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Staff Management At TOG
Staffing Structure                                                
· The team is led by the Manager, who is responsible for leading the staff in 
planning learning opportunities for the children and in providing a quality provision.
· The Manager acts as line manager to all the staff employed by TOG and reports
on the group’s activities to the Management Committee at committee meetings.

Opportunities for Staff Management Include:

· Weekly planning and staff meetings.
· Yearly appraisal meetings and review meetings.
· Informal meetings at the beginning and end of each session.
· Staff deployment rotas.

Induction of New Staff

· The Manager/Deputy will mentor the new staff members.
· Time will be allocated for staff introductions and familiarisation of building, equipment and resources.
· Time will be allocated to go through role and job description and policies and procedures to clarify protocols.
· New staff will be able to shadow the Deputy Leader and other Play Leaders for an initial period.
· New staff will be given a reduced number of key children initially.
· Training will be obligatory in universal communication, first aid and Safeguarding. We will also advise on children’s individual needs/disability.
· There will be a review meeting with the Manager and Deputy Leader at the end of the probationary period.



The Manager has direct responsibility for:

· Day to day management of the Group, Admissions
· Implement Safeguarding and Welfare requirements of the Early Years Foundation Stage.
· Designated Lead for Safeguarding.
· Ensure statutory 2 yr old Progress Checks are completed and shared.
· Oversee Implementation of all Policies and works with Deputy to deliver an appropriate curriculum to children 0-5.
· Staff Management. Work with Deputy to support staff to develop SEN Support Plans.
· Working in partnerships with parents to help develop their child’s learning.
· Multi-professional liaison and other setting when children are dual placed.
· Line Manage Deputy Leader
· Making Early Years High Need audit applications.
· Key Person for individual children
· Prepare team for Ofsted and implement actions required following an inspection.
· Special educational needs.
· Work closely with Management Committee.
· Ensure safe recruitment processes are put in place.
· Mentoring new members of staff and guiding them through the induction process.


The Deputy Leader has direct responsibility for:
· Deputising for the Manager in their absence.
· Curriculum Evaluating and Planning.
· Mentoring students and organising placements.
· Supporting the MSU specialist in running workshops and training.
· Contributing and helping to run parent workshops.
· Updating all policies and procedures, yearly or as legislation changes, including behaviour, confidentiality, safeguarding.
· Key Person to individual children.
· Support staff and helping them to develop Support Plans identifying specific targets.

The Play Leaders have direct responsibility for:
· Acting as Key Person to individual children.
· Preparing the play rooms and organising activities.
· Leading story and singing time.
· Record keeping.
· Liaising with Parents of their Key children.
· Keeping Manager/Deputy updated on parent information.
· Contributing to planning meetings.
· Working on individual targets with their Key children.
· There may also be additional responsibilities: Health and Safety, Enco and person responsible for fire procedures.

The Multi-Sensory Specialist has direct responsibility for:
· Arrange children’s visits to the MSU.
· Planning and implementing appropriate individual MSU programmes.
· Home visits.
· Liaising with professionals.
· Check safety of the equipment.
· Providing training on MSU issues.
· Developing the MSU.

The Manager/Deputy has direct responsibility for:
· Signing staff, children and volunteers into the daily register.
· Ensure all students and visitors to TOG sign in and out.
· Signing children into the daily register.
· Collecting and banking fees, donations, grants and fund raising, cheques etc.
· Distributing and collecting early years entitlement forms etc…
· Petty cash accounts.
· Giving out time sheets and travel expenses to staff and collating them for the treasurer.
· Administrative tasks as requested for staff i.e. typing reports, photocopying etc.
· Ordering of equipment.

The Cleaner has direct responsibility for:
· Cleaning the building to a high standard.
· Returning cleaning fluids to locked cleaning cupboard.
· Identify when cleaning materials need replacing.
· Informing the Manager of any concerns or issues.
· Securing the premises.

  This policy will be reviewed annually. 
  Date of this review: - August 2026
   Last Review: - September 2025
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