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Little VIPs at Lowther Endowed School Staffing Policy 
 

Our Staff 

At Little VIPs Day Care we provide staffing ratios to ensure that all children have sufficient individual 

attention and to guarantee care and education of a high quality. All staff are appropriately qualified 

and are checked according to our Safer Recruitment Procedures with the Disclosure and Barring 

Service (DBS), references are required and full pre-employment checks carried out in accordance with 

Keeping Children Safe in Education and  Early Years Foundation Stage Statutory Framework 

requirements.  

Our aim is to ensure that children and their parents are offered high quality Early Years Education. To 

meet this aim, we use the following ratios of adult to child:  

• Children aged birth to two years of age: one adult to three children.  

• Children aged two to three years of age: one adult to five children. 

• Children aged three to five years of age: one adult to eight children except where staff with a 

Level 6 qualification are in overall charge where the ration may be one adult to 13 children 

We will ensure that there is a minimum of two staff on duty at any one time.  

We use a key person system to ensure each child has a member of staff who is the first point of contact 

for the child and parents for discussion and consultation. 

We hold regular staff meetings to undertake curriculum planning and to discuss children’s progress, 

their achievements and any difficulties, which may arise from time to time.  

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 based on their suitability for the post, regardless of marital status, age, gender, 

culture, religious belief, ethnic origin or sexual orientation. We do not place applicants at a 

disadvantage by imposing conditions which are not justifiable 

All our staff have received a job description, which sets out their roles and responsibilities. 

We support the work of our staff by holding regular team meetings, supervisions and appraisals. We 

encourage staff to be actively involved in the running of the setting and feel that they are part of a 

team. 

Staff with children at Little VIPs 

We support all employees returning to work after having a baby and understand that there may be 

times when a member of staff chooses our nursery to provide childcare alongside them working or 

that there may be occasions when a member of staff is working in the same environment as a close 

relation, e.g. niece or nephew.  

In these cases, we request the member of staff meet with the nursery manager and room leader, 

where appropriate, to discuss how best this will work alongside the nursery business needs.  

We believe children learn best when they are healthy, safe and secure, have their individual needs 

met and have a positive relationship with the staff caring for them. It is our policy that all staff remain 

neutral and treat all children as individuals with the same regard.  
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When looking to accommodate staff members working alongside their own child or close relative in 

the nursery, we will make a decision and agreement based on the following circumstances: 

• The individual needs of the child, including if they have any special educational needs and/or 
disabilities  

• The number of rooms, number of staff, staff deployment and ratios 

• Age or stage of development of the child  

• Staff member’s expertise and where and when they usually work  

• Days and times the child attends 

• Transition arrangements. 
Whether the child or close relation is better placed within the same room or a different room from 

the staff member will be decided on a case-by-case basis.  

Once a decision has been made, an agreed set of guidelines will be developed between the nursery 

and the member of staff setting out the expectations of working with their child or close relation. This 

includes agreeing that during their time at nursery the child is in the care of the nursery, it is the 

nursery that retains responsibility for the child and their care and agreeing what they will do if they 

need to cover in different rooms, outdoor play etc. A similar agreement will be put in place for any 

staff who do not have direct care of the children, e.g. manager, cook, admin but whose own child or 

family member attends the setting.   

Staff caring for another staff member’s child will treat them as they would any other parent and child.  

Where this agreement is not working or is impacting on the care of the child or other children in the 

room, the manager will meet with the member of staff to review the agreement and the following will 

be considered:  

• Time left until the child is due to transition to the next room or school 

• Temporarily moving the staff member to another room. It is nursery policy to move the staff 
member and not the child (unless transitioning) so the child continues to be in the appropriate 
group and can forge consistent relationships with other children  

• Where the staff member is already in another room but there are concerns, there will be an 
agreement between the staff member, manager and room leader about contact with the child 
during the nursery day. Although we do not want to restrict a parent seeing their child, we 
must consider the room routine and the upset a visit may cause the child when their parent 
leaves the room again. 

 

Breastfeeding 

Where a staff member’s baby requires breastfeeding, the nursery will adapt the above guidelines to 

suit both the baby’s and mother’s needs. Cover will be provided during this time.  

Professional Development and Training 

We value our staff highly. We believe that ongoing personal and professional development is essential 

for the delivery of high-quality learning and development opportunities for children in their early 

years.  The overall quality of our nursery is underpinned by our staff having the appropriate 

qualifications, training, skills, knowledge, and a clear understanding of their roles and responsibilities.  

The setting staff hold appropriate Early Years qualifications or our working towards their qualification.   

We provide regular in-service training to all staff and we allocate resources to ensure every member 
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of staff receives appropriate training.  As a minimum our staff receive Safeguarding, Food Hygiene and 

Paediatric First Aid training in addition to attending courses to develop their own skills.  

We provide staff induction training in the first 3 months of employment. This induction includes our 

health and safety policy and safeguarding children procedures.  

Every staff member is given the opportunity to further develop their training, knowledge and skills 

through a comprehensive and targeted programme of professional development. High-quality 

professional supervision is also provided, this provides each staff member with support, coaching and 

training and promotes the interests of children. Each meeting is planned based on individual 

performance related targets, consistent and sharply focused observation and evaluations of the 

impact of staff’s practice.  

We ensure that at least 80% of staff are qualified to Level 3 (or equivalent) or above in childcare and 

education or Early Years Educator. Other staff working at the nursery are qualified to Level 2,  

undertaking training or skilled and experienced in the professional opinion of the nursery manager. 

Where necessary staff will be supported to achieve a suitable level 2 qualification in English (as defined 

by the Department for Education on the Early Years Qualifications List) for the completion of the Early 

Years Educator. We ensure staff have adequate maths knowledge for effective delivery of the EYFS 

curriculum. 

We ensure setting managers appointed on or after 4 January 2024 hold a level 2 maths qualification, 

or they achieve one within two years of starting in the position. 

In addition to this, we ensure that all level 2 and/or level 3 qualified staff (on or after 30 June 2016) 

have a full paediatric first aid (PFA) or an emergency PFA certificate within three months of starting 

work and ongoing in order to include them in the required staff: child ratios at level 2 or level 3.  

We strongly promote continuous professional development and all staff have individual training 

records and training plans to enhance their skills and expertise, which are based on discussions at 

supervision meetings and appraisal meetings. We have a training budget which is set annually and 

reviewed to ensure that the team gain external support and training where needed. 

To facilitate the development of staff we: 

• Coach, mentor, lead and offer encouragement and support to achieve a high level of morale 
and motivation 

• Promote teamwork through ongoing communication, involvement and a no blame culture to 
enhance nursery practice 

• Provide opportunities for delegation based on skills and expertise to offer recognition and 
empower staff 

• Encourage staff to contribute ideas for change within the nursery and hold regular staff 
meetings and team meetings to develop these ideas. Regular meetings are also held to discuss 
strategy, policy and activity planning 

• Encourage staff to further their experience and knowledge by attending relevant external 
training courses 

• Encourage staff to pass on their knowledge to those who are less experienced and share 
knowledge from external training with small groups of staff within the nursery 

• Provide regular in-house training relevant to the needs of the nursery 

• Carry out regular half termly supervision meetings with all staff. These 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 and 
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receive coaching to improve their personal effectiveness. Staff appraisals are carried out 
annually where objectives and action plans for staff are set out, while also identifying training 
needs according to their individual needs 

• Develop a training plan that sets out the aims and intended outcomes of any training, 
addressing both the qualification and continuous professional development needs of the 
nursery and individual staff  

• Carry out training need analyses for all individual staff, the team as a whole, and for the 
nursery every six months  

• Promote a positive learning culture within the nursery 

• Offer annual team building training 

• Carry out full evaluations of all training events and use these to evaluate the training against 
the aims set to enable the development of future training programmes to improve 
effectiveness and staff learning 

• Provide inductions to welcome all new staff and assign a ‘work buddy’ to coach, mentor and 
support new staff 

• Offer ongoing support and guidance 

• Offer varied information sources including membership of local and national organisations, 
resources, publications and literature to all staff. 

 

Staff Conduct 

We take the safety and welfare of our children and staff seriously. This policy ensures staff behave in 

an appropriate manner to act as a role model for and protect all children in their care. Within this 

policy we will also ensure that any changes to staff behaviours or ways of working are closely 

monitored, discussed and supported to ensure all children are safeguarded throughout their time 

here.  

Expected staff behaviour  

Within our nursery we expect our staff to: 

• Put our children first. The safety, welfare and ongoing development of children is the most 
important part of their role 

• Behave as a positive role model for the children in their care by remaining professional at all 
times and demonstrating caring attitudes to all 

• Work as part of the wider team, including staff in school, cohesively and openly 

• Be aware of their requirements under the Statutory Framework for the EYFS and the nursery 
policies and procedures designed to keep children safe from harm whilst teaching children 
and supporting their early development 

• React appropriately to any safeguarding concerns quickly and concisely in accordance with 
relevant procedures and training received  

• Not share any confidential information relating to the children, nursery or families using the 
nursery   

• Maintain the public image of the nursery and do nothing that will put the setting into 
disrepute  

• Ensure that parental relationships are professional and external social relationships are not 
forged. If a relationship exists prior to the child starting at the setting, discussions with 
management will be held to ensure the relationship remains professional 

• Adhere to the Mobile phone and electronic device use policy and Social networking policy   
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• Report to management immediately any changes in their personal life that may impact on the 
ability to continue the role. These may include (but are not limited to) changes in police 
record, medication or any social service involvement with their own children. 

 

Monitoring staff behaviour 

Within the nursery we:  

• Conduct regular peer observations using all staff and management, during which we observe 
interactions between staff and children  

• Have regular supervisions with all staff in which ongoing suitability is monitored and recorded 

• Have a Whistleblowing policy that enables team members to discuss confidentially any 
concerns about their colleagues    

• Operate staff suitability checks and clauses in staff contracts to ensure any changes in their 
suitability to work with children are reported immediately to management 

• Ensure all new staff members are deemed suitable with the appropriate checks as detailed in 
the Safer recruitment of staff policy. 

 

Some behaviours that may cause concern and will be investigated further include:  

• Change in moods 

• Sudden change in religious beliefs and/or cultural beliefs (which may indicate radicalisation)  

• Changes in the way they act towards the children or the other members of the team 
(becoming more friendly and close, isolation, avoidance, agitation etc.)  

• Sudden outbursts 

• Becoming withdrawn  

• Secretive behaviours 

• Missing shifts, calling in sick more often, coming in late 

• Standards in work slipping  

• Extreme changes in appearance. 
 

Procedures to be followed:  

If we have a concern about changes in staff behaviour within the nursery, an immediate meeting will 

be called with the individual and a member of management to ascertain how the person is feeling. 

We will aim to support the staff wherever possible and will put support mechanisms in place where 

appropriate.   

Ultimately, we wish to ensure all staff are able to continue to work with the children as long as they 

are suitable to do so, but if any behaviours cause concern regarding the safety or welfare of the 

children then the Safeguarding children and child protection policy will be followed. In the case of 

allegations against a staff member, the Local Authority Designated officer (LADO) will be contacted.  

All conversations, observations and notes on the staff member will be logged and kept confidential.  

This policy was adopted on Signed on behalf of the nursery Date for review 
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