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Staffing and Employment Policy

Aims:

· Taunton Opportunity Group is committed to ensuring that there is a rigorous vetting and interviewing procedure for the employment of new staff members.
· TOG will not employ anyone who is disqualified or who lives in the same household of someone who is disqualified.
· TOG is committed to ensuring that their staff has the relevant experience and skills to work with young children with special educational needs and meet the suitability criteria.
· TOG is committed to ensuring all staff work within The Early Years foundation Stage and that the children learn and develop well and are kept healthy and safe.
· TOG is committed to providing a good adult – child ratio of 1:3.
· Confidentiality is of vital importance. All staff and new staff need to read this in conjunction with the Safeguarding Policy and procedure and sign to say they have read both.

Staff Appointments/Safer Recruitment:

· Play leader posts are advertised through the local press and internet.
· Job advertisements emphasise the need for experienced staff with at least level 3 qualification in Early years and on the condition that they have a satisfactory criminal record check issued by the DBS.  TOG will check the DBS with the online service.
· Two written references are also required and their authenticity checked, a full employment history is requested.
· A record of a staff member’s DBS is kept in their personnel file with just the unique reference number, date of issue, date seen by Manager and Managers signature. 
· TOG is committed to equal opportunities and would consider interviewing all applicants with the relevant qualifications and experience.
· Staff require English, Maths and a Science qualification to be able to study an Early Years Course.
· Job descriptions are available for each post.
· All TOG staff have a minimum of a relevant level 3 qualification.
· Right to work

Staff Appointments – Safer Recruitment (continued):

· Successful candidates are informed that the post is subject to him or her having a successful enhanced disclosure and references. The candidate will not be able to start working at TOG until all relevant checks have been completed and received. 
· Successful candidates must complete a self-certification medical suitability form, a self-declaration form and a consent or not to photos being used on TOG website or foyer, relevant qualification certificate which will be checked.
· All staff are required to be committed to TOG’s aims and policies.
· Staff members are encouraged to disclose news regarding pregnancy as early as they can so that a risk assessment can be carried out. New staff members should inform the committee if they have given birth within the previous six months or if they are breast feeding and again a risk assessment would be carried out.
· Staff work 39 weeks a year and any annual leave is expected to be taken during the school holidays and not during term time.
· Staff records will be kept in a locked filing cabinet in the office. When staff leave TOG will keep the records for 6 years and then dispose of safely. 
· TOG will dispose of any correspondence safely and as soon as the decision is made when a job applicant is unsuccessful.

Equal Opportunities:

· TOG is committed to equal opportunities for all its staff members and any accusation regarding any forms of abuse including racial, sexual harassment and bullying would be rigorously investigated.
· Individual needs regarding culture, faith, medical needs etc would be met as long as they did not contravene any policies or pose a safeguarding issue to the children. .

Absent Staff Procedure:

· If staff are absent from work due to illness or other, they need to phone in/email.
· All staff will need authorisation with regards to compassionate leave from the Manager or Deputy as soon as possible.
·  Staff need to keep in touch with the Manager/Deputy weekly until they return to work.
· If off ill staff need to ensure TOG receive a self-certification within the first week of illness.
· If staff are still off work ill after a week the Manager or Deputy would conduct regular ‘care and concern interviews to discuss a possible course of action, these meetings will be recorded and kept in employees’ records. Employees may choose to be accompanied for these meetings. The Manager may also choose to be accompanied by the Deputy.
· In case of long term absence, regular medical assessments must be sought.
· Where there is a doubt regarding an employee’s ability to return to work on a permanent basis advice must be sought from the Chairperson of the Committee.
· On returning to work all employees will have a return-to-work interview with the Manager, this will enable the Manager to discuss any assistance that maybe given to enable an employee to return to work or to prevent further absence occurring. A record of these meetings will be kept in the employees file.

Resignation

 Employees may choose to resign at any time from their employment, they are required to give their contractual notice.

Staff Disciplinary Procedures:

· Any staff member arriving at work and found to be under the influence of alcohol or drugs would be sent home and a written warning given.
· TOG has a grievance procedure which would be adhered to if disciplinary procedures were required or a staff member made a formal complaint about another employee.
· TOG have a whistle blowing Policy.
· TOG has a Complaints Policy for Parents and written complaints received from parents will be recorded and investigated (please see complaints policy).
· A staff member accused of an incident of child abuse would be suspended whilst the investigation was ongoing (please see TOG’s Safeguarding Policy and Procedures).

Induction:

· A period of induction is provided for all new staff.
· Where possible they are given opportunities to shadow other staff before taking on responsibilities.
· New staff are given copies of all TOG’s policies and procedures.
· Staff are particularly encouraged to attend training on Universal Communication, Safeguarding Children and First Aid.
· Dates are set for support meetings between the new member of staff and Manager at the end of the first week and thereafter weekly or monthly as jointly decided upon. 
· Staff will sign in and sign out every day and these records are kept in a file.
· TOG staff can agree to have their photo displayed on TOGs secure website and displayed in the front foyer. We will ask for their permission during the first day of their induction.  If a member of staff does not want to have their photo displayed then TOG will oblige
· Staff have files kept on the premises in a paper format in a locked file in the office, staff are welcome to look at their own file upon request to the Leader.
· Once they leave TOG all staff records will be destroyed, after a retention period for tax purposes, securely and deleted from our webpage.

Key Persons:

· Play leaders act as key Persons to individual children and are responsible for helping their key children settle into the Group and keep observations on them.

· Parents are notified as soon as possible who their key Person is and are welcome to talk to them at the beginning or end of each session, there is also a photo wall of their key Person and their children as you enter the playroom. 





Staff Appraisals/Supervision:

· Staff appraisals are carried out yearly.
· Staff complete their own appraisals and discuss these with the Manager during a 1:1 meeting.
· Staff set themselves targets to achieve in the coming year.
· Review meetings can be arranged as needed.

Training:

· Staff are encouraged to take up training opportunities throughout the year.
· TOG may occasionally close for in house training and will give parents advanced notice of this.

Staff Meetings:

· Staff meetings are held weekly so that staff are kept informed of meetings, visitors, training opportunities etc.
· Planning meetings are held weekly to enable the team to evaluate the week, then plan appropriately for the children the following week and to discuss any issues that arise.

Adult-Child Ratios:

· TOG ensures that the Group adheres to condition of one adult to every three children, which is within the registration requirements.
· Valid adults in this ratio are those who have had a satisfactory enhanced disclosure are over the age of eighteen and trained to level 3 in early year’s childhood studies.
· Staff waiting for their clearance and suitability checks, are not left unsupervised with children.
· Apprentices are included in TOG ratio’s whilst being guided by our level 3 experienced staff. They go to college one day a week. This is in line with the EY Statutory framework Sept 2023.
· Students are not included in the adult-child ratio and are not left unattended with children.

Contingency Arrangements:
· TOG tries very hard to cover staff absences due to illness or appointments.
In situations where correct ratios cannot be achieved TOG will close. 

  This policy will be reviewed annually. 
  Date of this review: August 2026
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Procedures for Employment

Identified Need
l
Committee/Manager
l
Draw up Job description, Person specification,
Application form
l
Advertise within local community
l
Send out application form, job description,
person specification and setting’s prospectus
l
Shortlist by Team/Deputy leader/Chairman or Treasurer
l
Interviews
Invite selected applicants for interview, ask them to bring their original qualifications certificates and any training records – invite candidates to visit our setting as part of the interview process, maybe ask them to take part in an activity with child/children.
l
Arrange and decide on format for the interviews and how applicants will be notified of the outcome
l
Arrange to inform unsuccessful applicants
(include two positive comments and one negative for not getting the job)
						   l
Take up references
l
Successful applicant to be issued with the following:
Contract, induction process which will include all policy and procedures,
Time to learn about their new role
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