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Aim
Staff at Smalley Pre-school are deployed to meet the care and learning needs of children and ensure their

safety and wellbeing. There are effective systems in place to ensure that adults looking after children are
suitable to do so.

Objectives

e Recruitment checks meet the requirements of the EYFS, as stipulated in procedure 8.1.

¢ All staff and volunteers who work more than occasionally with the children have enhanced DBS
disclosure checks.

¢ All staff and volunteers working with children have appropriate training, skills and knowledge.

o All staff, students and volunteers are deployed in accordance with the procedures.

e There is a complaints procedure, and staff and volunteers know how to complain and whom they
complain to.

o There is a whistleblowing procedure for all staff and volunteers to raise any concerns they may
have.

o Ofsted are notified of staff changes or changes to the setting’s name or address.

e Parents are involved with their children’s learning and their views are considered.
Legal references
Protection of Children Act 1999
Safeguarding Vulnerable Groups Act 2006
Childcare Act 2016
Further guidance

Recruiting Early Years Staff (Early Years Alliance)

People Management in the Early Years (Early Years Alliance)

Recruitment checks

Obtaining references


https://portal.eyalliance.org.uk/Shop#!prod/9ad36ab5-7364-ea11-a811-000d3a0ba8fe/curr/GBP
https://portal.eyalliance.org.uk/Shop#!prod/a58ed1d4-7564-ea11-a811-000d3a0bad7c/curr/GBP

As part of our commitment to safer recruitment, Smalley Pre-school will always obtain references from

applicants for roles in our setting. Robust recruitment checks are essential to ensuring that unsuitable

persons cannot have contact with children through employment with us.

Obtaining references is an essential element of our recruitment process. We will always obtain a reference

prior to employment commencing, in line with the requirements of the EYFS, as follows:

Our application process requires candidates to supply us with the contact details of a suitable

referee from:

— their current employer, training provider or early years education and care setting; and

— a senior person within the organisation who is authorised to provide a reference.

If the applicant is not currently employed, or is not currently working with children, we will:

— obtain verification of the applicant’s most recent relevant employment if they are not currently
employed; and

— obtain a reference from the applicant’s most recent relevant employer from the last time they
worked with children.

If the applicant has never worked with children, we will obtain a reference from their current

employer, training provider or education setting.

We do not accept references from the following:

— family members; or

— ageneric reference (e.g. ‘to whom it may concern’).

Once areference is received

A reference received electronically will be checked to ensure that it originates from a legitimate
source.

We will compare the information on the original application form against relevant information given
in the reference, for example checking that dates align and that roles and responsibilities listed are
consistent. Where this is not the case, we will take up any discrepancies with the applicant.

If information is incomplete or we feel it is insufficient for us to make an informed decision about the
applicant’s suitability, we will contact the referee for clarification.

Before an offer of employment is made, we will ensure any concerns are resolved satisfactorily.

In line with best practice, we will seek to gain explanations for any gaps in employment.

Further information and guidance

New Employee Handbook (Early Years Alliance)

Recruiting Early Years Staff (Early Years Alliance)

People Management in the Early Years (Early Years Alliance)

Staff deployment


https://central.eyalliance.org.uk/ilp/pages/description.jsf?menuId=1106#/users/@self/catalogues/1700/courses/152256/description
https://central.eyalliance.org.uk/ilp/pages/description.jsf?menuId=1106#/users/@self/catalogues/1700/courses/908834/description
https://central.eyalliance.org.uk/ilp/pages/description.jsf?menuId=1106#/users/@self/catalogues/1700/courses/1685760/description

Members of staff, including assistants, bank staff and students (where eligible to be counted in ratios), at

Smalley Pre-school are deployed to meet the care and learning needs of children and to always ensure

their safety and wellbeing.

Two members of staff are on the premises before children are admitted in the morning and at the
end of the day; one of which should be the manager or deputy.

Only those staff aged 17 or over are included in ratios. Staff working as apprentices (aged 16 or
over) may be included in the ratios if the setting manager is satisfied that they are competent and
responsible. Staff under 17 should be supervised at all times.

At least one paediatric first aider must always be on site when children are present, and at least one
paediatric first aider must be present and within sight and sound of children at mealtimes.
Consideration will be given around staff breaks, lunchtimes and absences from the setting so that
Smalley Pre-school is compliant with paediatric first aid requirements.

The setting manager deploys staff to give adequate supervision of indoor and outdoor areas,
ensuring that children are always within sight or hearing of staff. Whilst eating, children must be
within sight and hearing of a member of staff, and where possible the staff member will be sat facing
children when they are eating.

All staff are deployed according to the needs of the setting and the children attending.

Staff are positioned in areas of the rooms and outdoors to supervise children and to support their
learning.

Staff are responsible for ensuring that equipment in their area is used appropriately and that the
area is tidy at the end of the session.

Staff plan their focus on activities.

Staff inform colleagues if they have to leave the room for any reason.

There are generally two members of staff outside in the outdoor area when it is being used, one of
whom supervises climbing equipment that has been put out.

The setting manager may direct other members of staff to join those outside, if the numbers of
children warrant additional staff.

Staff focus their attention on the children at all times whilst having a wider awareness of what is
happening around them.

Staff allow time for colleagues to engage in ‘sustained shared interaction’ with children and do not
interrupt activities led by colleagues.

Sufficient staff are available at story times to engage children.

Key persons spend time with key groups daily; these times are not for focused activities but for

promoting shared times and friendship.

Deployment of volunteers and parent/carer helpers



Volunteers and parent/carer helpers are always under the supervision of a permanent member of staff at

Smalley Pre-school. They are not included in staff ratios or as the two members of staff needed on the

premises before children are admitted in the morning or at the end of the day.

The setting manager ensures that volunteers and parent/carer helpers are deployed to assist
permanent staff.

Volunteers and parent helpers assist staff in ensuring that the equipment in their designated area is
used appropriately and that it is left tidy at the end of the session.

Volunteers and parent/carer helpers give additional support for busy areas or to track or observe
children.

Volunteers and parent/carer helpers inform colleagues where they are going if they leave the room
at any time.

Volunteers and parent/carer helpers do not have unsupervised access to children; they do not take
them into a separate room for an activity or toileting and do not take them off premises.

Volunteers and parent/carer helpers are deployed in addition to two members of staff in the outdoor
area when in use.

The setting manager can direct volunteers and parent/carer helpers to join those outside if the
numbers of children warrant additional numbers of staff available.

Volunteers and parent/carer helpers always focus their attention to children.

Volunteers and parent/carer helpers do not spend time in social conversation with colleagues whilst
they are with children.

Volunteers and parent/carer helpers allow time for colleagues to engage in ‘sustained shared
interaction’ with children and do not interrupt activities led by colleagues.

Sufficient volunteers and parent/carer helpers are available to support staff at story and other circle

times.

Student placements

Qualifications and training make an important contribution to the quality of care and education at Smalley

Pre-school. As part of our commitment, we may offer placements to students undertaking relevant

gualifications/training. We aim to provide students with experiences that will contribute to the successful

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

The setting manager ensures that students meet the ‘suitable person’ requirements.

The setting manager discusses the aim of the placement with the student’s tutor prior to the
placement commencing. The expectations of both parties are agreed at this point.

The good character of students under 17 years old is vouched for by the establishment that places
them; the setting manager must be satisfied that all relevant checks have been made.

Students do not have unsupervised access to children.

Suitable students on long-term placements and volunteers (aged 17 or over) and staff working as

apprentices in early education (aged 16 or over) may be included in the ratios at the level below



their level of study, if the provider is satisfied that they are competent and responsible and if they
hold a valid and current paediatric first aid qualification.

Public liability and employer’s liability insurance is in place that covers students and voluntary
helpers.

Students are aware of confidentiality.

Student induction includes how the setting and sessions are managed and the setting’s policies and
procedures, in particular safeguarding, confidentiality, and health and safety.

Appropriate members of staff cooperate with students’ tutors to assist them in fulfilling the
requirements of their course of study.

The setting communicates a positive message to students about the value of qualifications and
training.

The needs of the children and their families remain paramount at all times, and students are only
admitted in numbers that do not hinder the work of the setting.

The setting manager ensures that students and trainees on placement are engaged in bona fide
early years training that provides the necessary background understanding of children’s

development and activities.

Ratios

We use the following ratios of adults to children:

Children aged two years: 1 adult : 5 children:

o atleast one member of staff holds a full and relevant level 3 qualification; and

o atleast half of all other staff hold a full and relevant level 2 qualification.
Children aged three years and over: 1 adult : 8 children:

o atleast one member of staff holds a full and relevant level 3 qualification; and

o atleast half of all other staff hold a full and relevant level 2 qualification.
We assign each child 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 wellbeing 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.
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.
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