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The Nursery recognises its responsibility to safeguard the children in its care at all times 
and the key role of the staff in implementing this responsibility. The conduct of staff must 
be exemplary and above reproach and encompasses the following.  

 
Staff at all times must act in a professional, polite and appropriate manner in regards to 
actions, behaviour, attitude, speech and lifestyle befitting their position of trust and 
responsibility in the care and development of the children in their charge and their position 
within a team.  
 

It is expected that a childcare practitioner will continually update their knowledge and skills 
through a life-long learning approach. 

 At all times, a childcare practitioner should not undertake an activity in which they 
do not feel competent, or is outside their area of practice and knowledge 

 The Nursery at all times acknowledges the strengths and limitations of a childcare 
practitioner’s expertise and will ensure there is regular appraisal and assessment. 

 There is mandatory training that all staff should undertake during induction.  

 The Nursery is fully committed to your development and we will advise on other 
training courses that might be relevant. Training is also provided at staff meetings 
and other in house sessions. 

 
Staff will take some responsibility in their own learning, development and general 
approach to working within a team. You must: 

 Reflect on your own work; identify your strengths and weaknesses 

 Build upon your strengths and improve upon your weaknesses 

 Enhance the nursery and care given in any way you can 

 Seek to improve yourself and your skills 

 Be prepared and willing to ‘go the extra mile’ 

 Be enthusiastic towards your job, parents, children and other team members 

 Be reliable, with minimal absences and put yourself in the ‘shoes’ of others 

 Be friendly and considerate – remember each one of us is unique 

 
Staff must be familiar with and adhere to the Nursery’s policies.  

 
Staff must present themselves in a clean, smart and appropriately dressed manner at all 

times when at the Nursery. Staff will be provided with some required uniform- this will need 
to be looked after and kept clean at all times. Staff must adhere to the Uniform Policy.  

 
Staff must attend for work in a condition to carry out their duties in a fully competent, safe 
and stable manner free from the influence of drugs, alcohol, physical/emotional/ mental 
health needs or a preoccupation with personal life.  
 
Staff must not consume alcohol on the premises, it is strictly forbidden unless it is part of 
an agreed event authorised by management, such as a staff barbecue. Any employee who 
is found consuming alcohol on the premises or is found to be intoxicated at work will face 
disciplinary action under the disciplinary procedure. Please be aware that even if you are 
not found to be intoxicated, coming into work suffering from the immediate after effects of 
alcohol may also impair your ability to perform your role to the required standards. A 
breach of this procedure is considered an act of gross misconduct.  
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Smoking is forbidden on the premises. Any member of staff who is found smoking on the 
premises where not permissible will face disciplinary action under the disciplinary 
procedure. Members of staff who wish to smoke before their shift commences or at break 
times, must ensure that they are not identifiable by their uniforms or lanyard and are a 
reasonable distance from the building (very bottom of the road). Staff have a duty to 
ensure they do not smell of smoke at any time during working hours. Cigarettes, matches 
and lighters must be kept securely away from the children. 
Electronic Cigarettes - Although they are generally thought to be less harmful than 
smoking real cigarettes, electronic cigarettes still contain the addictive chemical nicotine as 
well as other toxic substances. Consequently, for the purposes of this code of conduct, the 
smoking of substitute cigarettes is deemed to be the same as smoking the real thing. 
Therefore please observe our no smoking rules. 

 
Staff must maintain a professional relationship with parents and guardians, the children in 
the care of the Nursery and their colleagues.  
 
 
A childcare practitioner has a duty to respect families by:- 

 Valuing their cultural diversity, opinions and choices. 

 Being non-judgmental. 

 Seeking clarification and not assuming. 

 By listening and responding appropriately. 

 By acknowledging her/his own limitations. 

 Maintaining appropriate behaviour and activities between the family and her/himself 
Staff have a responsibility to challenge any discriminatory remarks or behaviour against 
other staff members, visitors, children and their families. 

 
Staff must not use mobile phones where children are present. It is only appropriate to 

use phones whilst on a break or during lunch either in the staff room – if no children 
present – or away from the school grounds.  

 
All technology must comply the data protection laws. No photographs of children should 

be taken off site by staff members. Technology that is for personal use must not enter the 
Nursery. Staff must only use their work email for work. No work item should be sent to 
personal emails.  

 
Further to this, no identifiable data should be shared via email. If staff are asked to 

email identifiable data it should be sent password protected with the password being 
telephoned.  

 
If staff use USBs/pen drives etc, they must not have any identifiable data saved. If for 

example, staff wish to work on reports at home, they must password protect the file and 
delete when saved on the Nursery system. The USB must belong to the Nursery so that 
we can collect back or look at its content at any time. 

 
Staff should never take paper copies of anything outside of the nursery unless given 

permission by the data controller – principal.  
 
Staff must never give parents data that shows data of other children or show parents 

something were other children’s names or information is visible.  
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Staff must report a data breach the moment they realise it has happened. The nursery 
has only 72 hours to report a breach.  
 

 
The use of social media in relation to your work in the nursery is unacceptable. Under 

no circumstances should information about the nursery be published – either by name or 
by insinuation. A professional relationship with parents must be maintained and therefore it 
is not acceptable to add or accept social media requests from parents. If a parent attempts 
to reach out through social media – the Manager should be informed immediately.  

 
Each member of staff must recognise that Parents and Guardians need feedback 

regarding their children and that this must be given in an open, honest and friendly manner 
but that the relationship with parents and guardians must not become overly familiar such 
that it clouds the impartiality of their judgement and action.  

 
The member of staff should avoid romantic or sexual relationships with parents or 

guardians outside of the Nursery to avoid any conflict of interest or undue favouring of a 
child. Where such a relationship arise the member of staff should immediately inform the 
Manager to discuss the action to be taken.  Where a member of staff finds that they have a 
prior close relationship to a child in the Nursery through such means as a family 
relationship or close friendship then the Manager must be made aware of this immediately 
and may require the member of staff to change rooms to avoid any conflict of interest or 
risk of undue favouring of the child.  

 
Relationships between staff members should be reported to the nursery manager who 

may feel the need to separate employees if work is affected. Public displays of affection in 
the workplace are not acceptable.  

 
Each member of staff has a responsibility to report to the Manager any concerns they 

have regarding activities in the Nursery which they feel may be jeopardising the care of a 
child or the reputation of the Nursery. This may on occasions necessitate acting as a 
‘whistle-blower’ in regard to the behaviour or actions of other members of staff. Such 
reports will be treated in the strictest confidence and discussed between the member of 
staff and the Manager in an open and constructive manner. 

 
Managers must be able to direct staff, give feedback and messages to staff without 

argument as this is imperative to the smooth running of the nursery.  
  
The above does not conflict with the member of staff’s responsibility to maintain 

confidentiality of the personal information regarding the children within the Nursery and 
their Parents and Guardians with which the Nursery has been entrusted or becomes 
aware. Such information must not be disclosed to others outside the Nursery or to other 
Parents or Guardians or, above that necessary for the care of the children, to other 
members of staff  

 
 
Any member of staff who becomes aware of any action they have taken or 

circumstances they find themselves in which could affect their ability to carry out their 
duties or bring the Nursery into adverse repute must report such matter to the Manager or 
Deputy Manager immediately.  
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Staff have a duty to notify the Nursery of changes to personal details, change of address, 
telephone number, and relevant health issues. 
 
All staff have a duty to notify the Nursery of any circumstance which may affect their 
suitability to work with children. The Nursery Managers are responsible for ensuring all 
staff, including contractors, bank staff, students and volunteers, are suitable to work with 
children. 

 
 
Any member of staff found in breach of this policy may be subject to disciplinary action 

by the Nursery. 
 
 
 
 

  
 


