
Policy 1 Suitable Person

We seek to promote equality of opportunity and to eliminate discrimination as defined under the terms of the Race relations Act, Equal Pay Act, Sex Discrimination Act and the Disability Discrimination Act, in all our employment procedures and practises.

We are committed to ongoing personal learning and development for everyone involved in the work undertaken. We will take account of cost, timing, family responsibilities, cultural requirements, gender and age sensitivities, and potential physical barriers in the environment, or attitudes of others to personnel with different abilities.

We advertise all vacant posts internally and externally to reach as wide a circulation as possible.

Advertisements and publicity on recruitment will state that we are an equal opportunity employer.

Applicants will be given clear, concise and accurate information about posts through advertisements in order to enable them to assess their own suitability. Language used will not deter any potentially disadvantaged applicant from applying.

All short-listed candidates will be required to attend an interview and provide references.
Interview panels will be fully aware of our commitment to equality of opportunity in our employment practises.

Detailed application forms and a thorough but constructive interview enable management to confirm the suitability of staff before appointment. On appointment, staff will have appropriate experience, skills and ability to undertake the position, and will be assessed to identify relevant continuation training and development.

Recruitment of staff and volunteers

We operate stringent staff recruitment and vetting procedures and follow the guidelines of the government’s safer recruitment training. All job applicants undergo identity and qualification checks at interview and must provide at least 2 satisfactory references, which are checked (if possible before interview or otherwise before a contract of employment is issued). Successful candidate(s) are required to complete an enhanced CRB disclosure form which will be checked with the Criminal records bureau before they are officially appointed, and all staff are obliged to report any subsequent issues that could potentially affect their continued suitability to work with children. A statement of medical fitness is required at or before interview. 

In the future it is expected that newly appointed staff and volunteers, and staff who already work with vulnerable groups (such as children) but are changing jobs, will also be able to register with the Independent Safeguarding Authority (ISA). This will be done on one combined CRB and ISA registration and check form. At some point it is expected that the combined CRB/ISA check will be a legal requirement for these groups of people, and the combined form must be completed. 

 Detailed application forms and a thorough but constructive interview enable management to confirm the suitability of staff before appointment, and a satisfactory probationary period is served before a contract of employment is confirmed.

When recruiting volunteers to work regularly* with children, if the person is not well known to the staff/committee, procedures will be followed as above. If the person is well known, references will still be sought and checks will be made to ensure others in the community have no concerns and can make positive recommendation. An informal interview will be carried out and a CRB (possibly in future a combined CRB/ISA check) completed and checked. 

*Regulated activity includes any activity which involves contact with children or vulnerable adults that is in a specified place frequently or intensively. This could be paid or voluntary work. In December 2009 changes to the original definitions of “frequently or intensively” were recommended - Changing the definition of "frequency" within the scheme from once a month or more to once a week or more. This covers regular repetitive activity. Making a parallel change to the "intensive" definition, from three or more days in a 30 day period, or overnight, to four or more days in a 30 day period, or overnight. This covers the circumstances where there is contact over a short space of time which is not necessarily repeated; 
If at any time, including during the recruitment process, there are serious concerns, (based on legitimate information) about a person’s suitability to work with children, or a CRB/ISA check reveals that a person has been barred from working with children, or a person has given false information in support of their application for voluntary or paid employment , the police and/or ISA will be informed and given details. As from October 2009 it is a criminal offence to knowingly allow someone who has not been registered with the ISA or who been barred by the ISA. to work with children.

In future it is expected that existing employees and regular volunteers with no CRB check will have to apply for ISA registration. Existing employees/volunteers with CRB checks may be able to apply for ISA registration starting with those whose CRB checks are the oldest. It is expected that all employees and regular volunteers will have to be registered by July 2015.Successful candidates are required to undergo vetting procedures prior to commencement of employment. We operate stringent staff recruitment and vetting procedures. All staff must provide references, which are checked, and undergo identity checks upon appointment. Their details will be checked against the vetting and barring scheme records. They are also subject to a CRB check at an enhanced disclosure level and are obliged to report any subsequent issues that could potentially affect their continued suitability to work with children.

New staff

Induction will be undertaken and all new staff will be provided with a statement of terms and conditions within the first two weeks of employment, which includes details of the probationary period and disciplinary and grievance procedures. New staff are required to undergo a three month probationary period. A probationary review is held at the end of this period and subject to satisfactory completion of the probation a training and development plan will be agreed. 

Official child protection training will be sought for new staff at the earliest available opportunity: this will be given priority status. (See policy 14 Child protection)

Staff  are expected to attend weekly meetings, and further meetings as necessary at the request of the leading practitioner or chairperson. If staff are unable to attend due to the timing of meetings or other difficulties, this duty may be waived at the discretion of the leading practitioner. All staff are however required to contribute to the meetings via liaison with the leading practitioner, and must read and act upon the meeting minutes which will be provided to them. All staff are subject to annual performance appraisals and required to work within all of the Centre’s policies and agreed procedures.
Whistle-blowing

If a matter arises in the Centre that a member of the staff team (including students on placement) or a committee member, considers that another member of staff or committee has acted in a way that has been a breach of their professional conduct, then it is that individual’s duty to report the matter immediately to the lead practitioner or Committee chairperson. 

e.g. if a member of staff/committee acts in an unacceptable manner towards an individual child, parent or member of staff, or in a way that breaches agreed policies and procedures.
If the complaint is about the leading practitioner or a committee member, then the complaint should be brought to the attention of the committee chairperson immediately. If the complaint is about the committee chairperson, the matter must be brought to the attention of the deputy chairperson. 

If possible, the matter will be resolved by a discussion with the leading practitioner/chairperson. If appropriate, disciplinary action may be taken, and in this case the name of the informant may have to be disclosed.

If there is an allegation or concern  which indicates possible abuse of a child(ren) the procedures outlined in our child protection policy will be followed.
Centre staff

1. Leading practitioner, Child protection officer and behaviour management officer:  Mrs Sonjia Swift    Qualification : Diploma in pre-school practice (level 3)
My involvement in childcare began after the birth of my 2 children in November1984 and April 1986. As I began to attend my local parent and toddler group I quickly found myself acting as group leader, which evolved into committee chairperson. As my daughter moved on to pre-school I was a regular parent helper, and soon assumed the role of committee secretary which I held for the 3 years allowed, as my son also came into the pre-school. I also became secretary of the local area pre-school alliance committee for 2 separate 3 year terms, keeping local groups up to date with childcare issues and helping to arrange training and workshops. As my daughter moved on to school I also began to help out at school regularly, as a voluntary classroom assistant.

In September 1994 I decided the time had come to earn a living from all the experience I had gained, and took a job as assistant at a local pre-school. Within 1 year I had advanced to deputy and then supervisor. I began my formal childcare training, and completed my diploma in pre-school practice in December 1996. Shortly afterwards, I began a job as manager of a rural private nursery. Since then I have worked as a manager in both committee run and private pre-schools in various settings in the Norfolk area. Immediately prior to my current employment with Mulbarton Children’s Centre I was manager of a private childcare setting providing pre-school and holiday and after-school care for children aged 2 to 11 years. 

I have seen many changes in the 25 years I have been involved in childcare. Successive governments have gradually come to see the value of good quality early education and childcare, and to recognise the benefits to children, their families and in the long term, society as a whole. We now have the highest profile, best staff training, and most support for our children in their early years that there has ever been. All this of course brings ever changing challenges and demands, but providing good quality childcare and education is something I continue to feel passionately about, and I am happy to have an excellent staff team to support me in striving to achieve this at Mulbarton Children’s Centre. 

2. Deputy Practitioner and Special educational needs coordinator: Tracy Dean Qualification ; NVQ level 3 in children’s care, learning and development

My first contact with the playgroup/centre was when my daughter Holly started in 2003. I became a parent helper, and then a year later, a member of the committee and an emergency helper. My son Sam then started in 2005. Both my children now attend Mulbarton Infant School, and when a vacancy for a member of staff arose I applied and was successful. I completed the initial childcare qualification, and subsequently completed the NVQ level 3 in children’s care, learning and development. In February 2010 I took over as special educational needs coordinator. In June 2010 the position of deputy lead practitioner became vacant. I applied and interviewed for the post and was successful, taking up the deputy position from September 2010.
3. Assistant Practitioner: Mrs Donna Cott    Qualification : NVQ level 2 in children’s care, learning and development (undertaking level 3)
I began working in the spring term 2005, before that I used to be a parent-helper and a member of the playgroup/centre committee. I enjoyed it all so much that when a vacancy on the staff occurred I applied and was successful. I have two boys and two girls, two of my children attended Mulbarton Children’s Centre (formerly Firststeps and Footsteps) playgroup before moving onto Mulbarton First School. Whilst working at Mulbarton Children’s Centre I have completed a level 2 NVQ in early years and education. I returned to the Centre in September 2010 following a short maternity break. I am currently studying for a level 3 qualification.
4. Assistant practitioner : Marie Simmonds   Qualification :  Level 3 Diploma in childcare and education
5. Assistant practitioner/additional needs support worker  : Camellia Winsley :  NVQ level 2 in children’s care, learning and development

6. Assistant practitioner : Abbie Hill   Qualification :  Undertaking Level 2  in childcare and education

7. Additional needs support worker :Tania Davies : Level 3 Nursery nursing certificate 
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