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Staffing & Employment Policy
Statement of Intent

Acorns Pre-School (Masham) is committed to the principles and practice of equal opportunity (see Equality and Diversity Policy). The pre-school wishes to promote equal opportunities to all in employment, irrespective of gender, race, ethnic origin, disability, age, national origin, sexuality, religion, marital status and social class. We oppose all forms of unlawful and unfair discrimination.

We meet the Safeguarding and Welfare requirements of the Early Years Foundation Stage, ensuring that all our staff are appropriately qualified and we carry out Enhanced Criminal Record checks through the Disclosure and Barring Service (DBS) in accordance with statutory requirements.

Our Commitment


Every employee is entitled to a working environment that promotes dignity and respect for all. No form of intimidation, bullying or harassment will be tolerated.
The commitment to equal opportunities in the pre-school is good management practice and makes sound business decisions.

Breaches of the pre-school equal opportunities policy will be regarded as misconduct and could lead to disciplinary proceedings.

Procedures

Ratios

We provide a staffing ratio in line with the welfare requirements of the Early Years Foundation Stage (2017) to ensure that children are safe, have sufficient individual attention and to guarantee care and education of a high quality. 

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

· Children aged two years of age: 1 adult: 4 children

· Children aged three to eleven years of age: 1 adult : 8 children

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

All staff are qualified to a minimum Level 3(or working towards) 
We use a key person approach 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 the setting. The key person is accessible to the family for discussion and consultation on their child’s progress.

Vetting and staff selection

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

· All staff have job descriptions which set out their roles and responsibilities (see appendix B).

· Applications are welcomed 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 beliefs, ethnic origin or sexual orientation. Applicants will not be placed at a disadvantage by our imposing conditions or requirements under the Safeguarding Vulnerable Groups Act (2006)
· We use Ofsted guidance on obtaining references (at least two are required) and new staff members need to have their ID verified (two forms of ID are required which shows name and address). Enhanced criminal record through the DBS are required for all staff who will have unsupervised access to children.

· Staff are expected to disclose any convictions, cautions, court orders, reprimands and warnings which may affect their suitability to work with children whether received before, or at any time during their employment with Acorns pre-school.

All appointments will be subjected to a three month probationary period (Acorns reserve the right to extend this period if appropriate). Permanent positions will only be confirmed once the pre-school (inclusive of the Management Committee) is confident that the applicant can carry out all areas of their job description.

Disqualification

Where we become aware of any relevant information which may lead to the disqualification of an employee, we will take appropriate action to ensure the safety of the children. In the event of disqualification that person’s employment will be terminated with immediate effect.

Changes to staff

We inform Ofsted of any changes in the person responsible for the setting.
Training and staff development

· Our Setting leader will hold an appropriate qualification for working in Early Years; Level 5. All other staff will hold or be working towards Level 3 or higher.
· All staff will hold a current First Aid certificate. 

· Regular in-service training is provided to all staff.

· Our setting budget allocates resources to training. In recognition of the need for ongoing training, the pre-school committee will allocate money to cover training costs for staff.
· We provide staff induction training in the first week of employment (Appendix J). This includes an introduction to our policies, in particular, our Health and Safety Policy and Child Protection Policy. Other policies will be reviewed at monthly staff meetings.
· We support the staff by holding regular supervision meetings and appraisals (Appendix M).

· We have regular staff meetings which provide opportunity for staff to undertake curriculum planning, evaluate plans and provision and to discuss individual children and their progress or any difficulties. 

Lone Working

In order to protect staff and children attending Acorns Pre-school (Masham) we understand that there may be times during the day that staff may be left alone with the children.  To ensure that staff and children are not left in vulnerable situations the following guidelines should be followed: 

· Good communication should ensure that all staff are aware of each other’s intentions and whereabouts.  Staff should inform their colleagues if they intend to leave the room, even for a short period of time.  This gives them the opportunity to seek cover if necessary. 

· Staff should ensure doors are open when nappy changing and toileting while maintaining children’s privacy. 

· At least two people must be on the premises at all times, and at least one senior member of staff must be present at all times. 

· Staff should ensure that they are appropriately placed around the indoor/outdoor environments at all times to maintain the safety of the children; this may mean staff and child merging when necessary.

· Staff should be aware that the safety and wellbeing of the children is paramount staff should use their initiative when attending to minor occurrences. 
Staff taking medication/other substances

If a member of staff is taking medication which may affect their ability to care for children, they must declare this, and we ensure that they seek further medical advice. Staff will only work directly with children if medical advice confirms that the medication is unlikely to impair their ability to look after children properly.

Staff medication on the premises will be stored securely and kept out of reach of children at all times.

If we have reason to believe that a member of staff is under the influence of alcohol or any other substance that may affect their ability to care for children, they will not be allowed to work directly with the children and further action will be taken (see appendix N).
Managing staff absences

As Acorns operates for no more than 48 weeks a year, staff are expected to take their holidays when the setting is closed. Where staff may need to take time off for any other reason other than sick leave or training, this is agreed with the manager with sufficient notice.

Staff must provide a doctors certificate for any absence lasting over 7 days. Half pay will be given up to a maximum of 5 days per annum full time equivalent. Thereafter payment is by Statutory Sick Pay only.

Sick leave is monitored (Appendix M) and action is taken where necessary in accordance with the contract of employment.
Appendices:
A. Job Advert

B. Job Description

C. Application Form

D. Invite to interview

E. Regret letter

F. Interview Observation

G. Interview Questions

H. Regret Letter post interview

I. Offer of post

J. Induction Template

K. Reference request

L. Contract of employment

M. Appraisal Form

N. Disciplinary procedure

O. Grievance procedure

P. Return to work interview

Q. Exit interview questionnaire
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