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Alphabets Pre-school


Staff Protection Policy

The welfare of staff at Alphabets is of paramount importance.  Alphabets is committed to ensuring that their staff feel valued and have access to information to help and encourage them in their work.

Protection of staff from allegations of abuse

Staff must ensure that policies and procedures are followed to help protect them from allegations of abuse.

· We have an incident book by the office desk to record any injuries to children that have happened prior to them coming to pre-school.  Please ensure you complete the book with the date, child’s name and description of injury. Parent/carer must  sign the book.

· We have an accident book to record any injury to the children that occurs while they are pre-school.  This book must be completed with the child’s name, details of injury and where it took place, practitioner’s signature and manager’s signature. The book must be shown to the parent/carer when they collect the child and you must get them to sign the book.
· In case of any head injury the parents must be given a note advising them to observe the child at home for any signs of concussion and/or to sick medical advice. 

· Child/adult ratios as specified in the EYFS must be adhered to at all times. Care must be taken that the correct ratio is maintained at all times.
· Alphabets offers home visits to all new starters. To ensure the safety of staff the following procedures must be followed:

· The visit will be carried out by the key person and the Pre-school Manager or Deputy Manager. Staff must not visit on their own.

· Staff must carry a mobile phone with them and have the pre-school’s telephone number programmed into it.

· Staff must record the address/details of the visit in the diary and sign out and then back in to pre-school.

· If staff are uncomfortable about any part of a particular visit, they are to remove themselves from the home and return to pre-school.
· All staff and volunteers will be DBS checked.  Until checks are complete, new staff and volunteers will not be unsupervised or left alone with children.  They will only be allowed to use the visitor’s toilet and must not go into the children’s toilet area, not even to help with hand washing etc.

· Staff will undertake relevant training such as behaviour managment and safeguarding for information to help protect them from allegations of abuse.

· If a member of staff is subject to allegations of abuse, they will be suspended immediately on full pay until an investigation is carried out.  The investigation will be undertaken by the Committee Chairperson or Nominated person and the Pre-school Manager, unless the allegation is against the Pre-school Manager when it will be undertaken by the Chairperson and two other committee members. This investigation will be carried out immediately and a decision will be reached as soon as all the information is available and has been investigated. The member of staff being investigated has the right to have an independant person present at any interviews.

· Information about alleged abuse may be shared with Ofsted and the Local Safeguarding Board and the family of the child alleged to have been abused would be kept fully informed of the investigation.

· All staff and volunteers will be subject to an induction programme when starting at Alphabets so they are made aware of policies and procedures, what the pre-school expects from them and what they can expect from Alphabets.

· Staff working over 6 hours a day are entitled to 20 minute lunch break. Staff may have tea, coffee etc, while setting up the room before the children arrive.  During the day, they can have a cold drink and snack with the children at snack time or can have a hot drink in the kitchen but this must not take them out of the required adult/child ratio. 
· New staff, volunteers or work placements will be monitored and supervised by experienced staff.  Less experienced staff who need help and advice will be attached to a qualified, more experienced member of staff for on the job training.

· Alphabets expects staff to have a good team ethos.  Staff have to work together in a small group and need to be considerate and flexible, helping colleagues whenever required.  Alphabets will not tolerate gossiping, unkind remarks or non supporting of colleagues.  Please try to support your colleagues and encourage their ideas and suggestions.

· Useful phone numbers for staff:-

ACAS




0845 7474747

ERS




0207 4317385

Early Years Anti racist network
0208 4467056

Lawcall



01455 251500

· Staff personnel records are kept on a confidential file. 
· Staff are entitled to unpaid dependants leave if required to look after family members.

· Staff are entitled to statutory redundancy pay after 2 years employment as follows: -

Over 41 
One and a half weeks salary for each year worked.

22 – 44
One weeks salary for each year worked.

16 – 21
Half a weeks salary for each year worked.
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