Staffing and Employment Policy

Statement of intent

To maintain a high adult: child ratio ensures that children have sufficient individual attention and guarantees care and education of a high quality.  Our recruitment processes ensure that consideration is given to the health and well being of the children that attend the setting and that are recruitment processes are fully inclusive. The deployment of staff is monitored and floor ratio’s account for 75% of staff that are appropriately qualified, all staff prior to their employment hold enhanced disclosure checks (DBS), at least 50% of floor staff hold a current Paediatric First Aid Certificate and at least one member of staff holds a Food safety certificate. In addition to our Supervisor, and a named deputy is identified to take charge in his/her absence.

Pre-School recognises that qualifications and training make an important contribution to the quality of the care and education provided by early years settings. As part of our commitment to quality, we offer placements to students undertaking early years qualifications and training.
This policy also relates to volunteers, including the Elect Management Committee.
Aims

To ensure that children below the age of 5 years and their parents are offered high quality early years care and education in the preparation for school readiness.
To provide students on placement with us experiences that contribute to the successful completion of their studies and that provide examples of quality practice in early years care and education.

To support Parent volunteers in positive interactions and engagement with the children in their play experiences.
Methods

· To meet this aim we use the following ratios of adult to child:

· Children aged 2 years of age: 1 adult : 5 children.

· Children aged 3 – 4 years years of age: 1 adult : 8 children.

· Children 4 -  8 years of age : 1 adult : 10 children (recommended) 

· Where a staff member holds an Early Years Teaching certificate the ratio for three & four year olds is 1:11
· A minimum of two staff/adults are on duty at any one time. Students under the age of 17 years old and volunteers are not counted in our ratios.
· We use a key person system to ensure that each child has a named member of staff with whom to form a relationship and who plans with parents for the child's well-being and development in Pre-School. The key person meets regularly with the family for discussion and consultation on their child's progress.

· We hold regular staff meetings to undertake curriculum planning and to discuss children's progress, their achievements and any difficulties that may arise from time to time.

· All staff and students have job descriptions which set out their staff roles and responsibilities, where applicable, a description of additional roles and responsibilities is given to staff. These are provided during application stage.
· We welcome applications from all sections of the community.  Applicants will be considered on the basis of their suitability for the post, regardless of marital status, age, gender, culture, religious belief, ethnic origin or sexual orientation.  Applicants will not be placed at a disadvantage by our imposing conditions or requirements that are not justifiable.

· All our full time staff hold or are working towards the NVQ / BTEC / NNEB / Diploma at a recognised level 3 qualification and in accordance with the DfE Guidance 

· We provide regular in-service training to all staff through the settings appointed personnel, the Pre-school Learning Alliance and external agencies.

· Our setting budget allocates resources to training, which links to our continuous staff development plans.

· We provide staff, trainees and students an induction session in the first week of employment/ placement.  This induction includes a meeting that highlights the roles and responsibilities of the position applied for, it covers aspects of our Health and Safety Policy; including emergency evacuation procedures, Safeguarding Policy, including child protection and whistle blowing procedures, Confidentiality Policy and Practice, Equality and Diversity Policy, including information on inclusive practice and information regarding the EYFS and curriculum.  Other policies and procedures will be introduced within an induction plan. A staff handbook is available for their reference.

· We support the work of our staff, trainees and students by holding regular supervision meetings and appraisals. These give opportunities for the staff to feel supported, gain advice and access training that promotes professional and personal development and the interests of the children. 

· We supervise students or those completing work experience at all times. There are also restrictions with food preparations and personal hygiene routines.
· We may use the exemption clauses of the Race Relations Act and the Sex Discrimination Act where this is necessary to enable the service to best meet the needs of the community. 

· It is only the personnel with Enhanced DBS clearance that are counted in our ratios and assist children with personal hygiene/ toileting. The posts are not taken up until suitability criteria have been satisfied. This includes the suitability of incoming Management Committee Members.
· During annual appraisals staff are required to sign a declaration, this ensures suitability is continued to be monitored from their point of application, we will ensure new DBS checks are renewed every 3 years and that staff register for the update service.
· Staff files are held, containing original job application forms, interview questions and answers, a copy of the “offer” letter and copies of references obtained. It also contains qualifications, letter of acceptance, contracts and job descriptions, training logs, action plans and any information gathered from appraisals and supervision session. This information is held in their personal files on site.

· We require students to meet the 'suitable person' requirements of OFSTED and  require schools/ colleges and universities placing students under the age of 17 years with Pre-School to vouch for their good character.

· We have a bank of experienced supply staff to cover staff absence, both planned and emergency, to ensure that Pre-School always operated within statutory ratios. These personnel are also subject to rigorous checks.
· Changes to the names or addresses of staff and principle committee members are reported to OFSTED.

· The ECAT programme incorporates peer mentoring. This process of observation, self evaluation and reflection is a strategy used to enhance professional development.
· The staff, trainees and students are required to sign a consent form to participate in regular supervision and appraisal sessions. This is to ensure effective communication and organisation of the provision and reflects our ethos of a valued and supportive environment.

· Parents who choose to use personnel employed by Pre-School whether paid or unpaid for “minding” or “babysitting” services are free to do so but Pre-School holds no responsibility for these arrangements

· We take out employers' liability insurance and public liability insurance, which covers both trainees and voluntary helpers.

· We co-operate with students' tutors in order to help students to fulfil the requirements of their course of study.

· We ensure that trainees and students placed with us are engaged in bona fide early years training, which provides the necessary background understanding of children's development and activities.

· Parents are inducted during their initial visit which includes information that supports their role as duty helper and enables them to work within our policies and procedures.
Safe recruitment Practice

We will ensure that all children are safeguarding in processing applications for positions within the setting. Applicants are aware of our commitment to safeguard those children in our care. We will comply with the DCSF ‘Safeguarding Children and Safer recruitment in Education’.
We use OFSTED guidance on obtaining references, suitability checks and enhanced disclosure record checks through the Disclosure and Barring Service for staff and volunteers who will have substantial access to children. We plan our recruitment process to allow for interviews, vetting procedures that also include pre-employment checks.

During annual appraisals staff are required to sign a declaration, this ensures suitability is continued to be monitored from their point of application.
Methods for all staff appointments

· We work towards offering equality of opportunity by using non-discriminatory procedures for staff recruitment and selection. This includes clear messages about safeguarding criteria in the details of the position that is advertised.
· Posts are advertised and all applicants are judged against explicit and fair criteria. 

· Successful applications are required to provide an enhanced DBS check, providing the setting with the certificate number and date of issue. 
· We obtain a full CV on application, where we will scrutinise the applicants employment history and experience.
· We organise a face to face interview. We include value based interview techniques in order to explore applicant’s motives for working with children.

· We ask for proof of qualifications as stated on the application form.
· We check identity and the right to work in the UK.

· Staff are required to sign up to the DBS / CAPITA update service annually

· All job descriptions outline key responsibilities and include a person specification and are distributed on application.
· Posts are advertised and all applicants are judged against explicit and fair criteria. 

· We state clearly verbally and in writing that any offer is subject to satisfactory references and enhanced DBS clearance.
Professional development teaching Methods

The Pre-School undertakes formal and informal assessments to identify areas of expertise and training opportunities. It also recognises that staff need to feel supported and motivated in their work, to feel valued and be constructively challenged, thus ensuring quality and effective organisation of the setting.

These sessions include: 

· Termly supervision session: A review of workload, assess progress, opportunities for support and discussion regarding educational programmes, practice and provision.

· Termly peer observations and peer mentoring: A review of teaching strategies and approaches to children’s learning and development. 

· Regular training opportunities: Cascade information and ensure provision and practice is current.

· Annual appraisals: Overview of practice and workload, review progress, targets and training requirements. An action plan is developed that is used in conjunction with the supervision sessions .

During annual appraisals employees are required to sign a declaration that supports their suitability, focusing on DBS applications, knowledge of their roles and responsibilities and their understanding of current policies and procedures.

In addition staff are also required to declare that they are in good health and medically fit. In the event of a member of staff taking regular prescribed medicines, details of the medication and associated information are recorded.  

Student/Volunteer Placements

Pre-School recognises that qualifications and training make an important contribution to the quality of the care and education provided by early years settings. As part of our commitment to quality, we offer placements to students undertaking early years qualifications. Our parent volunteers are to assist and support the children in their play experiences.
Apprenticeships

The setting is registered with the National Government Apprenticeship scheme. Our  safer recruitment process remains the same for all apprenticeships.

We offer the scheme to candidates from 17 years old. 

The Childcare Company delivers L2- L5 Early Years and leadership and management training on behalf of the setting. The minimum duration of an apprenticeship is 12 months and maximum is 4 years.

The employer will ensure all costs are paid and provide study time and support at the setting throughout the apprenticeship training period. Allocated contractual hours will consider the following:

· Your role, position at the setting.

· Working hours

· Allocated study time

· Support and guidance from senor staff

The Employer reserves the right to endorse a 12 month minimum fixed stay at the setting once the apprenticeship has been completed and the qualification is successfully gained.
Methods

· We require students to meet the 'suitable person' requirements of OFSTED. 

· We require schools placing students under the age of 17 years with Pre-School to vouch for their good character.

· We supervise students under the age of 17 years at all times and do not allow them to have unsupervised access to children.

· Students who are placed in our setting on a short-term basis are not counted in our staffing ratios.

· Trainee staff employed by Pre-School may be included in the ratios if they are deemed competent, hold a current DBS and Pre-School is in receipt of a personal references.

· We take out employers' liability insurance and public liability insurance, which covers both trainees and voluntary helpers.
· We co-operate with students' tutors in order to help students to fulfil the requirements of their course of study.

· We provide students, at the first session of their placement, with a short induction on how our setting is managed, how our sessions are organised and our policies and procedures.
· We make the needs of the children paramount by not admitting students in numbers that hinder the essential work of Pre-School.

· We ensure that trainees and students placed with us are engaged in bona fide early years training, which provides the necessary background understanding of children's development and activities.

· All staff, including volunteers and students are subject to an induction which includes training and information which will support their role and enable them to work within our policies and procedures.

· Parents are inducted during their initial visit which includes information that supports their role as duty helper and enables them to work within our policies and procedures.
Policy and Procedures Monitoring
Our policies and procedures are working documents that incorporate the EYFS statutory requirements that act to guide best practice within the setting. These policies are reviewed and amended annually in the Summer term and adopted at the Annual General Meeting.
Policy adopted May 2008.
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