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A private nursery and kids club located in the grounds of

Knowle CE Primary School, Kixley Lane, Knowle, Solihull,

West Midlands, B93 0JE

Proprietor:

Mrs Ursula Page
BEd(Hons) CertEd Montessori Nursery Diploma

www.earlybirds.co.uk 

email: info@earlybirds.co.uk
Suitable Staff

· The proprietor has the responsibility to make sure that there are sufficient suitable staff available for each Early Birds session.  

· All staff working at Early Birds should have an understanding of the national Standards and the ability to meet them. Sufficient qualifications are required, or relevant training undertaken.

· New staff will undergo a probationary period of six weeks to ascertain whether he / she is suitable. This will form part of the contract of employment. Either party will be able to break the contract during this period.

· A member of staff will accompany any adults who have not been checked for suitability, at all times. 

Our members of staff are:

	Staff Member
	Employment
	Responsibility

	Mrs Tricia Allen
	Kids Club
	First Aid, Safeguarding, Health and Safety

	Mrs Veronica Bicknell
	Nursery and Kids Club
	Safeguarding, Fire Safety, After School Infants, Food Handling,  Behaviour Management, First Aid, Equality of Opportunities, Managing medical needs, kids club

	Mrs Gwyn Cooper
	Nursery and Kids club
	Lunchtime co-ordinator, Daily Safety Checks, Food handling, Safeguarding 

	Mrs Joanna Hardy
	Nursery
	Fire Safety, Risk assessment, Nursery, Behaviour Management, First Aid, Equality & Diversity, Staff Training,  Safeguarding

	Fiona Hawthorn
	Kids Club
	First Aid, Safeguarding

	Mrs Pauline Marriott
	Kids Club
	Risk Assessment, Food Handling, Health & Safety, Safeguarding

	Mrs Jean O’Reilly
	Nursery and Kids Club
	First Aid, Food Handling, Equality & Diversity, Health and Safety, Safeguarding

	Mrs Ursula Page
	Nursery and Kids Club
	Proprietor, overall control and responsibility, all policies

	Mrs Jane Starling
	Nursery and Kids club
	Lead Safeguarding Person, Special Needs, Risk Assessment, Equality of Opportunities, Equality and Diversity,  Managing medical needs, nursery.

	Mrs Sue Thacker
	Kids Club
	Safeguarding, Food Handling, Checking Medicines


· We are proud to report that our staff turnover is very low, resulting in a high measure of stability for the children.

1 Person in Charge

· The prime person in charge is the proprietor - Mrs Ursula Page (B. Ed., Cert. Ed., Montessori Diploma and over 30 years teaching experience). 

· When the proprietor is not present, the following staff act as the persons in charge. These staff have suitable qualifications and experience.

· Kids Club Manager – Mrs Veronica Bicknell ( Sue Thacker / Pauline Marriott)

· Nursery Manager – Mrs Jane Starling (deputy Joanna Hardy)

2 Records

· All staff are required to complete the “Information about Staff” form, which contains details of their suitability to their role. 

· Copies of Training and Qualification Certificates are also retained. 

· Refresher courses are undertaken as required.

3 Disciplinary Procedure

Certain standards are necessary in order to maintain discipline. This discipline is self-imposed but it may be necessary to take action towards an individual whose actions or performance are unacceptable. The proprietor will deal with minor problems informally. More serious matters will require written warnings from the proprietor. Persistent warnings or employees committing gross misconduct will lead to dismissal.

Oral Warning

Unsatisfactory performance of conduct will result in an oral warning that will be recorded. The warning will be disregarded after six months of satisfactory service.

Written Warning

If the initial offence is serious, there is no improvement in performance or conduct or if a further offence occurs a written warning will be given. It will include the reasons for the warning and a note that if there is no improvement a final warning will be given. The written warning will be disregarded after 12 months of satisfactory service.

Final Written Warning

Continued unsatisfactory performance or conduct will result in a final written warning that will include a note that any recurrence will result in dismissal.

Dismissal

If there is no improvement then dismissal will follow.

Gross Misconduct

If after investigation it is established that an act of gross misconduct has been committed then normally dismissal would follow without notice or payment in lieu.

Acts of Gross Misconduct include:

· Endangering or mistreating children  (see also Behaviour section 4)

· Theft

· Damage to property

· Physical assault

· Fraud

· Gross insubordination

· Incapacity to work due to being under the influence of alcohol or controlled drugs

Appeals

Appeals against any disciplinary decision should be made to the Proprietor within two working days.

4 Staff Development

· Early Birds aims to improve the quality of learning experiences for the children and recognises that staff development and training is an important part of extending personal skills and will help improve the quality of learning experiences of children. 

· All staff will be informed about courses and given opportunities and encouraged to attend (during the working day).
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