General Welfare Requirement: Suitable People
Providers must ensure that adults looking after children, or having unsupervised access to them, are suitable to do so.

[bookmark: Employment]Employment
Safe Recruitment, Employment and Staffing
(Including vetting, contingency plans, training and development)

[bookmark: Policy_statement]Policy statement
Our staff/ long term volunteers and Trustees are vetted for suitability to work with children. We maintain appropriate ratios in line with EYFS (2021) and employ where possible, appropriately qualified staff (qualifications checked using - http://www.education.gov.uk/help/contactus/ta)
Our suitability checks (DBS) for staff and long-term volunteers are done through U Check Recruitment Service, by the manager, in accordance with statutory requirements.
All Trustees complete an EY2 form and checked for suitability by Ofsted.

7 Key features of effective practice

	The best for every child
	High quality care
	The Curriculum
	Pedagogy
	Assessment
	Self- regulation and executive function
	Partnership with Parents

	https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/100 7446/6.7534_DfE_Development_Matters_Report_and_illustrations_web	2_.pdf



[bookmark: Procedures]Procedures
[bookmark: Ratios]Ratios
· To meet this aim we use the following ratios of staff to children:
· children aged two years of age: 1 adult: 5 children; (with 1 staff min level 3 and at least half of other staff level 2)
· children aged three to five years of age: 1 adult: 8 children (with 1 staff min level 3 and at least half of other staff level 2).
· A minimum of two staff are on duty at any one time and at least one will hold a First Aid certificate.
· Children must be within sight and hearing of staff.
· Our key person system ensures that each child has a named member of staff with whom to form a relationship and who is the main point of contact for parents and carers.
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· We hold regular staff meetings to self-evaluate our practice, discuss children's progress and for in house training.


[bookmark: Safe_recruitment:]Safe recruitment:
To ensure that children in our care are looked after by suitable people, we have robust, safe recruitment procedures in place. To this aim, we ensure that:
· Our adverts state that DBS checks will be required for the role.
· Applicants will not start work until DBS check is completed and induction training  completed
· Our adverts state clearly that positions are exempt from the Rehabilitation Offenders Act 1974
· We always use *application forms not CV’s
· A minimum of two people check application forms carefully with special note to gaps between employment to be further investigated at interview.
· We take up references by telephone and email.
· We will obtain at least one written reference for any member of staff
· References will be provided for current and previous employees upon request in a timely manner.
· We will obtain references We check ID – passport, proof of address, driving license etc.
· Early Years Qualifications are checked, and a copy is kept on file
· *We carry out enhanced DBS checks via U CHECK before the applicant starts.
· Interviews are face to face.
· All staff are required to complete a “Suitability to Work with Children” form which is checked by the Manager.
· All staff are required to undergo a probation period of three months.
· All Trustees are required to notify and register with Ofsted via an EY2 form, which includes a DBS check. Trustees cannot serve until the Nominated Person has received a letter of suitability from Ofsted. Trustees are also required to notify and register with Charity Commission and Companies House.
*Students over the age of 16 on placement from a college/university that are with us for more than two weeks, will be DBS checked, as we deem this to be a long-term placement. Students on work experience aged 16 or over from local schools/ colleges, who are with us for less than two weeks, will not have a DBS check, however their school/ college must vouch for their suitability to be with young children and they will be supervised by a member of staff at all times. All students will be given an induction
· We will obtain an enhanced DBS  and barred check list for every person aged 16 and over including all volunteers.
· We will not accept open refences e.g. to whom it may concern
· Not rely on applicants to obtain their reference
· Ensure any references are from the candidate’s current employer, training provider or education setting and have been completed by a senior person with appropriate authority.
· We will not accept references from a family member.
· We will obtain verification of the individual’s most recent relevant period of employment where the applicant is not currently employed.
· We will secure a reference from the relevant employer from the last time the applicant worked with children (if not currently working with cgildren). If the applicant has never worked with children, then ensure a reference is from their current employer, training provider or education setting.
· We will ensure electronic references originate from a legitimate source
· We will contact referees to clarify content where information is vague or insufficient information is provided.
· We will compare the information on the application form with that in the reference and take up any discrepancies with the candidate.
· We will establish the reason for the candidate leaving their current or most recent post and ensure any concerns are resolved satisfactorily before appointment is confirmed.
· We will provide references for previous employees upon request in a timely manner. When asked to provide references, we will ensure the information confirms we were satisfied with the applicant’s suitability to work with children and provide facts (not opinions) of any substantiated safeguarding concerns/allegations that meet the harm threshold*. They will not include information about concerns/allegations wuhich are unsubstantiated, unfounded, false or malicious.
· The harm test is explained in the Disclosure and Barring Service Guidance : Making barring referrals to the DBS and Section35(4) of the Safeguarding Vulnerable Groups Act 2006.
· We will record information about staff qualifications, identity checks and references have been completed. We will keep a record of the criminal records check reference number, the date a check was obtained and the details of who obtained it.
· We will have a procedure to follow to check the suitability of new recruits.
· We will have details of how safeguarding training is delivered and how practitioners are supported to put this into place
· We wil tell staff and prospective staff that they must disclose any information which may effect their suitability to work with children including , but not limited to arrests, charges,convictions, cautions, court orders, reprimands and warnings (wether received before or during their employment at the setting). 
· We will not allow individauls to begin working or volunteering at the setting until we have received the applicant’s enhanced criminal records and barred list check
· Ww will not allow anyone whose suitability has not been checked , including through a criminal records and barred list check, to have unsupervised contact with children being cared for.






[bookmark: General:]General:
· 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.

· All staff are issued with a permanent contract (apart from Bank Staff who work on zero hours contract). Staff are also issued with an Employees Handbook, so that they are clear on our expectations and how they can be supported in their role. Staff are required to sign to indicate that they have read and understood the contents of the handbook.
· All staff complete a 3-month probation period to ensure that they are fully suitable and have the correct aptitude for working with young children.
· We keep all records relating to employment of staff, volunteers, and Trustees.

[bookmark: Disqualification:]Disqualification:
If we become aware of relevant information which may lead to the disqualification of an employee or in the event of disqualification, we will take action to ensure the safety of the children. We will contact the SPOA (Single Point of Advice) to discuss any incidents relating to staff suitability. We will also advise Ofsted with the following; details of any order, determination, conviction or other ground for disqualification from registration. The date of the order, determination or conviction, or the date when the other ground for disqualification arose. The body or court which made the order, determination or conviction and the sentence (if any) imposed. A certified copy of the relevant order (in relation to an order or conviction). The information must be provided to Ofsted at the latest within 14 days of the date we became aware of any information or ought reasonably to have become aware of it, if we had made reasonable enquiries.
A person may be disqualified from registration. Provided may find guidance about disqualification under the Childcare Act 2006 helpful. If a person is disqualified, they must not continue as an early years provider or be directly involved in the management of any early years provision.
The disqualification of an employee or a person living or working at domestic premises where childcare is provided is an example of a significant event.
The registered provider must give Ofsted, the following information about themselves or about any person who lives or is employed in the same household as the registered provider:
Details of any order, determination, conviction, caution, or other ground for disqualification from registration under regulations made under section 75 of the Childcare Act 2006.
Section 76(3) and (4) of the Childcare Act 2006 provides that it is an offence  to employ a person who is disqualified from registration by regulations under section 75 in connection with the provision of early years provision.

[bookmark: Changes_to_staff]Changes to staff
· We inform Ofsted of any changes in the person responsible for our setting – the manager or Nominated Person.

[bookmark: Training_and_staff_development]Training and staff development
· Our Manager, Paige Merrick, who has overall responsibility for the staff and children holds Safeguarding a Level 3 early Years qualification and is also a Designated Safeguarding Lead. We ensure that at least 50% of remaining staff who work with the children hold appropriate early years qualifications, ranging from level 3 to level 6.
· We have  two further Safeguarding Lead - Kerry Abbott & Karen Brown
· We have a named Deputy Kerry Abbott, who is capable and qualified to take charge in the Manager’s absence.
· We have one member of staff currently who has a degree.
· The Manager holds regular supervision meetings with staff and actively promotes professional development.
· We use the Early Years Alliance website, as well as East Sussex County Council Training portal and any other relevant training organisations in order to keep our staff up to date with their in- house training.
· We are committed to recruiting and supporting staff in accordance with all relevant legislation and best practice.

[bookmark: Staff_taking_medication/other_substances]Staff taking medication/other substances

· If a member of staff is taking medication which may affect their ability to care for children, we ensure that they seek further medical advice. Our staff will only work directly with the children if medical advice confirms that the medication is unlikely to impair their ability to look after children properly.
· Staff medication on the premises will be stored securely and kept out of reach of the children at all times.
· If we have reason to believe that a member of our staff is under the influence of alcohol or any other substance that may affect their ability to care for children, they will not be allowed to work directly with the children and further action will be taken.

[bookmark: Managing_staff_absences_and_contingency_]Managing staff absences and contingency plans for emergencies
· As we are open 38 weeks of the year, staff take their holiday breaks when the setting is closed. Where staff may need to take time off for any reasons, this is agreed with the Manager with sufficient notice, so that suitable cover can be arranged.
· Where staff are unwell and take sick leave in accordance with their contract of employment, we organise cover to ensure ratios are maintained.

Definition of “all volunteers”
Except supervised volunteers who help out only occasionally, such as parents or carers helping out on a trip (but not overnight or if providing personal care). The Crime and Policing Act 2026 amended the Safeguarding Vulnerable Groups Act 2006 to remove the previous exemption for supervised unpaid activity. This means that paid and unpaid activities such as teaching, training, instructing, caring for or supervising children are now considered to be regulated activity if carried out frequently, or if carried out more than 3 days in a 30 day period or overnight. Personal care includes helping a child, for reasons of age, illness or disability, with eating or drinking, or in connection with toileting, washing, bathing and dressing.

The harm test is explained in the Disclosure and Barring Service Guidance: Making barring referrals to the DBS and section 35(4) Safeguarding Vulnerable Group Act 2006  and the harm test is satisified if a person may (a\0 harm a child or vulnerable adult, (b) cause a child or vulnerable adult  to be harmed ,(c) put a child or vulnerable adult at risk of harm, (d) attempt to harm a child or vulnerable adult , or € incite another to harm a child or vulnerable adult.

All staff have a copy of the staffing rota with staff telephone numbers so that they can contact each other for cover. If they are unable to find cover, they will call the manager/supervisor who will make alternative arrangements.
We have bank members of staff.



This Policy was adopted on 1st  August 2025

This Policy is due for review August 2026



	This Policy was reviewed by
	Paige Merrick

	Adopted by
	Mayfield Pre-School Staff & Committee

	Date
	September 2026

	Review Date
	September 2027



Review Log

	[bookmark: _Hlk204948137]Review Date
	Brief Details of Amendments
	Amended By
	Agreed By

	November 2020
	Updated manager & deputy manager details
	Lauren Glasson
	Mayfield	Pre-
School Staff & Committee

	May 2021
	None required
	Charlie Cranch
	Mayfield Pre-
School Staff & Committee

	November 2022
	Change EYFS Framework, changes some wording, changed named DSL and Deputy
	Charlie Cranch
	Mayfield Pre-
School Staff & Committee

	August 2025
	Safeguarding Reforms- changes marked in red
	Paige Merrick
	Mayfield Pre School Staff & Committee

	September 2026
	Keeping children safe in Education Sept 2026 (marked in green)
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