
Staffing and Recruiting Policy 

 

Statement of Intent 

 

Sutton on the Hill Pre-School provides a high staffing ratio to ensure that children              

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

quality. Our staff are appropriately qualified and are checked for criminal records            

through the DBS in accordance with Ofsted's requirements. 

 

Aims 

 

To ensure that children and their parents are offered high quality Pre-School care             

and education. 

 

Methods 

 

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

● Children aged two years of age: 1 adult per 4 children 

● Children aged three - five years of age: 1 adult per 8 children. 

● A minimum of two staff/adults are on duty at any one time. 

• We use a key person system to ensure that each child and each family has a                

particular member of staff for discussion and consultation. 

• We hold regular staff meetings to undertake curriculum planning and to           

discuss children's progress, their achievements and any difficulties which may          

arise from time to time. 

• 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 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 and sexual          

orientation. Applicants will not be placed at a disadvantage by us imposing            

conditions or requirements which are not justifiable. 

• The Pre-School supports all staff in their continuous professional development          

through improving their qualification levels, as and when necessary. 

• We provide regular in-service training to all staff. 

• We ask staff to attend food hygiene training to encourage the safe handling of              

food. 



• All staff receive training in behaviour management by following our behaviour           

policy; this ensures that all staff treat any concerns in exactly the same way. 

• Staff that are trained as first aiders may administer medicines to children and             

make sure it has been recorded and signed by a parent 

• We provide staff induction training in the first week of employment. This            

induction includes information on pay and conditions, Health and Safety,          

Behaviour, policies and procedures, hygiene standards, smoking policy, first         

aid facilities and child protection procedures. 

• We provide staff with a contract of employment which set out their job title,              

rates of pay, hours of work, holiday entitlement, notice period, disciplinary and            

grievance procedure, dress code and a confidentiality clause. 

• Staff must not be under the influence of alcohol or any other substance which              

may affect their ability to care for children. 

• Any member of staff taking medication which they believe may affect their            

ability to care for children should seek medical advice and act upon the advice              

given and notify the manager ASAP. 

• New staff are asked to attend an interview, fill in an application form with two               

references before they receive a job offer. They are then asked to provide             

information regarding their health; and to sign our equal opportunities policy.           

All new staff work a three-month probation period in which time they will             

hopefully have been DBS checked until the DBS check is received no staff are              

unsupervised when working with children (Vulnerable groups act 2006). 

 

Current Staff Qualifications 

 

Jan Parker (Acting Manager) 

Level 3 NVQ children’s care, learning and development 

Level 3 Advanced skills for the forest school practitioners 

 

Amanda Atton (Deputy Manager) 

Level 3 diploma for the children and young people's workforce (early learning and             

childcare) 

 

Terri Basset 

Cache Level 3 diploma in childcare and education 

 

Rachel Tranter 

Cache Level 2 certificate in children’s care and development 

 

Ongoing suitability 

 



● We support the work of our staff by observing their practise and supervisory             

meetings. 

• We are committed to recruiting, appointing and employing staff in accordance           

with all relevant legislation and best practice. 

• A training and development plan are implemented for staff to keep themselves            

up to date with legislation. 

• We use Ofsted guidance on obtaining references and Disclosure and barring           

service checks through the DBS for staff, committee and volunteers who will            

have substantial access to children. 

● Staff MUST inform the committee and or manager if, before or during their             

employment at Sutton on the Hill Pre-School of any convictions, cautions, court            

orders, reprimands or warnings, which may affect their suitability to work with            

children. 

● Sutton on the Hill Pre-School will NOT allow people whose suitability has not             

been checked including through the DBS to have unsupervised contact with           

children. 

● Please see attached Vulnerable Groups Act summary. 

● Online DBS updates are regularly checked with permission from all staff. 

 

 

This policy was reviewed in July 2016 and March 2017 and February 2017 

 

 

 


