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Statement 

The Village Pre-school E17 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 enhanced checks for criminal and 
other records through Disclosure and Barring Service in accordance with statutory 
requirements. 

 

Method 

Ratios 

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

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

Children aged three to seven years of age: 1 adult : 8 children 

 

A minimum of three staff are on duty at any one time. 

 

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. 

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. 

We use Ofsted guidance on obtaining references and enhanced criminal record checks 
through the Disclosure and Barring Service (DBS) for staff and volunteers who will have 
unsupervised access to children. 

All staff will also be signed up to the DBS update service and termly checks will be 
carried out by the manager.  

This is in accordance with requirements under the Safeguarding Vulnerable Groups Act 
2006 for the vetting and barring scheme. 

The DBS check includes a check with the Independent Safeguarding Authority. 

We ensure that no member of staff or regular volunteers (over the age of 16 years) will 
start in a post until a current enhanced DBS check has been received. 

On rare occasions, it may be permissible for newly recruited staff/volunteers to start 
working with children under the supervision of senior staff but only when staff ratios 
need to be maintained in relation to the number of children attending the pre-school. 

The pre-school will make a judgement on the findings of the enhanced DBS checks to 
assess whether the person is suitable for the position. 

The Village Pre-school E17 recognises that it is best practice to sign up all staff to the 
DBS Update Service and make sure renewal is carried out every year for all staff and 
long-term volunteers.  

We keep all records relating to employment of staff and volunteers, in particular those 
demonstrating that checks have been done, including the date and number of the 
enhanced DBS check. 

 



 

 

Recruitment procedure 

Recruitment Officers 

i. The Village Pre-school E17 Manager and the Chair of the Village Pre-school E17 
Management Committee has overall responsibility for the recruitment of qualified and 
suitable employees. 

ii. At least one of the officers will have completed the on-line safer recruitment training or 
an accredited course. 

 

b. Job descriptions 

i. There will be a person specification and job description for every position in the Village 
Pre-school E17; the job description will provide detailed guidance to applicants on the 
role. 

ii. The job description will include a statement on the responsibility of the member of staff 
to safeguard and promote the welfare of children. 

iii.The person specification will include reference to the member of staff’s suitability to 
work with children. 

 

c. Advertising 

i. Posts are advertised widely. 

ii. Job adverts state clearly the position, required skills and knowledge, and expected 
qualifications and experience. Adverts will also include the hours and salary for the 
position. 

iii. All job adverts will list safeguarding training as a desirable qualification and include a 
statement on safeguarding children. 

iv. Job adverts will inform applicants that an enhanced Disclosure and Barring Service 
(DBS) check will be required for the post. 

v. Adverts will state a closing date for the receipt of application forms, expected interview 
dates and the start date for the post. 

 

d. Applications 

i. All applicants will be requested to complete an application form either online or a hard 
copy. Only fully completed application forms will be considered. 



ii. Application forms will include an applicant’s full employment history, training and 
qualifications, and professional references. 

iii. Applicants will be required to disclose any criminal convictions, cautions, or 
reprimands, warnings or bind-overs which they have incurred. The application form will 
include a statement explaining that positions working with children are exempted from 
the Rehabilitation of Offenders Act 1974. This includes any convictions considered as 
‘spent’ under the Act. 

iv. All application forms should be signed by the applicant. 

 

e. Short-listing 

i. Applicants will be short listed according to the criteria set out in the job advert and job 
description by the named recruitment officers. 

 

f. References 

i. Where possible references should be sought for short-listed candidates prior to the 
interview. One reference must be from the applicants’ current or most recent employer 
where possible. 

ii. Written references can be followed up by a telephone call to verify authenticity or 
if further information is required. 

 

g. Interviews 

i. Shortlisted applicants should be contacted to attend an interview. 

ii. Prior to the interview applicants should be informed of the documentation they will 
need to provide as evidence of their identification and in support of their qualifications. 

iii. Applicants will be informed in advance if they will need to come in at an additional 
time to do a practical element for the interview process. 

iv. Pre-agreed questions based on the post will be used to conduct the interview. 
Responses will be recorded on the question sheet and then analysed. 

v. Any discrepancies on the application form, or gaps in employment should be explored 
at the interview, as well as any individual questions arising from references or the 
interview. 

vi. Check whether the applicant is suitable for work with children. 

 

h. Checks 



i. The applicant’s identity is verified with photographic proof e.g. passport or driving 
licence. 

ii. The applicant’s qualifications are verified with the original documents. 

iii. An applicant’s right to work in the UK is confirmed through scrutiny of appropriate 
documents. 

iv. The applicant’s health and physical capacity to undertake the role is verified. 

v. No copies of the above documents are taken at the interview. Successful 
candidates will be asked to bring in all the documentation again on their first 
day of work at the Village Pre-school E17. 

 

i. Decision to appoint 

i. Successful interviewees will be sent an employment offer letter, clearly stating that the 
position is subject to a clear DBS check and satisfactory references. 

ii. The letter will state the candidate’s rate of pay. 

iii. The candidate will need to return a signed copy of the letter as acceptance of the 
position prior to starting work. 

 

j. Commencement of employment 

i. A suitable date to start will be agreed. 

ii. The candidate will need to bring in all verification documents on this day 

for the office manager to take copies. 

iii. The candidate will take part in an induction on the first day. This should include a 
checklist covering all key aspects of the organisations policies. 

iv. They will be asked to read and sign the staff code of conduct. 

v. The candidate will be informed of tasks and activities they are not to, or 

to do under supervision, until a satisfactory DBS disclosure arrives. 

 

k. Probationary Period 

All new staff will be subject to a three month probation period (excluding school 
holidays). The staff member will be offered regular supervision during this period 

 

Changes to staff 

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



Training and staff development 

The Village Pre-school E17 Manager holds a Higher Professional Diploma Level 4 and 
the Deputy Manager holds a Level 3 Diploma for the Children and Young People's 
Workforce or an equivalent qualification. A minimum of half of our staff hold the Level 2 
Certificate for the Children and Young People's Workforce or an equivalent or higher 
qualification. 

We provide regular in-service training to all staff - whether paid staff or volunteers – 
through Waltham Forest Traded Services and other external agencies, particularly 
around safeguarding and code of conduct. 

Our setting budget allocates resources to training. 

We provide staff induction training during the first weeks of employment. This induction 
includes our Health and Safety Policy and Safeguarding Children and Child Protection 
Policy. Other policies and procedures will be introduced within an induction plan. 

All staff and volunteers are required to sign the Code of Conduct to show they have 
understood and agreed to follow the organizations policies and procedures. 

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 

In term time only settings, our staff take their holiday breaks when the setting is closed. 
Where staff may need to take time off for any reason other than sick leave or training, 
this is agreed with the Manager with sufficient notice. 

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: 

1. The Manager will be added into the staff ratios. 

2. In the event that the Manager is away, or in circumstances where ratios are still not 
kept, our bank of Committee Volunteers will be approached. 

3. If no-one is available, then agency staff will be employed. 

4. If agency staff cannot be found, then the setting will close. 

 

 



Maternity 

An employee who becomes pregnant is entitled to time off with pay for attendance at 
antenatal appointments, subject to certain rules. Statutory maternity entitlement will 
apply as appropriate. Please provide The Pre-School Manager your MATB1 and a letter 
stating when you would like your maternity leave to start, this will enable us to arrange 
your maternity pay (SMP). 

 

Dependents 

Dependents leave Statutory entitlements will apply as appropriate. Employees have the 
right to take time off to deal with an emergency involving a dependent. (This leave is 
unpaid 

 

Redundancy 

Redundancy Statutory entitlements will apply as appropriate. 

 

Pension 

Pensions and Pension Schemes Information regarding pensions if available from The 
Office Manager, those whose salary requires them to be auto-enrolled, will be enrolled 
with ‘The People’s Pension’ unless they wish to opt-out and they inform the pre-school 
of this decision. Staff not autoenrolled, but wishing to join should contact The Office 
Manager. 16. Parental/ Immediate Family Bereavement Leave Following the loss of a 
child under the age of 18 or a still birth after 24 weeks of pregnancy, employees with 26 
weeks' continuous service will be entitled to two weeks paid leave, and a further two 
weeks at 50% paid leave. Following the loss of an immediate family member i.e. 
(Parent/Sibling/Partner/Grandchild) employees with 26 weeks’ continuous service will be 
entitled to two weeks full paid leave, and a further two weeks at 50% paid leave. 
Employees with less than 26 weeks' continuous service will be entitled to unpaid leave.  

For loss of extended family members time off will be considered on a case by case basis 
but will be unpaid leave. 

If you need to attend a funeral this will be need to agreed by The Pre-School Manager 
and you will be entitled to paid leave for that day.  

 

Trade Union 

Trade Union You may join a trade union of your choice 18. Time off for public duties The 
Village Pre-School E17 will permit time to be taken off for public duties as set out in The 
Employment Rights Act 1996. Payment for time off work for public duties will be made at 
the discretion of The Village Pre-School Management.  



Training 

Training Any training courses undertaken by the employee will be paid for at the 
discretion of The Management Committee, however if the employee leaves The Village 
Pre School within One Year of completion of any training course paid for by The Village 
Pre School the employee will reimburse the Village Pre-School. The amount outstanding 
will be deducted from the employee’s final salary. Any training course paid for by The 
Management Committee on behalf of any employee and not completed by the employee 
shall be reimbursed to the Management Committee on cessation of the course. Any 
employee attending a training course during a normal working day for this employee, will 
be paid at the normal rate they would have been paid for working that day 

 

Termination 

Amount of Notice of Termination to Be Given The employee is required to give six 
weeks’ notice in writing. The Village Pre-School E17 will give four weeks’ notice to an 
employee who has been employed for less than two years, and then one complete week 
for each complete year of service for employees employed for more than 2 years but 
less than 12 years. 

The group will give 12 weeks’ notice to employees employed for at least 12 years. 
References will be issued by the Management Committee only and not by the other staff 
members. 
 
 Disciplinary 
Disciplinary, Grievance and Capability Procedure  
The Village Pre-School E17 currently has disciplinary, grievance and capability 
procedures, that apply to you in your employment can be found in the policies file, 
please ask The Pre School Manager to view. If you are dissatisfied with any disciplinary 
decision that affects you, you should raise the matter in writing with the chair of the 
Management Committee. The way in which appeals should be made is explained in the 
policies file.  
 
The ways in which grievance should be expressed is explained in the detailed policy 
procedures 
 
Working Hours 
Working Hours You are required to work in accordance with the Working Time 
Regulations (1998) and record any hours that you work if required to do so, this means 
completing a time sheet on a daily basis making sure that it is filled in correctly with your 
contracted hours and any additional/deducted hours. Failing to complete your Timesheet 
may result in you not being paid properly. Timesheets need to be handed in at the end of 
each month and given to The Office Manager. 



Confidentiality 
Confidentiality You are required to comply with the employer’s confidentiality rules. 
Retrieval or disclosure of confidential information relating to the business of the 
employer and of third parties will render you liable to disciplinary action and/or civil 
proceedings. 25. Data protection (GDPR) You are required to ensure that you comply 
with the setting’s obligation under the General Data Protection Regulation and any 
Codes of Practice issued by the Information Commissioner.  
 
Health and Safety 
Health and Safety at Work Act 1974 Under the Health and Safety Act at work 1974, all 
employees are expected to be proactive on health and safety issues as part of the 
continued development of the health and safety culture of The Village Pre-School E17. 
All staff have responsibility for implementing the specific arrangements, including any 
policies and safety codes of practice and to accept and carry out their responsibilities in 
this area. 
 
Competition  
During the course of your employment with The Village Pre-School E17, you shall not, 
without the prior consent in writing, engage in any activity which is in conflict with The 
Village PreSchool E17, or which may cause harm to the setting. 
 
Private Working Arrangements  
The Village Pre-school does not encourage private working arrangements between staff 
and current parents of the children that attend the setting. However, this can be 
discussed with The Pre-School Manager and would be considered on a case to case 
basis with a drawn-up contract to avoid conflict of interest or any liability to The 
PreSchool E17 
 
Short-term lay-offs  
Where it becomes necessary outside of The Village Pre-School E17 control to 
temporarily close e.g. flu pandemic or for health and safety reasons, then the employer 
reserves the right to lay off staff during this period. In the event of a short-term lay-off, 
you are entitled to guaranteed pay. You must have been employed continuously for one 
month (includes part-time workers), reasonably make sure you are available for work 
and not refuse any reasonable alternative work (including work not in your contract) 
 
Personal effects The Village Pre-School E17 accepts no liability or responsibility for loss 
or damage to your personal property, lockers are provided for staff use with a lockable 
key. If you lose the locker key you will be responsible to pay for a spare key to be cut.  
 
Flexibility and adaptability  
You are required to be flexible and adaptable in your role in order to ensure that the 



employer can meet service needs 
 
Health, Wellbeing and Menopause 
Should you have any health conditions, these must be made known to the Manager in 
confidence for your own safety and wellbeing.  
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Appendix A 

CHECKLIST OF ALL RECRUITMENT STAGES 
(including specific safer recruitment tasks) 
 

 

 
PRIOR TO ADVERTISING A VACANCY 
Ensure one Officer has undertaken safer recruitment training 

CREATE/UPDATE JOB DESCRIPTION. 
Reference in job description to the responsibility to safeguard and promote the welfare of 
children and young people. 

CREATE/UPDATE PERSON SPECIFICATION 
Specific reference in person specification to suitability to work with children and young people 
and includes a “safeguarding children” statement. 

WRITE JOB ADVERT. 
Where appropriate, adverts and recruitment processes include a “Safeguarding Children” 
statement and inform applicants that an enhanced disclosure check from the Disclosure and 
Barring Service (DBS) is required. 

ADVERTISING A VACANCY 
1, Where appropriate, adverts and recruitment processes include a “Safeguarding Children” 
statement and inform applicants that an enhanced disclosure check from the Disclosure and 
Barring Service(DBS) is required. 

APPLICATIONS 
Application forms completed either online or by hard copy by applicants. 
Applications should ask for this information 
Employment history 
Professional references 
1, Comprehensive information on employment history is obtained from applicants prior to 
interview. Any discrepancies or anomalies are satisfactorily resolved before job offer. 
All applicants must be asked to declare any convictions, cautions or reprimands, warnings or 
bind-overs which they have incurred, as positions working with children and/or vulnerable 
adults are exempted from the Rehabilitation of Offenders Act 1974. This includes any 
convictions considered as “spent” under the Act. 

SHORTLISTING 
Application forms shortlisted using the criteria set out in the person specification and job 
description. Applications scrutinised – any discrepancies/ anomalies /gaps in employment 
noted to explore if candidate is considered for the shortlist. 

REFERENCES 
Send for references 
Read references before interview and scrutinise. 
3, Independent professional and character references to help assess an applicant’s suitability 
to work with children are obtained and considered prior to appointment. One of these 



references must be the most recent or current employer where possible. Written references 
are followed up with a telephone call to verify authenticity. 

INVITATION TO INTERVIEW 
Send out invitation to interview. 

THE SELECTION PROCESS 
The most recent guidance also requires that at least one of those interviewing applicants has 
done the Safer Recruitment Training. People who have done this training must be named in 
the policy. 
Must include interview as one of the assessment methods. 
Conduct interview (or other assessment method). 
Use pre-agreed questions on suitability in relation to the person specification and ability to 
undertake the job in addition to individual questions relating to issues which may have been 
highlighted in references. 
Include relevant information and instruction regarding other checks to be done 
Specifically applicant’s suitability for work with children is to be explored. 
Record results of the selection process with reasons for decisions. 

CHECKS DURING THE SELECTION PROCESS 
4, The applicant’s identity is verified with photographic proof e.g. passport, photo-driving 
licence or passport size photograph counter-signed by the individual’s Doctor, Dentist, JP, 
Solicitor or last employer. 
Qualifications, right to work in the UK and conflict of interest of successful applicant to verified 
on day of interview by scrutiny of appropriate original documents 
Copies taken and stored appropriately. Ensure documents also checked for part x on DBS 
form completed. If any internal applicants check personal file for current disclosure detail.  
6, The applicant’s health and physical capacity to undertake the job is verified. Asking 
questions about health issues that are not directly related to the job role is not legal. 
7, Academic or vocational qualifications are always verified with actual certificates 
photocopied and maintained on personal file. 
8, Independent professional and character references to help assess an applicant’s suitability 
to work with children are obtained and considered prior to appointment. One of these 
references must be the most recent or current employer where possible. Written references 
are followed up with a telephone call to verify authenticity. 

UNSUCCESSFUL CANDIDATES 
Send appropriate letter. 

DECISION TO APPOINT 
Ensure obtained all necessary employment checks and references have been collected (if not 
already obtained and scrutinised previously). 
Ensure DBS form is sent with provisional offer letter (if required). 
Send provisional offer-this will be subject to being able to have an enhanced DBS disclosure. 
Send formal letter of employment letter once all pre-employment checks complete (including 
medical clearance received) 

PROCESSING THE APPOINTMENT 
Ensure appropriate records maintenance of personnel file 



COMMENCEMENT OF EMPLOYMENT 
Agree a suitable date and ensure welcome/induction arrangements are done. 

PROBATIONARY PERIOD 
9, Where staff are employed pending/subject to satisfactory DBS disclosure, the employer 
undertakes a written risk assessment. This assessment will identify any specific tasks or 
activities which they will be required not to do or to do under supervision. 

10, INDUCTION 
11, All staff will receive an induction into the workplace which includes information about, and 
written statements of: policies and procedures in relation to safeguarding and promoting 
welfare e.g. child protection, anti bullying, anti racism, physical intervention/restraint, intimate 
care (where appropriate), whistle blowing, internet safety and any local child 
protection/safeguarding procedures as appropriate to the organization. 

 


