Staffing and Employment Policy

Rise Park Out of School Club is committed to placing the best interests of children’s welfare, care and development at the centre of all staffing matters.

· Staff ratios are - 1 adult : 8 children

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

· The Manager arranges regular staff meetings which provide opportunities for all staff to participate in discussions in a positive manner. The Manager encourages staff to contribute to the planning of activities and to discuss the programme of activities provided. 

· Staff are appropriately qualified and are checked for criminal records through the Criminal Records Bureau in accordance with OFSTED’s requirements. 

· Members of staff conduct themselves at all times in a professional, courteous, helpful, warm and consistent manner.

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

· All 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 marital status, age, gender, culture, religious belief, ethnic origin or sexual orientation. 

· All staff display both knowledge and understanding of multicultural issues and a commitment to treating all children as individuals and with equal concern and respect.

· Members of staff will have regard for maintaining appropriate dress and personal appearance for working with children and with awareness of health and safety issues e.g. flat shoes and maintaining uniforms. 
· Personal mobiles must be switched off and not used during the session. If staff need to receive an emergency call, the person calling them should use the main Club number.

· 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.

· The Manager and all staff (including students and volunteers) are suitably qualified, have relevant experience and have undergone full Criminal Records Bureau checks. Criminal record checks are updated every three years.

· No person who has not received full Criminal Records Bureau checks, but who is on the premises (such as a member of staff awaiting registration clearance) will be left alone with a child.

· The Manager holds an NVQ Level Three qualification appropriate to the post, along with four years’ experience of working in a day care setting.
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Standards of Behaviour
· Under no circumstances should any arguments or disagreements between members of staff occur in the presence of children or parents/carers. 
· No smoking, alcohol or drug use is allowed on the Club’s premises. 
· No bullying, swearing, harassment or victimisation will be tolerated on the Club’s premises.

· Offensive behaviour such as sexist or racist language or harassment will not be tolerated.

· All staff are expected to treat everyone respectfully at all times and inappropriate behaviour may lead to disciplinary action.
Confidentiality
· Staff have a right to privacy, as do children and their parents/carers. Personal details must not be discussed except in exceptional circumstances. 

· Staff will not talk about individual incidents or the behaviour of children in front of parents/carers and other children.

·  (Further details of the Club’s confidentiality procedures are set out in the Confidentiality policy).

Absences
· Staff should negotiate statutory annual leave with the Manager, in all cases giving as much notice as possible. 

· If staff are unable to attend work due to illness or other medical condition, they must telephone the Manager prior to the start of the working day (text messages are not acceptable).  

· Staff should indicate why they are unable to attend work and when they expect to return.

· For absences of longer than seven days, a doctor’s certificate must be submitted.

· The Manager will keep records of all sick-leave, other absences and lateness.

This policy was reviewed and updated on 24th August 2006 by Sara Cook, Manager
