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First Steps (Bath)

TERMS AND CONDITIONS OF EMPLOYMENT

The following terms and conditions apply to all staff employed by First Steps

1.

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

Pay

The Bath and North East Somerset (BANES) pay scale is used for all permanent
appointments.

The Trustee Board will decide an appropriate level of any cost-of-living increase to
the pay scale, annually, for implementation normally with effect from 1st April of that
year.

Staff will normally be appointed on the lowest point of the pay scale, depending of
the depth of experience.

Following a full year’'s employment with First Steps, subject to a satisfactory annual
appraisal, annual increments will be payable on the 15t of April each year, until the
maximum for the grade is reached.

Salaries are paid (after deductions for tax, NI etc.) monthly from the 15t of the month
to the end of the month on the last business day of each month, by credit transfer to
the employee’s nominated account.

First Steps will be entitled at any time during your employment and in any event
when your employment ends to deduct from any other sums owed to you by First
Steps (Bath) (or paid to you on the termination of your employment including but not
limited to any payment in lieu of notice made to you) any monies from you including,
but not limited to;

. Outstanding loans
. Advances
. Overpayment of wages

Cost of repairing damage or loss to property caused by you.

Repayment of First Steps childcare fees

. Cost of any training & development courses provided to you by First Steps
(Bath) in the last 6 months as agreed in your training agreement

Twerton and Moorlands term-time-only staff are paid for 38.6 weeks per year. This
includes our 3 inset days, BOP term time staff are paid for 39 weeks which includes
5 inset days

2. Working hours

2.1.

2.2.

2.3.

2.4.

The standard working week is 37"z hours up to a maximum of 40 hours.

The standard working day is 772 hours (excluding %2 hour lunch break — see 3.1)
The hours will normally be worked at agreed times between 7.45 a.m. and 6.15
p.m. Monday to Friday, but evening or weekend work may be required on occasion.
Staff working part-time will be paid pro-rata, as a proportion of the standard working
week.

Staff will be entitled to claim Time off in Lieu (TOIL) for additional hours worked,
provided these have been agreed in advance by their line manager. However,
TOIL should not be accumulated in large quantities — it should be taken or booked
by the end of the following month.



2.5.

2.6.

Payment for temporary additional hours can only be agreed upon by a member of
the Senior Management Team and will only be considered if the hours are essential
to meet the needs of the service.

Any request for a permanent change to contracted hours must be put in writing and
will be considered by the Senior Management Team in the context of the needs of
the service. All permanent changes must be agreed upon by the Chief Executive.

3 Meals and breaks

3.1

3.2

3.3

3.4

3.5

All staff working more than 6 hours must take an unpaid lunch break within their
working period (i.e. not at the beginning or end of their working hours). Staff
working six hours or less may take an unpaid lunch break if they wish to do so, with
the agreement of their line manager.

The standard lunch break is 30 minutes. Staff who wish to have a longer (or
exceptionally, shorter, subject to the statutory minimum of 20 minutes) unpaid lunch
break may do so with the agreement of their line manager.

Staff who work long days (more than 8 hours), or 6 hours with no lunch break or who
are having a challenging day may take a paid break of 10 minutes with agreement
from the room lead to break up the long shift in addition to their unpaid lunch
break. Planned well-being rest breaks as part of a well-being plan may be taken
where ratios allow. As these breaks are in paid working time the following
conditions apply:

o The timing of the break is at the manager’s/room lead's discretion.

o A break cannot be carried over, accumulated, or added to lunchtime. Staff
must remain on (or at the perimeter of) the premises, to enable them to be recalled
to work in an emergency

o Breaks can only be permitted where ratios and planned activities allow.
Staff can buy a cooked lunch at First Steps provided they have ordered it from the
Meal Service the day before. Lunches ordered must be recorded and payment will
be collected through payroll the following month.

Staff will not be charged for tea, coffee or squash purchased by First Steps and
consumed at work.

4 Expenses and uniform

41

4.2
4.3

4.4

Necessary expenses incurred in the course of work, e.g., fares, mileage, parking
etc. may be claimed on the appropriate form with receipts attached, at the rates
approved by HMRC. Expenses must be approved by managers.

Staff wishing to claim mileage must have insurance cover for business use.

The expenditure must be authorised by the line manager in advance and must be
claimed by the end of the month after the expense was incurred. Reimbursement
will be made monthly as an addition to pay.

The first four items of uniform (two for staff working 0.5 FTE or less) will be
provided free to staff — additional items will be charged at cost. After a year’s
service, one free replacement item of uniform will be provided to staff each April.

5 Annual leave

5.1

The annual leave entitlement is 24 standard days + 8 bank holidays for all year-
round staff (pro rata for part-time staff — see section 14 for information on pro-rata
calculations)



5.2

5.3

5.4

5.5

5.6

5.7

5.8

The leave year runs from 15t April to 31t March. Staff starting mid-year will be
given a pro-rata allowance of one-twelfth of their annual entitlement for each full
calendar month that they are in post. Staff who are still in their probationary period
will not normally be entitled to take more leave than they have accrued up to that
point.

Following three full years’ employment with First Steps, the annual leave
entitlement will rise to 25 days on the 18t of April and will increase by one day per
year annually thereafter, until the maximum of 30 days is reached.

Requests for annual leave should ordinarily be agreed upon at least a week in
advance by the line manager. At peak holiday times, longer notice periods may be
required by Senior Managers, up to twice the length of the time being requested
(e.g. 4 weeks' notice for 2 weeks' leave). They will need to consider staffing levels
within the service before agreeing on leave.

First Steps closes between Christmas and New Year. Staff will be required to use
annual leave to cover the working days (not bank holidays) over the closure period.
Staff who do not use all their holiday entittlement during the year may carry over up
to one week (pro-rata for part-time staff) into the subsequent year.

If staff fall sick while on annual leave, they must inform their line manager within the
normal timescales; the time will be recorded as sick leave (on their contracted
workdays) and the annual leave lost will be reimbursed to them on production of
their doctor’s note or self-certificate.

Term-time staff must take their paid holiday entittement in weeks during nursery
holidays. Additional unpaid (holiday) leave is also not normally permitted in term-
time unless otherwise agreed in writing by the CE. Holiday will be calculated as
with all-year-round staff this will have the effect of enhancing pay and shown as a
separate element on pay slips. If you leave partway through a year any excess
holiday taken and paid for the period will be adjusted in your final salary.

6 Staff Lateness

6.1

6.2

6.3

Employees should report to their line Manager or most Senior staff member on-site
if they are going to be late, this should be done as soon as possible via telephone
and then in person when they arrive on site.

Any employee who is late will be expected to make up the lost time such as
reducing break time or coming in early on another day as requested by the
Manager.

Staff lateness will be managed through the ‘Staff Attendance Policy’.

7 Sick leave

6.1

6.2

6.3

Staff who are ill must phone their line manager at least 72 an hour before the time
they are due to start work (or by 9 a.m., whichever is earlier), and on each
subsequent day until or unless covered by a doctor’s certificate. They must report
to their line manager on returning to work. (Please note that Environmental Health
requires that staff who have had sickness and/or diarrhoea are not permitted to
work with children or handle food for 48 hours after their last episode.

Following three full working months’ employment (six months for staff graded senior
manager or above) and confirmation in post at the end of their probationary period
for their permanent contract, staff will become entitled to sick pay from First Steps
as set out below.

Staff will be paid for the first 10 working days of self-certificated iliness in the year
18t April to 315t March (pro-rata for part-time), less any Statutory Sick Pay payable.



6.4

6.5

6.6

6.7

6.8

6.9

6.10

6.11

Staff who are ill for longer periods will be paid up to a maximum of 20 working days
in the year, provided that at least 10 working days are covered by a doctor’s
certificate.

Staff will be entitled to Statutory Sick Pay following current regulations, for any
periods not covered by First Steps sick pay.

Staff who have exhausted First Steps sick pay may elect to use annual leave rather
than be on SSP only. The sickness must still be recorded and certified and SSP will
form part of the payment. Their annual leave form also needs to be completed.
Staff on long-term sick leave will be supported to claim any benefits they may be
entitled to.

Staff who have not taken any sick leave during a quarter (as of quarter end date —
30" June 30" Sept, 315t Dec, 315t March) will be entitled to half a ‘rest day’
(Contracted weekly hours divided by 10). This should be taken within the following
quarter at a time agreed with the line manager and can be added to TOIL or annual
leave. Term Time only staff who have not taken any sick leave during the term
(Xmas, Easter, and summer term) will be entitled to a half-day rest day.

Staff are entitled to take paid time off work to attend doctor’s or dentist’s
consultations; (this excludes treatment) however they should arrange these at the
beginning or end of their working day wherever possible. Or on their nonworking
day for part-time staff.

Staff attendance will be managed through the ‘Staff Attendance Policy and
Procedure (Short- and Long-Term Absence)’. Staff are expected to comply with the
requirements of the policy, including undergoing independent medical assessments
when deemed necessary.

We reserve the right to amend or withdraw discretionary sick pay (pay in addition to
statutory sick pay) where performance or conduct concerns have been raised, or
where you are subject to capability or disciplinary procedures.

7 Carer’s leave

7.1

7.2

7.3

7.4

Staff who are the primary carer for a child under 16 or a dependent (i.e., disabled
or elderly/infirm) adult may claim up to five days of carer’s leave (pro rata for part-
time staff) in the year 15t April to 315t March for each full calendar month that they
are in post in the following circumstances:

o The care is necessary in an emergency (an emergency being the first day of
illness to arrange alternative care (Annual leave or TOIL should be used for a
child’s routine doctor’s visits, hospital, or other appointments).

o There is no one else able to care for the dependent child/adult.

Staff who need to take carer’s leave must phone their line manager 30 minutes or

more before the time they are due to start work. They must report to their line

manager on returning to work.

Wherever possible staff should have backup arrangements in place so that they do

not need to request carer’s leave over the maximum amount. However, if in an

emergency staff do need to take further carer’s leave, the manager can authorise
this as (unplanned) annual leave, provided the conditions for carers leave are met.

The carer’s leave request form should still be completed. (At all other times, annual

leave must be planned and authorised in advance).

Maternity, paternity, and adoptive parents’ leave are given by current employment

legislation.

8 Unpaid Parental Leave



8.1You are entitled to time off to look after your child if you have worked for First
Steps for 1 year or more. Each parent can take up to 18 weeks of unpaid parental
leave for each child until each child is 18 years old. To take it must be:
e in blocks of weeks
e a maximum of 4 weeks a year for each child
Employees still accrue (build up) their holiday entitlement as usual while on parental
leave.
An unpaid leave request form has to be completed to request this leave.

9 Parental Bereavement Leave and Pay

9.1  This is a statutory leave that allows parents of children under the age of 18 and with
26 weeks of continuous service an entitlement of 2 weeks of paid leave (pay is
subject to earnings being above the lower earnings limit). Staff have 56 weeks
from the date of death to take the leave. Staff who have a stillbirth at 24 weeks or
more are also entitled.

10 Special leave

10.1 Special leave may be authorised by the Chief Executive in exceptional
circumstances. This could be paid or unpaid. Examples might include:
e Compassionate leave for a close family bereavement
e Study leave for accredited qualifications
e Attendance at court hearings as a witness or for jury service
¢ Unpaid extension to annual leave to enable international travel.

11 Team Meetings and Staff Training (Inset) days

11.1 Staff are required to attend regular team meetings and three (five for BOP staff)
First Steps staff training days per year. Term-time staff are expected to attend
planned inset days as part of their contracted working weeks.

11.2 If team meetings cannot take place at a time when all members are working, the
day will be rotated to spread the inconvenience for staff that would not normally be
at work.

11.3 Staff are entitled to claim TOIL for attendance at team meetings or staff training
days outside their normal working hours. They may also claim childcare costs with
a registered childcare provider, on the production of a receipt.

11.4 Staff will also need to attend other training courses as required by the service and
as part of their professional development. These will be agreed upon with their line
manager and as part of First Steps' overall training and development plan.

11.5 Staff have an entitlement to relevant training in addition to the 3 First Steps training
days.

11.6 Staff who attend 83% (10 out of 12) of staff meetings held outside of opening hours
are entitled to half a day of.

12 Staff childcare places

12.1 Staff who require childcare places to enable them to work will be given priority for a
place by First Steps (Bath).

12.2 Staff children will be accepted from the age of 6 months, though staff are expected
to work in a different setting or room than their child wherever possible.



12.3

12.4

12.5

12.6

12.7

12.8

12.9

Staff on maternity leave who agree to work ‘Keeping in Touch’ hours, will be offered
childcare vouchers to cover the hours for use in First Steps provision.

To allow Managers to plan staffing around busy times staff children may on
occasion be allowed to attend for paid sessions outside normal sessions. In these
circumstances flexibility of provision will be offered to staff when occupancy permits,
— e.g., to increase their childcare place to work additional hours, or to have different
session times when their child is settling into school.

Staff childcare discount of 50% is available for child/ren up to a maximum of 37.5
childcare hours per week in total. Bank staff are required to work a minimum of 10
hours a month to qualify, failure to work the 10 hours will result in the discount being
removed for that month. If a staff member is off on long-term sick of more than 4
weeks the discount will be removed from week 5, this does not form part of
statutory rights. Staff who go on maternity leave will continue to receive this
discount for the period of maternity leave. There is no qualifying period for this
discount. The discount does not apply to meal charges. This discount is for a staff
member who is the parent or legal guardian.

Staff can request payment for childcare to be deducted from pay in agreement with
finance — this has the effect of fees being exempt from tax and national insurance.
The exception to this is if the deduction means the employee's earnings reduce to
below the National Living Wage or their weekly earnings after the deduction mean
the earnings fall below the Lower Earnings Limit. If staff do not keep up to date with
their childcare payments any debt can be recovered through a deduction from
earnings as described in their arrear's agreement.

In the event of an emergency within the service and as a last resort staff may be
asked to work in their non-working time. If staff have no alternative childcare,
childcare will be free of charge, subject to availability in the service.

Staff will be supported to claim their full entitlement to benefits through Childcare
Choices website .

Staff may apply for free meals through the same application process as other
parents.

13 Retirement and Pension arrangements

13.1

13.2

13.3
13.4

13.5
13.6

13.7

There is no longer a ‘normal retirement age’ for staff employed by First Steps (Bath)
— staff will be asked about their plans in the context of annual appraisals and setting
objectives for the year ahead.

First Steps (Bath) has a defined contribution pension scheme with ‘The Pensions
Trust’. If eligible (See auto-enrolment rules) staff are opted into the scheme from
the start date of their employment. Staff not automatically enrolled can also opt in
at any time.

Membership in the scheme is entirely voluntary, and staff can opt out at any time.
Staff joining the pension scheme will have 5% of their gross normal pay deducted
through payroll as their contribution.

First Steps (Bath) will match this with a 5% employer’s contribution to the scheme.
Staff may also contribute Additional Voluntary Contributions (AVC) which are not
matched.

Retirement benefits are payable if staff have joined our pension scheme — this
provides for staff to select their retirement age (to receive pension benefits)
between the ages of 55 and 75.

14 Pro-rata calculations for bank holidays and part-time staff


https://www.childcarechoices.gov.uk/
https://www.childcarechoices.gov.uk/

14.1 Pay, annual leave, bank holidays, training entittement and maximum limits for sick
leave and carers leave are all calculated pro-rata for part-time staff, i.e. as a
proportion of the standard working week. Example: a person working 15 hours a
week works 40% of 37.5 hours; therefore, they are entitled to 40% of the pay/
benefits/ maximum limits for sick pay and carer’s leave.

14.2 First Steps choose to pay staff for bank holidays (this is not a statutory duty), to
make the system fair to all staff we use a mechanism that divides the hours that
account for a bank holiday across the working week. This means that in a week
containing a bank holiday, a part-time member of staff should work four-fifths of
their normal hours. Adjustments should be made through additions or deductions to
working hours or to TOIL. A person whose working pattern does not include
Mondays will have the same entitlement as someone who does. Example:
someone who works 20 hours per week Tues- Fri will have 4/5 of 20 which is 4
hours added to their holiday card. Someone who works 10 hours on a Monday and
10 hours on a Wednesday will have 6 hours taken off their holiday card for the
Monday as their entittlement is 4 hours.

14.3 Leave and other entitlements will not be recalculated to take account of temporary
additional hours worked. However, if there is a permanent change to hours worked,
entitlements will be recalculated with effect from the 15! of the next month.

15 Policies and Procedures

15.1 Staff are required to familiarise themselves with and adhere to First Steps policies
and procedures currently in force and contained within the staff handbook. These
include:

Personnel policies
o Staff Employment policy and procedure
Code of conduct for staff
Attendance and Wellbeing policy
Grievance procedure
Disciplinary procedure
perational policies
Safeguarding & Child Protection policy and procedure
Equal opportunities and Anti-Discrimination policy and procedure
Fire evacuation procedure
Health and Safety policy and procedure
Harassment & Bullying policy
Confidentiality policy and procedure
Complaint procedure
Environmental Sustainability policy
Storage and disposal of records procedure
Induction of students or volunteers, policy, and procedure
Flexible working policy and procedure.

...........O....

All policies and procedures will be reviewed by the Senior Management Team and
Trustees at least once every year and will be updated when necessary.

16 Notice Periods

16.1 The notice required from staff leaving First Steps (Bath) is 2 calendar months or as
stated on their contract.



(3 calendar months for staff graded Senior Manager or above or as stated on
contract).
The notice that will be given to staff by First Steps (Bath) is:
o 1 week during the probationary period.
o 2 calendar months for staff after satisfactory completion of probation.
16.2 Notice must be given in writing and is effective from the date received by the
employer or employee (or delivered to their address if not given in person).

17. Disclosure Barring Service

17.1 All staff are required to have a Disclosure Barring check.
e A copy of their DBS number must be held on their HR file and database.
e On receipt of a new DBS staff must sign up to the update service which will
allow First Steps to complete checks annually during employment (Appendix
1DSB Consent Form), the cost of which can be reclaimed through expenses.

Approved by the Board of Trustees, 26" March 2007
Amendments approved by Board of Trustees 16" September 2014
Last updated: September 2014
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5M Appendix 1

First Steps Bath

Staff Benefits Statement

o Annual leave entitlement from 24 standard days (pro-rata for part-time staff).

e 8 paid bank holidays (pro-rata for part-time staff).

e Incremental bonus leave for long service after 3 full years rising 1 day a year to an
additional 6 days.

e 4 weeks paid sick leave per annum (pro-rata for part-time staff).

« Up to 5 days paid carers leave per annum in an emergency to arrange alternative

care (pro-rata for part-time staff).

Access to an Employee Assistance Programme (EAP)

5% employer’s matched contribution-based pension scheme.

Tax and NI free childcare on-site childcare

Staff receive a 50% discount on up to 37.5 childcare hours per week and a 50%

discount on the sustainability charge.

Staff also receive the 15% sibling discount on top of the childcare discount.

Children of staff receive a ‘priority’ childcare place to support staff to return to work.

Staff childcare sessions match their working patterns.

Minimum of 3 training days per annum.

Study support time (for courses relevant to the job role), paid time to attend day

release courses is currently granted at 50% of the required college time, up to a

maximum of one-half day (pro-rata) each week for the anticipated length of the

course, according to contracted hours.

« Pay scale progression through satisfactory appraisal after one full year’s service
within the pay grade.

o Free Uniform (4 items for full-time staff).

o Free Disclosure and Barring Service check and Annual update.

A half-day rest day (pro-rata for part-time staff) reward for no sickness in the

previous quarter. For term time staff per whole term.

Bike 2 Work scheme

Free Paediatric First Aid Training,

Continuing Professional Development Opportunities.

Career Progression Opportunities.

Half-day toil for 83% attendance at staff meetings (10 out of 12).

First Steps operates a refer your-friend scheme where Staff can be awarded with

Love to Shop Vouchers on successful recruitment of friends.

Reviewed November 2024



5M Appendix 2
Procedure for allocating short breaks.

Teaching and caring for young children, although immensely rewarding, can be tiring, and
emotionally draining. It is recognised that on occasions staff will need breaks to re-center
themselves and return to the children with renewed energy and enthusiasm.

First Steps fosters an inclusive and supportive culture, where we treat everyone as
individuals with respect and address their specific needs and concerns. Whether
managing a challenging task or supporting a colleague through a tough time, remember
that your own well-being is important. If you feel overwhelmed or notice a colleague
struggling, do not hesitate to ask for help in the form of a break. For example, if you have a
heavy cold or a restless night or are faced with a complex home situation.

We are here to listen and provide support. Taking care of ourselves and each other is how
we build a thriving and resilient community.

Allocation and planning for short breaks.

Short breaks of up to 10 minutes may be taken subject to ratios and planned activities in
addition to considering the needs of children first. These short breaks apply for staff who
work more than 8 hours, OR 6 hours with no lunch break OR for staff who are having a
challenging day. Staff who have a planned well-being break within their care or well-being
plan may, if required on that day, also have a break.

The timing of these beaks will be at the Lead Practitioner or Room Lead’s discretion and
allocated when ratios allow.

Lead practitioners will be aware of the working patterns of the staff in their room and
subject to ratios may be able to offer breaks for staff working more than 8 hours and those
working 6 hours with no lunch breaks this will be subject to activities planned in the room
that day.

Managers and practice supervisors will be aware if staff members have breaks indicated
within a care or well-being plan. This information will be shared with the lead to enable
them to structure the breaks for each day. If a Lead Practitioner is on holiday the
information will be shared with the Room Lead to enable them to plan the day effectively.
Staff members will be made aware that their information is being shared.

Please be aware that staff needs are individual, and people have no obligation to share
personal information. Some staff may for a while seem to have more breaks than others to
address a need. Well-being plans are in place for short periods and are regularly reviewed
by the Line Manager, whilst? care plans are for longer periods, to address a health need.

Reviewed by SMT November 2024
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