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At Willow Bank Pre-School:

Employment

· We work in accordance to our equality of opportunities policy, seeking to offer job opportunities equally to both women and men (regardless of age and sexuality), with and without disabilities, from all religious, social, ethnic and cultural groups.
· We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation including DBS checks as detailed under the Disclosure & Barring Service section of this Policy.
· Upon appointment, new members of staff are given Induction training in line with our Induction Procedures.
· Home address, telephone and emergency contact details are held for all members of staff.
· Willow Bank Pre-School staff is are required to comply with the Policies, Procedures and working practices of the Pre-School.  Failure to do so may result in disciplinary procedures being followed. 

Staffing

A high adult to child ratio is essential in providing good quality Pre-School care.

· We aim to ensure that the Manager or Deputy Manager is present during all sessions. In an emergency if neither are available then an NVQ level 3 or equivalent qualified member of staff will act as Lead Practitioner.  Three additional members of staff are also present at each session making our adult to child ratio of one to seven.  Ofsted requirements are one to eight.  
· We aim to ensure that at least half the staff employed at Willow Bank Pre-School hold a recognised childcare qualification equivalent to NVQ level 2 or above.  Of the four members of staff present in a session, at least two will be qualified, one of which will hold an NVQ level 3 or equivalent (the legal requirement for OFSTED).
· If a member of staff is absent from a session, for example due to sickness, cover will be arranged from existing members of staff where possible.  If this is not possible we hold a list of qualified people who may be willing to stand in.  In the unfortunate circumstance that we cannot cover staff sickness and are not able to fulfil the legal OFSTED requirements with regard to number of qualified staff present per session, we will close the Pre-School in line with our Critical Incident/Emergency Closure Policy and Procedures. 
· Regular staff meetings provide opportunities for staff to share information, undertake curriculum planning and to discuss the children’s progress and any difficulties.
· The Manager will ensure that all staff are familiar with the relevant sections of the Children’s Act (2004).
· A parent helper rota is available. This is operated by a parent placing their name on the helper list, for a session of their choice.  The parent helper rota is situated on the notice board in Pre-School.

Conduct of Staff
Willow Bank Pre-School has a duty to ensure that professional behaviour applies to relationships between staff and children, and that all members of staff are clear about what constitutes appropriate behaviour and professional boundaries.  At all times members of staff are required to work in a professional way with children.  All staff should be aware of the dangers inherent in working alone with a child, intimate care, cultural and gender stereotyping, dealing with sensitive information, giving to and receiving gifts from children and parents, disclosing personal details inappropriately and meeting with children outside the hours that the Pre-School is open.  Members of staff may have to make physical interventions with children and will only do so where – it is necessary to protect the child, or other person, from immediate danger or where the member of staff has received suitable training.

Training

· Willow Bank Pre-School encourages the professional development of its staff.  The budget includes an allocation towards training costs.  Ongoing training records are held for every member of staff.  
· Staff are encouraged to work towards an NVQ qualification, either level 2 or 3, if one is not already held.  Regular in-service training is available to all staff, both paid and volunteer members, through the Pre-School Learning Alliance, Early Years and Wokingham Borough Council. We also aim to provide a rolling programme of training for staff to cater for the on-going changes in the curriculum.
· We aim for all our teaching staff to hold a paediatric first aid qualification and expect them to have undertaken Safeguarding training that will enable them to fulfil their responsibilities in respect of child protection effectively.
· We support the work of our staff by means of regular monitoring/appraisals for all staff including the Manager.

Disclosure & Barring Service (DBS) Checks
Staff will be employed subject to being deemed as a ‘suitable person’ by Ofsted and in order to ascertain this, we carry out DBS checks on all staff as part of the joining process.  For further details on how we use the DBS check in our staff employment process, please see our Equal Opportunities Policy. All staff are asked to sign a letter annually regarding disqualification by association.

General principles
As an organisation using the DBS disclosure service to help assess the suitability of applicants for positions of trust, 
Willow Bank Pre-School complies fully with the DBS Code of Practice regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure information.  It complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining with the safe handling, use, storage, retention and disposal of Disclosure information.

Disqualification
In the event of disqualification of a registered provider, a person living in the same household  as the registered provider or person employed in that household,  must not continue  as an early years provider – nor be directly concerned in the management of such provision and must advise the Management immediately.  
(Section 75 of the Childcare Act 2006) (3.14 EYFS)
In the event of a disqualification of a person employed in a setting, the provider should not continue to employ that person (Section 76 of the Childcare Act 2006). In certain circumstances Ofsted may consider a waiver.

Storage and Access
Disclosure information will be kept securely, in lockable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties.

Handling
In accordance with section 124 of the Police Act 1997, Disclosure information is only passed to those who need to see it.  We maintain a record of all those to whom Disclosures or Disclosure information has been revealed and it is a criminal offence to pass this information to anyone who is not entitled to receive it.

Usage
Disclosure information is only used for the specific purpose for which it was requested.

Retention
Once a recruitment decision has been made, we do not keep disclosure information any longer than is necessary, in accordance with DBS guidelines but are required to document the number and date of issue of the enhanced DBS disclosure, relating to every member of staff and Committee, to demonstrate checks have been carried out.

Disposal
Once the retention period has elapsed, we will ensure that any Disclosure information is immediately destroyed by secure means e.g. by shredding.  While awaiting destruction, the information will be kept secure.  However, not withstandingnotwithstanding the above, we may keep a record of the date of issue of a Disclosure, the name of the subject, the type of Disclosure requested, the position for which the Disclosure was requested, the unique reference number of the Disclosure and the details of the recruitment decision taken.





Signed on behalf of the setting by

Chairperson__JenniferFox_______________Sign _____________

Manager     __Ketaki Karmarkar____ Sign ____[image: ]___
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