Safeguarding and Welfare Requirement: Suitable People

Providers must ensure that people looking after children are suitable to fulfil the requirements of their roles.
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(Including suitability, contingency plans, behaviour expectations, training and development)

Policy statement

We meet the Safeguarding and Welfare requirements of the Early Years Foundation Stage ensuring that our staff are appropriately qualified and that we carry out checks for criminal and other records through the Disclosure and Barring Service in accordance with statutory requirements.

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. Failure to comply with such job descriptions will prompt disciplinary action (see 14 Disciplinary and Grievance Policy)
· 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 DBS checks through the Disclosure and Barring Service for staff and volunteers (including the management committee) 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.

· Should an individual’s DBS be delayed and therefore not completed before they commence employment or volunteering in the setting they will not be allowed unsupervised access to the children. Delayed DBS checks are monitored closely. All staff MUST be registered on the update service which is checked monthly by managerial staff or the committee.
· 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 DBS check.

· Staff, volunteers, the management committee and students 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.

Disqualification

· 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.

Changes to staff

· We inform Ofsted of any changes in the person responsible for our setting. We inform the Peterborough Early Years Team of any changes to employees.
Training and staff development

· Our setting leader holds the Level 5 qualification for Leadership and Management in the Young Persons Workforce and the setting deputy holds the CACHE Level 3 Diploma in Pre-school Practice or an equivalent qualification and a minimum of half of our staff hold the CACHE Level 3 Certificate in Pre-school Practice or an equivalent or higher qualification. 

· We provide regular in-service and in-house training to all staff - whether paid staff or volunteers - through the Peterborough Early Years Team and relevant external agencies.

· Our setting budget allocates resources for training.

· We provide staff induction training in the first two weeks of employment. Induction will include the reading of all our policies and procedures, the settings employee manual and induction pack. New members of staff will be mentored by an appropriately trained practitioner to ensure guidance and support is received.
· We support the work of our staff by holding monthly one-one supervision meetings and bi-annual and annual appraisals.

· We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice.

· We are committed to ensuring all our staff are first aid trained. All newly qualified staff from June 2016 will be first aid trained within 3 months of employment. Should we fail to comply with this the said member of staff will not be counted in our ratios.

· All staff, volunteers and students receive mentoring and training to ensure they deliver consistent care and boundaries.

· All practitioners are supported to enable them to build trusting relationships with parents/carers thus enabling them to work with them to support their children’s care and development.

Supervision and Appraisal procedures

· All practitioners attend a supervision meeting (1:1) at least every six weeks (term time). This provides practitioners with the opportunity to reflect on their performance, address any issues as well as discussing the development and well-being of their key-children. Managers expect practitioners to maintain their records to an acceptable standard and be knowledgeable of their key-children’s current developmental needs, interests and well-being. Practitioners are expected to bring their reflection file to each 1:1 meeting. Reflection files must be completed at least twice between 1:1’s. 
· Appraisals are carried out annually and reviewed bi-annually. Staff must complete their appraisal forms and return to the manager within the agreed timescale. The manager will then add his/her comments which will be shared during the appraisal. Staff must also rate their performance. Management will rate individual’s performance based on their overall performance over the past year (these will be compared and discussed during individual’s appraisals and are negotiable) Staff are rated in all areas of their practice and are expected to maintain a 75% expected rating in line with their current job description (see policy 16 pay review and procedures). Management request parents to complete questionnaires in order to create an holistic picture of staffs performance with parents/carers/children. The management committee expect all staff to complete a questionnaire to support them in appraising the manager’s performance. Manager questionnaires will be passed straight to the committee for their perusal. Should the committee require any support in appraising the manager’s performance they will speak in confidence with the deputy manager and/or staff as necessary. All practitioners (managerial and non-managerial) are set objectives, to work towards achieving, over the next 12 months. Objectives consist of short, medium and long-term objectives which are reviewed at the bi-annual appraisal in October or as required. All objectives must be met (unless previously discussed and amended) at the next annual appraisal. Objectives which are not met will impact on the performance rating of individuals. 
Expectations of employees

· Employees must arrive at work ready for their work session to begin. Hours are as per the employee’s contract. Employees must be conscientious of time keeping during their working session and adhere to any timings for routines and/or planned activities proposed during the day. Poor time management will be discussed and practitioners will be supported to achieve the required standards. Employees pay will be deducted (1/4 hour after 4 mins late) should they not arrive at the setting within their agreed hours of employment. 
· Employees must not smoke directly outside of the building. Employees must cover their uniform.
· Employees will not be under the influence of alcohol or illegal drugs.

· Employees are expected to be sympathetic and understanding of young children’s social and emotional development. 

· Employees MUST adhere to all our policies and procedures, paying particular attention to all safeguarding policies, health and safety, whistleblowing and the use of mobile phones, cameras and social media.
· Employees will not use unreasonable language or unreasonable force. Physical punishment of any kind is not tolerated. Children will respond to consistent boundaries and practitioners changing their tone to identify poor behaviour. 

· Employees will contact the manager no later than 7.00 am if they are unable to attend work. Notification MUST be made via a telephone conversation (unless circumstances do not allow this eg; hospitalisation), in person, and employees are expected to inform management on each day they are absent or on the recommended absence period made by a medical professional. Certificates from the medical professional will be required.
· Employees will be expected to dress sensibly/appropriately and wear their uniform and lanyards at all times unless prior agreement by the management. Trousers/jeans/leggings are acceptable. Practitioners must not wear high heels for health and safety reasons. Employees will be asked to remove inappropriate jewellery eg; long dangly earrings, large chains, rings which will cause unnecessary harm to others. Nails should be kept clean, neat and tidy. Management will address any potential safety issues which may arise from inappropriate long or sharp nails.
· Employees will inform the manager of any convictions which may affect their right to work with children as well as other convictions eg; speeding fines, points on licence
· All employees who use their personal car for pre-school business MUST have business insurance. Employees must provide relevant vehicle documents when requested.

· Practitioners must inform management of any illness or conditions which have been diagnosed since completing their employee personal information. All medication MUST be recorded on the employee’s records and should not affect their ability to work with children. Should the management have any concerns regarding medication employees are taking a doctor’s note will be requested to confirm they are fit for work.
· Employees will be expected to engage positively with management to develop their skills and work to their best ability.

· Bullying and/or harassment will not be tolerated in the work place.

· Employees will work to the terms and conditions set out in their contracts, the employee handbook and the settings policies and procedures. Employees must adhere to working their notice periods.

· Employees are expected to remain vigilant at all times and adhere to adult:child ratios
· Employees will be expected to work alongside and support their fellow colleagues to help promote a positive working environment.
· Employees will be expected to attend training courses/seminars allocated to them. Management identify the relevant and necessary training opportunities which will enhance individual employee’s needs. Any training allocated by management which is outside of an employee’s normal working pattern will be paid.
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.

Managing staff absences and contingency plans for emergencies
·  Our staff take their holiday breaks when the setting is closed. 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. Staff are allocated a maximum of 2 days leave which they may take for personal reasons, at the discretion of management. Staff will not be granted leave if the settings practice or staff ratios are put into jeopardy. 
· Where staff are unwell and take sick leave in accordance with their contract of employment, we organise cover to ensure ratios are maintained.

· Staff MUST inform management, by phone, no later than 7.00 am if they are to be absent and notify them of the reason. TEXT MESSAGES are not an adequate or acceptable form of notification.

· Sick leave is monitored and action is taken where necessary in accordance with their contract of employment. On return to work staff are expected to complete a “return to work form” and the management team will conduct a short return to work interview. Should an unacceptable pattern of absence emerge this will be discussed with the management committee who will consider the course of action required. Unauthorised absences will result in disciplinary proceedings. 
· Medical Appointments e.g. to the Doctors/Dentist etc. should be made out of work hours. If this is not possible, appointments need to be agreed with the manager with sufficient notice. 

· Lateness will be monitored and addressed by the management team. Continual disregard for good time-keeping will be discussed with the management committee and may result in disciplinary action.

· We have contingency plans to cover staff absences, as follows:

There is always one member of staff not working and available for emergency cover on any one day. Should staff not be available we will request cover from our committee or from DBS checked volunteers.
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