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Staffing and Employment Policy

Statement of intent

We provide a staffing ratio in line with the requirements of the Early Years Foundation Stage Statutory Framework 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 below school age and their parents are offered high quality early years care and education.

Recruitment of staff

· We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice.  This includes adhering to the section on "Employment" within our Equality and Diversity Policy, and adhering to the Immigration, Asylum and Nationality Act 2006 regarding documentation to establish a person's eligibility to work in the UK.

· 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. 

Staff contract

A copy of the standard staff contract is included at the end of this policy.  All staff have job descriptions which set out their staff roles and responsibilities.

Staff induction

A copy of the Induction Pack introduction is included at the end of this policy.  

Ongoing staff support

· We hold regular staff meetings to undertake curriculum planning and to discuss children's progress, their achievements and any difficulties that may arise from time to time.

· 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 support the work of our staff by holding regular supervision meetings and appraisals.

Staff/child ratios

· We use the following ratios of adult to child:

· children aged two years of age - 1 adult : 4 children; and

· children aged three - five years of age -  1 adult : 8 children. 

· A minimum of two staff/adults are on duty at any one time.

· We use a key person system to ensure that each child has a named member of staff with whom to form a relationship and who plans with parents for the child's well-being and development in the setting. The key person gives parents the opportunity to consult at their convenience either before or after session or at mutually convenient appointment. 

· Our setting leader and deputy hold 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 2 Certificate in Pre-school Practice or an equivalent or higher qualification.

Student placement policy

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, including those studying for the CACHE level 2 Certificate in Pre-school Practice and CACHE level 3 Diploma in Pre-school Practice.  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. 

· We require students to meet the 'suitable person' requirements of Ofsted.  

· 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, therefore we will only accept one student at any one time.

· Students who are placed in our setting on a short term basis are not counted in our staffing ratios. 

· Trainee staff employed by the setting may be included in the ratios if they are deemed competent.

· 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 Committee Meeting of Elham Pre-School 

Held on (date) __________________________________

Signed on behalf of Management Committee/Proprietor                 Role of Signatory 

___________________________________________                   ______________

___________________________________________                   ______________
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Elham Village Hall, High Street, Elham, Canterbury, Kent CT4 6SX

Tel: 01303 840041

STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT

This statement incorporates the details of your employment which are required to be given to you under the Employment Rights Act 1996.

1.
This statement sets out certain particulars of the terms and conditions on which Elham Pre-School employs ...........................................

2.
Your employment with Elham Pre-School began on ............................

Your normal place of work will be Elham Village Hall, High Street, Elham, Canterbury , Kent.  On occasions you may be required to perform other duties and  work in other locations.

3.
You are employed as a ...................... and your job description is as set-out in the relevant Job Description document.

4.
You will be paid an hourly rate agreed in advance by the Management Committee and paid monthly in arrears.
Your salary will be reviewed annually and any increase will be paid from the beginning of the following term unless agreed otherwise.

5.
Your hours of work will be variable as agreed by the Committee but typically between 08:15 and 15:15 on any combination of days Monday to Friday during term.

6.
Probation Period

The normal probation period for new starters will be 3 months. During the probationary period, including any extension periods, employment may be terminated by either party giving one week's notice in writing. Line managers will undertake regular reviews with new starters to provide opportunities for feedback and discussion, prior to any approval of probation.

7.
Holiday Entitlement

You will be entitled to four weeks holiday pay per year calculated pro rata.  Holidays may not be taken during term time except at the discretion of the Committee.  You will be entitled to unpaid leave that falls within recognised school holidays.  Additional religious holidays may be granted (with or without payment) at the discretion of the Committee.


Your paid holiday entitlement will be in accordance with the regulations 
established in the Working Time Directive 1998.

If the contract is terminated for any reason other than the serious misconduct of the employee, accrued holiday will be paid to the employee, calculated pro rata for each complete month of service during the current leave year, less any holiday already taken.  Where, on this basis, the holiday already taken exceeds holiday entitlement, the employer reserves the right to adjust the excess by an appropriate deduction from the employee's final salary.

8.
Sickness Pay


Statutory entitlement only.

Notification of absence from work due to illness or any other cause should be made on the first day that you are absent from work to either a Pre-School Leader or Supervisor.  If an employee is absent for more than a working week, a doctor's certificate should be obtained.

9.
Maternity Pay

An employee who becomes pregnant will be allowed reasonable time off with pay for attendance at ante-natal clinics. Statutory Maternity entitlement will apply as appropriate. 

10. 
Parental Leave


Statutory entitlements will apply.

11. 
Dependants' Leave


Statutory entitlements will apply.

12.
Redundancy


Statutory entitlements will apply.

13.
Pension

No pension contributions are made by the employer.  You are entitled to make personal pension contributions to a stakeholder pension scheme via Elham Pre-School. 

14.
Trade Union


You may join a Trade Union of your choice.

15.
Time Off for Public Duties

The pre-school will permit time to be taken for public duties as set out in the Employment Rights Act 1996.  Payment for time off for work for public duties will be made at the discretion of the pre-school management.

16.
Notice Period


The amount of notice of termination to be given after the successful 
completion of the probation period, and if the contract is not being 

terminated under the organisation's local disciplinary procedures is as follows:


By employee: 4 weeks.


By employer:
when employee employed less than two years but outside probation 
period 4 week(s).

When employee employed more than two years but less than 12 years:  one week for each completed year of service with a minimum notice period of 6 weeks.

When employee employed at least 12 years - 12 weeks notice (maximum).

17.
Disciplinary and Grievance Procedures



These are attached but do not form part of your terms and conditions of 
employment.

18.
Health and Safety at Work

Health and Safety at Work Act 1974.  It is the duty of all employees to conform to policy and safety codes of practice and to accept and carry out their responsibilities in this area.

19.
Equal opportunities 

Elham Pre-School is committed to equal opportunities (see attached).

20.
Retirement 


The normal age of retirement is sixty.

21.
Change to Terms and Conditions 

Elham Pre-School reserves the right to make reasonable changes to these terms and conditions upon giving one month's notice.

Employee's signature to acknowledge acceptance of the terms and conditions set out in this statement and the attached Disciplinary and Grievance Procedure, Job Description and Equal Opportunities statement.

Please sign and return one copy of this document to the Chair of Elham Pre-School Playgroup Management Committee.

Signed:  ______________________________ 
Date: _________________

Name:  _______________________________


(Please print name)

Staff induction introduction

Welcome to Elham Pre-School.  We hope you enjoy working as part of our team.

This induction pack acts as an introduction to our setting and practices.  Although we endeavour to include as much information in this pack as possible, things do change within early years settings regularly, so we will keep you updated as and when changes arise and through training.  Should there be anything you feel we have not covered in this pack or that you feel would be valuable please bring it to our attention.

It is essential when you start with Elham Pre-School that you familiarise yourself with our policies, procedures and our prospectus.  There are many policies to which we adhere and we have included from of the more important ones in this pack:

· Health and Safety Policy

· Child Protection Policy

· Confidentiality Policy

· Complaints Procedure

Also included in this pack are some other informative print-outs:

· Our aims and information on the EYFS

· Fire safety information

· Basic risk assessment information

· Locations of emergency equipment and procedures

· The Importance of Play document

· Leuvan Scales

· Lists of current committee and staff

Important information

Only take four children at any one time to the bathroom

When your CRB check is complete you can take children out to the bathroom.  Until then you will not be able to accompany children to the bathroom or be left alone with them.  There are only facilities for fours people in our bathroom and that is more than enough children with which to deal.

Hygiene

Hygiene is very important.  Ensure that tables are wiped with anti-bacterial spray before snacks and before being put away.  Hand washing of the children and staff must be done before eating, after toileting and after using the garden, sand and water.

Concerns about staff or children

Should you have any concerns regarding staff, please refer to our Complaints Procedure.  If there are any concerns about a child, report immediately to either Maria Wakefield or Tricia Sutton and refer to our Child Protection Policy.

Liaising with parents/carers

Parents are given the opportunity to discuss their children's education and development with their child's key worker before or after Pre-School by appointment.  If you feel the need, refer them to a Supervisor.

Training opportunities

All staff are requested to attend and keep current Child Protection and First Aid training.  We constantly review our practice and therefore it is vital to keep fully up to date with training,  KCC provides training through an ASK Training brochure which we receive termly.

Staff meetings

Staff meetings are held every Tuesday at 1300 after the session.  This gives all the staff the opportunity to discuss developments and to plan for the children for the following week.

