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Goring and Cleeve 
Pre-school policies 

 

2: Suitable people 
 

 
 
Please take time to read the pre-school policies and let the staff or 
committee co-chairs know if you have any questions. 
 
The policies are also available to read on our website: 
www.goringandcleevepreschool.org.uk 
 
Alternatively please ask a member of staff for a copy to borrow 
and read at home. 
  

http://www.goringandcleevepreschool.org.uk/
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2.1 Employment 
 
Policy Statement 
We meet the Safeguarding and Welfare Requirements of the Early Years Foundation Stage, 
ensuring that our staff and volunteers are appropriately qualified, and we carry out checks for 
criminal and other records through the Disclosure and Barring Service (DBS) in accordance with 
statutory requirements. 
 
Procedures 
Vetting and staff selection 

 We work towards offering equality of opportunity by using non-discriminatory procedures for 
staff recruitment and selection. 

 All our 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 disability, gender reassignment, 
pregnancy and maternity, race, religion or belief, sexual orientation, sex, age, marriage or civil 
partnership. Applicants will not be placed at a disadvantage by our imposing conditions or 
requirements that are not justifiable. 

 We follow the requirements of the Early Years Foundation Stage and Ofsted guidance on 
checking the suitability of all staff and volunteers who will have unsupervised access to 
children. This includes obtaining references and ensuring they have a satisfactory enhanced 
criminal records check with barred list(s) check through the DBS. This is in accordance with 
requirements under the Safeguarding Vulnerable Groups Act (2006) and the Protection of 
Freedoms Act (2012) for the vetting and barring scheme. 

 Where an individual is subscribed to the DBS Update Service we carry out a status check of 
their DBS certificate, after checking their identity and viewing their original enhanced DBS 
certificate to ensure that it does not reveal any information that would affect their suitability 
for the post.  

 We keep all records relating to the employment of our staff and volunteers; in particular 
those demonstrating that suitability checks have been done, including the date of issue, 
name, type of DBS check and unique reference number from the DBS certificate, along with 
details of our suitability decision. 

 We require that all our staff and volunteers keep their DBS check up-to-date by subscribing to 
the DBS Update Service throughout the duration of their employment with us.   

 Our 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 at any time during, their employment with us.  

 We obtain consent from our staff and volunteers to carry out on-going status checks of the 
Update Service to establish that their DBS certificate is up-to-date for the duration of their 
employment with us. 

 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. In the event 
of disqualification, that person’s employment with us will be terminated. 
 

Notifying Ofsted of changes 

 We inform Ofsted of any changes to our Registered Person (trustees) and our Supervisor. 
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Training and staff development 

 Our Supervisor holds Early Years Professional Status 

 Our deputy holds the EDEXCEL Level 3 Diploma for The Children and Young People’s 
Workforce (Early Learning and Childcare) (QCF) 

 At least half of our other staff members hold the CACHE 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 our staff - whether paid staff or volunteers - 
through the Pre-school Learning Alliance and external agencies. 

 Our budget allocates resources to training. 

 We provide our staff with induction training in the first week of their employment. This 
induction includes our Health and Safety Policy and Safeguarding Children and Child 
Protection Policy. Other policies and procedures are introduced within an induction plan. 

 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. 

 
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. 

 
Managing staff absences and contingency plans for emergencies 

 Our staff take their holiday breaks when the pre-school is closed. Where a staff member may 
need to take time off for any reason other than sick leave or training, this is agreed with the 
Co-chair(s) with sufficient notice. 

 Where our 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 
individual’s contract of employment. 

 We have contingency plans to cover staff absences, as follows: 
o we have a named Deputy Supervisor who is able to take charge in the absence of the 

Supervisor; 
o where a member of staff is absent, we ask another member of part-time staff or bank 

staff to cover in order to maintain the correct child to adult ratios; 
o Bank staff are recruited and have the same suitability checks and trained as regular staff. 
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This policy was adopted by Goring and Cleeve Pre-school 

Date adopted 3rd December 2012 

Date last reviewed 20th December 2018 

Date to be reviewed December 2019 

Signed on behalf of Goring and Cleeve Pre-
school  
Name of signatory Rachel Asselin-Miller 

Role of signatory Co-chair 
 
 
  



   

Page 6 Goring and Cleeve Pre-school policies Reviewed December 2018 

2.2 Student placements 
 
Policy Statement 
We recognise that qualifications and training make an important contribution to the quality of the 
care and education we provide. As part of our commitment to quality, we offer placements to 
students undertaking early years qualifications and training. We also offer placements for school 
pupils on work experience. 
 
We aim to provide for students on placement with us, experiences that contribute to the successful 
completion of their studies and that provide examples of quality practice in early years care and 
education. 
 
Procedures 

 We require students on qualification courses to meet the Suitable Person requirements of the 
Early Years Foundation Stage and have a satisfactory enhanced DBS check with barred list 
check(s). 

 We require students in our pre-school to have a sufficient understanding and use of English to 
contribute to the well-being of children in our care. 

 We require schools, colleges or universities placing students under the age of 17 years with us 
to vouch for their good character. 

 We supervise students under the age of 17 years at all times and do not allow them to have 
unsupervised access to children. 

 Students undertaking qualification courses who are placed in our pre-school on a short term 
basis are not counted in our staffing ratios.  

 Students and apprentices, over the age of 17, who are undertaking a level 3 qualification, may 
be considered to be counted in the ratios if our Supervisor deems them to be suitably 
qualified and experienced. 

 We take out employers' liability insurance and public liability insurance, which covers both 
students and voluntary helpers. 

 We require students to keep to our Confidentiality and Client Access to Records Policy. 

 We co-operate with students' tutors in order to help students to fulfil the requirements of 
their course of study. 

 We provide students, at the first session of their placement, with a short induction on how 
our pre-school is managed, how our sessions are organised and our policies and procedures. 

 We communicate a positive message to students about the value of qualifications and 
training. 

 We make the needs of the children paramount by not admitting students in numbers that 
hinder the essential work of the pre-school. 

 We ensure that trainees and students placed with us are engaged in bona fide early years 
training, which provides the necessary background understanding of children's development 
and activities. 
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This policy was adopted by Goring and Cleeve Pre-school 

Date adopted 3rd December 2012 

Date last reviewed 20th December 2018 

Date to be reviewed December 2019 

Signed on behalf of Goring and Cleeve Pre-
school  
Name of signatory Rachel Asselin-Miller 

Role of signatory Co-chair 
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2.3 Recruitment 
 
Policy Statement 
Goring and Cleeve Pre-School is managed by a committee, and led by experienced and qualified 

Supervisor and Deputy Supervisor who lead a team of Pre-School Assistants. Due to our 

commitment to safeguarding children, we follow a carefully structured recruitment and selection 

procedure, as outlined in safer recruitment best practice. Staff are experienced and trained to meet 

children’s individual emotional and developmental needs and provide inclusive play and learning 

opportunities for all children attending the pre-school. 

The purpose of this policy is to ensure that the pre-school complies with the Welfare Requirements 

and Learning & Development Requirements of the Early Years Foundation Stage by: 

 ensuring that employees are suitable; and 

 undertaking the various procedures relating to the safeguarding of children, such as DBS 

checks, ensuring that candidates have the relevant qualifications and experience, and 

maintaining the required staff-to-child ratio.  

 

Procedures 

The recruitment process follows an intuitive set of steps, from the formulation of a job description 

and person specification to the induction of the successful candidate (all recruitment materials 

should highlight the importance of safeguarding): 

 finalise the job description and the personal specification; 

 advertise the position; 

 draw up a shortlist for interview; 

 interview candidates; 

 provide a conditional offer; 

 vet candidate, including DBS check, checking references; 

 finalise offer. 

 

Job description and person specification 

The job description should clearly state the purpose of the role and set out the individual tasks 

involved and the outputs required. It should also explain how this role fits within the group 

structure. The person specification should be a brief description of the type of person who would 

fulfil the requirements of the role, such as their experience and qualifications. 

 

Placing the job advertisement and equal opportunities 

The role should be advertised where it is accessible to all groups in local communities, and it should 

make clear that all sections of the community are invited to apply. 
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Content of the job advertisement 

The advert should give an overview of the position, hours, and rates of pay. It should also provide 

the name and location of the pre-school and explain how candidates should apply (i.e., requesting 

an application form). There should be a clearly stated closing date by which applications should be 

submitted. Note that there should be no reference to age in the application, and the applicant’s 

date of birth should not be requested on applications.  

 

Shortlist 

The shortlist should be drawn up as per the criteria set out in the person specification. Detach any 

equal opportunities monitoring forms before shortlisting. 

 

Interview 

Agree the interview questions with the panel (should include at least one Co-chair and Supervisor, 

at least one of whom will have completed training in safer recruitment). Score the answers against 

the agreed selection criteria. If appropriate, ask the candidate to spend a short period of time 

(around 2 hours) in the pre-school to see how they interact with the children and staff. If it is 

difficult to make a decision between two or more strong candidates, consider a second interview 

with a different member of staff/committee member on the panel. 

 

The suitability of a candidate will depend on: 

 employment history; 

 interviews; 

 ID checks; 

 DBS checks; 

 references—should be a pro forma reference request requiring very specific information 

about the candidate (especially as regards safeguarding issues) rather than a more general 

open-ended reference request; 

 qualifications (taking note of requirements for qualified staff in Early Years settings); and 

 medical suitability. 

 

Candidates must produce valid documentation (e.g. passport, birth certificate, etc.) to prove that 

they have a right to work in the UK. 

 

Job offer 

Once the successful candidate has been selected, a job offer should be made in writing, with a copy 

of the contract of employment setting out terms and conditions. The contract should also state that 

permanent employment is conditional on the successful completion of a 6-month probation period 

and completion of satisfactory background checks, including DBS. In accepting the job offer, the 

candidate should be asked to sign, date and return the letter, along with the appropriate DBS 
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forms. We do not necessarily reject applicants purely on the grounds of having a criminal record, 

but will take all disclosures into account in line with safer recruitment best practice. 

 

Induction and probation period 

The induction period will commence as per the induction policy on the candidate’s first day at work. 

Likewise, the 6-month probation period will commence at this time. New recruits will benefit from 

the annual staff-appraisal/supervision process as do all other members of staff. 

 
 
This policy was adopted by Goring and Cleeve Pre-school 

Date adopted 3rd December 2012 

Date last reviewed 20th December 2018 

Date to be reviewed December 2019 

Signed on behalf of Goring and Cleeve Pre-
school  
Name of signatory Rachel Asselin-Miller 

Role of signatory Co-chair 
 


