[image: A picture containing text, clipart

Description automatically generated]                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
Staffing and Recruitment Policy 


	Policy number
	16

	Written by
	Paula Stevens

	Effective date
	March 2026

	Review date
	March 2027

	Contact person
	Paula Stevens – Manager
Debbie Downes – Deputy Manager
Christine Hayward – Chair of Committee



We aim to attract and select the best possible staff members who are suitable for the role. Our safer recruitment practices ensure that all staff, volunteers, and students are suitable to work with children, and that robust checks are completed before any appointment is confirmed. We follow all current UK legislation, statutory guidance and best practice to create a safe, nurturing environment where children can thrive. Safeguarding it at the heart of every stage of our recruitment process. 

As a setting we will:
· Have public liability insurance to protect everyone in our setting.
· Provide a staff ratio in line with the standards of the EYFS to ensure we can provide high quality care and education and meet children’s needs and ensure their safety.
· Ensure we have sufficient qualified staff on duty at all times, including at least one trained in paedactric first aid 
· Ensure there is always at least one staff member trained in peadactric first aid on any trips out. 
· Have a robust procedure for recruiting new staff.
· Ensure our manager is trained in ‘Safe recruitment’.
· Ensure all job adverts follow our ethos on equal opportunities and show no discrimination at any point of the process.
· Enclude a statement on safeguarding within our job advert. 
· Provide all applicants with a job application pack making clear what the role intails, what skills are needed, how to apply and how our recuitment process works.
· Only accept our own application forms (no CV’s will be accepted).
· Identify and reject prospective applicants who are unsuitable to work with children.
· At the interview stage; ask all applicants the same questions in order to fairly judge which candidate will best suited to the role.
· Ensure a two person interview panel.
· Carry out employment checks of the successful applicant to ensure they are suitable to work with children, that they can prove their identity and that they are eligible to work in the UK.
· Practitioners qualifications checked against DfE list to ensure it meets EYFS criteria.
· Obtain two references, one from last employer or training provider to ensure that only suitable individuals are recruited.
· Only accecpt references that are addressed to us personally and check emails come from a legitimate source. 
· Only accepted references from a senior person within the organisation so we can clarify information given to us is correct information.
· Follow up on any gaps in employment or any concerns so only suitable people are offered the role.
· Ensure all new staff are not left alone with children or help them with their personal care until they have obtained an emhanced criminal records check, which shows there is no reason they cannot work with children.
· Keep records on all staff relating to their employment, such as qualifications, identity checks,and vetting processess that have been completed, including DBS check numbers, and their emergency contact details.
· Make a referral to the Disclosure and Barring Service if an employee is dismissed or would have been had they not left the setting first because they have harmed or put a child at risk or harm.
· Inform Ofsted when a new manager is employed and when a new Chair of the committee is appointed within the statutory timeframe.
· Ensure our manager monitors all new staff with support from the rest of the team.
· Provide an induction programme for all new staff to help support them in their new role, and include an induction meeting during their second week to discuss how they are getting on and if they feel they need extra support or training in any area.
· Give all staff the pre-school’s code of conduct which sets out our settings rules and protocol.
· Not allow any staff members to work under the influence of alchohol or any other substance.
· Have a contingency plan to cover staff absences when necessary, ensuring the safety of the children. 
· Will follow our legal responsibilities, including fair and equal treatment of all employees.
· Request staff to update their emergency contacts annually. 
· Carry out ongoing suitablitiy checks annualy and within supervision meetings.
· Ensure all staff understand and follow all our policies and procedures, particularly the safeguarding children, and whistleblowing. 
· Ensure we see confirmation of qualifications and DBS checks of any agency staff before they can work at our setting.
· Ensure all students have a Paediatric first aid training before they can be counted in ratios.


Our staff will:
· Follow all our settings policies and procedures.
· Follow the rules and protocol in the staff code of conduct.
· Attend monthly staff meetings, which include updates, discussions, and training.
· Attend staff supervision meetings with their manager so they can be supported in their role and discuss their key children’s progress.
· Attend annual appraisal meetings to analyse their performance and discuss plans for further training and development.
· Regularly attend training to improve their knowledge and practice, either online, in person or in house.
· Disclose any convictions cautions, court orders, reprimands and warnings received before or during their employment that may affect their suitability to work with children.
· Supervise volunteers and contractors until all suitability checks are complete.
· Support new staff, students and volunteers, valuing their contribution to our setting.
· Work together as a team to ensure a happy, healthy working environment.

Other Policies that link to this one:
Safeguarding Policy
Whistleblowing Policy

The Pre-school takes guidance from the following:
· Statutory framework for the early years foundation stage 2024
· Equalities Act 2010
· Employment rights act 2025
· Ofsted – www.ofsted.gov.uk
· Acas (Employment law) www.acas.org.uk/
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