


Organisational and Staffing Policy

Our Aim:-

We provide a staffing ratio in line with the Safeguarding and 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 enhanced criminal records and barred list checks through the Disclosure and Barring Service in accordance with statutory requirements.

All our staff hold at least a full and relevant level 3 qualification or are working towards a Level 3 under a specific apprenticeship programme. Qualifications range from Level 3 to Level 6, Early Years Professional (EYP) status and Qualified Teacher Status (QTS). 

Procedures:-

To meet this aim, we use the following ratios of adult to children:
Children under two years of age: 1 adult : 3 children:
· at least half of all staff have received training that specifically addresses the care of babies; and
· where there is an under two-year-olds’ room, the member of staff in charge of that room has suitable experience of working with under twos.
Children aged two years: 1 adult : 5 children.
Children aged three years and over: 1 adult : 8 children. 

We follow the Early Years Foundation Stage Safeguarding and Welfare Requirements where a Qualified Teacher, Early Years Professional or other suitable level 6 qualified person is working directly with children aged three and over as follows:
· there is at least one member of staff for every 13 children; and
· At least one other member of staff must hold an approved level 3 qualification.

Outdoors/ on outings we apply a 1:6 ratio where possible. 

Every area will have a senior member of staff on duty, or someone competent in their absence. These will be further overseen by a member of the management team. 

All members of staff are first aid trained holding a full 12-hour paediatric qualification. A member of staff holding a 12-hour qualification will be always in the building. On outings at least one member of staff must hold the 12-hour qualification. 

The number of children for each key person considers the individual needs of the children and the capacity of the individual key person to manage their cohort.

We only include those aged 17 years or older within our ratios where they are competent and responsible, and on long-term placements. 

Management deploys staff, students, and volunteers to give adequate supervision of indoor and outdoor areas, ensuring that children are within sight and hearing of staff. 

All staff are deployed according to the needs of the setting and the children attending, which may include staff changing rooms to provide sufficient cover to comply with ratio requirements. 

In the event of staff sickness or time off, management prepare weekly rotas in advance to ensure that each week is planned for, and sufficient staff are available. 

Our staff, students and volunteers inform their colleagues if they must leave their area and tell colleagues where they are going.

We assign each child a key person to help the child become familiar with the setting as soon as possible to ensure that each child has a named member of staff with whom to form a relationship. When a child starts their sessions at nursery, the parent/carer is given a ‘New Starter Information Pack’. This holds information such as their child’s likes/dislikes, favourite activities, and things their child may need support or help with. We encourage parent’s and carers to fill this in with their child/ren where possible. This enables staff/key workers to gather more information about their new key child, which helps them with the settling in process and to create an on-entry assessment within the first month called a baseline. (During the COVID-19 Outbreak parent’s and carer’s do not enter the setting to prevent risk of transmission of the virus therefore we encourage parents to chat and discuss things over the telephone or via zoom so we can continue supporting their child and ensure we are working in line with the child’s development.)

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.

Daily Organisation:-

The management team is formed as follows:- 
Janet Collinson – Director/ Manager
Natalie Lamb – Deputy Manager, DSL 
Nikki Ireland – Deputy Manager, Deputy DSL

In the unlikely event that the whole safeguarding team are off the premises, they can always be contacted, and all staff are trained annually in safeguarding children. 

All areas will follow their own daily routine which is consistent for the children. Changes in routine are encouraged to be brought in in stages so that this does not distress children who may struggle to adapt to new routines and situations. 

The babies/tot’s area will run following each individual routine of the children in terms of feeds, naps etc. 

Staff will respect parents/carers wishes regarding children’s routines, unless this is going to impact the child’s health, safety or well-being or other children in the setting.

During drop offs and pick-ups parents/carers will be greeted by a member of staff and they can inform us of any relevant information that we need to know. 
 
Room supervisors will use their planning to plan each day and have the resources and rooms set up and ready for this. Outings will be planned based on the number of staff and which children are to attend to ensure all children have the chance to attend trips throughout the week. The room supervisors will delegate to ensure that all staff are aware of their tasks and responsibilities each day to ensure the smooth running of each room. 

For trips that require additional parental consent these are planned well in advance with appropriate information given to parents/carers through letters or our online learning journal Tapestry. 


Nursery will review this policy annually and amend if necessary.
Next Review date: _______________
Signature:- _____________________
Date :_________________________
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