewellery and Hair 

Jewellery should be kept to a minimum, with only small stud style earrings and jewellery worn for 

religious reasons being allowed. Necklaces should only be worn for religious reasons and these must 

be tucked under clothing. Bracelets may be worn for religious reasons only and both watches and 

bracelets should be removed when preparing food.  

 

Wedding or engagement rings may be worn by staff but not if they are excessively large or in a style 

likely to cause injury to children (ie: with a high stone setting). Large earrings, long necklaces and 

dress rings are not permitted to be worn. 

 

Staff with long hair should wear it tied back when working with children or handling food. 

 

Language and Behaviour 

 

Churchwood Kindergarten staff are ambassadors for the setting, and are expected to conduct 

themselves professionally at all times. Staff are expected to treat anybody attending the 

Kindergarten (children, parents, carers and visitors) courteously and with respect. Staff are also 

expected to value all of the children in the Kindergarten as individuals. 

 

Kindergarten staff set examples of behaviour which can be copied by children. All Churchwood 

Kindergarten staff are therefore expected to use appropriate language and behaviour which they 

would want to be imitated.  

 

Use of insensitive, disparaging or sarcastic comments is unacceptable in the Kindergarten setting. 

This applies when talking to children, colleagues or parents. Swearing and abusive behaviour will not 

be tolerated and any member of staff exhibiting such behaviour will be subject to disciplinary 

procedures.  

 

Chewing gum is not permitted whilst on the premises as this does not give a professional image. 

 

 

 



Smoking, Alcohol and Drugs 

 

If a member of staff is taking medication which may affect their ability to care for children, they are 

asked to seek further medical advice. Staff will only work directly with children if medical advice 

confirms that a medication is unlikely to impair their ability to look after children properly. 

 

Staff medication on the premises will be stored securely and kept out of reach of the children at all 

times.  

 

If a member of staff is suspected to be under the influence of alcohol or any other substance that 

may affect their ability to care for children, they will not be allowed to work directly with the 

children or asked to leave the premises, and further disciplinary action will be taken.  

 

Smoking is not permitted anywhere on the Kindergarten site, or its immediate surroundings, and 

under no circumstances should any member of staff, parent, carer, volunteer or visitor smoke on the 

premises. There are no smoking signs displayed around the site. Staff members who do smoke are 

prohibited from doing so during their working hours or during any breaks. Staff members who do 

smoke must ensure they do not smoke while in their work uniform, and paperwork relating to the 

Kindergarten must not be taken into smoky environments.  

 

Managing Staff Illnesses and Absences 

 

Staff Leave of Absence 

Staff may only take their holiday breaks when the Kindergarten is closed out of term time. When a 

member of staff may need to take time off for any reason other than sick leave or training, this is 

agreed with the Manager and Director with sufficient notice.  

 

Staff Illness 

If staff are unwell and take sick leave in accordance with their contract of employment, we organise 

cover to ensure staff to child ratios are maintained. Sick leave is monitored and action is taken where 

necessary, in accordance with the individual’s contract of employment.  

 

Staff who consider that they are ill with any illness that may be infectious, have a high temperature 

or have any sort of rash should not come into work. It is essential that staff consider any possible 

effects on children and other staff. 

 

Any member of staff suffering with diarrhoea, winter vomiting disease, or any other symptoms 

which may be infectious are requested that they do not return to work until 48 hours after the 

symptoms have ceased.  

 

 

 



Staff Conduct Outside Work 

 

We are proud of our ethos and our position in the community, and take great pride in our 

reputation. We expect staff to avoid any actions that may damage the reputation of the 

Kindergarten, employees’ own reputations or the reputation of any other member of the 

Kindergarten community. In particular, criminal offences that involve violence, possession or use of 

illegal drugs, or sexual misconduct will be regarded as unacceptable and as acts of gross misconduct.  

 

Staff wearing the branded uniform must be aware that the Kindergarten will be easily identifiable 

and must therefore monitor their behaviour in public to ensure both their own and the 

Kindergarten’s reputation is not brought into disrepute.  

 

Social media 

Staff must not post any material relating to the Kindergarten or its users on social media sites. Any 

staff who breach this rule will face disciplinary action. Staff are also asked to be mindful of what they 

post on their own social media sites and are made aware of the Mobile Phone, Camera Use and 

Online Safety Policy. 

 

Safeguarding  

 

Policies 

Staff are made aware of the Safeguarding and Child Protection Policy during their induction period. If 

a member of staff is concerned that a correct safeguarding procedure is not being followed, then 

they must inform their Line Manager immediately.  

 

Staff are also made aware of other important safeguarding policies, including the Intimate Care and 

Toileting Policy and the implications of working alone with a child, and the Mobile Phone, Camera 

Use and Online Safety Policy.  

 

Confidentiality 

Staff must not pass on any information about children attending the Kindergarten, or their parents 

and families, to third parties without their permission. The only exception to this rule is information 

sharing with specific external agencies if there is a safeguarding issues.  

 

All issues discussed at staff meetings are confidential and should not be discussed with others.  

 

Staff have an obligation to share any information which gives rise to concern about the safety or 

welfare of a child with the Kindergarten’s Designated Safeguarding Officer.  

 

Physical contact with children 

Staff recognise the value that appropriate touch has for children in the Kindergarten’s care, and will 

provide physical comfort or consolation to a child who expresses a need for such.  

 



Members of staff will not touch a child in a potentially sexually sensitive area unless the child has 

incurred an injury that necessitates immediate medical attention and contact in that way. In such 

circumstances, staff will make every effort to ensure another adult is present as witness in order to 

protect themselves and the child.  

 

Staff will not touch a child who in any way expresses that they do not wish to be touched, unless in 

the extreme case of needing to restrain a child who is a danger to themselves or others.  

 

Any form of physical punishment is unlawful. This also applies in any form of physical response to 

misbehaviour, with the exception being in the Physical Restraint Policy. 

 

Disciplinary Action 

 

All staff need to recognise that failure to meet the standards of behaviour and conduct with this Staff 

Behaviour Policy may result in disciplinary action, including dismissal.  

 

As with all environments where children are present, all staff and volunteers at Churchwood 

Kindergarten are obliged to notify the Kindergarten without delay if they are convicted of a criminal 

offence, if proceedings are brought against them or if a formal accusation is made of a criminal 

offence.  

 

Gross Misconduct 

 

Staff will be dismissed without notice if they are found to have committed an act of gross 

misconduct. Examples of gross misconduct include, but are not restricted to: 

 Child abuse 

 Failing to comply with health and safety requirements 

 Physical violence 

 Ignoring a direct instruction given by the Manager 

 Persistent bullying, sexual or racial harassment 

 Being unfit for work through alcohol or illegal drug use 

 Theft, fraud or falsification of documents 

 Being disqualified under the terms of the Statutory Framework for the Early Years Foundation 

Stage (Section 75 of the Childcare Act 2006) or the Children’s Act 2004. 

 

The Managers and Director will investigate the alleged incident thoroughly before any decision to 

dismiss a member of staff is taken.  

 

 

 

 

 



Policy Monitoring and Review 

This policy is monitored by the staff and management of Churchwood Kindergarten and will be 

reviewed annually, or before if necessary. 
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