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Safer Recruitment, Qualifications, Training Skills and Knowledge Policy
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Suitable People

For Somerville Nursery School to work effectively and efficiently to ensure the best for the children and families, we will organise and operate the service in line with the Local Authority’s policies and procedures and we will comply with the Early Years Foundation Stage Framework and Legal Requirements.  

Our Safe Recruitment Policy covering the recruitment, induction and training  will ensure all staff, volunteers and students are suitable to be working with children.  This will include a Disclosure and Barring Service check.   All staff will hold relevant childcare qualifications and we will encourage staff to continually access training to improve their skills and practice. Our Performance Management, continuing appraisals and team meetings will enable the Head Teacher and staff to have opportunities to discuss how to continue to improve our service.  We will ensure continuing suitability of staff through our regular appraisal meetings.

We will inform Ofsted of changes to our services in line with their legal requirements.

Our daily organisation will provide staff with information to protect the children whilst in their care.  Our staff to child ratios will ensure we comply with the EYFS Legal Requirements.  We will put in place systems to provide a safe environment for children when they are in our care.  In the event of staff absences and emergencies, we will redeploy staff, regroup and/or reorganise the activities or draw on agency staff to ensure the children continue to receive quality care.  We will develop a plan to identify premises in which we can operate if such an emergency arises. We will have a registration system and visitor’s record system.  This will ensure that all times we will know who is working with the children and who is on the premises.  

We have developed our Suitable People Policies and Procedures to comply with the Statutory Framework for the Early Years Foundation Stage.

We will regularly review how we are meeting the outcomes for children by assessing our service through staff discussion and through asking parents to share their views through questionnaires and analysing their responses.

Safe Recruitment, Qualifications, Training Skills and Knowledge

Providers must ensure that adults looking after children or having unsupervised access to them are suitable to do so - EYFS legal requirements

Aim of policy

The registered provider has in place systems to ensure that adults looking after children, or having unsupervised access to them, are suitable to do so. That the adults looking after children must have appropriate qualifications, training, skills and knowledge

Procedures

· The Children and Young Peoples Department within the Local Authority have identified the Head Teacher to act on their behalf as the nominated person.   

· We will employ sufficient staff to ensure that at all times the staff/child ratios will be met. All staff will be able to demonstrate their knowledge and understanding of the Early Years Foundation Stage Framework and how we will protect children through the Wirral Local Safeguarding Children Board Procedures and the Child Concern Model.

· We will appoint a Room Leader, who will be line managed by the Assistant Head Teacher. The Room Leader will have a minimum Level 3 Childcare Qualification (as defined by the CWDC) and suitable experience of managing an early years setting.  (EYFS Statutory Framework document states under Statutory Guidance to which providers should have regard – “The Somerville Nursery School Manager should have at least two years experience of working in an early years setting or have at least two years other suitable experience”) We will be expecting The Somerville Nursery School Manager if she does not have a qualification higher than Level 3, to undertake training to achieve a higher level qualification.  We will comply with the staff to child ratios as set down in the Statutory Framework: Children aged between 2 to 3 years, staff to child ratios 1 – 4.  Room Supervisors will hold a minimum Level 3 Childcare Qualification and suitable experience in the specific area i.e. toddlers, pre school.  Staff will be able to promote the children’s care learning and play. 
· The Local Authority will employ all staff.  The employment process will be transparent and comply with the Local Authority’s Equal Opportunities Policy.  We will provide the information in a variety of formats to meet the needs of all applicants. The staff positions will be advertised in line with the Local Authority procedures; Job descriptions and applications will be sent to all applicants. The applications will be short-listed having regard to meeting the essential and desirable criteria and the suitable persons will be invited for interview.  We will ensure accessibility for all suitable applicants dependent upon their individual need e.g. physical disability, hearing or vision impairment.  With approval of the applicant, alternative premises may be used for interview to ensure we comply with employment legislation and our duties under the Disability Discrimination Legislation.  All applicants will be asked to provide documentation for the Disclosure and Barring Service. The panel will interview all candidates and will make a decision as to whom the position will be offered. Following the interview a Disclosure and Barring Service application for successful applicants will be processed by the Local Authority using the information collated at interview from the candidate’s original documents in accordance with the DBS procedures.  Also as part of the interview process, if appropriate, candidates will be required to produce evidence in line with the Asylum and Immigration Act 1996 (Amended 2004), to confirm that they are eligible to be employed in the United Kingdom. 
· All staff will be subject to the Local Authority probationary period procedures.

· The unsuccessful candidates will be offered the opportunity to discuss why they were not successful.  References will be taken up prior to interview and a medical health check will be taken up, following acceptance of the provisional offer of employment. When the vetting process is completed, the successful candidate will be formally offered the position.  All the relevant documentation will be provided i.e. contract of employment, information on pension rights, the Local Authority grievance and disciplinary procedures.

· At all times the Local Authority Human Resources Handbook, which is available on the Council’s Intranet  governs the employment of staff.

· We will employ sufficient staff to ensure that the staff to child ratio will be met at all times.  

· To ensure the ongoing suitability, all staff have a duty to inform the Head Teacher if for any reason there is a change in the circumstances or health, which would impact on their suitability, not to do, so would result in disciplinary action.

· All staff will have an induction before caring for children. This will include: being made aware of how to evacuate the building in an emergency to ensure the safety of the children; the action to be taken if they are concerned about a child and who they report their concern to; information that will ensure the individual needs of the children will be met.   See Induction Policy.

· Staff through their line management structures will have continuing opportunities to discuss their role within Somerville Nursery School and look at their professional development. All staff can request training and will be offered ongoing training if it is relevant and will be of value to Somerville Nursery School and the children’s care.

· We will regularly update our Self-Assessment Form assessing the quality of our service and how we can improve on what we are offering to the children and families in our care.

· Any volunteers will be vetted in line with the School Policy.

· We will support students and trainees who wish to have a placement in Somerville Nursery School.  We will complete all the necessary checks before their placement to ensure they are suitable to be working with children.   Photo identification will be checked if this is available.
· All students/trainees will have an induction before they start their placement. Regular  appraisals will be held to discuss progress and areas for professional development. 

· If going on an outing the staff to child ratio will be 1:2  regardless of age.   Students and volunteers will not be counted within the ratio when going on an outing.

· As a childcare all equipment for the outings will comply with European/British Standards and will be forward facing wherever possible  to promote language with the children.

· We will have access to agency staff to cover absences through sickness or personal circumstances.   All staff providing cover must comply with the Local Authority vetting agreements, e.g. agency staff will be used if the agency is meeting the criteria laid down by the  Personnel Department
· Somerville Nursery School staff are employed to work directly with the children, but we will expect staff to undertake cleaning during the day to keep a healthy and hygienic environment for the children.  At no time must the standards of cleanliness slip during the time children are in our care.  The main cleaning and other domestic roles will be undertaken by staff employed for this purpose.

· We will ensure that every child is registered when arriving at Somerville Nursery School.  This will include the name, age, the time of their arrival. On leaving the register will identify the time they left.  The register must be accurately maintained at all times to ensure if there is an emergency, we will know who is on the premises to support the emergency services.  Staff will be recorded on the register to identify who is caring for the children at a particular time.

· All visitors (with the exception of parents) are to record the time of their arrival and departure.  At no time are visitors to be admitted to Somerville Nursery School without the knowledge of the Head Teacher or in his absence, the Assistant Head Teacher.

