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Employment
(Including suitability, contingency plans, training and development)

Policy statement

We meet the Safeguarding and Welfare Requirements of the Early Years Foundation Stage, ensuring that

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.

Procedures

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 staff roles and responsibilities.

· We welcome applications from all sections of the community. Applicants will be considered on the basis of their suitability for the post, regardless of disability, gender reassignment, pregnancy and maternity, race, religion or belief, sexual orientation, sex, age, marriage or civil partnership. 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 enhanced criminal record checks through the Criminal Records Bureau for staff and volunteers who will have unsupervised access to children. This is in accordance with requirements under the Safeguarding Vulnerable Groups Act (2006) for the vetting and barring scheme.

· 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.

· 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 us.

**All staff who obtained a level 2 and/or level 3 qualification since 30 June 2016 must obtain a paediatric first aid qualification within three months of starting work in order to be included in the required staff:child ratios at level 2 or level 3 in an early years setting. To continue to be included in the ratio requirement the certificate must be renewed every 3 years. A list of First aiders are displayed in our foyer.**
**Managers appointed on or after 1 January 2024 must have already achieved a suitable level 2 qualification in maths or must do so within two years of starting in the position. Managers are responsible for ensuring staff have the right level of maths knowledge to effectively deliver the EYFS curriculum.**
We will ensure that our staff have sufficient understanding and use of English to ensure the well-being of children in our care. For example: 
• Keep records in English. 
• Liaise with other agencies in English. 
• Summon emergency help. 
• Understand instructions. For example, about the safety of medicines or food hygiene
Disqualification

When a person is disqualified, providers must not employ that person in connection with early years provision.

We will notify Ofsted, of any significant event which is likely to affect the suitability of any person who is in regular contact with children on the premises where childcare is provided. The disqualification of an employee could be an example of a significant event.

We will give Ofsted, the following information about themselves or about any person who lives or is employed in the same household as the registered provider:
1. Details of any order, determination, conviction, or other ground for disqualification from registration under regulations made under section 75 of the Childcare Act 2006. 
2. The date of the order, determination or conviction, or the date when the other ground for disqualification arose. 
3. The body or court which made the order, determination or conviction, and the sentence (if any) imposed. 
4. A certified copy of the relevant order (in relation to an order or conviction).
We will provide this information to Ofsted, in any event within 14 days of the date the provider became aware of the information or should have reasonably become aware of it if they had made reasonable enquiries.

If we become aware of any relevant information that may lead to an employee being disqualified, the registered person will take appropriate action to ensure the safety of children.
Changes to staff

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

· Our Jelly Tot room leader holds a CACHE level 3 NVQ in children’s care, learning and development, our Jelly Bean room leader holds a National Vocational qualification in level 3 Early years care and education, 1 of our staff holds an Early Years foundation degree, and 2 are currently working towards their level 2 qualification. 
· We provide regular in-service training to all staff - whether paid staff or volunteers - through the Pre-school Learning Alliance and external agencies.

· Our setting budget allocates resources to training.

· We provide staff induction training in the first week of employment. This induction includes our Health and Safety Policy and Safeguarding Children and Child Protection Policy. Other policies and procedures will be introduced within an induction plan.

· We support the work of our staff by holding regular supervision meetings and appraisals.

· We are committed to recruiting, appointing and employing staff in accordance with the equality act 2010 including the fair and equal treatment of practitioners regardless of ages, disability, gender, marriage/civil partnership, race, religion or sexual orientation.

· We are committed to supporting our staff to undertake the appropriate training and professional development opportunities to ensure they offer quality learning and development experiences for children that continually improve. This includes staff having a sufficient understanding and use of English to ensure the wellbeing of children in our care.
· The wellbeing of staff is very important to us and we ensure that staff have the opportunity to discuss any queries or concerns with their management team. Please also refer to our wellbeing policy
We ensure that appropriate arrangements are in place for the Supervisions of staff who have contact with children and families to take place on a regular basis. We understand that effective Supervisions provide support, coaching and training for the practitioner(s) and promotes the interests of children. Our supervisions foster a culture of mutual support, teamwork and continuous improvement which encourages the confidential discussions of sensitive issues.
We do not expect staff members to wait for a supervision if they have any concerns about a child. Staff are aware that we have an open-door policy and are available at all times.

The Staff who work at our setting

	Name
	Job Title
	Qualifications and Experience

	Janet Merrell
	Director/Owner
	NVQ 3 Early Years. 20+ Years experience. Designated Safeguarding Person. Food Hygiene, First Aider, FGM PREVENT DUTY, Fire Regulation training, Attachment and trauma aware training. 

	Annette Gasson
	Director/Owner
	NVQ 3 Early Years. 15+ Years experience. Designated Safeguarding Person & SENCO. First Aid. FGM Food Hygiene, PREVENT DUTY.

	Sarah Gasson
	Trainee Childcare Practitioner
	Working Towards level 2 childcare qualification. First Aider. Safeguarding. FGM. PREVENT DUTY

	Sophie Bowgett
	Trainee Childcare Practitioner
	Working Towards level 2 childcare qualification. FGM. PREVENT DUTY First Aider

	Lisa Cloona
	Childcare Practitioner
	Early Years foundation degree, 20+ years’ experience. Prevent duty, FGM, Safeguarding. SENCO First Aider

	Charlotte Hughes
	Office Administrator
	EYFS Tracking & Funding, Designated Safeguarding Person, PREVENT DUTY, First Aid, FGM & Data Protection. 



Ofsted, or the CMA with which a provider of CoDP is registered, is responsible for completing suitability checks of: 
• The provider. 
• Every other person looking after children on domestic premises for whom the care is being provided. This includes students, who cannot be counted in the ratios until they have been deemed suitable.
Staff taking medication/other substances

· If a member of staff is taking medication which may affect their ability to care for children, we ensure that they seek further medical advice. Staff will only work directly with the 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 the 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.
Managing staff absences and contingency plans for emergencies
· In term time only, our staff take their holiday breaks when the setting is closed. Where staff may need to take time off for any reason other than sick leave or training, this is agreed with the 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:
We are lucky to be always over ratio so usually we are just down to required ratio if anyone is sick. However, on the rare occasions when our staffing is low we join our room together to ensure our ratios are met OR we ask a part time member of staff to cover.
We would NEVER operate if ratio's were not safe and would close the session.
In our setting

Children aged 2 *There must be at least one member of staff for every five children (at any time).
Children aged 3 and over *There must be at least one member of staff for every 8 children (at any time).

To count within the ratios at level 3, staff holding an Early Years Educator qualification must also have achieved a suitable level 2 qualification in English. An approved qualification is defined by the Department for Education as meeting the criteria set out in the Early Years Qualification Requirements and Standards document. https://www.gov.uk/government/publications/early-years-qualification-requirements-and-standards 
Expectant Mothers (Staff)

We ask that expectant staff members inform their manager in writing at least 15 weeks before their due date and also the date they plan to begin maternity leave so enough time can be made to prepare appropriate cover.

The Manager will then carry out a full risk assessment. Between the manager(s) and staff member they will discuss in depth anything stopping the employer carrying out their job role to their full potential, i.e. lifting and carrying heavy loads, standing and sitting for long periods, working hours/breaks etc...

We ask that where possible that the employee adapt any antenatal appointments around their working day where possible.

Other useful Pre-school Learning Alliance publications

· Employee Handbook 
· Recruiting and Managing Employees 
· This requirement is set out in regulation 9 of the EYFS (Welfare Requirements) Regulations 2012
· EYF Statutory Framework for early years foundation stage 

https://www.gov.uk/government/publications/early-years-qualification-requirements-and-standards 
Providers are responsible for identifying and selecting a competent training provider to deliver their PFA training. There is no hierarchy in relation to the range of Training Providers who offer Paediatric First Aid training, however you may want to consider one of the following: one that is a member of a Trade Body with an approval and monitoring scheme, the Voluntary Aid Societies and those who work under Ofqual Awarding organisations offering nationally regulated qualifications. It may also be helpful to refer to HSE’s guidance about choosing a first aid training provider, which can be found at: www.hse.gov.uk/pubns/geis3.htm
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