Beechoak Farm Montessori Pre-school

Employment
2.1 Safer Recruitment, Induction & Training

Policy statement

We provide small groups sizes and adhere to ratios in line with the
EYFS welfare requirements. We ensure that all children at
Beechoak Farm have sufficient individual attention, care and education of a high quality.
All staff are appropriately qualified and checks are carried out through the Disclosure and
Barring Service to ensure they are suitable. All staff are sent through an induction
process where they are briefed about the children, our policies and procedures,
curriculum, daily practice and expectations.

Vetting & staff selection

e We promote equality of opportunity by using non-discriminatory procedures for
recruitment and selection.

o All applicants are chosen on their suitability for the role. During interview applicants
are asked about their educational history, work history including gaps, CV's are
accepted along with a completed application form. Applicants will not be placed at a
disadvantage by imposing conditions or requirements that are not justifiable.

e We follow the requirements of the Early Years Foundation Stage and Ofsted guidance
on checking the suitability of all staff and volunteers who will have unsupervised access
to children. This includes obtaining references prior to employment and ensuring they
have a satisfactory enhanced criminal records check with barred list(s) check through
the DBS. This is in accordance with requirements under the Safeguarding Vulnerable
Groups Act (2006) and the Protection of Freedoms Act (2012) for the vetting and
barring scheme.

e Acceptable references must be received prior to the start of the applicant joining.
Employment will be delayed if suitable references have not been acquired. References
must adhere to the following guidelines:

- Must not be open references e.g. to whom it may concern.

- Applicants will not be allowed to obtain their own reference.

- At least one refence must be obtained from the applicants current employer,
training provider or educational setting, and must be completed by a senior person
with appropriate authority.

- References will not be accepted from the applicants family member.

- References must include clarification of the applicants most recent period of
employment.

- Electronic references will be checked to ensure they originate from a legitimate
source.



- References containing vague or insufficient information will be clarified with the
referees.

- Information contained in references will be checked against the information
contained on the application form.

- Any concerns will be resolved satisfactorily prior to employment commencing.

Each staff member has a job description that sets out roles and responsibilities. All

staff are expected to attend a playdate before being offered the position. We keep all

records relating o the employment of our staff and volunteers; in particular those

demonstrating that suitability checks have been done, including the date of issue,

name, type of DBS check and unique reference number from the DBS certificate, along

with details of our suitability decision.

Volunteers do not work unsupervised.

Apprentices will only work unsupervised on limited occasions for short periods of time

and only once we feel they are capable and competent to do so.

A member of staff without a cleared DBS will not work unsupervised, they will also not

change nappies or toilet the children even with supervision.

Our staff are expected to disclose any convictions, cautions, court orders, reprimands

and warnings which may affect their suitability to work with children - whether

received before, or at any time during, their employment with us.

Where we become aware of any relevant information which may lead to the

disqualification of an employee, we will take appropriate action to ensure the safety of

children. In the event of disqualification, that person's employment with us will be

terminated.

Staff Induction

Staff have a three month probation period, during which they are assigned a mentor
and are closely monitored to ensure their suitability to the role. Inductions include the
following

- Introductions to all staff, including the proprietors, management and temps.

- Tour of the setting including health and safety and fire procedures.

- Reading all policies and procedures and EYFS welfare requirements.

- Introductions to parents, especially parents of allocated key children.

- Familiarising them with any information necessary to enable them to support

their key children, e.g. dietary requirements, special needs.

- Details of tasks and routines to be completed daily.

- Meetings with key co-ordinator's for example - safeguarding, SENCo.

- Completion of designated e-modules relevant to role.
Successful completion of the induction forms part of the probationary period.

Training & staff development

¢ Manager and all senior staff hold at least a full and relevant Level 3 or above
qualification. At least half of our other staff members hold a full and relevant
Level 2 qualification.



o All staff receive regular training. We provide our staff with induction training
during their probation period. This induction includes our policies.

e We hold regular supervision meetings with staff members.

e We have an ongoing commitment to ensuring that all of our staff hold an in date 12
hour paediatric first aid certificate.

e We are committed to recruiting, appointing and employing staff in accordance with
all relevant legislation and best practice.

Staff absence

e We have a bank of temporary staff that we use regularly o cover sickness and
holidays to ensure that they are familiar to the other staff, children and parents.
We do not use temping agencies.

e Our Officer-in-Charge organises our staff annual leave so that ratios are not
compromised.

e Where staff are unwell and take sick leave in accordance with their contract of
employment, we organise cover to ensure ratios are maintained.

e Sick leave is monitored and action is taken where necessary, in accordance with the
individual's contract of employment.
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