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Tarporley Pre-School

Rear of St. Helens Church, High Street, Tarporley, Cheshire CW6 0AG

Telephone: 01829 730233 

OPEN DOOR 
Statement of intent

The purpose of Tarporley Pre-School open door policy is to encourage open communication, feedback, and discussion about any matter of importance to an employee while maintaining clear guidelines. 
Aim

Our aim is that employees are free to talk with the Pre-School Manager (Cindy Roberts) at any time. By listening to members of staff we are able to improve, to foster employee understanding of the rationale for practices, processes and decisions with in Tarporley pre-school.
This policy establishes guidelines that promote supervision as a two-way process that assists in developing a positive culture within Tarporley Pre-School and promotes high quality work and ensures consistency. 

Methods 

· any member of staff who has any area of their work that is causing them concern; whether they have a problem, complaint, a suggestion, or an observation they should speak with the Manager
· the Manager’s door is always open to every employee at any time.
· Employees are given details of how and when they can contact the Manager at any time including outside of working hours.
· if the Manager is unable to solve your enquiry or problem then you or the Manager will discuss your concerns with the Chairperson of the Tarporley Pre-school.
· the Manager and Chairperson undertake to listen and help about any problem, complaint, or suggestion employees may have.
· we encourage communication.
· we encourage staff training, in-house training and attendance at  staff meetings. 
· we will use a variety of methods to ensure that communication and good staff relationships are fostered and continued.
This policy was adopted at a meeting of Tarporley Pre-School
Held on                                                                                  
Signed on behalf of the Management                                                                                     Committee                                             ____________________________

Name of signatory       Vickie Riekert                         

Role of signatory   
Chairperson
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