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Ratios and qualifications
At Kaleidoscope Childcare, staff are selected very carefully as it is they who continue to build on our good reputation and help create a nurturing environment for the children in our care. We provide a staffing ratio that often exceeds those set by the Statutory Framework for the Early Years Foundation Stage. The ratios are as follows:

At least one member of staff for every five children aged two years


At least one member of staff for every eight children aged between three 

and seven years. 

The EYT may have up to thirteen children if accompanied by a level 3 practitioner. 
This ensures that children have sufficient individual attention and guarantees care and education of high quality.

The manager, pre-school room leaders and after school club supervisor hold a minimum of a level 3 qualification. Other members of staff have a level 2 or 3 qualification. 
Recruitment 
We seek to find the best candidate for every job vacancy regardless of race, religion or belief, home language, family background, gender, age or disability. We will have a face-to-face interview even if there is only one candidate. All applicants will be assessed against the same criteria and members of the selection panel will not introduce or use any personal knowledge of candidates acquired outside the selection process. We are committed to recruiting, appointing and employing staff in accordance with all current legislation. Our recruitment and selection procedures emphasise our commitment to the safeguarding of all.
Interviewees will need to provide the following:

· Proof of identity e.g. National Insurance card or passport

· Original qualification certificates

· Full employment history (any gaps will be checked during the interview)
· A completed signed declaration stating that there is no reason why they should not be considered suitable to work with children given to us in a sealed envelope marked ‘Confidential – disclosure’.

· Two references, one of which should be the candidate’s last or present employer

Once employment begins:

· All new employees will be checked for eligibility to work in the United Kingdom

· All new employees will be required to undertake an enhanced disclosure check before their posts are confirmed and the process has to be started before they can commence working.
· Staff awaiting disclosure checks will not work unsupervised

· The completion of an acceptable probationary period of six months, along with the receipt of two satisfactory references are required before employment can be confirmed.
All staff will be given a contract of employment for their post. This must be issued within two months of the employee starting work.

Ofsted will be notified if a new manager has been appointed. Where it is reasonably practicable to do so, notification is made in advance. In other cases, notification is made as soon as is reasonably practicable, but always within 14 days

Retention and staff development

All staff will undergo an induction period where they will be trained and be able to familiarise themselves with their job role and responsibilities. Planned and consistent training will take place on the employee’s first working day and include expected conduct, looking at policies and procedures, training details, name of DSL’s and details of support and mentoring during the probationary period. Further training will take place more gradually. Staff will be able to access our policies and training information on Famly and our website.
Staff will be required to perform all duties as outlined in their job description given them when they start working with us. All staff are expected to co-operate with the implementation, monitoring and improvement of our policies and practice. We aim to offer flexible rota patterns whilst still maintaining adult to child ratios. 

Staff are kept well informed and frequently have an input into evaluation and changes to practice. This is done informally, during supervision and at staff meetings which staff are required to attend. Development plans are mutually agreed. We recognise the importance of training as a key factor in the development of best practice in the setting. Further training has a high priority and courses are frequently offered to staff who will be paid for their time attending them. In-house training takes place as well to ensure that staff are kept up-to-date with current practices and ideas. Indeed, we recognise the importance of training as a key factor in the development of best practice in our setting.
Staff are highly valued and their well-being and enjoyment of their employment with us is very important to us. Staff have unrestricted access to the management to discuss any concerns. We aim to provide an environment where open and honest communication can take place. 
Staff supervision

In line with the EYFS statutory requirements 2026 we have appropriate arrangements in place for the supervision of staff who have contact with children and families. Effective supervision provides support, coaching, and training for practitioners and promotes the interests of children. Supervisions foster a culture of mutual support, teamwork, and continuous improvement, which encourages the confidential discussion of sensitive issues. 
Supervisions provide opportunities for staff to: 
• Discuss any issues – particularly concerning children’s development or well-being, including child protection concerns. 
• Identify solutions to address issues as they arise. 
• Receive coaching to improve their personal effectiveness.
This provides opportunities for staff to meet with a member of the senior management team at regular intervals for a two-way discussion, conducted on a one-to-one basis. The meetings should be viewed as an opportunity for shared reflection on practice and approached in a positive, constructive, honest, open and forward-looking manner. Management will provide support and empowerment for staff to ensure that they feel equipped and happy to fulfil their job effectively. 
The manager is responsible for ensuring that regular supervision meetings are conducted for every member of staff who has contact with children and their families. They take place at least three times a year. Supervisions are generally planned but there also may be an unplanned supervision as a response to a task or event where it is inappropriate to wait for the next planned supervision.

Individually staff must take responsibility for their own performance and learning, reflect and learn from training opportunities ensuring that new knowledge is integrated into their everyday practice. Staff must prepare for and take part in supervision under the arrangements agreed. Content of the supervision meeting will include:

· An evaluation of performance and achievements

· The need for any personal support for staff where work can be difficult or stressful

· Review of sick leave and other absences

· Discussion about any issues of concern about particular children

· The adequacy of relevant policies, standards and procedures

· Ways to improve our practice

· Identify any training and development needs

· Any other topic either party wishes to discuss.

· Agreement of clear, realistic, measurable objectives and activities for work and professional development during the period to the next planned supervision

Staff should expect

· To be given the opportunity to express any concerns

· To be able to question how things are done and what is expected 
· To be given clear objectives and standards, appropriate deadlines  
· To be given appropriate support and receive training where necessary

· To be told in a constructive way if their work is not up to standard, incompetent or unacceptable and to have a strategy for improvements discussed and agreed.

· To be told what they have done well

Manager should expect

· To have their management responsibilities understood and respected by staff they manage

· That once targets are set, the member of staff will produce work to an agreed standard

· That staff will demonstrate a willingness to strive for continuous improvements

· That staff will be open, honest and non-defensive when their work is being discussed

· To be able to withdraw a member of staff from a particular piece of work or to terminate that piece of work if there are reasons for doing so. These reasons will be communicated to the member of staff.

A written record of the meeting will be made on the Supervision Record form. This will be kept confidential with a copy given to the member of staff.

Complaints procedure for staff
We aim to ensure that staff are given prompt and careful consideration to their wishes and concerns. In most cases, we anticipate that concerns will be resolved quickly by an informal approach to supervisory staff. If concerns are not resolved to the staff member’s satisfaction, the following procedures will be put in place. By doing this, we aim to bring concerns to a satisfactory conclusion for all parties involved.
1.
Any staff member who has a concern about any aspect of their work at Kaleidoscope Childcare should discuss their concerns with the appropriate room leader who will refer the matter to the manager. If staff prefer, the matter can be taken directly to the manager. Please remember, we would rather be told of a concern promptly than it be left to fester. Supervisions are also an opportunity to raise concerns if they are not of an urgent nature.
2.
If the above does not have a satisfactory outcome or if the problem recurs, staff should submit their complaint in writing to the manager and the committee of trustees. The manager will complete a provider complaints record and will investigate the complaint. If the complaint is against the manager, however, this will be referred directly to the trustees who will appoint someone to investigate the complaint. As part of the investigation, a meeting may be held. Those attending will be the manager and possibly the room leader, another trustee of the charity and the staff member along with anyone else that he/she feels will be able to assist him/her at the meeting. A written record of the discussion will be made. All parties present at the meeting will sign the record and have a copy of it.

3.
An account of the findings of the investigation will be given to staff within 28 days of receiving the complaint. If the complaint relates to the Statutory Framework for the EYFS, Ofsted will be informed of the complaint and outcome and will investigate to check that we are complying with the Framework and are meeting the requirements of our registration. Ofsted will not consider contractual or payment disputes or employment matters.

4.
If after stage 3, an agreement cannot be reached between the staff member and Kaleidoscope Childcare, an external mediator will be asked to offer advice. The mediator should be acceptable to all parties and he/she will listen to both sides. This can be during the same meeting or at separate meetings of each party. The mediator will then review the action so far and suggest further ways to resolve the grievance. A written record will again be kept of the meetings. All will remain confidential.
5.
Throughout this procedure a Provider complaints record will be completed. This will be kept in the Complaints Procedure file and will be shared with parents and staff on request.
Students, temporary staff and volunteers
We welcome students, temporary staff and volunteers at Kaleidoscope Childcare. Students will usually be given a long term placement for the duration of their course. Temporary staff may be employed to cover maternity leave or long term sickness. We consider volunteers to be those attending our setting for more than three ‘one-off’ occasions within a term. In line with the EYFS 2026 volunteers and students will now be expected to provide at least one reference prior to their placement with us. Every person aged 16 and over including all volunteers that work directly with the children for three days and over in a 30 day period must obtain an enhanced criminal records check. Supervised volunteers such as parents who help out on a trip are not required to have one but will not help out with personal care or be left unsupervised. 
We believe that the involvement of others enhances the provision that we offer. They provide more positive role models for children and support staff in the delivery of the daily programme and in the implementation of policies and procedures. Voluntary and student activity should complement the work of paid staff and be an enhancement to existing paid staff rather than a replacement. They would, however, be considered an integral part of the staff team.

All students, temporary staff and volunteers over 16 will be subject to the same recruitment procedure as paid staff to ensure that they meet suitable person requirements. The exception to this are young people under 16 who will have discussion with supervising staff regarding confidentiality and appropriate behaviour in the setting. For those over 16, an interview, references and a DBS check will be required. Induction training will take place. Discussion will take place and a job description will be drawn up in full consultation with the volunteer, student or temporary staff member clearly laying out their role and the tasks they have agreed to undertake. This will be along the format of the job description used for paid staff and will be signed by both parties as a form of contract. There will be a trial period of one term to give the setting and the volunteer, student or temporary staff member time to discover if they are suited to one other. During this time, a review will take place.

Kaleidoscope Childcare will support students to fulfil the requirements of their course and support them with any activities they are required to undertake. We are happy to liaise with student’s tutors/assessors. Students with us on placements will be required to demonstrate that they are working towards a valid early years or playwork qualification of undertaking another recognised award such as The Duke of Edinburgh’s Award Scheme or school work experience.
Volunteers, students and temporary staff are insured under both the public and employer’s liability insurance. 

We are a charity and operate with very low margins and are, therefore, unable to reimburse out of pocket expenses.

Code of Conduct for Staff, Students and Volunteers
We seek to provide a harmonious environment where children, parents/carers, staff, volunteers, students and visitors feel safe, valued and protected. Children usually feel more confident and positive about themselves and their learning when parents/carers work together in an atmosphere of mutual respect. In order to achieve this, we have a Code of Conduct for guidance as follows:

· Staff should remember that the welfare of the child should always come first.

· We are aware of our position as positive role models for the children and the need to lead by example. Therefore, we require all staff, students and volunteers to provide a positive model of behaviour by treating children and adults with care, dignity and respect. They should also maintain a professional manner at all times.

· We will endeavour to use a reassuring, non-threatening tone of voice and positive body language at all times. We are aware that aggressive body language or shouting presents a negative example of how we should behave. Adults must not shout or raise their voices unless they believe that the safety of the child is compromised.

· No inappropriate language or phrases will be used in the setting.

· Staff must ensure that their behaviour at work or outside does not cause embarrassment to Kaleidoscope Childcare or reflect negatively on the setting in a way that would bring its reputation into disrepute or cause loss of public confidence. This includes through the use of social networking sites.

· Staff who work directly with children will be required to wear Kaleidoscope Childcare polo shirts/t-shirts and fleeces (in colder weather) unless the weather is extreme. Other clothing must be appropriate for childcare work. No open toed sandals may be worn due to the risk of tripping
Social networking policy
Practitioners have a right to a personal life separate from their work here at Kaleidoscope Childcare. However, anyone can be called to account for behaviour in their private life that directly questions their ability to do their job well or impacts on the reputation of Kaleidoscope Childcare. We all have a responsibility to establish appropriate boundaries between the personal and work aspects of our lives.
It is of utmost importance that staff maintain confidentiality and ensure proper practice at all times when using social networking sites. This is to protect the children, parents and families of the setting along with the staff. It is also to safeguard Kaleidoscope Childcare’s reputation along with that of individual members of staff.
Staff must follow the statements below both in their public and private social media accounts. This is because once something is posted, you have no control over how it is used. The information can be shared and screen shots can be taken. You must assume that everything is permanent and may be shared and made public.

· Staff must not mention where they work or have Kaleidoscope Childcare’s name anywhere in their personal profile.

· Staff must not put the settings details anywhere on social media.

· Personal profiles should not contain any images, videos or statements which are or could be deemed as inappropriate for a childcare professional

· Staff cannot mention any issues regarding their health or fitness to work with children on any form of social media.

· In order to maintain professional boundaries staff must not accept personal invitations to be friends from parents of the setting unless they know them in a personal capacity.

· Staff must not mention any of the setting’s children or parents in their online profiles or postings.

· Staff must not publish any negative comments about other staff in their online profiles or postings.

· Staff must not publish photos of the setting’s children in their online profiles or postings.

· Staff must not publish photos of other staff which were taken at work in their online profiles or postings.

· Staff are advised to set their online profiles to private so that only friends are able to see their information.

· Staff must not use mobile phones to take photos in the setting or access social networking sites during working hours.

· Staff must use social media in a professional, safe, responsible and respectful way. 

· Staff must not use social media to attack, insult, abuse, defame or make negative or discriminatory comments about anyone.

If staff see any inappropriate posts on any form of social media from a member of staff, they must report it to the manager or trustees. A breach of this policy will be taken very seriously by the Trust and will result in disciplinary action being taken.
Date: 29/7/26
Reviewed: July 2027
Name: Kim Olsen

Signature: K Olsen
Position: Nursery Manager

Signed on behalf of the charity

Name: Ben Dawson
Signature: Ben Dawson
Position: Chair
Staffing Policy 2026
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