Written: March 2024
Adopted: Little Stars
To Be Reviewed: March 2027
Reviewed: March 2026
Updated on website: April 2026
[image: image1.emf]
THIS POLICY RELATES TO BOTH PAID AND VOLUNTARY STAFF MEMBERS.

35. Staffing Policy – including Student Placements
1. Introduction
We provide a staffing ratio in line with the Safeguarding and 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 enhanced criminal records and barred list checks through the Disclosure and Barring Service in accordance with statutory requirements.
2. Ratios
To meet this aim we use the following ratios of adult to children:

Children under two years of age: 1 adult : 3 children:

· at least one member of staff holds a full and relevant level 3 qualification and is suitably experienced in working with children under two;

· at least half of all other staff hold a full and relevant level 2 qualification;

· at least half of all staff have received training that specifically addresses the care of babies; and

· where there is an under two-year-olds’ room, the member of staff in charge of that room has suitable experience of working with under twos. (This is only applicable, depending on the children on role at the time.  If we have a lot of children on role that are under 2, we may separate our rooms.)
Children aged two years: 1 adult : 4 children:

· at least one member of staff holds a full and relevant level 3 qualification; and

· at least half of all other staff hold a full and relevant level 2 qualification.

Children aged three years and over: 1 adult : 8 children:

· at least one member of staff holds a full and relevant level 3 qualification; and

· at least half of all other staff hold a full and relevant level 2 qualification.

We follow the Early Years Foundation Stage Safeguarding and Welfare Requirements where a Qualified Teacher, Early Years Professional or other suitable level 6 qualified person is working directly with children aged three and over between the hours of 8am and 4pm as follows:

· there is at least one member of staff for every 13 children; and

· at least one other member of staff holds a full and relevant level 3 qualification.

We only include those aged 17 years or older within our ratios. When they are competent and responsible, we may include students on long-term placements and regular volunteers. 
Bedfordshire Council Local Authority:

Children of Reception age and older: 1 adult : 12 – 15 children
3. Deployment of staff 

Our manager deploys our staff, students and volunteers to give adequate supervision of indoor and outdoor areas, ensuring that children are usually within sight and hearing of staff, and always within sight or hearing of staff at all times. A minimum of two staff are present at all times. All staff must ensure that colleagues are aware of where they are or if they need to leave an area.
4. Qualifications, Experience and Safety Checks
The Manager and all staff (including students and volunteers) will be suitably qualified, have relevant experience and have undergone full Criminal Records Bureau checks. For everyone involved in regulated activity, a barred list check is undertaken.

We communicate a positive message to everyone about the value of qualifications and CPD training, in order to equip them to understand and develop their practice.
The setting will not employ staff or volunteers that have been convicted of an offence or have been the subject of an order that disqualifies them from registration under regulations made under schedule 9A of the Children’s Act 1989. They cannot commence employment until a suitable DBS, other relevant checks and references have been received. We encourage staff to sign up to the update service and gain their permission to check approximately every 6 months.

Staff are required to immediately inform the manager, if they have a situation which may make them unsuitable to work with children. An annual declaration is also completed, alongside checking in regularly in each supervision to re-check declaration of suitability.
The Manager must have at least 2 years’ experience in an early years setting and hold at least a full relevant level 3 qualification and at least half of all other staff must hold at least a full and relevant level 2 qualification. The deputy must be capable, qualified and able to take charge in the managers absence.

Our employers' liability insurance and public liability insurance, covers staff, volunteers, students and voluntary helpers.

5. Induction 
We provide all staff, volunteers and students, at the first session with an induction on how our setting is managed, how our sessions are organised and our policies and procedures. We cover the code of conduct and the expectations that we have of anyone working with our children.
(See Induction section on Safer Recruitment Policy for further details)
6. Staff Meetings
We hold regular staff meetings to undertake planning and to discuss children's progress, their achievements and any difficulties that may arise from time to time. Staff are expected to attend and fully engage in these meetings.  We also cover day to day issues or concerns and achievements.  We carry out staff meetings every half term.
7. Behaviour 

The expectations of behaviour are set out in the Settings Code of Conduct. Staff are expected to conduct themselves at all times (both in and out of work) in a professional, courteous, helpful, warm and consistent manner. 

Members of staff will dress and maintain their personal appearance, ensuring it is suitable for working with children and with awareness of health and safety issues.

All personal mobiles must be locked away in our safe and not used during working hours. If staff do need to receive an emergency call, the person calling them should use the main setting number.

See Code of Conduct for further details.

8. Childrens Cultural Backgrounds

Members of staff are expected to display both knowledge and understanding of multi-cultural issues and a commitment to treating all children as individuals and with equal concern and respect.

The community is diverse, with families from a range of cultures ethnicities and religions.
We celebrate the differences, ensuring that all children feel valued and accepted. 

9. Staff Well Being

The Manager will ensure that space is made during the working day for staff to take regular breaks, ensuring that no member of staff exceeds the legal limit of six hours consecutive work without a break.

Staff are encouraged to not attend the setting if they are sick, subject to NHS guidance.

Support can be made available to staff, directly through the manager of through employee assistance or the Education Support Charity.

Staff that needs to administer prescribed medication to themselves will keep to the dosage that has been prescribed.  Any prescribed medication will be locked away in the in the cupboard walkway in the green building.
The same checks will take place as we have for children taking medication, it must be signed in and witnessed each time it is taken by a senior member of staff.
Misuse of drugs, medication or alcohol during working hours, will lead to disciplinary action being taken and may lead to dismissal.

10. Standards of Behaviour

All staff are expected to treat everyone respectfully at all times and inappropriate behaviour may lead to disciplinary action, personal disagreements must not show in the presence of children or parents/carers.

No smoking, alcohol or drug use (unless prescribed or normal over the counter drugs) is allowed on the setting’s premises.

We have a zero-tolerance policy to bullying, swearing, harassment or victimisation. Offensive behaviour or language such as sexist or racist comments are unacceptable and will be  addressed through disciplinary measures. See Code of Conduct for full details.
.

11. Confidentiality

Staff have a right to privacy, as do children and their parents/carers. Personal details should not be discussed except in exceptional circumstances. 

Staff should keep personal and professional life separate and will not talk about individual incidents or the behaviour of children in front of parents/carers and other children.

Childrens records are kept secure and accessible to staff who need to see that information.
Under no circumstances should staff provide any information about children to any branch of the media. All media enquiries should be passed in the first instance to the Manager.

All staff, volunteers and students are required to sign a confidentiality agreement.

12. Absences

Staff are entitled to annual leave in accordance with their contract with Little Stars Childcare. 

All statutory annual leave must be agreed with the Manager, in all cases giving as much notice as possible. 

If staff are unable to attend work due to illness or other medical condition, they must contact the Manager prior to the start of the working day or as early as possible.  Staff should indicate why they are unable to attend work and when they expect to return.

On returning to work, staff should complete a self-certification form for any sickness absence. 

For absences of longer than seven days, a doctor’s certificate must be submitted.

The Manager will keep records of all sick-leave, other absences and lateness. Staff who have a very high rate of sickness and absence will be required to meet with the manager to discuss any issues and look at support that may be available. 
13. Student Placements

We recognise that qualifications and training make an important contribution to the quality of the care and education we provide. 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. These opportunities are planned to allow students to gain a good understanding of early years care and education and are limited in number, to ensure each student has a positive experience.

All students, over 18 years on qualification courses, must meet the Suitable Person requirements of the Early Years Foundation Stage and have a satisfactory enhanced DBS check with barred list check(s).

Students must be proficient in English to enable them to contribute to the education well-being of children in our care.

Students under the age of 17 years must have documentation, vouching for their good character.  We also request 2 references per student.

All students are supervised at all times, with additional monitoring and support for students under the age of 17.

Students undertaking qualification courses who are placed in our setting on a short-term basis are not counted in our staffing ratios. Trainee staff and students over the age of 17 may be included in the ratios if they are deemed competent and responsible.

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

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.
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