
 

2.1 Employment 

(including suitability, contingency plans, training and development.) v.3 

Policy statement  

Little Tractors - Forncett Playgroup (Known as Little Tractors) meets the Safeguarding and Welfare              

Requirements of the Early Years Foundation Stage, ensuring that our staff are appropriately qualified and               

experienced. We carry out checks for criminal and other records through the Disclosure and Barring               

Service in accordance with statutory requirements.  

We are committed to recruiting, appointing and employing staff in accordance with all the relevant               

legislation and best practice. 

Procedures 

Vetting and staff selection 

Little Tractors work toward offering equality of opportunity by using non-discriminatory procedures for all              

staff recruitment and selection. All staff have job descriptions, which set out their staff roles and                

responsibilities. We welcome applications from all sections of the community. All 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 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 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.  

We keep all records relating to employment of staff and volunteers, in particular those demonstrating that                

checks have been done, including the date and certificate number of the DBS check. We expect all staff                  

and committee to sign up to the update service and continue on an annual basis throughout their                 

employment with Little Tractors. We complete regular DBS checks (3 monthly) to ensure all staff and                

committee are still suitable. 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. 

For any staff member who wishes to offer home care out of session times e.g.babysitting, the family must                  

be asked to sign a disclaimer. This can be obtained from the Playgroup Leader. 

Disqualification 

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 the children. In the event of                 

disqualification, that person’s employment with us will be terminated.  

Changes to staff 

We inform Ofsted of any changes in the person responsible for Little Tractors – Forncett Playgroup. 
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Training and staff development 

At Little Tractors we expect the playgroup leaders to hold a minimum CACHE Level 3 Diploma for the                  

Children and Young People’s Workforce or equivalent qualification.  

Present Playgroup Leader - Early Years Foundation Degree (Leadership)  

Present Deputy Playgroup Leader - CACHE Level 3 Diploma in Pre-school Practice.  

Our setting budget allocates resources for training and we provide regular training opportunities to all staff                

– whether regular staff or volunteers - through various training providers. Staff understand that these               

courses are part of their ongoing professional development and are expected to attend these courses or                

opportunities. 

We provide staff with an induction during the first three weeks of their employment. This induction                

includes our Code of Conduct, Health and Safety Policy, Safeguarding Children and Child Protection Policy.               

The other policies and procedures are shared with staff across the first few weeks of their time with us.  

We work to support the work of our staff by holding regular peer observations, termly supervisions and                 

annual appraisals.  

Staff taking medications/other substances 

If a member of staff is taking medication which might affect their ability to care for children, we ensure                   

they seek further medical advice. Staff will work directly with the children only if medical advice confirms                 

that the medication is unlikely to impair their ability to look after children properly. Staff medications on                 

the premises will be stored securely and kept in the kitchen out of reach of the children at all times. If we                      

have reason to believe that a member of staff is unable to care for the children safely, he or she will not be                       

allowed to work directly with the children and further action will be taken.  

Managing staff absences and contingency plans for emergencies 

Staff are expected to take their holiday breaks when Little Tractors is closed. Where staff may need to take                   

time off for any reason other than sick leave or training, this is agreed with the Playgroup Leader who will                    

liaise with the management committee.  

Where staff are unwell and take sick leave, we organise cover to ensure ratios are maintained. Sick leave is                   

monitored and action is taken where necessary in accordance with their contract of employment. We have                

contingency plans to cover staff absence as follows: 

▪ We expect staff to contact the Playgroup Leader by 6.30 a.m. on the day they are due to work (if                    

possible contact the evening before) so that alternative cover can be arranged.  

▪ If the Playgroup Leader is unable to work, they will inform the Chairperson by 6.30 a.m. on the day                   

they are expected to work (if possible, the evening before) so alternative cover can be arranged. 

▪ A text message is acceptable to notify absences providing you receive a reply to a message. Should                 

no reply have been received, please follow up with a phone call. 

▪ Any changes to staffing will be communicated to the chairperson on the day. 
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Changes due to CoVid-19 

In the event of a staff member developing suspected coronavirus symptoms prior to work or whilst                

working at Little Tractors, they should not come into work, or should isolate themselves as much as                 

possible in the setting and go home as soon as cover has arrived and self-isolate in line with the NHS                    

guidance. They must access a test and will not be allowed back to work unless a negative result is given                    

(Evidence to be provided.) 

In the event of staff having to leave work, the lead practitioner of the day should contact the chairperson                   

who will arrange cover as soon as possible. When cover is not available, parents are to be contacted and                   

asked to collect their children immediately. 

Staff payments 

Staff will be paid on the last working day of the month (regardless of holidays). If the last working day of                     

the month falls on a bank holiday, staff will be paid on the day before. 

Staff are expected to manually complete their own timesheet manually on a daily basis even if there are no                   

changes to hours.  

On the 20th of the month, these will be authorised by the Playgroup Leader, or Deputy in her absence, and                    

collected by the chairperson at the end of the working day. After checking and consolidating them, the                 

chairperson will forward them to the treasurer who will initiate the payroll. The timesheets / consolidation                

will be filed.  

Any adjustments to agreed working hours after this date will need to be adjusted on the following month’s                  

timesheet. 

Staff dress code and appearance 

Little Tractors provides staff with branded polo shirts and hoodies/jackets. Staff should wear comfortable              

bottoms (jeans are acceptable) and appropriate footwear.  

Staff should wear clothing which:  

● Is comfortable, allows free movement and is appropriate to their role.  

● Is not likely to be viewed as offensive, revealing or sexually provocative.  

● Does not distract, cause embarrassment or give rise to misunderstanding.  

● Is free from any political or otherwise contentious slogans.  

● Is not considered to be discriminatory and is culturally sensitive.  

Staff should ensure hands and nails are kept clean and long hair is tied back. Jewellery should be minimal                   

to avoid safety implications. Any obviously visible tattoos or piercings should be discussed with the               

Playgroup Leader or chairperson as to their suitability and safety.  

Gifts and hospitality 

At times staff and volunteers may be offered gifts/hospitality to say thank you e.g. when a child leaves our                   

care. The acceptance of gifts and hospitality is a sensitive area where actions can easily be misunderstood.                 

The following general rules apply and must guide decisions on receipt of gifts and hospitality as an                 

employee of the playgroup: 
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● To accept gifts should be the exception. You may accept small ‘thank you’ gifts of token value,                 

such as a diary, a coffee mug or bunch of flowers, not over £25 in value. You should notify the                    

treasurer and chairperson of any gift or hospitality over this value. 

● Always say “no” if you think the giver has an ulterior motive. Be sensitive to the possibility that                  

the giver may think that even small gifts or simple hospitality will elicit a prompter service or                 

preferential treatment. 

● Never accept a gift or hospitality from anyone who is, or may be in the foreseeable future,                 

tendering for any contract with the playgroup, seeking employment with the Playgroup or is in               

dispute with the Playgroup, even if you are not directly involved in that service area. 

● Where items purchased for the Playgroup include a ‘free gift’, such a gift should either be used                 

for Playgroup business or handed to the Chairperson to be used for charity raffles. 

● If you are in doubt about the acceptability of any gift or offer of hospitality, it is your                  

responsibility to consult the Chairperson. 
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This policy was adopted by Forncett Playgroup - Little Tractors. 
On: 8th January 2021 To be reviewed: 7th January 2022 

Signed by: Elizabeth Holtz Signature: 

Role of signatory: Chairperson 


