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Dear Candidate,
Thank you for your expression of interest in joining our team. Little Wild Tribe is a
Scandinavian-inspired nature nursery and pre-school for children from birth to 5 years old, set
within 500 acres of Hadleigh Country Park. It’s our aim to provide a daily outdoor adventure
for our little people in which they explore, play, discover, learn and connect to each other and
the world around us.
At Little Wild Tribe, our core purpose is to provide healthy, natural childcare that is rooted in
educational research and evidence, coupled with a gentle, attachment-rich approach to
ensuring happy, smiling and contented little ones. We are passionate about creating
experiences in the natural environment that instil the joy of learning in each and every child,
using their natural curiosity to discover the fun in learning and to equip them with a genuine
life-long love of learning.
This brochure contains a brief introduction to Little Wild Tribe, as well as some important
information about our safe recruitment procedures, data protection and equal opportunities
statement. If after reading this brochure, you have any questions, please do not hesitate to
contact us. Little Wild Tribe has an exciting future and this appointment represents a great
opportunity so we invite you to explore what Little Wild Tribe has to offer potential employees.
Please take the time to read this pack carefully to get a full understanding of the role before
completing your application.
The closing date for all applications is 20th
30th December
October 2018
2019 (midnight) and should be returned
by email to: office@littlewildtribe.com. Applications received after this date will not be
considered. Candidates who are successful at the application stage will be invited to attend
an Assessment Centre/Interview. This will include a series of activities and there will be some
pre-work required which will be used on the day. Offers will be made in line with the needs of
the nursery and will consider individual resignation deadlines.
We will be reviewing applications as they are submitted, so early applications are highly
encouraged. If you share our vision and values then we would be very excited to hear from
you.
Yours sincerely,
Kelly and Emma
(Directors)

About Us
Little Wild Tribe was founded by two local mothers who dreamed of providing timeless
childhood adventures for their own children – tree climbing, den building, pond dipping,
gardening, fishing, paddling, foraging, raft building and rolling in mud to name but a few…
where creativity, curiosity and learning could flourish all the while making magical, happy
memories. Both experienced teachers themselves, they decided to create the nursery they
wish existed. And so Little Wild Tribe was born.
At Little Wild Tribe, we are passionately committed to our big vision: to provide a healthy,
science-rich, hands-on and inspirational environment in which each child is gently nurtured,
empowered and given the confidence they need to grow and flourish into happy, active and
thinking leaders of the future. Spending most of their day outside, children are given the
opportunity to explore, to play, to investigate, to be curious, to solve problems and to discover
answers for themselves through a rich mix of creative opportunities and experiences – where
the sky really is the limit! From bringing learning vividly to life to turning mud into maths, we
are always examining the way children learn best to create seeds of learning that will become
the catalyst for future generations of innovators, thinkers and leaders.

Our Mission
The first five years of life are most important; childhood development specialists have
produced decades of research to show that the environment of a child’s earliest years can
have effects that last a lifetime.
It is therefore our mission to:
1.

provide opportunities to promote, improve and increase the physical activity and
wellbeing of young children in order to nurture their minds and bodies by offering
frequent and regular outdoor play opportunities, throughout the year, in almost all
weathers;

2.

enthuse and engage young children, their families and the wider community into
adopting a healthy, nutritious and active lifestyle;

3.

provide pedagogically sound, evidenced-based and developmentally appropriate
education for all ages to engender a lifelong love of learning;

4.

raise the profile, awareness and passion of key environmental and conservation
issues.

Central to these values is our commitment to ensure that children not only get the best
educational start in life, but are given the opportunity to enjoy good health and wellbeing habits
that will take them into adulthood. At Little Wild Tribe, we aim to provide an environment in
which children are encouraged to enjoy blissful outdoor free time, to explore with their hands
and feet, to go on adventures together and connect to nature.
Little Wild Tribe has a long-term vision to be known internationally as an institution which
represents excellence in all aspects of its operation. Our philosophy commits us fully to the
notion of a holistic approach to education and childcare, which cherishes an individual, childled and child-centered approach to nurturing through nature.

Our Tribe
Your vibe attracts your tribe – and at Little Wild Tribe, we are determined to attract the very
best of staff. Because we believe that children deserve excited, enthusiastic and passionate
adults. They need grown-ups who are ready to explore and laugh with them all day; nurturing
souls who are looking to build upon those magical moments of learning! And so, we are
investing to attract the very best. We seek skilled staff from a range of backgrounds - teachers,
graduates, artists, gardeners, grandmothers… who can each bring something different to our
tribe, because it really does take a village to raise a child!
We offer a high adult to child ratio – much higher than standard – which enables significantly
closer individual attention and high-quality child-led practice as well as of course mitigating
any potential health and safety concerns. At Little Wild Tribe, our ratios are 1:3 for children
two and under, and 1:4 for all other children.

Personal Development
At Little Wild Tribe, we’re committed to a world that’s always learning and to our talented team
who makes it all possible. We firmly believe that alongside moral purpose, personal and
professional growth are key factors in staff’s perception of their worth to an organisation and
consequently in how much additional effort they are prepared to put into that organisation. We
are committed to regular training and professional development to ensure we remain at the
top of our game and are aware of the latest developments in early educational research.
Pedagogy is the understanding of how to support others to learn, as well as what we want
them to learn. A good understanding of pedagogy is important in maximising the learning
opportunities we offer children at Little Wild Tribe. All staff undertake regular pedagogical
coaching and development to share best practice and expertise.
Passionate advocates of play in the natural world, our practitioners are members of the Forest
School Association (FSA) and as such, follow the FSA good practice principles. We are
entirely committed to safeguarding and protecting the welfare of all children, and all our staff
are fully trained in Paediatric First Aid. All staff are fully reference checked, DBS cleared and
fully qualified or in supervised training.
We are committed to developing a learning-centred culture with the entire workforce, giving
the same attention to the professional development of staff as is given to the education of our
children. Indeed, we continually strive to become even better than the best, since the quality
of an education system cannot exceed the quality of its staff.

Staff Benefits
We strongly believe that learners flourish when they are well looked after. This starts with our
staff, because you are our biggest asset and we know that happy staff perform at their best.
We strongly believe that by putting your welfare and development as equally important to
children’s', we are fostering a nurturing and happy community in which educational success
is naturally achievable by all.
Our staff benefits include:
•
•
•
•
•

Family Friendly Flexible Working Arrangements
Pension plan available
Salary graded by experience
Free on-site parking
Little Wild Tribe Reward scheme

•
•
•
•
•
•
•
•
•

Friendly and supportive working environment
Focus on play-based learning and a holistic curriculum
Career Development and Progression Opportunities
Apprenticeships
Financial Support towards achieving further qualifications
Leadership Programmes and Professional collaborations
Teacher Training Programme
Holiday entitlement - 28 days (incl. bank holidays) per annum (pro-rated for part-time
or fixed term employees). This increases to 30 days after five years’ service.
Health and wellbeing - working across 500 acres of beautiful countryside – no gym
membership needed!

Job Description: Baby Team Practitioner
Job title:

Baby Team Practitioner

Responsible to:

Baby Team Leader/Nursery Manager

Salary:

£17,000
per annum
for Level 2
Salary
dependent
on experience
£19,000 per annum for Level 3

Start date:

ASAP 2019
January

Terms:

Permanent position with six-month probationary period
Fulltime
timeposition
position
40 hours
over Wednesday,
4 days (8am-6pm)
Full
of of
Monday,
Tuesday,
Friday, 8-6pm

Purpose of post
•
•
•
•

Part time position of Monday, Thursday, Friday, 8-6pm

To provide a high standard of physical, emotional, social and intellectual care
for all children in the nursery
To ensure all children are safeguarded and their welfare and safety is promoted
To give support to other team members throughout the nursery
To work as part of a team in order to provide an enabling environment in which
all individual children can play, learn and develop.

Key areas
•
•
•

Work with and support children
Work as part of a team
Build and maintain strong partnerships with parents.

Duties and responsibilities
•
•
•
•
•

Operate a programme of activities that meet the individual needs and interests
of children in your area in conjunction with other team members
To keep records of your key children’s development and learning journeys and
share this with parents, carers and other key adults in the child’s life
To follow the nursery safeguarding procedure to ensure all children are kept
safe, well and secure
Support all staff and engage in a good staff team
Liaise with and support parents and other family members

•
•
•
•
•
•
•
•

To be involved in out of working hours activities, e.g. training, monthly staff
meetings, parent evening, fundraising events etc.
To be flexible within working practices of the nursery. Be prepared to help
where needed, including to undertake certain domestic jobs within the nursery,
e.g. preparation of snack meals, cleansing of equipment etc.
Work alongside the Manager and staff team to ensure that the nursery’s
philosophy is fulfilled
Read, understand and adhere to all policies and procedures relevant to your
role as deemed appropriate by the Manager
Recording accidents in the accident book. Ensure the Duty Manager has
initialled the report before parents receives it
Look upon the nursery, as a “whole” where can your help be most utilised? Be
constantly aware of the individual needs of all children
Ensure someone known and agreed by the nursery and parent collects the child
To respect the confidentiality of all information received.

Specific childcare tasks
•
•
•
•
•
•
•
•
•

The preparation and completion of activities to suit each individual child's stage
of development and interests
To develop your role within the team especially with regard as a key person
To ensure that meal times are a time of pleasant social sharing
Washing and changing children as required
To ensure good standards of safety, hygiene and cleanliness are maintained at
all times
Ensuring a poorly child is kept calm and warm and management is notified
immediately
To develop and maintain strong partnerships and communications with
parents/carers to facilitate day-to-day caring and early learning needs
To ensure the provision of a high-quality environment to meet the needs of
individual children regardless of any disabilities, family backgrounds or medical
history
To be aware of the high profile of the nursery and to uphold its standards at all
times, both within work hours and outside.

Person Specification – Baby Team Practitioner
The table below outlines the knowledge, skills, training and experience required by
the successful applicant in order to carry out the role.

Attributes
Education and
training

Relevant
experience

Criteria

How identified
(i.e. at what
stage)

1. NVQ Level 2 or 3
Application
in Early Years
form/Interview
Childcare and
Education or
recognised equivalent
qualification

E

Applicable for EYE
only: Level 2
qualification in
English and maths

E

2. Valid paediatric
first aid qualification

D

3. Basic food hygiene
certificate

D

4. Valid
safeguarding/child
protection certificate

D

1. Experience in a
nursery setting

Application
form/Interview

2. Experience of
working with young
children (2 and
under)

1. Robust knowledge
of the Early Years
Foundation Stage
and relevant
childcare legislation
2. Knowledge of child
development

D

D

3. Knowledge of key
person systems and
record keeping
General and
special
knowledge

Rank
(Essential/Desirable)

D

Interview

E

E

Skills and
abilities

Any additional
factors

1. Ability to
communicate well
with adults and
children

Application form
/Interview

E

2. To be able to
demonstrate the
ability to work as part
of a team

E

3. Ability to write
legibly

D

4. Good presentation
skills

D

5. Computer literate

D

6. Good
organisational skills

D

7. Demonstrate
creative ability.

D

8. Specialist skills
(i.e. SEN)

D

1. Understanding of
equal opportunities

Interview

E

2. Awareness of
health and safety and
practical hygiene
issues

E

3. Experience of
undergoing Ofsted
inspections with
‘good’ or ‘outstanding’
outcomes

D

4. Shares our vision
and values for getting
children outdoors

E

Safe Recruitment of Staff at Little Wild Tribe
At Little Wild Tribe we are vigilant in our recruitment procedures aiming to ensure all people
working with children are suitable to do so. We follow this procedure each and every time we
recruit a new member to join our team.
Legal requirements
•
•

We abide by all legal requirements relating to safe recruitment set out in the Statutory
Framework for the Early Years Foundation Stage (EYFS) and accompanying
regulations
We also follow any requirements or guidance given by the Disclosure and Barring
Service (DBS) in relation to carrying out checks; and abide by the employer’s
responsibilities relating to informing the DBS of any changes to the suitability of their
staff, whether this member of staff has left the nursery or is still under investigation.
Please refer to the child protection/safeguarding policy for further information.

Advertising
•
•

We use our own website/social media to advertise for any vacancies
We ensure that all recruitment literature includes details of our equal opportunities
policy and our safe recruitment procedures; including an enhanced DBS check and at
least two independent references for every new employee. We also include the
requirement for an additional criminal records check (or checks if more than one
country) for anyone who has lived or worked abroad.

Interview stage
•
•
•
•

•

•
•
•

We shortlist all suitable candidates against a pre-set specification and ensure all
applicants receive correspondence regardless of whether they are successful in
reaching the interview stage or not
All shortlisted candidates will receive a job description, a person specification, an Equal
Opportunities monitoring form and a request for identification prior to the interview
The manager will decide the most appropriate people for the interview panel. There
will be at least two people involved are both are involved in the overall decision making
At the start of each interview all candidates’ identities will be checked using, for
example, their passport and/or photocard driving licence. All candidates will be
required to prove they are eligible to work in the UK. The interview will also cover any
gaps in the candidate’s employment history
All candidates reaching the interview stage are questioned using the same set criteria
and questions. These cover specific areas of childcare, including safeguarding the
children in their care, planning suitable activities to enhance the child’s development
and their understanding of the legal frameworks applied to childcare and used in the
nursery. The questions will be value based and will ensure the candidate has the same
values as the nursery with regards to the safety and welfare of the children in their care
Candidates will be given a score for their answers including a score for their individual
experience and qualifications
Every shortlisted candidate will be asked to take part in a supervised practical exercise
which will involve spending time in a particular age group in the nursery interacting with
the children, staff and where appropriate parents
The manager and deputy will then select the most suitable person for this position
based on these scores and their knowledge and understanding of the early years
framework as well as the needs of the nursery

•

Every candidate will receive communication from the nursery stating whether they
have been successful or not. Unsuccessful candidates are offered feedback.

Starting work
•

•
•

•

•
•

•

•
•
•

The successful candidate will be offered the position subject to at least two references
from previous employment or, in the case of a newly qualified student, their tutor and
a personal or professional reference. These references will be taken up BEFORE
employment commences. This may be verbal initially and then followed up with a
written reference which will form part of their personnel file
The successful candidate will be asked to provide proof of their qualifications, where
applicable. All qualifications will be checked and copies taken for their personnel files
where applicable
Prior to employment but after the job has been offered a health check questionnaire
will be given to the employee and its results will be taken into account in making an
overall decision about suitability. The nursery reserves the right to take any further
advice necessary in relation to a person’s physical and mental fitness to carry out their
role. Please see the absence management policy for more details about how the
nursery manages health problems including access to medical records
All new starters, other than those who have registered for the continuous updating
service (see below), will be subject to an enhanced Disclosure and Barring Service
(DBS) check. This will be initiated before the member of staff commences work in the
nursery and they will not have unsupervised access to any child or their records before
this check comes back clear. Further to this, the new starter will not be allowed to take
photographs of any child, look at their learning and development log or change the
nappy of any child without an up-to-date enhanced DBS check (whether supervised or
not)
An additional criminals records check (or checks if more than one country) should also
be made for anyone who has lived or worked abroad
The nursery will record and retain details about the individual including staff
qualifications, identity checks carried out and the vetting process completed. This will
include the disclosure and barring service reference number, the date the disclosure
was obtained and details of who obtained it. The nursery will not retain copies of the
disclosure itself once the employment decision is taken
There may be occasions when a DBS check is not clear but the individual is still
suitable to work with children. This will be treated on an individual case basis and at
the manager’s/owner’s discretion taking into consideration the following:
o seriousness of the offence or other information
o accuracy of the person’s self-disclosure on the application form
o nature of the appointment including levels of supervision
o age of the individual at the time of the offence or other information
o the length of time that has elapsed since the offence or other information
o relevance of the offence or information to working or being in regular contact
with children.
If the individual has registered on the DBS system since 17 July 2013, managers may
use the update service with the candidate’s permission instead of carrying out an
enhanced DBS check
New starters are required to sign (either application form, contract or separate form) to
state that they have no criminal convictions, court orders or any other reasons that
disqualify them from working with children or unsuitable to do so
All new members of staff will undergo an intensive induction period during which time
they will read and discuss the nursery policies and procedures and be assigned a
‘mentor/ buddy’ who will introduce them to the way in which the nursery operates

•

•

During their induction period all new staff will receive training on how to safeguard
children in their care and follow the Safeguarding Children/Child Protection policy and
procedure, emergency evacuation procedures, equality policy and health and safety
issues
The new member of staff will have regular meetings with the manager and their mentor
during their induction period to discuss their progress.

Ongoing support and checks
•

•

•

•

•

•

All staff are responsible for notifying the manager in person if any there are any
changes to their circumstances that may affect their suitability to work with children
(staff suitability status will also be checked through an annual ‘staff suitability
questionnaire’). This includes any incidents occurring outside the nursery. Staff will
face disciplinary action should they fail to notify the manager immediately
All members of staff will update a health questionnaire on an annual basis to ensure
management have a good knowledge of any changes that may require support or
additional resources to aid them to carry out their day-to-day duties. This will also be
discussed at staff supervisions/review meetings. Management may require this more
regularly where health circumstances change. There are more details about how the
nursery deals with any health problems in the absence management policy
The nursery manager*/owner* will review any significant changes to an individual’s
circumstances that may suggest they are no longer suitable to work with children and
take appropriate action to ensure any unsuitable or potentially unsuitable employee
does not have unsupervised contact with children until the matter is resolved. Please
see the Disciplinary Policy for further details
Every member of staff will have two meetings a year with the manager: a formal
appraisal and a more informal review. This will provide an opportunity for the manager
and member of staff to discuss training needs for the following six months as well as
evaluate and discuss their performance in the previous six months
The manager, deputy and room leaders will be responsible for any support the staff
team may have between these reviews. This includes mentor support, one-to-one
training sessions, ongoing supervision, work-based observations and constructive
feedback
The nursery will provide appropriate opportunities for all staff to undertake professional
development and training to help improve the quality of experiences provided for
children.

Suitability of Staff
At Little Wild Tribe we are committed to ensuring that all staff, including students and
volunteers are suitable to work with or be in regular contact with children. We have systems
in place to ensure that this includes making a decision about suitability, as part of the
recruitment process and monitoring continued suitability, as part of regular staff or student
supervision.
The nursery manager is responsible for ensuring that all staff and students have an enhanced
check with the Disclosure and Barring Service (DBS), and that the results of such a check are
assessed as part of a decision on suitability. Where possible staff will have the checks
completed prior to starting employment. However, if there are delays in checks coming
through, as a last resort staff may work in the nursery before these checks are completed as
long as they are supervised at all times by staff who already hold an enhanced check and the
check has been applied for.
All nursery staff will be informed of any staff awaiting enhanced DBS clearance.

Staff awaiting these checks will never:
•
•
•
•
•
•
•
•
•

Be left unsupervised whilst caring for children
Take children for toilet visits unless supervised by staff holding an enhanced check
Change nappies
Be left alone in a room or outside with children
Administer medication
Administer first aid
Take photographs of any children
Be involved in looking at a child’s learning and development log, but can contribute to
it
Have access to children’s personal details and records.

While adhering to the above list, we recognise that it is vital that the staff member awaiting an
enhanced disclosure is made to feel part of the team and we support them in participating fully
in every other aspect of the nursery day.
We recognise that the enhanced DBS disclosure is only one part of a suitability decision and
nursery management will ensure every individual working with a child goes through a vigorous
recruitment and induction procedure (as laid out in the safe recruitment policy). We will also
ensure they receive continuous support, training and supervision from management in order
to provide a safe, secure and healthy environment for all children in the nursery. We act on
any information that comes to our attention that suggests someone may no longer be suitable
for their role.
All students will also receive an interview to ensure they are suitable for the nursery and an
induction process to ensure they fully understand and are able to implement the nursery
procedures, working practices and values. All students will be fully supervised to ensure they
receive the appropriate support, training and information they may require.

Equality of Opportunity (Staff) at Little Wild Tribe
Statement of intent
Little Wild Tribe takes great care to treat each individual, adult or a child, as a person in their
own right, with equal rights and responsibilities.
Discrimination on the grounds of gender, sexual orientation, race, religion or belief, age,
pregnancy or maternity, marital or civil partnership status, disability or gender reassignment
(known as the nine protected characteristics) has no place within Little Wild Tribe
This principle of non-discrimination and equality of opportunity applies equally to the treatment
of visitors, children at the nursery, parents, clients, customers, suppliers and anyone else who
comes into contact with Little Wild Tribe.
All staff have a duty to act in accordance with this policy, and therefore all staff should treat
their colleagues and third parties with dignity at all times, and must not discriminate against or
harass other members of staff, whether junior or senior to them. This policy also applies to the
treatment of our staff by third parties. The nursery manager will retain overall responsibility
for the implementation and updating this policy.
The nursery is committed to fully complying with any current and future legislation and
requirements from regulators on equal opportunities, diversity and inclusion. Should any
person believe that this policy is not being complied with they must bring the matter to the
attention of their Manager or Little Wild Tribe Manager and/or owner at the earliest opportunity.
Who is covered by the policy?
The policy covers all individuals working at all levels and grades, including senior managers,
officers, directors, employees, consultants, contractors, trainees, part-time and fixed-term
employees, casual or agency staff (collectively referred to as "staff").
The law on equality is as follows:
Forms of discrimination
Direct discrimination – treating someone less favourably than another because of a protected
characteristic, e.g. refusing to employ someone because she is pregnant. In limited
circumstances, employers can directly discriminate against an individual for a reason related
to any of the protected characteristics where there is an occupational requirement to do so.
This occupational requirement must be crucial to the post and a proportionate means of
achieving a legitimate aim.
Discrimination by association – is where an individual is directly discriminated against or
harassed for association with another individual who has a protected characteristic (although
it does not cover harassment because of marriage and civil partnership, and pregnancy and
maternity).
Discrimination by perception - is where an individual is directly discriminated against or
harassed based on a perception that he/she has a particular protected characteristic when
he/she does not, in fact, have that protected characteristic (does not cover marriage and civil
partnership, and pregnancy and maternity).

Indirect discrimination - is where a provision, criterion or practice is applied that is
discriminatory in relation to individuals who have a relevant protected characteristic (although
it does not explicitly include pregnancy and maternity, which is covered by indirect sex
discrimination) such that it would be to the detriment of people who share that protected
characteristic, compared with people who do not, and it cannot be shown to be a proportionate
means of achieving a legitimate aim.
Harassment – is defined as: ‘unwanted conduct related to a relevant protected characteristic,
which has the purpose or effect of violating an individual’s dignity or creating an intimidating,
hostile, degrading, humiliating or offensive environment for that individual.’
Employees can complain about harassment even if this is not directed at them in person, and
they do not need to have the protected characteristics themselves, e.g. if a colleague is being
harassed because of their age, another colleague can complain about this behaviour provided
they can demonstrate that such conduct does amount to harassment under the Equality Act
2010.
Third party harassment – this is harassment of one of your employees by a third party not
employed by your nursery, e.g. a parent. This covers age, sex, disability, gender
reassignment, race, religion or belief and sexual orientation. Although revoked in the
Enterprise and Regulatory Reform Bill it is good practice for an employer to respond to issues
identified by staff.
Victimization – this occurs when an employee is treated badly or put to a detriment because
they have made or supported a complaint or raised a grievance under the Equality Act 2010
or have been suspected of doing so. A person is not protected under this heading if they have
made a malicious complaint or supported an untrue complaint.
Recruitment and selection
Little Wild Tribe aims to ensure that no job applicant receives less favourable treatment than
another applicant. Our recruitment procedures are reviewed regularly to ensure that
individuals are treated on the basis of their relevant merits and abilities and we will always
strive to ensure that the staffing levels reflect the community it serves. Job selection criteria
are also regularly reviewed to ensure that they are essential for the effective performance of
the job and therefore justified on non-discriminatory grounds.
Every effort is made to ensure that there is a representative balance on the selection panel
and all members of the panel will be committed to equal opportunities and will have received
appropriate training.
Application forms do not include questions which may potentially discriminate unless there is
a justifiable reason. At interview, no questions will be posed which are potentially
discriminatory unless there is a justifiable reason. At interview all candidates will be asked the
same questions, and members of the selection panel will not introduce nor use any personal
knowledge of candidates acquired outside the selection process.
Personal relationships with any candidate will be disclosed by the panel member prior to any
selection or interview process commencing. Candidates will be given the opportunity to
discuss the reasons why they were not successful.
No questions will be asked or raised relating to an applicant’s health prior to a candidate being
offered work unless it falls into one of the following:

•
•
•
•

Establishing whether the applicant will be able to comply with a requirement to undergo
an assessment or establishing whether there will be a need for us to consider making
reasonable adjustments for the applicant to undertake the assessment
Establishing whether the applicant will be able to carry out a function that is intrinsic to
the work involved
To monitor diversity in the range of people applying to us for work;
If it is a requirement of the role for the applicant to have a particular disability and
establishing whether the applicant has that disability.

Staff training and promotion
Little Wild Tribe recognises the importance of training as a key factor in the implementation of
an effective equal opportunities policy. Little Wild Tribe will strive towards the provision of
equal opportunity training for all staff, and training needs will be identified through regular staff
appraisals. All staff will be given appropriate access to training to enable them to progress
within the organisation and all promotion decisions will be made on the basis of merit.
Service provision
In addition to employment equality, the nursery and staff are also committed to promoting
equal opportunities by:
•
•
•

Encouraging positive role models, displayed through toys, imaginary play etc. that
promote non-stereotyped images
Encouraging children to join in all activities, i.e. dressing up, shop, home corner, dolls,
climbing on large apparatus, bikes etc.
Regularly reviewing our childcare practice to ensure practices do not discriminate.

Little Wild Tribe will strive to ensure that all services and projects are accessible and relevant
to all groups and individuals in the community within targeted age groups. We will strive to
promote equal access to services and projects by taking practical steps such as ensuring
access to disabled people (with reasonable adjustments) and producing material in relevant
languages and media.
Procedure for dealing with alleged harassment or bullying
If you think you are being bullied or harassed by another member of staff, you may prefer to
resolve matters informally. The person may not know that his or her behaviour is unwelcome
or upsetting. You may feel able to approach the person yourself, or with the help of your
manager. If you wish to do this you should:
•
•

Arrange to speak to them privately
Tell the person what behaviour of his or hers you find offensive and unwelcome, and
say that you would like it to stop immediately.

If an informal approach does not resolve matters, or you do not wish the situation to be dealt
with informally, you can make a formal complaint through the nursery’s grievance procedure.
All complaints will be investigated promptly and, if appropriate, disciplinary proceedings will
be brought against the alleged harasser. You will be kept informed of the general progress of
the process of investigation and the outcome of any disciplinary proceedings. The nursery will
treat complaints of bullying and harassment sensitively and maintain confidentiality to the
maximum extent possible.

If you believe you have been subject to any bullying or harassment by customers, suppliers,
visitors or others, you must report this to the nursery manager who will take appropriate action.
You have a right not to be victimised for making a complaint in good faith, even if the complaint
is not upheld. However, making a complaint which you know to be untrue may lead to
disciplinary action being taken against you. Vexatious complaints will be dealt with according
to the disciplinary policy.
The nursery will retain a duty of care to the individual who a complaint is made against, and
will ensure that the individual is supported through the process.

GDPR and Privacy at Little Wild Tribe
Personal data provided on your application, and for equal opportunities monitoring, is required
to enable Little Wild Tribe to operate and monitor its recruitment and employment procedures.
Data is kept secure and accurate, and disclosure is restricted to those people within the
organisation who have a need to access it. Personal data supplied by you is destroyed within
prescribed time limits, unless you are appointed, in which case the data you have supplied will
form the basis for your individual staff record.
WHAT IS THE PURPOSE OF THIS DOCUMENT?
Little Wild Tribe is committed to protecting the privacy and security of your personal
information. This privacy notice describes how Little Wild Tribe Nursery collects and uses
personal information about employees of the Nursery (“Employees”), children attending the
Nursery (“Child” or “Children”) and the parents of the Children (“Parents”) (known
collectively as “You” or “Your”), in accordance with the General Data Protection Regulation
(GDPR).
The Nursery Little Wild Tribe is a “data controller”. This means that we are responsible for
deciding how we hold and use personal information about You. We are required under data
protection legislation to notify You of the information contained in this privacy notice.
This notice applies to Employees, Children and Parents. This notice does not form part of any
contract of employment or other contract to provide services. We may update this notice at
any time but if we do so, we will provide you with an updated copy of this notice as soon as
reasonably practical.
It is important that employees and parents read and retain this notice, together with any other
privacy notice we may provide on specific occasions when we are collecting or processing
personal information about You, so that You are aware of how and why we are using such
information and what Your rights are under the data protection legislation.
DATA PROTECTION PRINCIPLES
We will comply with data protection law. This says that the personal information we hold about
You must be:
1. Used lawfully, fairly and in a transparent way.
2. Collected only for valid purposes that we have clearly explained to You and not used in
any way that is incompatible with those purposes.
3. Relevant to the purposes we have told You about and limited only to those purposes.
4. Accurate and kept up to date.
5. Kept only as long as necessary for the purposes we have told You about.
6. Kept securely.
THE KIND OF INFORMATION WE HOLD ABOUT YOU
Personal data, or personal information, means any information about an individual from which

that person can be identified. It does not include data where the identity has been removed
(anonymous data). There are “special categories” of more sensitive personal data which
require a higher level of protection, such as information about a person’s health or sexual
orientation.
Employees:
We will collect, store, and use the following categories of personal information about
Employees:
•

Personal contact details such as name, title, addresses, telephone numbers, and personal
email addresses.

•

Date of birth.

•

Gender.

•

Marital status and dependants.

•

Next of kin and emergency contact information.

•

National Insurance number.

•

Bank account details, payroll records and tax status information.

•

Salary, annual leave, pension and benefits information.

•

Start date and, if different, the date of an Employee’s continuous employment.

•

Location of employment or workplace.

•

Copy of driving licence (where applicable).

•

Recruitment information (including copies of right to work and identification documentation,
qualifications, references and other information included in a CV or cover letter or as part
of the application process).

•

Employment records (including job titles, work history, working hours, holidays, training
records and professional memberships).

•

Personnel files and training records including performance information, disciplinary and
grievance information, and working time records.

•

Information about your use of our information and communications systems.

•

Records of any reportable death, injury, disease or dangerous occurrence.

We may also collect, store and use the following “special categories” of more sensitive
personal information:
•

Information about an Employee’s race or ethnicity.

•

Information about an Employee’s health, including any medical condition, accident,
health and sickness records, including:

•

where an Employee leaves employment and under any share plan operated by a group
company the reason for leaving is determined to be ill-health, injury or disability, the
records relating to that decision;

•

details of any absences (other than holidays) from work including time on statutory
parental leave and sick leave; and

•

where an Employee leaves employment and the reason for leaving is related to their
health, information about that condition needed for pensions and permanent health
insurance purposes.

Children:
We will collect, store, and use the following categories of personal information about
Children:
•

Name

•

Date of birth

•

Home address

•

Dietary requirements

•

Attendance information

•

Photographs and video clips of the Child to signpost Children to where their belongings
are stored at the Nursery that they attend, and also for general display purposes

•

Emergency contact should Parents be unavailable and the emergency contact’s contact
details

•

Records for each Child containing the work of the Child whilst at the Nursery,
observations about the Child’s development whilst at the Nursery from Employees of the
Nursery, specific examples of the Child’s progress, photographs demonstrating the
Child’s development whilst at the Nursery, and personal details of the Child (e.g. their
date of birth) (“Progress Report”)

•

Records relating to individual Children e.g. care plans, common assessment frameworks,
speech and language referral forms

•

Accidents and pre-existing injuries forms

•

Records of any reportable death, injury, disease or dangerous occurrence

•

Observation, planning and assessment records of Children

We may also collect, store and use the following “special categories” of more sensitive
personal information:
•

Information about a Child’s race or ethnicity, spoken language and nationality.

•

Information about a Child’s health, including any medical condition, health and
sickness records.

•

Information about a Child’s accident or incident reports including reports of pre-existing
injuries.

•

Information about a Child’s incident forms / child protection referral forms / child
protection case details / reports.

Parents:
We will collect, store, and use the following categories of personal information about Parents:
•

Name

•

Home address

•

Telephone numbers, and personal email addresses.

•

National Insurance number.

•

Bank account details.

We may also collect, store and use the following “special categories” of more sensitive
personal information:
•

Information about a Parent’s race or ethnicity, spoken language and nationality.

•
Conversations with Parents where Employees of the Nursery deem it relevant to the
prevention of radicalisation or other aspects of the governments Prevent strategy.
HOW IS YOUR PERSONAL INFORMATION COLLECTED?
Employees:
We collect personal information about Employees through the application and recruitment
process, either directly from candidates or sometimes from an employment agency or
background check provider. We may sometimes collect additional information from third
parties including former employers, credit reference agencies or other background check
agencies.
We will collect additional personal information in the course of job-related activities throughout
the period of when an Employee works for us.
Children and Parents:
We collect personal information about Children and Parents from when the initial enquiry is
made by the Parents, through the enrolment process and until the Children stop using the
Nursery’s services.
HOW WE WILL USE INFORMATION ABOUT YOU
We will only use Your personal information when the law allows us to. Most commonly, we
will use Your personal information in the following circumstances:
1. Where we need to perform the contract we have entered into with You.
2. Where we need to comply with a legal obligation.
3. Where it is necessary for our legitimate interests (or those of a third party) and Your
interests and fundamental rights do not override those interests.
We may also use Your personal information in the following situations, which are likely to be
rare:
1. Where we need to protect Your interests (or someone else’s interests).
2. Where it is needed in the public interest or for official purposes.
Situations in which we will use Employee personal information
We need all the categories of information in the list above (see Employee section within the
Paragraph entitled ‘The Kind of Information We Hold About You’) primarily to allow us to
perform our contracts with Employees and to enable us to comply with legal obligations. The
situations in which we will process Employee personal information are listed below.
•

Making a decision about an Employee’s recruitment or appointment.

•

Checking an Employee is legally entitled to work in the UK. Paying an Employee and, if
an Employee is an Employee or deemed Employee for tax purposes, deducting tax and
National Insurance contributions (NICs).

•

Providing any Employee benefits to Employees.

•

Enrolling you in a pension arrangement in accordance with our statutory automatic
enrolment duties.

•

Liaising with the trustees or managers of a pension arrangement operated by a group
company, your pension provider and any other provider of employee benefits.

•

Administering the contract we have entered into with an Employee.

•

Conducting performance and/or salary reviews, managing performance and determining
performance requirements.

•

Assessing qualifications for a particular job or task, including decisions about promotions.

•

Gathering evidence for possible grievance or disciplinary hearings.

•

Making decisions about an Employee’s continued employment, engagement.

•

Making arrangements for the termination of our working relationship.

•

Education, training and development requirements.

•

Dealing with legal disputes involving Employees, including accidents at work.

•

Ascertaining an Employee’s fitness to work.

•

Managing sickness absence.

•

Complying with health and safety obligations.

•

To prevent fraud.

•

To monitor your use of our information and communication systems to ensure compliance
with our IT policies.

•

To ensure network and information security, including preventing unauthorised access to
our computer and electronic communications systems and preventing malicious software
distribution.

•

Equal opportunities monitoring.

Some of the above grounds for processing will overlap and there may be several grounds
which justify our use of an Employee’s personal information.
Situations in which the Nursery will use personal information of Children
We need all the categories of information in the list above (see Children section within the
Paragraph entitled ‘The Kind of Information We Hold About You’) primarily to allow us to
perform our obligations (including our legal obligations to Children. The situations in which we
will process personal information of Children are listed below.
•

Upon consent from the Parents, Personal Data of Children will be shared with schools
for progression into the next stage of their education.

•

Personal information of Children will be shared with local authorities without the consent
of Parents where there is a situation where child protection is necessary.

•

The personal information of Children will be shared with local authorities without the
consent of Parents for funding purposes.

•

Ofsted will be allowed access to the Nursery’s systems to review child protection records.
• To ensure we meet the needs of the Children
• To enable the appropriate funding to be received

• Report on a Child’s progress whilst with the Nursery
• To check safeguarding records
• To check complaint records
• To check attendance patterns are recorded
• When a Child’s Progress Report is given to its Parent in order for that Parent to pass
the same Progress Report to a school for application or enrolment purposes
Situations in which the Nursery will use personal information of Parents
We need all the categories of information in the list above (see Parents section within the
Paragraph entitled ‘The Kind of Information we Hold About You’) primarily to allow us to
perform our contracts with Parents and to enable us to comply with legal obligations. The
situations in which we will process personal information of Parents are listed below.
•

The personal information of Parents will be shared with local authorities without the
consent of Parents for funding purposes.

•

To report on a Child’s attendance

•

To be able to contact a Parent or a Child’s emergency contact about their Child

•

To ensure nursery fees are paid

If Employees and Parents fail to provide personal information
If Employees and Parents fail to provide certain information when requested, we may not be
able to perform the respective contracts we have entered into with Employees and Parents,
or we may be prevented from complying with our respective legal obligations to Employees,
Children and Parents.
Change of purpose
We will only use Your personal information for the purposes for which we collected it, unless
we reasonably consider that we need to use it for another reason and that reason is compatible
with the original purpose. If we need to use Your personal information for an unrelated
purpose, we will notify the Employee, Child or Parent, as is appropriate in the circumstances,
and we will explain the legal basis which allows us to do so.
Please note that we may process an Employee’s, a Child’s or a Parent’s personal information
without their respective knowledge or consent, as relevant to the circumstances, in compliance
with the above rules, where this is required or permitted by law.
HOW WE USE PARTICULARLY SENSITIVE PERSONAL INFORMATION
”Special categories” of particularly sensitive personal information require higher levels of
protection. We need to have further justification for collecting, storing and using this type of
personal information. We have in place an appropriate policy document and safeguards
which we are required by law to maintain when processing such data. We may process
special categories of personal information in the following circumstances:
1. In limited circumstances, with Employee or Parent explicit written consent.
2. Where we need to carry out our legal obligations or exercise rights in connection with
Employee employment.

3. Where it is needed in the public interest, such as for equal opportunities monitoring or in
relation to our occupational pension scheme.
Less commonly, we may process this type of information where it is needed in relation to legal
claims or where it is needed to protect an Employee, a Child or a Parents’ interests (or
someone else’s interests) and the Employee, Child or Parent as is appropriate is not capable
of giving consent, or where the Employee or Parent has already made the information public.
The Nursery’s obligations as an employer
We will use particularly sensitive personal information of Employees in the following ways:
•

We will use information relating to leaves of absence, which may include sickness
absence or family related leaves, to comply with employment and other laws.

•

We will use information about the physical or mental health of an Employee, or their
disability status, to ensure Employee health and safety in the workplace and to assess
the fitness of Employees to work, to provide appropriate workplace adjustments, to
monitor and manage sickness absence and to administer benefits including statutory
maternity pay, statutory sick pay, pensions and permanent health insurance.

•

We will use information about an Employee’s race or national or ethnic origin, religious,
philosophical or moral beliefs, or an Employee’s sexual life or sexual orientation, to
ensure meaningful equal opportunity monitoring and reporting.

Do we need Employee consent?
We do not need the consent of Employees if we use special categories of personal information
in accordance with our written policy to carry out our legal obligations or exercise specific
rights in the field of employment law. In limited circumstances, we may approach Employees
for their written consent to allow us to process certain particularly sensitive data. If we do so,
we will provide Employees with full details of the information that we would like and the reason
we need it, so that Employees can carefully consider whether they wish to consent. Employees
should be aware that it is not a condition of their contract with the nursery that they agree to
any request for consent from us.
INFORMATION ABOUT CRIMINAL CONVICTIONS
We may only use information relating to criminal convictions where the law allows us to do
so. This will usually be where such processing is necessary to carry out our obligations and
provided we do so in line with our data protection policy. Less commonly, we may use
information relating to criminal convictions where it is necessary in relation to legal claims,
where it is necessary to protect the interests of You (or someone else’s interests) and You
are not capable of giving your consent, or where an Employee or a Parent, as is relevant to
the circumstances, has already made the information public.
We envisage that we will hold information about criminal convictions.
We will only collect information about criminal convictions if it is appropriate given the nature
of the role and where we are legally able to do so, which includes but is not limited to
Disclosure and Barring Service (“DBS”) checks. Where appropriate, we will collect information
about criminal convictions as part of the recruitment process or we may be notified of such
information directly by you in the course of you working for us. We will use information about
criminal convictions and offences in the following ways:
•

To conduct a DBS check on each Employee, to record the date of the DBS check, the
number of the DBS check and the name of the body conducting the DBS check.

We are allowed to use your personal information in this way to carry out our obligations. We
have in place an appropriate policy and safeguards which we are required by law to maintain
when processing such data.
AUTOMATED DECISION-MAKING
Automated decision-making takes place when an electronic system uses personal information
to make a decision without human intervention. We are allowed to use automated decisionmaking in the following circumstances:
1. Where we have notified Employees or Parents of the decision and given the Employee of
the Parent as is appropriate 21 days to request a reconsideration.
2. Where it is necessary to perform the contract with an Employee or a Parent and appropriate
measures are in place to safeguard the Employee’s, the Child’s or the Parent’s rights as is
appropriate.
3. In limited circumstances, with explicit written consent from the Employee or the Parent, as
is appropriate, and where appropriate measures are in place to safeguard Employee or
Parent rights.
If we make an automated decision on the basis of any particularly sensitive personal
information, we must have either explicit written consent from an Employee or a Parent as is
appropriate, or it must be justified in the public interest, and we must also put in place
appropriate measures to safeguard an Employee or a Parents rights as is relevant in the
circumstances.
You will not be subject to decisions that will have a significant impact on You based solely on
automated decision-making, unless we have a lawful basis for doing so and we have notified
the Employee or the Parent as is appropriate in the circumstances.
DATA SHARING
We may have to share Employee, Child or Parent data with third parties, including third-party
service providers and other entities in the group.
We require third parties to respect the security of Your data and to treat it in accordance with
the law.
Why might the Nursery share Employee, Child or Parent personal information with third
parties?
We will share Your personal information with third parties where required by law, where it is
necessary to administer the working relationship with You or where we have another legitimate
interest in doing so.
Which third-party service providers process my personal information?
”Third parties” includes third-party service providers (including contractors and designated
agents), local authorities, regulatory bodies, schools and other entities within our group. The
following third-party service providers process personal information about you for the following
purposes:
•

Local Authorities – for funding and monitoring reasons (e.g. equal opportunities and
uptake of funded hours)

•

Regulatory bodies – for ensuring compliance and the safety and welfare of the children

•

Schools – to provide a successful transition by ensuring information about the child’s
progress and current level of development and interests are shared

We will share personal data regarding your participation in any pension arrangement operated
by a group company with the trustees or scheme managers of the arrangement in connection
with the administration of the arrangements.
How secure is my information with third-party service providers and other entities in
our group?
All our third-party service providers and other entities in the group are required to take
appropriate security measures to protect Your personal information in line with our policies.
We do not allow our third-party service providers to use Your personal data for their own
purposes. We only permit them to process Your personal data for specified purposes and in
accordance with our instructions.
What about other third parties?
We may share Your personal information with other third parties, for example in the context of
the possible sale or restructuring of the business. In this situation we will, so far as possible,
share anonymised data with the other parties before the transaction completes. Once the
transaction is completed, we will share Your personal data with the other parties if and to the
extent required under the terms of the transaction.
We may also need to share Your personal information with a regulator or to otherwise comply
with the law.
DATA RETENTION
How long will you use my information for?
We will only retain Your personal information for as long as necessary to fulfil the purposes
we collected it for, including for the purposes of satisfying any legal, accounting, or reporting
requirements. Details of retention periods for different aspects of your personal information
are available in our retention policy which is available from the manager. To determine the
appropriate retention period for personal data, we consider the amount, nature, and sensitivity
of the personal data, the potential risk of harm from unauthorised use or disclosure of Your
personal data, the purposes for which we process Your personal data and whether we can
achieve those purposes through other means, and the applicable legal requirements.
In some circumstances we may anonymise Your personal information so that it can no longer
be associated with You, in which case we may use such information without further notice to
You. Once you are no longer an Employee, or a Child benefiting from the Nursery’s services
or a Parent, as is appropriate, we will retain and securely destroy your personal information in
accordance with [our data retention policy OR applicable laws and regulations].
RIGHTS OF ACCESS, CORRECTION, ERASURE, AND RESTRICTION
Your duty to inform us of changes
It is important that the personal information we hold about You is accurate and current. Please
keep us informed if Your personal information changes during your working relationship with
us.

Your rights in connection with personal information
Under certain circumstances, by law You have the right to:
•

Request access to Your personal information (commonly known as a “data subject
access request”). This enables You to receive a copy of the personal information we hold
about You and to check that we are lawfully processing it.

•

Request correction of the personal information that we hold about You. This enables
You to have any incomplete or inaccurate information we hold about You corrected.

•

Request erasure of your personal information. This enables Employees or Parents to
ask us to delete or remove personal information where there is no good reason for us
continuing to process it. You also have the right to ask us to delete or remove Your
personal information where You have exercised Your right to object to processing (see
below).

•

Object to processing of Your personal information where we are relying on a legitimate
interest (or those of a third party) and there is something about Your particular situation
which makes You want to object to processing on this ground. You also have the right to
object where we are processing Your personal information for direct marketing purposes.

•

Request the restriction of processing of Your personal information. This enables
Employees or Parents, as is appropriate, to ask us to suspend the processing of personal
information about You for example if You want us to establish its accuracy or the reason
for processing it.

•

Request the transfer of Your personal information to another party.

If You want to review, verify, correct or request erasure of Your personal information, object
to the processing of Your personal data, or request that we transfer a copy of Your personal
information to another party, please contact the manager in writing.
No fee usually required
You will not have to pay a fee to access Your personal information (or to exercise any of the
other rights).
What we may need from You
We may need to request specific information from You to help us confirm your identity and
ensure Your right to access the information (or to exercise any of Your other rights). This is
another appropriate security measure to ensure that personal information is not disclosed to
any person who has no right to receive it.
RIGHT TO WITHDRAW CONSENT
In the limited circumstances where You may have provided Your consent to the collection,
processing and transfer of Your personal information for a specific purpose, You have the right
to withdraw Your consent for that specific processing at any time. To withdraw Your consent,
please contact [the manager]. Once we have received notification that You have withdrawn
Your consent, we will no longer process Your information for the purpose or purposes You
originally agreed to, unless we have another legitimate basis for doing so in law.
CHANGES TO THIS PRIVACY NOTICE
We reserve the right to update this privacy notice at any time, and we will provide You with a
new privacy notice when we make any substantial updates. We may also notify You in other
ways from time to time about the processing of your personal information.

