
 STAFFING & EMPLOYMENT POLICY  

Statement of intent 
We provide a high staffing ra1o to ensure that children have sufficient individual a5en1on and to guarantee 
care and educa1on of a high quality. Our staff are appropriately qualified and are checked for criminal records 
through the Criminal Records Bureau in accordance with Ofsted's requirements. 

Aims 
To ensure that children and their parents are offered high quality pre-school care and educa1on. 

Methods 
● To meet this aim, we use the following ra1os of adult to child: 

- children aged two years of age: 1 adult: 5 children 
- children aged three - seven years of age: 1 adult: 8 children 
- children aged 3 – 24 months of age: 1 adult: 3 children 

● A minimum of two staff/adults are on duty at any one 1me. 
● We use a key person system to ensure that each child and each family has a par1cular member of staff for 

discussion and consulta1on. 
● We hold regular staff mee1ngs to undertake curriculum planning and to discuss children's progress, their 

achievements and any difficul1es which may arise from 1me to 1me. 
● We work towards offering equality of opportunity by using non-discriminatory procedures for staff 

recruitment and selec1on. 
● All staff have job descrip1ons which set out their roles and responsibili1es. 
● We welcome applica1ons from all sec1ons 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 orienta1on. Applicants will not be placed at a disadvantage by us imposing condi1ons or 
requirements which are not jus1fiable. 

● All staff hold appropriate qualifica1ons and cer1ficates. 
● We provide regular in-service training to all staff - whether paid staff or volunteers - through the Pre-

school Learning Alliance. 
● Our pre-school budget allocates resources to training. 
● We provide staff induc1on training in the first week of employment. This induc1on includes our Health 

and Safety Policy and Procedures and Child Protec1on Policy and Procedures. Other policies and 
procedures will be introduced within an induc1on plan. 

● We support the work of our staff by holding regular supervision mee1ngs and appraisals. 
● We are commi5ed to recrui1ng, appoin1ng, and employing staff in accordance with all relevant legisla1on 

and best prac1ce. 
● We follow the requirements of the Early Years Founda1on Stage and Ofsted guidance on checking the 

suitability of all staff and volunteers who will have unsupervised access to children. This includes obtaining 
references and ensuring they have a sa1sfactory enhanced criminal records check with barred list check 
through the DBS. This is in accordance with requirements under the Safeguarding Vulnerable Groups Act 
(2006) and the Protec1on of Freedoms Act (2012) for the vebng and barring scheme. 

● Where an individual is subscribed to the DBS Update Service we carry out a status check of their DBS 
cer1ficate, ader checking their iden1ty and viewing their original enhanced DBS cer1ficate to ensure that 
it does not reveal any informa1on that would affect their suitability for the post. 



● We keep all records rela1ng to the employment of our staff and volunteers; in par1cular those 
demonstra1ng that suitability checks have been done, including the date of issue, name, type of DBS 
check and unique reference number from the DBS cer1ficate, along with details of our suitability decision. 
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● We require that all our staff and volunteers keep their DBS check up-to-date by subscribing to the DBS 
Update Service throughout the dura1on of their employment with us. 

● Our staff are expected to disclose any convic1ons, cau1ons, court orders, reprimands and warnings which 
may affect their suitability to work with children – whether received before, or at any 1me during, their 
employment with us. 

● We obtain consent from our staff and volunteers to carry out on-going status checks of the Update Service 
to establish that their DBS cer1ficate is up to date for the dura1on of their employment with us. 

● Where we become aware of any relevant informa1on which may lead to the disqualifica1on of an 
employee, we will take appropriate ac1on to ensure the safety of children. In the event of disqualifica1on, 
that person’s employment with us will be terminated. 

No#fying Ofsted of changes 
● We inform Ofsted of any changes to our Registered Person trustees our provision and/or our manager. 

Training and staff development 
● Our Business Leadership are both qualified teachers, with a commitment to developing staff through 

external and internal CPD.  
● We provide regular in-service training to all staff - whether paid staff or volunteers - through the Pre-

school Learning Alliance and external agencies. 
● Our sebng budget allocates resources to training. 
● We provide staff induc1on training in the first week of employment. This induc1on includes our Health 

and Safety Policy and Safeguarding Children and Child Protec1on Policy. Other policies and procedures will 
be introduced within an induc1on plan. 

● We support the work of our staff by holding regular supervision mee1ngs and appraisals. 
● We are commi5ed to recrui1ng, appoin1ng and employing staff in accordance with all relevant legisla1on 

and best prac1ce. 

Staff taking medica#on/other substances 
● If a member of staff is taking medica1on 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 medica1on is unlikely to impair their ability to look ader children properly. 

● Staff medica1on on the premises will be stored securely and always kept out of reach of the children. 
● 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 ac1on will be taken. 

Managing staff absences and con#ngency plans for emergencies 
● In term 1me only sebngs, our staff take their holiday breaks when the sebng is closed. Where staff may 

need to take 1me off for any reason other than sick leave or training, this is agreed with the manager with 
sufficient no1ce. 

● Sick leave is monitored, and ac1on is taken where necessary, in accordance with the contract of 
employment. 

● We have con1ngency plans to cover staff absences. 


