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Staffing and Employment Policy & Procedure
Statement of intent

We provide a staffing ratio in line with the OFSTED and welfare requirements of the EYFS to ensure that children have sufficient individual attention and to guarantee care and education of a high quality.  All our staff are appropriately qualified, and we carry out checks for criminal and other records through the Disclosure and Barring Service in accordance with statutory requirements.

Aims
To ensure that children below school age and their parents/carers are offered high quality early years care and education.

Procedure 

In our setting
· Staff, students and volunteers are never left alone with the children until they have had a Disclosure and Barring Service check; and all children must always be within sight and hearing of a checked person. 

· We work to ratio’s in current legislation of 

1 : 4 children aged 2-3 years

1 : 8 children aged 3-4 years

· A minimum of two staff are on duty at any one time

· We run a keyperson system (separate information sheet available), this ensures each child and family has one particular staff member who takes a special interest in them and jointly plans for the child’s well-being and development in the setting.  

· Regular staff meetings are held, which provides opportunities for staff to undertake curriculum planning and to discuss the child/rens progress and individual needs and any difficulties that may arise from time to time.

Vetting and staff selection 

· We work towards offering equality of opportunity by using robust but non-discriminatory procedures for staff recruitment and selection.  

· All staff have job descriptions which set out their staff roles and responsibilities 

· We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice.

· We welcome applications from all sections of the community.  Applicants will be considered on the basis of their suitability for the post taking into account the 9 protected characteristics; age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion and belief, sex, sexual orientation.  Applicants will not be placed at a disadvantage by our imposing conditions or requirements that are not justifiable.
· We use Ofsted guidance on obtaining references and criminal records checks through th Disclosure and Barring Service checks for staff and volunteers who will have unsupervised access to children.
· We keep all records relating to employment of staff and volunteers, in particular those demonstrating that checks have been done, including the date and number of the enhanced DBS check in compliance with all GDPR guidelines.
Changes to staff 

· We inform Ofsted of any changes in the person responsible for our setting.

Training and staff development 

· Our supervisor holds EYPS and a teaching B.ED hons Degree, our floor manager holds Level 3 and most other staff have level 3 and 4, and two staff hold Level 2.

· We provide staff induction training from the first day of employment.  This induction includes our Health and Safety Policy and Procedures and Child Protection Policy and Procedures.  Other policies and procedures will be introduced within an Induction Plan. This Induction Plan, when complete, will be signed and kept in the staff file. 

· Regular training is available to all staff, through various training bodies including Noodle Now. 

· Our playgroup’s budget includes an allocation towards some training costs.  We provide regular in-service training to all staff.

· We support the work of our staff by means of regular monitoring and termly appraisals (both formal and informal), but if the need arises, this will be done as appropriate. 
· We implement a ‘Buddy System’ to support appraisals and personal targets.

· Peer to peer observations are completed by management and between staff.

· We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice. 

· P Lukins E Johnson attended ‘Employment Law’ Course regularly.

· Contracts are reviewed annually during the summer term.

Managing staff absences and contingency plans for emergencies 

· Our staff are encouraged to and generally take their holiday breaks when the setting is closed.  Where staff need to take time off for any reason other than sick leave or training, this is agreed with the supervisor/manager with sufficient notice. 

· Where staff are unwell and take sick leave in accordance with their contract of employment, we organise cover to ensure ratios are maintained. 

· Sick leave is monitored and action is taken where necessary in accordance with the contract of employment.   

· We have contingency plans to cover staff absences, as follows: 
- extra part-time staff that can be called on to cover extra hours 
- the supervisor/manager are not generally included in the ratios so can be called on to maintain ratios 

Assessing continued suitability for role 

· Staff are expected to inform us without delay if there is a change in their circumstances which may affect their suitability to work with children.  This includes any convictions, cautions, court orders, reprimands or warnings.  They are also required to sign a declaration to this effect, annually at the time of their appraisals. 

· Should a member of staff be thought unsuitable, this information will be shared immediately with the Local Authority Designated Officer (LADO) on 0300 041 0888, with the DBS helpline on tel: 0800 144 8221 and with Ofsted 0300 123 1231 within 14 days. 

· Staff are expected to inform us without delay of any health issues which may affect their suitability to work with children.  They are also required to complete an annual health declaration to be updated as needed. 

· If staff are prescribed medication which may affect their ability to care for children, then they need to notify their supervisor/manager of their ongoing suitability.  They should seek medical advice and only work with children if this advice confirms the medication is unlikely to impair their ability to care for children. 

· Staff medication must be stored securely with their belongings in a locked cupboard or in the office. 

· Staff are expected to pay due respect to the required dress code, confidentiality, use of mobile phones and social media and to conduct themselves at all times in an appropriate manner. 
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