
General Welfare Requirement: Suitable People 

Providers must ensure that adults looking after children, or having unsupervised access to them, 
are suitable to do so. 
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4.1 Employment and staffing 
(Including vetting, contingency plans, training and development) 

 

EYFS Key Themes and Commitments 
A Unique Child 1.3 Keeping Safe 
 1.4 Health and Well-being 
Positive Relationships 2.2 Parents as Partners 
 2.4 Key Person 
Enabling Environments 3.2 Supporting Every Child 
 3.4 The Wider Context 
 

Policy Statement 
We provide a staffing ratio in line with the Welfare requirements of the Early Years Foundation Stage to 

ensure that children have sufficient individual attention and to guarantee care and education of a high 

quality.  Our staff are appropriately qualified and we carry out checks for criminal and other records 

through the Disclosure and Barring Service in accordance with statutory requirements. 

 

Procedures 
Ratios  

 To meet this aim we use the following ratios of adult to children: 

 children aged two years of age: 1 adult : 4 children; and 

 children aged three to five: 1 adult : 8 children. 

 We use a key person approach to ensure that each child has a named member of staff with whom to 

form a relationship and who plans with parents for the child's well-being and development in the 

setting. The key person meets regularly with the family for discussion and consultation on their child's 

progress. 

 We hold regular staff meetings to undertake curriculum planning and to discuss children's progress, 

their achievements and any difficulties that may arise from time to time. 

 

Vetting and staff selection 

 We work towards offering equality of opportunity by using non-discriminatory procedures for staff 

recruitment and selection. 

 All staff have job descriptions which set out their staff roles and responsibilities. 

 We welcome applications from all sections of the community.  Applicants will be considered on the 

basis of their suitability for the post, regardless of marital status, age, gender, culture, religious belief, 

ethnic origin or sexual orientation.  Applicants will not be placed at a disadvantage by our imposing 

conditions or requirements that are not justifiable. 
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 We use Ofsted guidance on obtaining references and enhanced criminal record checks through the 

Disclosure and Barring Service for staff and volunteers who will have unsupervised access to children. 

This is in accordance with requirements under the Safeguarding Vulnerable Groups Act 2006 for the 

vetting and barring scheme. 

 We keep all records relating to employment of staff and volunteers, in particular those demonstrating 

that checks have been done, including the date and certificate number of the DBS check. 

 

Changes to staff 

 We inform Ofsted of any changes in the person responsible for our setting. 

 

Training and staff development 

 All of our practitioners hold Level 2 and above qualifications in Early Years and Childcare. 

 We provide regular training to all staff. 

 Our setting budget allocates resources to training. 

 We provide staff induction training in the first week of employment.  This induction includes our Staff 

Handbook, Health and Safety Policy and Safeguarding Policy.  Other policies and procedures will be 

introduced within an induction plan. 

 We support the work of our staff by holding regular supervision meetings and appraisals. 

 We are committed to recruiting, appointing and employing staff in accordance with all relevant 

legislation and best practice. 

 

Managing staff absences and contingency plans for emergencies 

 Where staff are unwell and take sick leave in accordance with their contract of employment, we 

organise cover to ensure ratios are maintained. 

 Sick leave is monitored and action is taken where necessary in accordance with the contract of 

employment. 

 We have contingency plans to cover staff absences, as follows: 

If a staff member is unwell, they will call the Manager who will arrange cover.  Staff should telephone 

the Manager as early as they can on the morning so that cover can be arranged.  
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4.2 Whistle blowing 
 

EYFS Key Themes and Commitments 
A Unique Child 1.3 Keeping Safe 
 1.4 Health and Well-being 
Positive Relationships 2.2 Parents as Partners 
 2.4 Key Person 
Enabling Environments 3.2 Supporting Every Child 
 3.4 The Wider Context 

Policy Statement 
 

The Horseshoe Community Pre-school has in place procedures which enable a member of staff to raise a 

grievance relating to their employment, to ensure the working environment is free from harassment and 

bullying.  This policy is intended to cover concerns, which include: 

 Conduct which a member of staff may consider to be a criminal offence; 

 Health and safety risks, including risks to the public as well as other staff; 

 Possible fraud or corruption; 

 Breaches of procedures; 

 Failure to comply with legal obligations; 

 Sexual, physical or verbal abuse of children, parents, staff or any other behaviour which a member of 

staff genuinely finds unacceptable or inappropriate; 

 Other unethical conduct; 

 The deliberate concealing of information relating to any of the above matters. 

 

In short, any serious concerns that a member of staff has about any aspect of their employment can be 

reported under this policy. 

 

These procedures are in addition to any other statutory reporting procedures that may be applicable. 

 

Protection 

This policy makes it clear that staff can speak up without fear of harassment, victimisation (including 

informal pressure), discrimination or disadvantage.  Any investigation into allegations of potential 

malpractice will not influence or be influenced by any disciplinary or other procedures that already affect 

the member of staff.  There will be no “come back” if a member of staff reasonably believes that they have 

made a disclosure in good faith. 
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Roles and responsibilities 

The Horseshoe Community Pre-school accepts that the decision to report a concern can be very difficult 

and uncomfortable.  We are committed to supporting individuals through the process and protecting them 

from any “come back”, victimisation or harassment.  Concerns reported to Kerry O’Neill (DSL) or Carol 

Clisby (DDSL) will be taken seriously and treated sensitively.  Staff who genuinely believe that people they 

work with are behaving in a way that seems wrong or have a serious concern about an aspect of service 

will be doing their duty and acting in the public interest by speaking out. 

 

How to raise a concern 

The procedure seeks to encourage and enable individuals to disclose information through appropriate 

channels first, rather than going directly to an outside person.  As a first step, concerns should normally be 

raised with Kerry O’Neill.   However, this depends on the seriousness and sensitivity of the issues involved 

and who is suspected of any wrongdoing.  Staff can raise concerns with The Chair of the Committee as a 

second option.  Concerns may be raised verbally or in writing.  If staff are unable to talk to Kerry O’Neill, 

the Chair of the Committee or they feel the complaint needs to be escalated they should speak to Duty 

LADO 0300 123 1650, email lado@scc.gov.uk or Ofsted Whistle blowing 0300 123 3155 (Monday-Friday 8 

am-6pm), by post to WBHL, Ofsted, Piccadilly Gate, Store Street, Manchester, M1 2WD email 

whistleblowing@ofsted.gov.uk. 

 

Staff who wish to make a written report are advised to set out 

 The background and history of the concern; 

 Give names, dates and places, where possible; 

 The reasons for making the disclosure. 

 

This will make the investigation easier to complete.  Although a member of staff is not expected to prove 

beyond doubt the truth of the allegation, they will need to demonstrate that they have an honest and 

reasonable suspicion that malpractice has occurred, is occurring or is likely to occur. 

 

Procedure 
The Horseshoe Community Pre-school will respond to any concerns raised.  In order to protect a member 

of staff who raises a concern and those accused of wrong-doing, initial enquiries will be made to decide 

whether an investigation is appropriate and, if so, what form it should take.  Concerns or allegations which 

fall within the scope of specific procedures (for example, conduct or discrimination issues) will normally be 

referred for consideration under these procedures.  Some concerns may be resolved by agreed action 

without the need for investigation.  If urgent action is required, this will be taken before any investigation 
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is conducted.  Staff will be told how The Horseshoe Community Pre-school proposes to deal with a concern 

within ten working days of the concern being brought to its attention. 

 

Confidentiality 

All concerns will be treated with confidence and every effort will be made not to reveal a staff member’s 

identity. 

 

4.3 Induction of staff, volunteers and managers 
 

EYFS Key Themes and Commitments 
A Unique Child 1.3 Keeping Safe 
Positive Relationships 2.4 Key Person 
Enabling Environments 3.4 The Wider Context 
 

Policy Statement 
We provide an induction for all staff, volunteers and managers in order to fully brief them about the 

setting, the families we serve, our policies and procedures, curriculum and daily practice. 

Procedures 
 Staff and volunteers are issued with a staff handbook and as part of the induction procedure we 

implement the following: 

 Ensuring our policies and procedures have been read and are carried out. 

 Introduction to parents, especially parents of allocated key children where appropriate. 

 Familiarising them with confidential information where applicable in relation to any key children. 

 Details of the tasks and daily routines to be completed. 

 The induction period lasts three weeks. The manager inducts new staff and volunteers. The 

chairperson or senior manager inducts a new manager. 

 During the induction period, the individual must demonstrate understanding of and compliance with 

policies, procedures, tasks and routines. 

Successful completion of the induction forms part of the probationary period. 

4.4 Student placements 
 
EYFS Key Themes and Commitments 
A Unique Child 1.3 Keeping Safe 
Positive Relationships 2.4 Parents as Partners 
Enabling Environments 3.4 The Wider Context 
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Policy Statement 
 
This setting recognises that qualifications and training make an important contribution to the quality of the 

care and education provided by early years settings. As part of our commitment to quality, we offer 

placements to students undertaking early years qualifications and training. We also offer placements for 

school pupils on work experience. 

 

We aim to provide for students on placement with us experiences that contribute to the successful 

completion of their studies and that provide examples of quality practice in early years care and education. 

Procedures 
 We require schools placing students under the age of 17 years with the setting to vouch for their good 

character. 

 We supervise students under the age of 17 years at all times and do not allow them to have 

unsupervised access to children. 

 Students undertaking qualification courses who are placed in our setting on a short term basis are not 

counted in our staffing ratios. 

 Trainee staff employed by the setting may be included in the ratios if they are deemed competent. 

 We take out employers' liability insurance and public liability insurance, which covers both trainees and 

voluntary helpers. 

 We require students to keep to our confidentiality policy. 

 We co-operate with students' tutors in order to help students to fulfil the requirements of their course 

of study. 

 Student Mentors Kerry O’Neill and Carol Clisby. 

 Students do not take the children to the cloakroom/toilets. 

 Students are not permitted to open the main door of the pre-school to visitors. 

 We provide students, at the first session of their placement, with a short induction on how our setting 

is managed, how our sessions are organised and our policies and procedures. 

 We communicate a positive message to students about the value of qualifications and training. 

 We make the needs of the children paramount by not admitting students in numbers that hinder the 

essential work of the setting. 

 We ensure that trainees and students placed with us are engaged in bona fide early years training, 

which provides the necessary background understanding of children's development and activities. 

 
 
 



8 
 

4.5 Mobile telephones and social networking sites Policy 
 
EYFS Key Themes and Commitments 
A Unique Child 1.3 Keeping Safe 
Positive Relationships 2.4 Parents as Partners 
Enabling Environments 3.4 The Wider Context 
 

Policy Statement 
 

Staff members are asked not to be “friends” with parents/carers on social networking sites including 

Facebook, Twitter or Instagram.  The relationship with parents/carers must always be a professional one 

and not a personal one whilst the child attends pre-school. 

Due to the progression of social networking sites and other media entities, it has become easier to pass on 

information without intentionally realising it.  We have therefore set up the following procedures for 

parents and staff to follow whilst involved with the pre-school. 

 

Staff and parents will abide by this policy at all times. 

Procedures 
 
Mobile telephone 

 All mobile telephones are to be kept in the staff member’s coat or bag in the cupboard and are asked 

not to answer them during working hours as this affects child : staff ratios. 

 Mobile telephone calls may only be taken in staff members’ own time. 

 Staff may use the pre-school’s telephone in a personal emergency. 

 Individual staff members will ensure that up to date contact details are given to the pre-school; that 

their families/schools are aware of the work number, 07814 791528, in emergency situations. 

 During outings, nominated staff members will have access to the pre-school’s telephone, which is used 

for emergency purposes only. 

 Photographs can only be taken on the pre-school telephone when the camera or iPad is not working. 

 In the case of the pre-school telephone malfunction the Manager’s or Deputy’s phone will be used 

instead. 

 Parents and visitors will be asked to keep their telephones in their bag/pocket for the duration of their 

visit.  If they need to make/take a call they will do so outside the setting. 

 

Social Networking Sites 

 Please do not post comments on the sites that could be construed to have an impact on pre-school’s 

reputation.  This includes the use of the pre-school’s name. 
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 Please do not post anything onto any social networking site such as ‘Facebook’ that would offend any 

other staff member or parent/carer using the pre-school. 

 Our confidentiality policy must be adhered to at all times, even outside of working hours. 

 If a problem occurs at pre-school, please discuss this with a member of staff rather than on a social 

networking site. 

 Photographs taken during pre-school occasions which include children, other than your own, are not to 

be posted on any social media sites e.g. sports day and Nativity.  This is a breach of confidentiality as 

permission needs to be sought from parents/carers.  

 

If any of the above points are found to be happening then the member of staff involved will face 

disciplinary action, which could result in dismissal. 

 

4.6 Policy for DBS checks and disclosures 
 
EYFS Key Themes and Commitments 
 
A Unique Child 1.3 Keeping Safe 
Positive Relationships 2.2 Parents as Partners 
Enabling Environments 3.4 The Wider Context 

 
All staff, senior committee members and regular parent helpers will be asked to have a DBS Disclosure. 

The Horseshoe Community Pre-school will assist in the online application process, via our umbrella 

company Online Disclosures.   

 

Disclosure information will be kept securely in a lockable filing cabinet with access strictly controlled and 

limited to the Manager, Deputy and the Administrator. 

 

In accordance with section 124 of the Police Act 1997, Disclosure information is only passed to those to 

whom Disclosures or disclosure information has been revealed and it is a criminal offence to pass this 

information to anyone who is not entitled to see it. 

 

Disclosure information is only used for our specific purpose and for which the applicant’s full consent has 

been given. 

 

Once a recruitment decision has been made, we will keep a record of the number.  The same process will 

apply when a parent has a disclosure.  We will not hold any disclosure information on any parent whose 

child has left.  Your information will only be held whilst your child is with us.  
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4.7 Recruitment Policy and Procedures 
 

EYFS Key Themes and Commitments 
A Unique Child 1.2 Inclusive Practice 
 1.3 Keeping Safe 
Positive Relationships 2.3 Supporting Learning 
 2.4 Key Person 
Enabling Environments 3.4 The Wider Context 
 

When a vacancy occurs at Pre-School we will follow the Surrey County Council guide to the recruitment of 

staff and the Statutory Framework for the Early Years Foundation Stage. 

 

All Early Years Practitioners working with children at The Horseshoe Community Pre-School are expected to 

have Level 2 or above Early Years qualifications.  They attend Early Years paediatric first aid and will 

complete a Safeguarding Children Course.    

 

We are an equal opportunities employer and actively promote a diverse workforce that values people for 

their differences.  If requested we can provide application forms in different languages and alternative 

formats. 

 

We will advertise a vacancy in a wide area, through personal networks and the local press so that it will be 

accessible to everyone.  The advert will contain our address, telephone number and email address so 

people can contact us in the way that suits them best.  We will send out an application pack which will 

include an application form, job description and the Pre-School Prospectus. 

 

The Pre-School Committee will then make a short list of suitable candidates and invite them to attend an 

interview.  We will say when, where and how long the interview will be.  We will provide a map if 

necessary.  We will advise the candidates what documents to bring.  We will ask the candidates if they 

have any special needs which we will cater for. 

 

The interview panel will be the Pre-School Chair or elected official, another Committee member and the 

Pre-School Manager.  The questions will be prepared before the interview.  A detailed record of the 

interview will be kept until all the recruitment process has been completed.  If requested, we will offer 

feedback on the interview for those who have been unsuccessful.  After a selection has been made we will 

inform the candidates of our decision as soon as possible. 
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The successful candidate will be asked to supply two written references, their full employment history, 

qualifications and identity checks.  Applicants will have an Enhanced DBS check.  Each applicant is required 

to complete a Health Declaration before commencing work at the pre-school.  The contract will be agreed 

and signed before the applicant joins the group and will include the employee agreeing to inform the group 

of any major changes which might affect their ability to care for the children.  These include the use of 

alcohol or any other substances, prescription or over the counter drugs for medicinal purposes if they 

know that the effects might impair their physical/mental health, they have a duty to inform the Manager. 

 

The contract will also cover the main terms and conditions of employment. 

 

Employees will be expected to sign an update document on an annually basis to declare any convictions 

and/or cautions; as well as court orders which may disqualify them from working with children or affect 

their suitability to do so. The contract will specify that employees will have to notify Pre-School if they are 

disqualified from working with children whilst employed by us. 

 

All new staff/students/volunteers will follow our Staff induction plan to raise awareness of operational 

issues, policies and procedures.  Staff will attend regular training and regular staff meetings.  They will be 

paid for their time.  All new staff will have a Buddy assigned to them when they join us. 


