
Employment 
 
2.1 Employment and staffing 
(including pre-appointment, vetting, contingency plans, appraisal, training and  
development) 
 
 
Policy statement for St Joseph’s Out of School Club 
St Joseph’s Out of School Club provides a staffing ratio in line with the Welfare requirements of the 
Early Years Foundation Stage (EYFS) 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 criminal and other records through the Disclosures and Barring Service (DBS) in 
accordance with statutory requirements. Evidence of pre employment and DBS checks and staff 
qualifications is kept in the setting’s Single Central Record (SCR). The SCR is managed and maintained 
by Play Leader and Chair. As well as the Play Leader and Chair, access is only permitted to the Office 
for Standards in Education, Children’s Services and Skills (Ofsted). 
 
Procedures  
Ratios 

• To meet this aim we use the following ratios of adult to children1 : 
o children aged three to seven years of age: 1 adult : 8 children 
o level 6+: 13 (3+) 

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

• We hold regular staff meetings to undertake curriculum planning. 
 

Recruitment, pre-employment checks and vetting 

• We are committed to recruiting, appointing and employing staff in accordance with all 
relevant legislation and best practice. 

• Our recruitment process ensures that at least one member of an interview panel has 
completed the Safer Recruitment in Education training2 and achieved a grade C or above. 
More than one member of staff on the panel will also have been appropriately trained. 

• We use Ofsted guidance on obtaining references and enhanced criminal record checks 
through the DBS for staff and volunteers who will have unsupervised access to children. This 
is in accordance with requirements under the Safeguarding Vulnerable Groups Act 2006 for 
the vetting and barring scheme. 

• Where an employment offer has been made to a new member of staff and we have agreed a 
start date for the individual that commences before their DBS certificate is available, our 
procedures ensure that the individual is never left in unsupervised contact with children, 
whilst they are in the process of obtaining a DBS certificate. 

• References are sought from both the most recent employer and the most recent educational 
setting (if applicable). Internal references will only be acceptable from someone with 

_______________ 
1 St Joseph’s Out of School Club does not take children below the age of 3.  
2 Keeping Children Safe in Education, Statutory Guidance for Schools and Colleges, DfEd (2020) and 
Inspecting safeguarding in early years, education and skills settings September 2019, No. 190014 

authority, not a work colleague. We will endeavour to check that any electronic references 
received are from a legitimate source, by asking that it be posted to us too. 

• 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 and who carried out the check. 

• We seek additional criminal records checks for anyone who has lived or worked abroad. 



• We recommend that our staff enrol on the DBS update service. 

• DBS checks for all staff and volunteers is only repeated in the event that the Out of School 
Club has cause for concern or if the individual has had a break in service of more than 3 
months. However, this is not applicable for anyone on maternity/paternity leave or if they 
are not attending the setting due to legal coronavirus restrictions in place at the time. 

• Staff are required to complete an annual Criminal Declaration form. 

• Staff are required to complete an annual ‘Staff Suitability Declaration’ form3 . Failure to 
complete this form will be treated as a disciplinary matter which may lead to dismissal. This 
is kept in their personnel file in a secure filing cabinet. 

 
Equality and diversity 

• We value the benefits that a diverse workforce brings to the setting. We strive to ensure 
that the work environment is free of harassment and bullying and that everyone is treated 
with dignity and respect. The commitment is an important aspect of advancing equality and 
diversity in employment and our interaction with others, including bank staff, job applicants, 
volunteers and carers. As such 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.  

 
Changes to staff including disqualification 

• We inform Ofsted of any changes in the person responsible for our setting within 14 days of 
the change. 

• Where an employee is disqualified, or where we learn of relevant information that may lead 
to disqualification of an employee, we will take appropriate action to ensure the safety of 
children. Information will be provided to Ofsted in accordance with section 3.18 of the 
Statutory Framework for the Early Years Foundation Stage (2017).  

 
Roles, responsibilities and appraisal 

• All staff have job descriptions which set out their staff roles and responsibilities. These are 
reviewed and updated periodically by the Play Leader. 

• As well as the regular staff meetings described under ‘Procedures’, all staff must attend 
yearly appraisals with their line manager and complete a self-assessment form. The Play 
Leader will complete an appraisal proforma concerning each individual staff member once a 
year. An individual meeting will be held with each staff member to review progress, 
challenges, support strategies, routines and developments. 

• The Chair will undertake the appraisal of the Play Leader. 

• Bank staff do not have appraisals, but they will receive feedback periodically. 

• All staff will attend individual supervision meetings at least every term. 

• Staff will attend weekly full team planning meetings to ensure that all progress, challenges 
and developments can be discussed as a team. 

_______________ 
3 Required by Early Years Foundation Stage Framework Section 3 Suitable People, para 3.11. 

• Bank staff are not required to attend staff meetings. The Play Leader will keep them abreast 
of any changes/developments which will affect them or the way they work. 

• Training and staff development 

• Management and leaders are qualified with at least a relevant Early Years qualification i.e. 
NNEB, NVQ3, Early Years Care and Education or B Ed Early Years. Other staff hold a Level 3 



Diploma in Childcare and Education and a minimum of half of staff hold the CACHE Level 2 
Certificate in Child Care Practice or an equivalent or higher qualification. 

• Training is on-going and we provide regular in-service training to all staff - whether paid staff 
or volunteers – covering the Early Years as well as health and safety related courses. Training 
is provided through PATA and external agencies. 

• St Joseph’s Out of School Club budget allocates resources to training. 

• We provide staff induction training in the first week of employment. This induction includes 
our Health and Safety Policy4 and Safeguarding Children and Child Protection Policy5 . Other 
policies and procedures will be introduced within an induction plan. Managing staff 
absences and contingency plans for emergencies 

• St Joseph’s Out of School Club is open during term time as well as four weeks during holidays 
(3 days during February half term, 3 days during Easter and 6 days during the Summer 
Holiday). 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 the Out of School Club’s 
sickness and absence procedure6 , we organise cover to ensure ratios are maintained. Using 
our qualified bank staff as needed. 

• Sick leave is monitored and action is taken where necessary in accordance with the setting’s 
Sickness and Absence Procedure. 

• We have contingency plans to cover staff absences, as follows:  
o the Deputy Play Leader will cover for the Play Leader; 
o a Play Assistant will cover for the Play Leader; and 
o bank staff will cover for Play Assistant(s). 

 
Staff taking medication/other substances 

• As part of the recruitment process, applicants are requested to declare if they are taking any 
medication or other substances which could potentially affect their ability to care for 
children. Equally, staff are requested to declare if they are taking any medication or other 
substances which could potentially affect their ability to care for children. We will seek 
advice on any medication/substance declared to ensure that an applicant or member of staff 
can work directly with children and that the medication or substance in question will not 
impair the applicant or staff member’s ability to look after the children properly. 

• Staff are made aware of this declaration as well as the requirement to store medication on 
the premises securely and out of the reach of children.  
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________________ 
4 Policy 3.2 Health and Safety general standards  
5 Policy 1.2 Safeguarding Children and Child Protection  
6 Policy 2.1.3 Sickness and Absence 


