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POLICY STATEMENT  
The aim of this policy is to provide clear guidelines to ensure that nannies, babysitters and all other staff are shown the 

support of the agency through regular catch ups both as a whole group and also in one on one sessions.  

Annie’s Nannys and Babysitting Agency is committed to: 

• Ensuring that all employees feel accepted and a part of a team  

• Maintaining open communication between the Agency Director and each employee  

• Providing ongoing support to all staff members 

• Ensuring that all employees continue to follow the policies and procedures, and code of conduct set out by the 

agency 

• Providing a safe, positive, supportive work environment for all staff members. 

This policy applies to all staff within Annie’s Nannys and Babysitting Agency. 

PROCEDURES  

Half Yearly Check-In 
Every six months the Agency Director will schedule a group meeting including all staff members.  

During this meeting the Agency Director will discuss any changes that need to be addressed throughout the agency as 

well as any new information regarding legislation, agency policies etc. that nannies and another staff need to be made 

aware of. At the first half yearly check-in of each year each employee will complete a quick survey to gather their views 

on the agency and how things are run within it, and a performance review to assess their progressive performance 

throughout the past year.  

This will also be a time for Casual Babysitters and Mothers Helpers to review their availabilities with the agency director 

and discuss any updates that need to be made to their staff file.  

Quarterly Check-In  
Every 3 months the Agency Director will schedule a one-on-one check-in with each of the educators and nannies. 

Some casual babysitters may be included in this quarterly check in if they are working regular hours.  

The quarterly check-in will either be over the phone or face to face. During this check-in the educators, nannies or 

babysitters can talk openly with the agency director about how they are finding their role as either nanny or babysitter 

and raise any questions or concerns they may have. It is also a time for the Agency Director to raise any observation 

they have made concerns and or questions they may have.  

It is important that the staff members use this time to reflect on the past 3 months and the ups and downs through their 

work with their nanny family and seek guidance from the agency director if required.  
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Yearly Check-In 
Every 12 months the Agency Director will contact each client to schedule a check-in with both the educator/nanny 

and the client. Clients can request that the check-in just include the agency director, if this is the case a face to face 

check-in will be scheduled with the client’s nanny to discuss. 

Although the Agency Director has constant contact with each client should they need it a yearly check-in in required 

to ensure that everything is still running smoothly between the nanny and the client and their family. During this check-in 

the agency director will also be able to discuss with the client any changes within the agency that they need to be 

made aware.  

 

GENERAL PERFORMANCE ISSUES OR MISCONDUCT  
Should any employees choose not to abide by the agency Code of Conduct Policy or any other relative policies the 

following procedure will be carried out 

Step 1 – Verbal Warning  
A written record if the verbal warning will be place on the staff member’s personnel file detailing what the warning was 

for including the time and pace delivered and who was present.  

Step 2 – First Written Warning  
The staff member will be given the opportunity to respond to allegations as described below. A letter requesting 

attendance to a meeting with the Agency Director will be provided detailing the alleged performance issues or 

misconduct. The staff member should be made aware of the alleged performance issues or misconduct. The staff 

member should be made aware of the alleged performance issues or misconduct prior to receiving the attendance 

request. 

Performance issues -  if it is proven that the staff member has breached the code of conduct or other Annie’s Nannys 

and Babysitting Agency policies and procedures and the breach is deemed to warrant a direst written warning, then it 

is not necessary that a verbal warning be given first.  

If warranted the Agency Director will issue a written warning detailing any outcomes from the meeting including any 

directive given or standards of improvement required.  

The team member will be provided with the warning in writing signed by the Agency Director. A copy of the warning will 

be placed in the staff members file.  

Step 3 – Final Written Warning – unimproved performance or 

serious misconduct 
The staff member will be given the opportunity to respond to allegations as describes below.  

Performance issues – if the staff member fails to meet the standards of improvement in accordance with Step 2 within 

the dictated period of time, a further formal discussion with the staff member will occur where the staff member will be 

advised of the continues problems that are believed to exist in relation to the staff member’s performance.   

Serious misconduct – where proven that the staff member has breached the code of conduct or Annie’s Nannys and 

Babysitting Agency policies and procedures after receiving a first written warning, or the breach is deemed, then a final 

written warning may be issued. 

If warranted the Agency Director will issue a final written warning detailing: 

• The issues of concern. 
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• The standards of improvement that may be required. 

• That it is a final written warning and failure to meet the standards of improvement or obligation under Annie’s 

Nannys and babysitting Agency policies and procedure may result in termination of employment.  

Step 4 – Dismissal  
If after receiving a final warning the staff member is further proven to have breached the expected level of 

performance or conduct within twelve months the staff member may be dismissed with or without notice or payment in 

lieu at the discretion of the Agency Director. The notice of dismissal will outline the reasons for the dismissal. 

Serious and Wilful Misconduct 
Annie’s Nannys and Babysitting Agency reserves the right to summarily dismiss a staff member in circumstances that 

warrant summary dismissal such as serious and wilful misconduct.  

This includes but is not limited to: 

• Wilful or deliberate behaviour by a staff member that is inconsistent with the continuation of the contract of 

employment including a breach of the confidentiality procedure. 

• Serious breaches of the Annie’s Nannys and Babysitting Agency code of conduct and social media policy. 

• Conduct that causes imminent and serious risk to the health or safety of a person or the reputation or viability of 

Annie’s Nannys and Babysitting Agency’s operations. 

• Theft, fraud, assault, unseemly or offensive behaviour. 

• The staff member possessing, consuming or being under the influence of alcohol or other impairing substances 

whether legal or illegal that may place children or parents, the community and co-workers at risk due to 

substance abuse. 

• The staff member refusing to carry out a lawful and reasonable instruction 

Summary Dismissal 
The principles of natural justice require that before summary dismissal occurs adequate investigation and collation of 

evidence is seen to have occurred, and that the staff member is then provided with a final opportunity to meet with the 

Agency Director to explain their situation. This should occur as quickly as is practicable. 

Where the Agency Director believes a staff member’s conduct warrants summary dismissal, they must refer the matter 

to the Executive Officer as soon as practicable. Only the Agency Director can implement summary dismissal.  

Recording in Personnel Records 
After a period of twelve months has elapsed without any further warning or disciplinary action being required a staff 

member may request that a note be placed on their personnel record alongside the original record of warning, 

drawing attention to this clear period of service. 

 


