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Staffing and Employment Policy 

 

Statement of intent 

We provide a staffing ratio in line with the 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 criminal and other records through 

the Criminal Records Bureau in accordance with statutory requirements. 

 

Aims 

To ensure that children and their parents are offered high quality Pre-school care and education.  

 

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 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. 

 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 CRB 

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.  

 

Changes to staff 

 

 We inform Ofsted of any changes in the person responsible for our setting. 

 

Training and staff development 

 

 Our setting leader holds an NVQ Cache Level 4 and the deputies an NVQ Level 3 with a minimum of 

half of our staff holding the CACHE Level 2 Certificate in Pre-school Practice or an equivalent or 

higher 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, both individually and 

within groups, and appraisals. 

 We are committed to recruiting, appointing and employing staff in accordance with all relevant 

legislation and best practice. 

 

 



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 the 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 the 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 our setting, staffing is organised so that ratios are not compromised. 

 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 a contingency plan to cover staff absence, whereby we run a ‘2 float system’. The float will 
cover the member of staff who is absent for the session.  

 

 

This policy was adopted at a meeting of St. John’s Childcare and the P C C of Langdon Hills held on the 19th
 

September 2011.  Reviewed/Updated September 2017.  

Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing …………………………….. Managers 

  



 

Student placement policy 

 

Statement of intent 

 

 This setting recognises that qualifications and training make an important contribution to the quality 

of the care and education provided by early years settings. As part of our commitment to quality, we 

offer placements to students undertaking early years qualifications and training. We also offer 

placements for school pupils on work experience. 

 

Aim 

 

 We aim to provide for students on placement with us experiences that contribute to the successful 

completion of their studies and that provide examples of quality practice in early years care and 

education. 

 

Procedures 

 

 We require students on qualification courses to meet the 'suitable person' requirements of Ofsted 

and have CRB checks carried out. 

 We require students in our setting to have a sufficient understanding and use of English to contribute 

to the well-being of children in our care. 

 We require schools placing students under the age of 17 years with the setting to vouch for their 

good character. 

 We supervise students under the age of 17 years at all times and do not allow them to have 

unsupervised access to children. 

 Students undertaking qualification courses who are placed in our setting on a short term basis are 

not counted in our staffing ratios. 

 Trainee staff employed by the setting and students over the age of 17 may be included in ratios if 

they are deemed competent and responsible.  

 We take out employers' liability insurance and public liability insurance, which covers both trainees 

and voluntary helpers. 

 We require students to keep to our confidentiality policy. 

 We co-operate with students' tutors in order to help students to fulfil the requirements of their 

course of study. 

 We provide students, at the first session of their placement, with a short induction on how our 

setting is managed, how our sessions are organised and our policies and procedures. 

 We communicate a positive message to students about the value of qualifications and training. 

 We make the needs of the children paramount by not admitting students in numbers that hinder the 

essential work of the setting. 

 We ensure that trainees and students placed with us are engaged in bona fide early years training, 

which provides the necessary background understanding of children's development and activities. 

 

 

This policy was adopted at a meeting of St. John’s Childcare and the P C C of Langdon Hills held on the 19th
 

September 2011. Reviewed/Updated September 2017. 

 

Signed on behalf of St. John’s Childcare 

 

Mrs. Michelle Ball & Mrs. Theresa Cobbing …………………………….. Managers 

 

 


