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Code of Conduct 

 

1.1 Principle: The care and education of children has to be at the forefront of your work and of 

paramount concern. 

  

1.2 Introduction: The code of conduct applies to you if are an employee of Little Acorns Day Nursery, 

whether employed on a permanent, temporary or casual basis.  All employers must follow this code; 

deliberate breaches of the code may be treated as a disciplinary offence.  

  

1.3 Other Policies: This policy/code of conduct should be read in conjunction with; 

• Your job description 

• Your contract of employment 

• The settings handbook 

• All policies and procedures 

 

2.1 Staff Conduct It is expected that all staff, volunteers and students at should provide an example of 

good conduct that you wish others to follow:-  

• Be flexible, reliable and punctual; 

 • Be honest and trustworthy in word and deed;  

• Be hard working and willing to do as directed;  

• Be motivated and happy to do your job;  

• Be friendly and a positive role model to everyone: children, parents and other staff;  

• Be welcoming to everyone within the nursery;  

• Be professional at all times;  

• Undertake your duties in a competent, timely and responsible way;  

• Ensure your knowledge and expertise is up to date and relevant;  

• Show initiative;  

• Contribute to and promote an environment that is free from discrimination, bullying and harassment;  

• Maintain high standards in safety and hygiene by keeping the pre-school safe and clean, maintaining 

a safe environment for children;  

• Act in the best interest of the children at all times;  

• Ensure inclusive practise is provided at all times;  

• Give equal opportunities to everyone within the nursery regardless of their age, gender, race, religion, 

culture or background;  

• Read and follow all pre-school policies and procedures and implement them at all times;  

• Maintain confidentiality at all times in accordance with our ‘Confidentiality and Information Sharing 

Policy. Any issues, including personal, concerning children, their parents, staff, volunteers or students 

should not be discussed outside the pre-school;  

• Comply with our Health & Safety policy and understand your shared responsibility for health & 

safety;  

• Understand and implement our ‘Safeguarding Children and Child Protection Policy’ Ensure 

knowledge of safeguarding requirements is up to date, identify signs of possible abuse and neglect at 



the earliest opportunity and respond to it in a timely and appropriate way in accordance with procedures;  

• Keep all personal belongings, including mobile phones and medication, safely locked away in your 

locker or medication box;  

 

2.2 Relationships with parents/carers:  

• Be respectful of, and courteous towards, parents at all times; 

• Communicating with parents in a timely, professional and sensitive manner;  

• Respond to concerns expressed by parents in a timely and appropriate manner;  

• Respect the cultural context of each child and their family;  

• Working collaboratively and in partnership with parents;  

• Consider the perspective of parents when making decisions that impact on the education and 

care of their child; and 

• Respect the privacy of information provided by parents and keep this information 

confidential. 

 

2.3: Relationships with colleagues 

• Develop relationships based on mutual respect, equity and fairness;  

• Be supportive to colleagues;  

• Work enthusiastically and support colleagues;  

• Communicate with colleagues in a positive manner; 

• Work as a team in a courteous, respectful and encouraging manner; 

• Value the input of colleagues; 

• Respect the rights of others as individuals;  

• Share expertise and knowledge as appropriate and in a considered manner; and 

• Give encouraging and constructive feedback, and respect the value of different professional 

             approaches. 

 

2.4 Relationships with children:  

• Be a positive role model at all times; 

• Encourage children to express themselves and their opinions; 

• Allow children to undertake experiences that develop self-reliance and self-esteem; 

• Respect the rights of all children; 

• Speak to children in an encouraging and positive manner; 

• Encourage children to be courteous and polite; 

• Listen actively to children and offer empathy and support; 

• Give each child positive guidance and encourage appropriate behaviour; 

• Regard all children equally, and with respect and dignity; 

• Have regard to the cultural values, age, physical and intellectual development, and 

abilities of each child at the setting; 

 

2.5 Relationships with other professionals: 

• Conduct yourself in a professional manner 

• Communicate clearly and effectively 

• Be friendly and receptive but honest 

• Share all relevant information but be mindful of confidentiality  

• Keep the setting and our families at the heart of your interactions 

 

 

2.6 Close personal relationships at work: We appreciate that close personal relationships at work do 

exist. Whilst they relationships need not present a difficulty, they do need to be managed with guidelines 

in place to ensure that the nursery maintains its duty to professional care to avoid any breaches of 

confidentiality, conflicts of interest, unfair advantage or misuse of authority.  Examples of a close 

personal relationship are: 



• A family relationship 

• A business/commercial/financial relationship 

• A romantic relationship with a colleague, parent or carer, other professional or supplier. 

 

The above definitions are examples of close personal relationships which may give rise to conflicts of 

interest in the workplace. However, close personal relationships are not restricted to these examples and 

any staff member who considers they are in a potential conflict of interest should declare it as outlined 

below. Guidelines:  

• Staff should not allow a close personal relationship to influence their conduct at work.  

• Staff should declare to their line manager any existing or new close personal relationship which 

may give rise to an actual or potential conflict of interest, trust or breach of confidentiality.  

• The line manager will treat these matters sensitively and in confidence and in consultation with 

the member of staff, find ways in which potential issues can be avoided.  

• All declarations are treated in confidence, recorded in writing and placed on the employee’s 

Personal File.  

• Staff who declare a personal relationship at work will be treated fairly 

• Staff should maintain professional boundaries with the families and not contact them outside 

of work to develop personal relationships 

• All staff need to follow the safeguarding policy 

 

2.7: Social Contact: All staff are expected to uphold professional boundaries. Confidentiality of 

employment must be adhered to and respected during social contact. In summary staff should:  

• Ensure all contact with existing children or their parents is of a professional and nursery 

related nature.  

• Consider the appropriateness of the social contact according to their role and nature of their 

work.  

• Advise senior management of any social contact they have with a child or parent with who 

whom they work, which may give rise to concern.  

• Understand that some communications may be called into question and need to be justified 

(parents becoming dependant)  

• Staff must not engage in conduct outside work which could seriously damage the reputation 

and standing of the nursery or the employee’s own reputation or the reputation of other 

members of the nursery.  

• Criminal offences that involve violence or possession or use of illegal drugs or sexual 

misconduct are likely to be regarded as unacceptable and could result in gross misconduct.  

 

3.1 Professional development: 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. Staff need to identify what is 

expected and ensure they attend these sessions. This will be discussed during your induction 

and as a continuous process while you are employed by the Nursery. 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 as well as 

external training from Noodle now and Local Authority. 

 

3.2 External training expectations: Whilst attending any external training or meetings you represent 

the company.  We expect no less than for you to ; 

• Turn up on time 

• Stay to the end of the training/meeting (you should not ask to leave unless you have express 

permission from your manager) 



• Listen and participate  

• Have a positive attitude 

• Have all necessary resources you may need such as a pen and paper 

• Always promote the nursery in a positive light 

• Feedback the training/meeting to your manager 

 

4.1 Alcohol. Drug abuse, smoking and E-Cigarettes: The consumption of alcohol on the premises 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.  

• The possession, use or distribution of drugs for non-medical purposes on the premises sites is 

strictly forbidden. Any member of staff who is found to be intoxicated at work will face 

disciplinary action under the disciplinary procedure. A breach of this procedure is considered 

an act of gross misconduct.  

• 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 and are a reasonable distance from the 

building. Staff have a duty to ensure they do not smell of smoke at any time during working 

hours. Your uniform, hair, mouth and hands must not smell of smoke.  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. 

 

4.2 Medication: Staff must not be under the influence of any medication which may affect their ability 

to care for children. If a member of staff is prescribed medication by their doctor that may affect their 

ability to perform work, then this should be discussed with the Nursery Manager.  Medication should 

be kept in the first aid box provided specifically for staff and or in your locker. 

 

5.1 Dress code and appearance: The Nursery will provide appropriately branded T shirts, tunics, and 

fleeces. Staff should wear comfortable black trousers and black flat shoes. Summer staff may wear the 

appointed t shirt or in extremely hot weather knee length trousers and a cooler top.  Sandals may be 

worn but they must have a back on them. Staff should wear clothing which:  

• Is comfortable, allows free movement and is appropriate to their role.  

• Is not likely to be viewed as offensive, revealing or sexually provocative.  

• Does not distract, cause embarrassment, or give rise to misunderstanding.  

• Is absent of any political or otherwise contentious slogans.  

• Is not considered to be discriminatory and is culturally sensitive.  

• Staff should ensure hands and nails are kept clean and fairly short and long hair is tied back. 

Nail varnish remover should not be brought into the nursery unless it is kept in the office. 

• Wedding rings/engagement rings and watches can be worn.  No other jewellery  

• Any obviously visible tattoos or piercings should be discussed with the Nursery Managers as 

to their suitability commensurate with your role. 

To ensure that all staff are appropriately attired for the work place to a high standard of dress and 

grooming commensurate with their professional position at all times, we request staff to adhere to the 

following guidelines:  

• Maintain a neat and clean appearance; 

• No overwhelming perfume; 

• Other clothing must be safe, comfortable and practical for the range of indoor and outdoor tasks 



that the role requires; 

• Failure to adhere to this policy may result in staff being asked to return home to change into 

more suitable attire.  (see dress code policy) 

 

 

6.1 Accountability: Staff are accountable to the Nursery for undertaking those activities that are 

associated with the job/role. (Please refer to your job description/specification) A member of staff must 

inform their immediate manager if they do not feel competent to undertake any activities and must 

request reasonable/appropriate training. Staff have a duty to report any behaviour by colleagues that 

raises concern (please see the Whistleblowing policy). A childcare practitioner has a duty to respect 

families by: -  

• Valuing their cultural diversity, opinions, and choices.  

• Being non-judgmental.  

• Planning contacts/appointments with the parent.  

• 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. (Please refer to the Equalities and Diversity Policy)  

Staff have a duty to notify the Nursery of changes to personal details, change of address, telephone 

number, and relevant health issues.  

Staff must avoid using inappropriate or offensive language. 

 

7.1 Confidentiality: Staff must guard against breaches of confidentiality by following all appropriate 

policies. (Please refer to your confidentiality policy) Staff must only disclose information outside the 

immediate team if:  

• It can be justified as being in the public interest (usually where disclosure is essential to protect the 

child or someone else from risk or significant harm).  

• This is required to do so by law or by order of the court.  

• There is an issue of safeguarding, and s/he must then always act in accordance with national and local 

procedures.  

 

8.1: Outside Commitments: All employees should consult the Nursery Managers before taking on 

additional employment. Additional employment must not conflict with the setting’s interests or impair 

employee’s ability to carry out their role at this setting. Please bear in mind if you do have additional 

employment elsewhere, then you will need to declare which employer is the primary source of your 

income. This is necessary in order to avoid confusion over tax codes. You are only allowed one 

employer where your tax code can be used to take advantage of your personal tax free allowance. 

Additional employers will have to adopt a secondary position and tax all your earnings, usually on a 

BR (Base Rate) coding. Consequently, if we are not your main employer then we will need to tax you 

at the BR rate. Failure to declare a primary employer to the HMRC may result the levy of backdated 

tax and penalties.  Staff should also ensure that any extracurricular activities do not conflict with their 

work commitments.  Staff can take holidays to cover such events as long as it falls in line with the 

settings holiday policy.  

 

9.1 OFSTED: Ofsted is the Office for Standards in Education Children’s Services and Skills. It reports 

directly to Parliament and is independent and impartial. Ofsted inspects and regulates services which 

care for children and young people, and those providing education and skills for learners of all ages. 

All nurseries have to be registered and approved by Ofsted before they can begin to look after children. 

Having a well-respected Ofsted rating is important to us, primarily because it is a very important 

consideration for a parent / carer when choosing a nursery. At the moment Ofsted has 4 inspection 

ratings (1) outstanding (2) good (3) requires improvement (4) inadequate. It is expected that all staff 

members share the nursery’s belief and aspiration to uphold the highest standards at all times, such that 

when we are inspected by Ofsted, we can demonstrate outstanding practice. 



 

10.1 Declarations and changes of circumstance: Employees are expected to declare all convictions, 

cautions, court orders, reprimands and warnings that effect suitability.  

A childcare practitioner has a duty to notify the nursery manager of any changes of circumstance which 

may affect their suitability to work with children.  

An annual status check will be performed by the nursery for all staff. 
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