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Staffing Policy 
 

Policy Statement 
 
Our Setting is committed to placing the best interests of children’s welfare, care and development at the centre 
of all staffing matters. 
 
• Recruitment will be subject to a rigorous vetting procedure which will be inline with safer recruitment 

guidelines and the EYCS ‘Staffing Matters’ guidance, which is stored with this policy.   
 
• The Playscheme Manager will arrange regular staff meetings where all staff are able to discuss items and 

contribute in a positive manner. The Playscheme Manager should encourage staff to contribute to the 
development and quality of the programme of activities provided. 

 
• Members of staff are expected to conduct themselves at all times in a professional, courteous, helpful, warm 

and consistent manner.  
 
• Members of staff are expected to display both knowledge and understanding of multi-cultural issues and a 

commitment to treating all children as individuals and with equal concern and respect. 
 
• Members of staff will have regard for maintaining appropriate dress and personal appearance for working 

with children and with awareness of health and safety issues. 
 
• Personal mobiles must be kept away from the children’s areas and not used during working hours. Please 

see the Mobile Phone Policy. 
 
• The staff are entitled to two 15 minute breaks throughout the day, ensuring that no member of staff exceeds 

the legal limit of six hours consecutive work without a break. Children must ensure their allocated children 
are safe and under the supervision of another adult during this time. 

 

Recruitment 
 
SPLASH will recruit through advertising in regional job centres, local press, circulars and through the DCC 
website. All adverts will state that SPLASH has a commitment to safeguarding and aims to be an equal 
opportunities employer. All advertisements, job descriptions and person specifications are open for 
consultation within the organisation, unbiased and clearly understandable. 
 
Applicants will be required to fill in an application form, provide references and attend an interview led by a 
committee member and either the Project Co-ordinator or the Playscheme Manager. At least one member of 
the panel should have completed the safer recruitment training. Recruitment will be inline with safer 
recruitment guidelines and the EYCS ‘Staffing Matters’ guidance. 
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Terms and Conditions 
 

The setting is committed to promoting family friendly employment practices to help staff balance work and 
family commitments. The setting will make every effort to be flexible with staff and to promote harmonious 
working relations.  
 
The setting expects honesty, loyalty and diligence from its staff. 
 
Due to the nature of the setting, SPLASH cannot provide maternity pay or sick pay. 
 
The settings grievance and disciplinary procedure will apply where there is a breach of contract or gross 
misconduct. 
 

Qualifications, Experience and Safety/Vetting Checks 
 

The Playscheme Manager and all staff (including volunteers) will be suitably qualified, have relevant experience 
and have undergone an enhanced Disclosure and Barring Service (DBS) check.  
 
The setting will not employ staff or volunteers who have been convicted of an offence or have been the subject 
of an order that disqualifies them from registration under regulations made under Section 76 of the Childcare 
Act 2006.  
 
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 during their employment at our 
setting).  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, such as seeking advice from the 
LADO and Ofsted. In the event of disqualification, we will terminate that person’s employment.  Any 
information relating to a disqualification will be given to Ofsted as soon as reasonably practicable, but within 
14 days. 
 
Anyone who has not received an enhanced DBS check, but who is on the premises (such as a member of staff 
awaiting registration clearance) will not be left alone with a child/have unsupervised access. 
 
Staff suitability is based on safer recruitment guidelines and therefore evidence from: references; full 
employment history; qualifications; interviews; identity checks; and other checks where applicable, for 
example, medical suitability. 
 
The manager will have at least a level 3 qualification appropriate to the post, along with at least two years’ 
experience of working in a similar setting. Qualifications will be checked to ensure they are full and relevant.  
 
Staff must have qualifications, training and experience relevant to the needs of the children and setting. 
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Standards of Behaviour 
 

Under no circumstances should any arguments or disagreements between members of staff occur in the 
presence of children or parents/carers. 
 
No smoking, alcohol or drug use is allowed on the Setting’s premises.  Staff must consider their behaviour 
outside of the setting and ensure that the safety of the children is not endangered, or the reputation of the 
setting is not bought into disrepute.  Disciplinary measures will be implemented where necessary. 
 
No bullying, swearing, harassment or victimisation will be tolerated on the Setting’s premises. This includes 
offensive behaviour such as sexist or racist language or harassment. Disciplinary measures will be implemented 
where necessary. 
 
All staff are expected to treat everyone respectfully at all times and inappropriate behaviour may lead to 
disciplinary action.  
 
All staff are expected to adhere to all of the setting policies and procedures. 
 
 

Staff to Children Ratios 
 

The setting is conscious of the importance of maintaining adequate staff to child ratios, ensuring that children 
are cared for safely and given adequate attention and support. In all cases the minimum staffing ratio will be at 
least one member of staff for every three children (1:3). Children will be placed at SPLASH with a stated ratio; 
children will be either: 1:1, 1:2 or 1:3. 
 
The Playscheme Manager will ensure that there are always at least two members of staff on duty at the 
premises at any given time.  
 
The Playscheme Manager will endeavour to ensure that suitable and sufficient contingency plans are in place 
to cover emergencies, unexpected staff absences, and sickness. 
 
All staff included in the adult: child ratio will be aged 17 year or over. 

 
Confidentiality 
 

Staff have a right to privacy, as do children and their parents/carers. Personal details should not be discussed 
except in exceptional circumstances.  
 
Staff will not talk about individual incidents or the behaviour of children in front of parents/carers and other 
children, and any information shared should be on a need to know basis. 
 
Under no circumstances should staff provide any information about children to any branch of the media. All 
media enquires should be passed in the first instance to the Manager. 
 
Further details of the setting’s confidentiality procedures are set out in the Confidentiality Policy. 
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Absences 
 

If staff are unable to attend work due to illness or other medical condition, they must contact the Playscheme 
Manager, or in the case of the Playscheme Manager contact the SPLASH Coordinator, prior to the start of the 
working day and as early as possible.  
 
Staff should indicate why they are unable to attend work and when they expect to return. 
 
For absences of longer than seven agreed shifts, a doctor’s certificate must be submitted. 
 
The manager will keep records of all sick leave, other absences and lateness. 
 

Further Relevant Policies 

 Mobile Phone Policy 

 Disciplinary and Grievance Policy 
 
 

Staff Retention, Development and Training  
 
Staff are our setting’s most valuable resource, as it is only through their commitment and effort that good 
quality provision can be both established and maintained. We are therefore committed to providing good 
training and development opportunities for staff so that they are able to perform their roles both efficiently 
and effectively. 
 
The setting recognises that regular training and monitoring of professional development is important for all 
staff. Staff development and training is vital because it allows staff to keep up to date with current thinking and 
practice about both play and child development issues. Additionally, with well-trained and motivated staff, a 
setting is better able to meet the diverse and complex needs of children within its local community. 
 
The setting is committed to providing for staff:  
 
• A full induction process, including a 2 week (holiday) review. 
 
• A supervision process, as well as an ‘open door policy’ for staff to communicate with managers/management 
as necessary.  
 
This will help to ensure that staff development needs are being met and that staff training and qualifications 
are meeting the requirements of the setting, the Early Years Foundation Stage and the Childcare Register.  
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Staff Inductions 
 

New members of staff will be issued with a job description and a copy of the Setting’s policies and procedures. 
Staff will also undergo an induction process by the Playscheme manager, deputy Playscheme manager and the 
SPLASH Coordinator during the first 2 holidays (or 1 big holiday e.g. summer) of their employment. They will 
also be assigned a mentor to help them settle in (usually the Playscheme manager or Deputy Playscheme 
manager).  
 
As part of the induction, using the induction form, the mentor will discuss and talk through everyday practices 
of the Setting. These will include: 
 
• Showing new staff around the premises, pointing out all fire exits, toilets and areas such as the staff room, 
kitchen and Setting office. 
 
• Explaining staff shifts, breaks and all aspects of the day-to-day management and running of the Setting. 
 
• Introducing the new member of staff to their colleagues, children and parents/carers where appropriate. 
 
• Pointing out the practical implications of the setting’s policies and practices, including how they relate to the 
setting’s obligations under the Voluntary Childcare Register. 
 

Staff Supervision 
 

Supervisions will take the form of regular group discussions between staff, volunteers, Playscheme Manager 
and Coordinator.  
 
Group supervisions will provide opportunity to discuss any issues concerning staff and children, and to identify 
solutions as a team. The setting operates an ‘open door policy’, where staff and volunteers are able to speak 
confidentially with the Playscheme manager, outside of supervision. 
 
The supervision process will be used to build up a Personal Development Plan for each member of staff. At the 
end of each holiday worked the staff member is asked to complete a reflection sheet which forms part of the 
development plan for the setting. 
 

 

Staff Meetings 
 

There will be regular staff meetings for problem solving, information sharing and acknowledging work issues. 
These are also opportunities for staff to reflect on their work performance and review any difficulties they may 
be facing. Staff meetings will be a forum for setting objectives for the setting. Staff meetings will be held before 
every holiday scheme. Additionally, staff meet before and after each shift to discuss daily events and the needs 
of children in attendance. The play leader will feed back any major concerns to the nominated committee 
member. 
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Personal Development Planning 
 

Personal Development Planning is a continuous process to ensure that staff needs are both identified and acted 
upon as they arise. It is the joint responsibility of both the member of staff and the play leader to ensure that 
the plan is kept up to date and that all decisions are followed through. 
 
The development plan is part of the staff members staff file kept at SPLASH and follows on from the induction 
pack. Each staff member is encouraged to contribute to their own personal development, listing any training 
undertaken and additional skills gained since starting work at the setting.  
 

Appraisal: 
 
In 2016 SPLASH is introducing an appraisal system which will provide an opportunity for staff to formally reflect 
on professional progress and targets set. They will be used to review employees’ performance and potential, 
and to identify current knowledge and skills, areas for future development, and potential training needs. 
Assessment methods will include: 360 survey, personal development plans and appraisal interview. 
 
 

Training Opportunities 
 

The setting will do all it can to support staff who are working towards improving their qualifications and training 
experience. All staff are encouraged to take up training opportunities to expand their professional development 
and ensure an up to date knowledge of childcare issues. 
 
It is both the responsibility of the manager and staff members to identify and promote suitable training courses 
and strongly encourage them to take advantage of these. Support will be given to help staff overcome any 
barriers to accessing such training.  
 
Staff will be expected to attend training courses and update skills as and when requested by their manager. 
SPLASH has an annual training regime before the summer holidays. Staff with valid certificates in the provided 
training are encouraged to attend but not expected. Staff without certificates or new employees are expected 
to attend all of the offered sessions.  Staff should not suffer financially for any training that they are required to 
undertake. For extended or day sessions staff will be reimbursed £10, for evening sessions or short sessions (ie: 
2 hours) staff will be reimbursed £5. 
 
Mandatory training courses for all staff will be provided in Child Protection/Safeguarding children. It is the Play 
Leader’s responsibility to ensure that staff are kept up-to-date with recent legislation and are suitably enrolled 
on any courses that are necessary to fulfil the setting’s legal responsibilities. 
 
Other courses will be provided as necessary to undertake a role; i.e. Moving and Handling, Food Hygiene, Data 
Protection, Health and Safety, Epilepsy and gastro feeding.  
 
Approved by Committee: ………………… 

Adopted on: ………………… Review Date: …………………   
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