
Good morning, 

My name is Halima Miah and I am the HR manager of Tiny Tots nursery.
I have 2 two main roles within the nursey, theses are making sure the children are safe when in our care and also to make sure the staff are happy and know their roles and responsibilities. 
Within my HR role I am responsible for the recruitment process for employees, also for training staff as when this is needed. And also, I am hear to listen to any staff issues and try resolve them and help keep the nursery a nice place to work. 
As a Nursery Nurse I am responsible for the safety and well being of the children, making sure they are kept an eye on at all times and also making sure they are safe. 
I work very closely with Stephane, who is the physical manger of the nursery. We look at the H+S for the nursery, making sure all equipment doors, plugs/sockets, stairs etc are safe proof.
In the nursery we have 3 floors, om each floor we have different ages of children therefore we have to follow staffing to children ratios. 
As seen in my slides, 
0-2-year 		1:3, 
2-3-year 		1:4  
and 4-8-year 		1:6 
therefore, on each floor we will always have one manager who is level 4 trained and can supervise the children. And we will always have another member of staff as an extra body to support.
To cut costs as we are starting a new business we have decided to communicate with the local universities and colleges to have students who are currently studying childcare to come and do their work experiences in our nursery, this will be beneficial to both parties as we will be having extra support free of charge, and the students will gain qualification and experience by working with us in our nursery, as we grow and become more successful we will employee the students depending on how many numbers we need, 
The average annual wage for a nursery assistant is £12,500 as we would need 3 extra staff members to maintain support on each floor, we would be spending £37,500. However, as we have the advantage of using students for this, we have saved £37,500. 
I have created a document for students when they start with us explaining our policies and procedures, dress code and their roles and responsibilities when with us. This will be discussed with the students and then signed so they understand, 
Once we grow, I will be responsible to employ staff and make sure they obtain all the correct qualifications and training, and to always develop our staff. 
I have created a ‘attendance policy’ document stated how important attendance is to our nursery, and how we take unexplained attendance seriously. I have stated on the document the steps we follow as a nursery if a child is absent. We expect all of our parents/carers to contact the nursery via email or phone call if their child is not going to be attending. 
I have also noted that we charge a 50% fee for any absence. Such as illness/holidays/explained and unexplained absences. 
The reason behind this is because we hold our spaces for the child who are booked in, turning others down. We secure the place of the child. 
Full day - £30
Half day - £17.50
We expect to be contacted by 7am (full/morning) and 12pm (afternoon).
The parent/carer will be given all the relevant documents when they enrol their child into Tiny Tots, then theses documents must be signed and given back to us.  
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To come to a conclusion, we have set ourselves SMART Goals

S – Ensure each goal is well and clear and we all understand them. The wellbeing of the children! 
Making sure the children are safe when in our care.
M- Create a goal to success/ what we are aiming for. How our nursery is growing! 
Making sure our business is growing and we are making profits. 
A – Sending questionnaires to parents/carers.  Acting on the feedback! 
Making sure we act on the feedback given from parents so Tiny Tots becomes a better place. 
R – Meeting needs for our parents/carers and children. Customer satisfaction! 
Making sure our customers are happy. 
T – Given ourselves enough time to reach our goals in our business and making it a success. How we have done as a team in the time we had! 
Making sure we are happy with a team in what we have achieved in the time limit we had. 
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Work Placement Learner Agreement

Responsibilities
1. To ask for support when needed
1. Attend punctually 
1. Participate in activities
1. Maintain confidentiality 
1. Discuss plans and aims for children in the setting
1. Beware of hazards 
1. Familiarize H+S policy 
1. Inform college/university if cannot attend

Work Place Check List 
1. Tour of area 
1. Staff facilities 
1. Dress code
1. Work hours 
1. Mentor/managers
1. Emergency procedures
1. Fire exits
1. Accident report procedures
1. First aid 
1. H+S policy 
1. Data Protection 

Student Name - ………………………………	Manager - ………………………..
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Statement of Intent

Tiny Tots Nursery is committed to safeguarding children and promoting their wellbeing. We believe that regular attendance at nursery is important for children’s wellbeing and we wish to minimise unexplained absence as part of our commitment to keeping children safe.

Aim
Tiny Tots Nursery aims to work closely with parent/carers to identify any unexplained absence to ensure the safety and wellbeing of children. 

Method
The guidelines below sets out the procedure for parent/carers in the event that their child is absent (planned/unplanned).

Procedure
1. If your child is sick or unable to attend for whatever reason you must notify the nursery before the time they are due to arrive.  
 Morning sessions – 7am
 Afternoon sessions – 12pm
Please call us on (927) 771-9371.  If you are calling outside our opening hours, please leave a message.  You can also contact us by email on our website ‘contact’ page.

1.  If you have booked a holiday, please inform us of the dates in writing as early as possible.

1. If we have not received acknowledgement of absence, by the end of the session your child should be attending, the manager or a member of the team will contact parent/carers to check the wellbeing of your child.


1. If a child is absent for two continuous sessions with no notification and no successful contact with parent/carer. The manager will telephone the named emergency contact number(s) on child’s information form. 

1. If after all the above, no contact or notification is gained and the setting has any concerns about the safety or wellbeing of a child we will follow our safeguarding procedures outlined in our safeguarding policy.  This is shared with parents/carers.

1. If a child is a Looked After Child, subject to a Child Protection Plan or a child in need, we will notify the child’s social worker of any unexplained absence.
 

Our fee charges for holiday, illness and other absence are explained in our Parent’s/Carer’s Handbook. In cases of prolonged absence, parent/carers should consult the manager about fee payment.

Absence charges- 50%
Full day - £30		Half Day - £17.50

Signed………………… …….    Date………………………….     
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