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Policy  Title / Description
No.

BUSINESS MANAGEMENT

Organisation, Management & Administration:

05100 Operational Plan

05101 Insurance Arrangements for the Nursery

05102  Suppliers, Contractors & Purchasing Procedures
05103  Organisation of Staff

05104  Organisation & Space Allocation within the Nursery
05105 Policy on The Working Time Regulations, 1998
05106 Students on Work Placement

05107  Use of Staff Identity Cards

05108  Selection & Recruitment of Staff

05109  Staff Rules & Working Arrangements

05110  Staff Disciplinary, Grievance & Appeals Procedure
05111  Staff Sickness, Absence & Time-keeping Policies
05112  Staff Retirement & Redundancy Policies

05113  Staff Training Policy

05114  Staff Supervision Policy

05115  Staff Performance Appraisals & Training Review
05116  Staff Alcohol Policy

05117  Staff Substance Abuse

05118  Right of Search

05119  Staff Use of Personal Mobile Telephones

05120  Control of Records

05121  Confidentiality Policy

05122  Data Protection Policy

05123  Secure Handling & Management of Disclosure Information
05124 Environmental Policy

05125 Recycling & Waste Management Policy

Job Descriptions:

05150 JOB DESCRIPTION - Nursery Manager

05151 JOB DESCRIPTION - Deputy Nursery Manager

05152 JOB DESCRIPTION - Nursery Nurse

05153 JOB DESCRIPTION - Nursery Assistant

05154 JOB DESCRIPTION - Domestic Assistant

05155 JOB DESCRIPTION - Catering Assistant/ Cook

05156 JOB DESCRIPTION - Room Leader - Baby Room

05157 JOB DESCRIPTION - Room Leader - Tweenie Room
05158 JOB DESCRIPTION - Room Leader - Toddler Rooms
05159 JOB DESCRIPTION - Room Leader - Pre-School Rooms
05160 JOB DESCRIPTION - Room Leader - Out-of-School & Holiday Club



