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Weydown Nursery Employee Handbook
Weydown Nursery and Preschool
Our Lady of Lourdes Church Hall. 21 Derby Road, Haslemere, GU27 1BS

Introduction
Welcome to WEYDOWN Nursery! This handbook outlines key policies, procedures, and expectations to ensure a safe, professional, and supportive working environment.

About our nursery
We provide high-quality childcare and early years education, following the Early Years Foundation Stage (EYFS) framework. Our mission is to create a safe, nurturing, and stimulating environment for children. We are committed to safeguarding, equal opportunities, and continuous professional development.

Employment policies

Working Hours
Employees work full or part time hours per week as agreed in your contract. These contracted hours and shift patterns will be agreed in advance, with flexibility required to meet nursery needs. You must be ready to start work promptly at your scheduled time.
From time to time, staff may be required to work additional hours to support the smooth running of the nursery. This may include time for staff meetings, training, planning, administration, report writing, or parent meetings. These responsibilities form part of your role as an early years professional.
During nursery hours, your main responsibility is to support the safe, high-quality care and education of children, ensuring we meet all legal, moral and professional requirements.
Occasionally, additional hours may be required to maintain the correct staff-to-child ratios. This may be due to unforeseen circumstances such as staff absence. Where possible, notice will be given in advance; however, in some situations this may not always be possible.
Any additional hours worked will be recorded. Where appropriate, time off in lieu or payment will be provided in line with nursery procedures. Managers will aim to balance working hours where possible to support staff wellbeing.
We will always aim to give notice for other commitments such as:
· Staff meetings
· Parent evenings
· Training sessions
However, flexibility is expected as part of your role, particularly in situations where children’s safety and care are the priority.
Important Note
Staff should be aware that personal arrangements made during working hours may need to be adjusted if additional hours are required. Management will always aim to be fair and reasonable when requesting this.
Sickness policy

If you are to be absent due to sickness or injury you must personally let the nursery know
on the first day of illness. We will not accept notification from anyone other than yourself
and likewise on any subsequent days. If you are unable to attend work due to sickness you must telephone at 7.30 at the latest and speak to the manager.

Compassionate leave

Weydown recognises that employees do face diﬃcult personal situations where they may require time oﬀ to support their family or close relatives. Please speak to the manager or owner for compassionate leave.

Probationary Period
All new employees undergo a 3 months probationary period. Performance will be reviewed before confirmation of permanent employment.

Pay 
Salaries are paid on the last Friday of the month via bank transfer. Payslips will be issued electronically. 

Holiday Entitlement
Holidays are in agreement with the owner and manager inline with employee contract. 
Medical and Dental Appointments
Where possible, medical and dental appointments should be arranged outside of working hours or on non-working days to minimise disruption to the nursery.
If an appointment needs to take place during working hours, staff must discuss this with their manager in advance and gain approval. Evidence of the appointment may be requested.
Further guidance on time off for medical, dental or hospital appointments will be provided during your induction and can also be found in the staff policy file.
Smoking, Vaping, Alcohol and Drug Use
It is the intention of Weydown Pre-School & Day Nursery to promote and protect the health and wellbeing of its children, employees, and other visitors to the nursery. It is recognised that smoking and vaping is bad for health and unpleasant to many users of buildings and services. We believe that those working with children are in a unique position to act as positive role models and have a responsibility to send out consistent messages about hazards of smoking and vaping. This also applies to alcohol and drug abuse. Weydown operates a zero-tolerance policy towards smoking, vaping, drugs and alcohol. This policy applies to all employees, parents/carers, trainees, students, contractors and other users and visitors to the nursery.

To ensure the health, safety and wellbeing of children, staff and visitors, smoking and vaping are not permitted anywhere on the nursery premises, including outdoor areas such as the garden, entrances and driveway. Staff may only smoke or vape during their own time and must do so off-site, out of uniform, and follow appropriate hygiene practices before returning to work.
Staff must not consume alcohol during working hours or arrive at work under the influence of alcohol. Alcohol must not be brought onto or consumed on nursery premises.
The use of drugs is strictly prohibited, unless they are prescribed by a medical professional and deemed safe to take while working with children. Any medication must be stored securely and out of reach of children. Staff must ensure that any medication taken does not affect their ability to carry out their role safely.
Failure to follow this policy may result in disciplinary action.

Nursery policies

Weydown Nursery has a handbook of policies and procedures in place to ensure the safety, welfare, and well-being of children, staff, and visitors. Employees are required to familiarise themselves with these policies and agree to read them within one month of starting employment. These policies include, but are not limited to:

Safeguarding and Child Protection
Please refer to the Nursery’s Safeguarding and Child Protection Policy for full details.

Health and Safety
Please refer to the Nursery’s Health and Safety Policy for full details.

Confidentiality
Please refer to the Nursery’s Confidentiality Policy for full details.

Equal Opportunities and Diversity
Please refer to the Nursery’s Equal Opportunities and Inclusion Policy for full details.

Copies of all nursery policies accompany this handbook.


Code of conduct

Weydown Nursery Staff Uniform Policy
1. Purpose of the Policy
 
This policy ensures that all staff present a professional, consistent, and safe appearance that:
​•​Promotes a positive image of Weydown Nursery
​•​Supports safeguarding and hygiene standards
​•​Enables staff to work comfortably and safely with children
 
2. Core Uniform Requirements
 
All staff are required to wear the following during working hours:
​•​Black trousers or black skirt
​•​Black top or black t-shirt (plain, non-branded, appropriate neckline, and must fully cover the torso)
​•​Weydown Nursery teal apron (provided) – must be worn at all times when working directly with children
 
Top Requirements
​•​Tops must be modest, practical, and suitable for active work with children
​•​Black t-shirts are permitted
​•​No crop tops or belly tops are permitted
​•​Clothing must ensure midriff is fully covered at all times, including when bending, lifting, or engaging in play
 
3. Warm Weather Policy
During periods of warm weather, adjustments may be made to support staff comfort while maintaining professionalism:
​•​Black tailored shorts may be worn
​•​Shorts must be:
​•​Knee-length at a minimum
​•​Loose-fitting and appropriate for a professional setting
​•​Not denim, tight-fitting, or casual (e.g. cycling shorts, beachwear)
​•​Lightweight black tops or t-shirts may be worn, provided they meet all uniform requirements
​•​Staff must continue to wear their teal Weydown Nursery apron at all times
 
4. Footwear
​•​Closed-toe, flat, and secure shoes must be worn at all times
​•​Shoes must be suitable for:
​•​Outdoor play
​•​Physical activity (running, lifting, bending)
 
Not permitted:
​•​Open-toe sandals
​•​Flip-flops
​•​High heels
 
5. Apron Expectations
​•​The teal Weydown Nursery apron is mandatory
​•​Must be:
​•​Clean and presentable
​•​Worn throughout the day during childcare duties
 
6. Personal Presentation
 
Staff must maintain a clean, neat, and professional appearance:
 
Hair
​•​Long hair must be tied back
​•​Hair should not obstruct vision or interaction with children
 
Jewellery
​•​Minimal jewellery only:
​•​Stud earrings permitted
​•​One simple ring
​•​No large hoops, long necklaces, or dangling items
 
Nails
​•​Short and clean. Acrylic and gel nails acceptable as him as they are short, and natural or light colours
​•​NO chipped nail varnish
 
7. Hygiene and Safety
 
Uniform must:
​•​Be clean and changed daily if required
​•​Be appropriate for:
​•​Nappy changing
​•​Food handling
​•​Outdoor learning
 
8. Religious and Cultural Considerations
 
Weydown Nursery respects diversity and inclusion:
​•​Modest dress is permitted (e.g. long sleeves, head coverings)
​•​Must still meet safety and hygiene requirements
​•​Colours should align with the nursery uniform where possible
 
9. Non-Compliance
 
Failure to adhere to the uniform policy may result in:
​•​Being asked to change before starting shift
​•​Informal discussion
​•​Formal procedures if repeated
 
10. Rationale (Outstanding Practice Alignment)
This policy supports:
​•​Safeguarding – clear staff identification
​•​Hygiene – appropriate clothing for care routines
​•​Professionalism – consistent presentation
​•​Physical engagement – clothing suitable for active play
​•​Role modelling – promoting positive standards for children
 
11. Monitoring and Review
​•​Uniform expectations are monitored through:
​•​Daily practice
​•​Supervision meetings
​•​Policy reviewed annually or as required*Weydown Nursery Staff Uniform Policy

AAbsense and Sickness
At Weydown Nursery, we encourage good attendance while recognising that staff may occasionally need time off due to illness. We aim to support staff wellbeing while ensuring the nursery continues to run safely and effectively.
Staff must follow the procedures below to ensure consistency and support for both the team and children.
Reporting Sickness
If you are unwell and unable to attend work, you must:
· Telephone the manager by 7:00am on your first day of absence
· Speak to a manager directly (texts or emails are not acceptable)
· Provide a brief reason for your absence and an indication of when you expect to return
If your return date is uncertain, you should update the manager later in the day.


During Absence
· For absences of more than 5 working days, a medical fit note is required
· You may be asked to complete a self-certification form on return
· A return-to-work discussion may take place to support your wellbeing and ensure you are fit to return
If you have a contagious illness, you must follow the same exclusion periods as children to prevent the spread of infection.
Monitoring Attendance
We may review attendance where there are concerns, such as:
· Frequent short-term absences
· Patterns of absence (e.g. repeated days)
· Ongoing or long-term absence
Our aim is to support staff, but where necessary, concerns may be addressed through formal procedures.
Long-Term Sickness
If you are absent for an extended period, we will:
· Keep in regular contact with you
· Offer support and discuss possible adjustments
· Seek medical advice where appropriate
In some cases, where absence continues and there is no foreseeable return, this may impact ongoing employment. Any decisions will always be made fairly and with full consultation.
Sick Pay
During the first 6 months of employment, staff are not entitled to company sick pay. Statutory Sick Pay (SSP) will be paid in line with government guidance.
Annual Leave and Sickness
If you become unwell during annual leave:
· You may request to take this leave at another time
· Medical evidence will be required
Requests must be submitted promptly following your return to work.

Family Leave
We understand that staff may need time off for family emergencies. This will be considered on an individual basis, and management will aim to be supportive and flexible where possible.
In the event of a bereavement, compassionate leave may be granted, depending on individual circumstances.
Use of Nursery Equipment

Nursery equipment should only be used for work purposes. You must keep all areas clean, tidy, and safe for children and staff.

Disciplinary and grievance procedures

The following actions may result in disciplinary action:

· Poor performance or repeated lateness.
· Failure to follow nursery policies and procedures.
· Gross misconduct (e.g., theft, abuse, serious breaches of safeguarding policies).
· Use of social media or any other communication that would bring the nursery into disrepute.
· Sanctions may include verbal warnings, written warnings, or dismissal in severe cases.

Grievance Procedure

If you have a concern, speak with your manager informally. If the issue is unresolved, you may submit a formal grievance in writing.

Babysitting 

Weydown is not responsible for any private arrangements or agreements that are made in relation to ‘Babysitting’ or the care of a child outside of nursery hours, this is between the staﬀ member and family. However, we do expect staﬀ members to inform us if they are babysitting or caring for a child that attends the nursery outside of the setting.
Out-of-hours work arrangements must not interfere with a staﬀ members employment at the
nursery. Staﬀ are expected to always keep confidentiality of employment.
The nursery will not be held responsible for any health & safety or other issues that may arise from these private arrangements and agreements. The nursery has a duty to safeguard all children whilst on our premises and in the care of our staﬀ, but this duty does not extend to private arrangements between staﬀ and parents outside of nursery hours.
If a staﬀ member has concerns regarding the safety and welfare of a child after they have cared for them outside of nursery hours, they must inform the nursery Designated Safeguarding Lead.

Use of Cameras, Mobile Phones and Recording Devices
At Weydown Nursery, we recognise that photographs and recordings are an important part of documenting children’s learning and development. All images and recordings are used in a safe, secure and professional manner, in line with safeguarding and data protection requirements.
Photographs or videos of children will only be taken using nursery devices and with prior written consent from parents/carers. These may be used for purposes such as learning journals (e.g. FAMLY app), displays, newsletters and promotional materials. Consent is regularly reviewed, and parents’ wishes will always be respected.
Staff must not use personal devices, including mobile phones, cameras or smartwatches, to take photographs or recordings of children under any circumstances. Smartwatches may be worn but must be set to airplane mode.
All nursery devices are password protected and stored securely when not in use. Tablets used for recording observations are restricted for safe use and locked away at the end of each day.
Parents and visitors are not permitted to use recording devices on the premises unless the manager has given permission. During special events, photographs may be taken by parents where consent has been obtained from all families, and these must not be shared on social media without permission.
Staff mobile phones must be stored securely on arrival and may only be used during designated breaks in approved areas. Phones must not be used in rooms or when moving around the setting where children are present.
All use of technology within the nursery is carefully monitored to ensure children remain safe and confidentiality is maintained at all times.

Disciplinary Procedure
At Weydown Nursery, we work together as a team to provide a high standard of care. All staff are expected to follow nursery policies and procedures at all times. Where these are not followed, appropriate action will be taken.
If a concern arises, this will first be investigated to understand the situation fully. This may include meetings and gathering information. In some cases, staff may be suspended while an investigation takes place; this is not a disciplinary action.
If further action is required, a formal meeting will be arranged. Staff will be given the opportunity to respond, share their views and provide any relevant information. A colleague may attend for support if needed.
Following this, a decision will be made and confirmed in writing. Where appropriate, staff will have the right to appeal the outcome.
In serious cases, this may result in dismissal. Any such decision will be made fairly, with full consideration and in line with employment procedures.
Staff recruitment 
At Weydown Nursery, we recognise that high-quality care and education begins with a skilled, knowledgeable and committed staff team. In line with the EYFS, we regularly review training and development needs to ensure we continue to provide the best possible outcomes for children.
We follow robust recruitment procedures to ensure all staff are suitable to work with children.
Our recruitment process includes:
· Advertising roles appropriately
· A thorough interview process, including time spent in the nursery
· A minimum of two references (including the most recent employer)
· A clear DBS check before unsupervised contact with children
We are committed to equal opportunities and do not discriminate on any grounds.
Staff awaiting DBS clearance may work under supervision but must never be left alone with children or carry out intimate care.
Suitability Checks
Before employment, we ensure:
· References are obtained
· DBS checks are completed
· Qualifications and ID are verified
· Ofsted is informed of relevant changes
All staff complete a 3-month probation period (longer for senior roles), during which suitability is reviewed.
Induction
All new staff receive a full induction to help them feel confident and supported in their role. This includes:
· Reading and understanding policies and procedures
· Safeguarding and first aid training
· Fire safety procedures
· Meeting children, families and the team
New staff are supported by an experienced colleague during this time.

Training and development
We encourage continuous professional development (CPD). Staff must complete mandatory training, including Safeguarding, First Aid, and Food Hygiene. Further training opportunities may be provided based on your role and career progression. Additional training opportunities are provided through in-house sessions, e-learning and external courses. We actively support staff to gain further qualifications and develop their careers.
Staff Wellbeing and Retention
We value our staff and aim to create a positive, supportive working environment where everyone feels respected and valued.
We support staff through:
· Regular supervisions and appraisals
· Team meetings and open communication
· Ongoing training and development
· Recognition of achievements and contributions

A consistent and happy staff team is key to providing a secure and nurturing environment for children at Weyford Nursery.
Monitoring and Continuous Improvement
We regularly reflect on our practice to ensure continuous improvement. This includes:
· Staff supervisions and peer observations
· Training and development reviews
· Monitoring children’s progress and outcomes
· Regular policy updates and self-evaluation
Staff records are stored securely and include all relevant employment and training information.

Termination of employment

Employees should refer to their contract for written notice when resigning. The nursery may terminate employment with notice, except in cases of gross misconduct. Any courses paid for by the nursery will be reimbursed to the nursery if it falls within 2 years of the course finish date.

Acknowledgement

I confirm that I have read and understood this Employee Handbook. I agree to abide by its policies and procedures.

I also acknowledge that I must read and familiarise myself with all Weydown Nursery policies within one month of my employment start date.

Employee Name: _________________________

Signature: _________________________

Date: _______________
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