STAFFING & EMPLOYMENT POLICY.

	Windmill Pre-school will ensure that adults looking after children, or having unsupervised access to them, are suitable to do so. This will be done in the following ways:

The Person in Charge

Windmill Pre-school will ensure that the person in charge of the setting:

1. Has a minimum full and relevant level three qualification (as defined by the children’s workforce development Council).

2. Has at least 2 years experience of working in an Early Years setting or has at least 2 years other suitable experience. 

3. Has a current paediatric first aid certificate and updated Safeguarding children training for the Designated Officer. 
4. There will be a named Deputy Manager, who is qualified to take charge in the managers absence. 
Safe Recruitment

Recruitment

1. All staff are vetted during the interview process and are asked to disclose any convictions, cautions, court orders, reprimands or warnings, which may affect their suitability to work with children
2. Effective procedures are in place to ensure that decisions of suitability are made using evidence from:

a. Application Forms
b. Staff interviews
c. References
d. Qualifications
e. Full Employment History
f. Identity Checks
g. Disclosure & Barring Service

h. Any other checks undertaken i.e. Medical Suitability

3. Failure to disclose a problem, which results in significant time away from college and work, may be a cause for dismissal. 

4. Applicants with unexplained gaps in their employment history, or who have moved rapidly, from one job to another, will be asked to give valid explanations.
5. Appointments are made pending satisfactory references and Enhanced Disclosure.
6. Enhanced Disclosures are obtained via the Disclosure & Barring Service in respect of every person aged 16 and over who directly works with children. Those persons who work on part of the premises where childcare does not take place do not require a Enhanced Disclosure.  The date the disclosure was obtained, the reference number and the name of the person/company who obtained it are logged by the Pre-School.  From 17 June 2013 Enhanced Disclosures are portable, which means they can be carried over to the new employer, who does not have to apply for a new check until 3 yrs from the date of the original disclosure.  However, an on-line check can be carried out at any time on any individual if the Pre-School deems it necessary. 
7. Practitioners will not have unsupervised access to children until they have received an Enhanced Disclosure stating they are suitable to care for children.
8. The Pre-School will provide Ofsted with the following information when relevant:

· The details of any order, determination, conviction or other ground for disqualification from registration under regulations made under section 75 of the Childcare Act 2006.

· The date of the order, determination or conviction, or the date when the ground for qualification arose.
· The body or court which made the determination or conviction, and the sentence (if any) imposed.

· A certified copy of the relevant order in relation to an order or conviction. 

9. All appointments will be subject to an 8 week probationary period.  The appointment, which will not be confirmed unless the Pre-School is confident that the applicant can be safely entrusted with children.  During this probationary period a person may be dismissed at any time if the Pre-School feels that the person is not suitable to work with children.
10. Regular meetings are held with all employees during the probationary period so that any areas of concern can be identified and support given to overcome and adapt to the roles and responsibilities of the position.

11. Appointments are subject to the employee having sufficient understanding and use of the English language to ensure the well being of the children in their care i.e. being able to liaise with outside agencies, keep records, summon emergency help, and understand instructions detailed on medicinal products and food packaging.  
Disqualification 
The registered provider must not continue as an Early Years Provider nor be directly concerned in the management of such provision if he/she has been disqualified.  

The Pre-School will inform Ofsted of any significant event which is likely to affect the suitability of any person who is in regular contact with the children on the premises where childcare is provided.
1. If the Pre-School is made aware of information that may lead to disqualification it will ensure that the person does not have unsupervised access to the children while appropriate action is being taken.

2. The Pre-School must inform Ofsted of the following information about themselves or any person as soon as is reasonably practical but within 14 days of the date it became aware of the information.
·  Details of any order, conviction, or other ground for disqualification from registration under regulations made under section 75 of the

   childcare Act 2006.

·  The date of the order, determination, conviction, or the date when the other ground for disqualification arose.
·  The body or court which made the order, determination or conviction and the sentence (if any) imposed.
·  A certified copy of the relevant order in relation to the conviction).
Employees

Windmill Pre-School will ensure that:
1. The manager and room leaders hold at least a level three qualification.

2. The Pre-School will support practitioners in training towards qualifications and obtaining higher levels.

3. Induction training will be provided for new practitioners and students to help them understand how the provision operates and their role within it. 
Induction training will include the following:

a. Tour of the building and grounds which includes, introductions, locations of toilets, staffroom and office.

b. The Line Management structure and who is accountable to whom.
c. The name of the Deputy Manager and designated first aiders, SENCo and the person responsible for Behaviour Management and Safeguarding children. 

d. Emergency procedures including the fire drill & emergency evacuation; handover of children; safeguarding and child protection and health and safety issues.

e. Reading and signing of all policies, procedures and risk assessments.
f. Organisation Rules including personal conduct & behaviour, Equality of Opportunity Policy, dress code, the use of internet, email, telephones, (including mobile phones) the use of cameras, data protection, confidentiality and whistle blowing.
g. Terms & Conditions of employment including pay, holiday entitlement absence reporting procedures, grievance & disciplinary procedures.

h. Key person responsibilities including record keeping.
Staffing Ratios
1. Each child will be assigned a Key Person, whose role it is to help ensure that every child’s care is tailored to meet their individual needs, to help the child become familiar with the setting and offer a settled relationship with the child and build a relationship with their parents/carers. 
2. Staff: child ratios are above the required limits, which are stated below, in order to cover holidays, emergencies and unexpected staff absences.
                                                                                        1:4
children aged 2 – 3 years old

1:8       children aged 3 – 5 years old.

3. Children aged 0-4 years old:

i. One member of staff must hold a full and relevant level 3 qualification or above. 

ii. At least half of all other staff in the setting must hold a full and relevant level 2 qualification or above.

4. When practitioners are out of the classroom the ratios must be adjusted accordingly.
5. Where students are counted in the ratios the Pre-School will ensure that at least 50% of practitioners are qualified to level 2 standard.

6. There will always be at least two practitioners on the premises at any one time.
7. Employees include an administrative member of staff to deal with emails and telephone enquiries and a line manager to undertake managerial tasks and maintain the premises and equipment.

8. Children will be supervised at all times with staffing arrangements organised to meet the individual needs of all children.

9. Exceptions to the ratio requirements are only made in limited circumstances such as, when the children are sleeping or resting. Only one person needs be present in the room with other persons, nearby, on the premises should they be needed.

10. The Pre-School employs over and above the minimum adult: child ratios to cover staff absences and emergencies. 
11. Should disruptions occur children may be re-grouped and rooms and activities may be reorganised to ensure a consistent experience for the children. 

12. All practitioners will be adequately trained, so that they understand and adhere to the Safeguarding Policy and Procedures and know what to do if they see, hear or are told something, which concerns them about the child’s welfare. 

13. All practitioners working with children are aware of the content of the Government Booklet ‘What to do if your Child is Being Abused.

14. Practitioners will encourage the children to develop a sense of autonomy and independence by making choices and finding names for their own feelings and acceptable ways to express them. This will enable the children to have the self-confidence and the vocabulary to resist inappropriate approaches.

15. The layout of the classrooms will permit constant supervision at all times.
Students

1. All students under the age of 17 years old will not be counted in adult: child ratios and will be supervised at all times. Individuals aged 17 and over who are on long term placements may be included in ratios as long as the Pre-School is satisfied that they are competent and responsible. 

2. All students will be supervised at all times.

3. Once students have passed their probationary period they will be assigned to a childcare course.

4. Students on placement, working directly with the children, must have an Enhanced Disclosure through the Disclosure and Barring Service from the college prior to placement.  

5. Volunteers, work experience students, are given full information and guidance on their roles and responsibilities. 
6. Students will attend college, care classes and other relevant training on the approved days and will undergo regular appraisals with their training assessor and the Person in Charge.

7. Students who are required to conduct child studies will obtain verbal permission from the Person in Charge and written permission from the parents of the child to be studied.

8. Any information gained, by the students, about the children, families or other adults in the nursery must remain confidential.

9. Students are not allowed to take photographs of the children unless permission has been obtained from the Person in Charge and the child’s parents.

Roles & Responsibilities.
1. Practitioners monitor and evaluate children’s progress and act on their findings.

2. Employees are deployed effectively within the premises are made aware of their roles and responsibilities with regard to Health and Safety Act and the systems in place for reporting and recording accidents, injuries and faulty/dangerous equipment.  All adults working in the Pre School will be required to take responsible care for the health and safety of him/herself and other persons, who may be affected by his/her acts or omissions at work.  

3. All adults will be expected to carry out their roles and responsibilities with regard to terms and conditions of their contract and staff handbook.
4. All adults will be made aware of the Equal Opportunities Policy.  Everyone is to be treated equally regardless of his or her religious origin, ethnic background, gender, ability and culture.

5. Employees maintain a clean, neat and well-groomed appearance when at work and follow the Pre School dress code at all times.

6. Accessible individual records are kept on the premises containing the name and address of employees, students and any volunteers and information about recruitment, training and qualifications.

7. In the event of a case of gross misconduct, where disciplinary action is taken, the employee may be instantly dismissed without notice. 
8. Under the Safeguarding Vulnerable Groups Act 2006, any member of staff who is dismissed because they have harmed a child, or put a child at risk of harm will be referred to Disclosure and Barring Service by the Person in Charge. 

9. Any concerns are to be brought to the attention of the Pre-School Manager or the Chair of the Management Committee.  Claire Baker can be contacted on the following number 01844 238859.

10. Regular staff meetings are held to provide staff with:

· Updates to policies, procedures, risk assessments and Ofsted regulations.
· Changes to documentation.
· Changes to the Pre-School premises and environment, recruitment and training.
· Opportunities to reflect on current practice and make suggestions for improvements

· Opportunities to discuss working relationships with colleagues, the parents and children.

11. Any adult in breach of their terms and conditions may be subject to the company’s Disciplinary Procedures. 

12. The Preschool will not be held liable for any action/s carried out by an employee, or any accident/injuries that may happen to a child whilst babysitting for a parent.

Alcohol , Medication and Other Substances

The use of illegal drugs or alcohol in the Pre-School will not be permitted.  Windmill  Pre-School will ensure that:

a) Any person found to be consuming alcohol or deemed to be under the influence of alcohol while in the Pre School or while working with the children will be sent home and requested to attend a Disciplinary Hearing.  In the event of a case of gross misconduct, the adult may be dismissed under the Company’s Disciplinary Procedure.

b) Any person found to be taking illegal drugs or believed to be under the influence of illegal drugs or any other substances will be sent home and requested to attend a Disciplinary Hearing.  In the event of a case of gross misconduct, the adult may be dismissed under the Company’s Disciplinary Procedure.

c) The possession of drugs for any reason other than medical is forbidden.

d) Any person believed to have a problem relating to drugs or alcohol, which affects their ability to care for the children, may be asked to undertake a medical examination and may be suspended from work until the problem is resolved.

e) If we believe there has been an abuse of controlled drugs by an employee, for which criminal controls are appropriate, we will notify the police.

f) Practitioners complete an annual appraisal form, whereby they must sign a medical and health declaration. Failure to disclose or give any incorrect information to any of the questions may result in dismissal if a discrepancy comes to light.

Medication

1. If it is known that a member of staff is taking medication which is affecting their ability to care for children, the Person in Charge of the setting will insist the staff member obtain a fit note from the doctor before allowing him/her to look after the children. 

2. Practitioners are aware of the procedure for reporting all medication whether prescribed or non-prescribed that has to be taken whilst in the pre-school.

3. Practitioners are aware of the procedure for safely storing medication and keeping cigarettes out of reach of the children at all times.

Training and Qualifications.
1. All adults receive further training through Bucks County Council and other professional bodies. 
2. All Room Leaders will hold a valid Paediatric First Aid certificate, which is updated every 3 years. This will ensure that a first aider is able to respond to emergencies quickly. 

3. Training logs will be completed on all members of staff to ensure they are kept up to date with relevant training.

4. All employees will be monitored to ensure continuous improvement. Regular meetings will be held to discuss confidential and sensitive issues, with individuals discuss solutions to improve personal effectiveness including identifying training needs and supporting staff to improve their qualifications. A Performance Improvement Plan will be drawn up for any reoccurring issues.
Confidentiality

1. All adults and students working in the Pre School have a responsibility to comply with the Data Protection Act 1998 and Code of Practice with regard to confidentiality.  You do not disclose any of the following information about individual adults, students, work experience students, visitors, voluntary helpers, children or their parents to any other person.

a) Names
b) Address
c) Contact numbers
d) Vehicle details
e) Or any personnel information on that person.
Registration System

1. There is a registration system in place showing hours of attendance, for children and staff, on a daily basis.

2. The name, home address and date of birth of each child looked after on the premises is recorded.

Links to :

Welfare requirements & Policies

Equality of Opportunities 
Information & Complaints 
Smoking, drink and drugs 
Safeguarding 
Outings 
Illness & Injuries 
Food and drink 
Medicines 
Behaviour Management 
Suitable Person 
Qualifications 
Staffing arrangement 
Safe recruitment 
This policy was reviewed with no amendments on 5th March 2021
Bryony Smith – Chair of Windmill pre-school management committee
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Claire Baker -  Manager of Windmill Pre-school

……………………………………………………..


