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POPPY PRE-SCHOOL &           OUT OF SCHOOL CLUB

                 OFSTED REG: 2574429
STAFFING POLICY
POLICY STATEMENT
We provide a staffing ratio in line with the Safeguarding and Welfare Requirements of the Early Years Foundation Stage to ensure that children have sufficient individual attention and to guarantee care and education of a high quality. Our staff are appropriately qualified and we carry out checks for enhanced criminal records and barred list checks through the Disclosure and Barring Service in accordance with statutory requirements.
Procedures

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

Children aged two years: 1 adult : 4 children:

· at least one member of staff holds a full and relevant level 3 qualification; and

· at least half of all other staff hold a full and relevant level 2 qualification.

· Children aged three years and over: 1 adult : 8 children, (in the majority of sessions we work on a 1:6 ratio)

· at least one member of staff holds a full and relevant level 3 qualification; and

· at least half of all other staff hold a full and relevant level 2 qualification.

· We only include those aged 17 years or older within our ratios. Where they are competent and responsible, we may include students on long-term placements and regular volunteers. 

· A minimum of two staff/adults are on duty at any one time; one of whom is either our manager, deputy or responsible person.

· Our ‘room leader’ or ‘responsible person’ deploys our staff, students and volunteers to give adequate supervision of indoor and outdoor areas, ensuring that children are usually within sight and hearing of staff, and always within sight or hearing of staff at all times.

· Our staff, students and volunteers inform their colleagues if they have to leave their area and tell colleagues where they are going.
· All staff are deployed according to the needs of the setting and the children attending.

· Our staff, students and volunteers focus their attention on children at all times and do not spend time in social conversation with colleagues while they are working with children.

· We assign each child in pre-school a key person to help the child become familiar with the setting from the outset and to ensure that each child has a named member of staff with whom to form a relationship. The key person plans with parents for the child's well-being and development in the setting. The key person meets regularly with the family for discussion and consultation on their child's progress and offers support in guiding their development at home.
· 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.
· The number of children for each key person takes into account the individual needs of the children and the capacity of the individual key person to manage their cohort.
We offer 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. Contracts are usually issued within 6 months of employment (subject to a satisfactory probationary period).

All staff have supervision meetings approximately 3 times a year and have the opportunity to speak with the Supervisor/Manager about any matter concerning them at any convenient time.

DISQUALIFICATION
Staff are expected to disclose any convictions, cautions, court orders, reprimands and warnings that may affect their suitability to work with children-whether received before, or at any time during, their employment with us.

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 children.  In the event of disqualification that person’s employment with us will be terminated.

TRAINING AND DEVELOPMENT
Our manager holds a Level 5 Early Years Foundation Degree and our Room Leader and OSC Supervisor held a Level 3 in Childcare.  Most of our staff are qualified to Level 3 in CACHE, CYPW, EYE and the remaining staff are Level 2 or in training.
We encourage staff to undertake continuous professional development, where our budget allows, on a regular basis either through in-house training or external courses, to ensure staff are up to date with training requirements.

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

We support our staff by means of regular monitoring/appraisals and supervision meetings.

Mobile phones are not to be kept on person during session times.  They can be left in the lockers provided.

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.
STAFF CHILDREN AT OSC CLUB
Staff are able to bring their children that attend Aylesford Primary School if working a session at Breakfast of OSC club, subject to availability.  They are reminded that if their child attends the club (during their working session) that their child is THEIR responsibility whilst on the premises.
MANAGING STAFF ABSENCES AND CONTINGENCY PLANS FOR EMERGENCIES

Our staff usually take their holiday breaks when the setting is closed.  Holiday may be taken unpaid during term time at the discretion of the Manager/Supervisor and provided adequate notice is given and cover arranged.  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 have a pool of bank staff, all DBS checked, inducted, to contact and use when needed.

OUR POLICIES & PROCEDURES ARE REVIEWED ANNUALLY

