STAFFING AND RECRUITMENT POLICY
No job applicant, trainee applicant, employee or trainee will be treated less favourably than another.

If appropriate checks reveal that a person has a previous conviction, Fontmell Magna Under Fives will comply with the Barring and Disclosure service (DSB), Code of Practice when receiving such information. We will consider all the circumstances before making a recruitment decision including our duties under the Criminal Justice and Court Services Act 2000, the Rehabilitation of Offenders Act 1974, the Education Act 2002, and the Race Relations Act 1976 (Amended) Regulations 2003.

· Advertising – In the interests of Equal Opportunities the childcare provision will ensure that all job vacancies are advertised in a variety of places (Local school notice board, Newspapers) to attract applicants from all the community.

· Interviewing – Fontmell Magna Under Fives will shortlist candidates against the job specification and invite them to attend an interview. The best candidate will be selected for the job.

· Employing staff – Fontmell Magna Under Fives will ensure to investigate checks and references, notifying the registering authority about staff appointments and prepare an induction package.

· Reviewing the Policy – Recruitment, selection, employment procedures and practice will be kept under review to ensure that individuals are recruited, selected, trained and promoted based on their abilities, merits and requirements of the job.

Roles and Responsibilities of Various Members of Staff

· The keyworker will liaise with the parents/carers of the child.

· The role of the SENCO is to take responsibility for the operation of the Fontmell Magna Under Fives SEN policy and to co-ordinate provision for children with SEN.

SUPERVISION OF STAFF

The person in charge is responsible for ensuring all staff are registered to work on the premises. OFSTED forms are issued, and checks carried out, however staff can work at Fontmell Magna Under Fives before these checks are completed as long as they are supervised by registered staff at all times.

All Fontmell Magna Under Fives staff will be informed of staff awaiting registration clearance.

Unregistered staff must never:

· Be left unsupervised whilst caring for children.

· Take children for toilet visits unless supervised by registered staff.

· Be left unsupervised during outdoor play.

· Be left in a room for children.

· Administer medication.

· Administer first aid.

Whilst ensuring all the above are adhered to, it is vital that the unregistered staff are made to feel part of the team and participate fully in every aspect of the session.
Statement of intent

We provide staff ratios in line with the requirements of the National standards for Day Care to ensure 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 Criminal Records Bureau/ Barring and Disclosure service in accordance with statutory requirements. Fontmell Magna Under Fives value its staff and their volunteers, recognising that they are one of the most valuable assets of the setting.

Aims

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

Methods

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

· Children aged two years of age:


1 adult : 4 children

· Children aged three-seven years of age:

1 adult : 8 children

A minimum of 4 staff are on duty at any one time.

· We use a key person system to ensure that each child has a named member of staff with whom to form a relationship with. Parents.  Records of the child’s progress are collated and can be viewed by parents on request. These records are given to the parents when the child leaves.
· Our Staff are always available at the end of each session for parent queries.

· 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.

· We work towards offering equality of opportunity by using non-discriminatory procedures for staff recruitment and selection as included in our Equal Opportunities policy.

· All staff has 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 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.

· Our setting leader holds an Early Years Diploma in Pre-school practice (DPP) Our deputy holds the Level 3 National Vocational Qualification in children’s care learning and development. (NVQ)

· All our staff hold the level 3 Certificate in Pre school practice or an equivalent. 

· We provide the opportunity for staff to attend regular training via external and external agencies. Training requirements are reviewed annually in a staff appraisal and as required.
· We support the work of our staff by holding regular supervision meetings and appraisals.

· We are committed to recruiting, appointing, employing and retaining staff in accordance with all relevant legislation and best practice. This requires all applicants to complete an application form, to be interviewed by no fewer than two members of the senior staff and/or management committee, provide references, explain any employment gaps and complete a satisfactory DBS check. Following successful completion of this process, successful applicants are invited to join the team on a 3 month probationary period.

· We use Ofsted guidance on obtaining references and criminal record checks through the Disclosure Baring Service (DBS) for staff and volunteers who will have substantial access to children

· We provide staff with pre-school policies to be read during the first week of employment.  
· We support the work of our staff by holding regular supervision meetings and appraisals.

Staff taking medication / other substances
· Practitioners must not be under the influence of alcohol or any other substance which may affect their ability to care for children

· If practitioners are taking medication which may affect their ability to care for children, those practitioners must seek medical advice

· Providers must ensure that those practitioners only work directly with children if medical advice confirms that the medication is likely to impair the staff members ability to look after the children properly

· Staff medication on the premises must be securely stored and out of reach of the children, at all time

Protection of staff
We expect all children and parents involved in our setting to respect the rights of our staff not to suffer abuse, either verbal or physical. Anyone who does not respect the right may be subject to exclusion from the building, the setting, or in extreme cases, to prosecution.
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