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Suitable Person Policy 
Suitable Person 
 
The safety and security of all children within The Nursery is of paramount importance.  In view 
of this, practical steps are taken to ensure that all persons who have access to children are strictly 
vetted and monitored as appropriate. 
 
The Nursery has a Visitors Book which must be completed by all adults visiting the building 
(with the exception of staff on duty and Parents/Carers picking up or dropping off their 
children).   
 
On occasions, maintenance work may need to be carried out by The Estates Team at the College. 
This will try to be arranged outside The Nursery’s opening hours to children, however it is 
acknowledged that this cannot always be achieved.  In all cases, maintenance and repair 
personnel must sign the Visitors Book, and must be supervised by all staff at all times.  
 
The Nursery follows the College’s Human Resources Department Policies and Procedures with 
regard to recruitment and selection of staff.  All recruitment of Managers, Early Years 
Practitioners, or temporary staff is over seen by this department to ensure this procedure is 
followed in all aspects of the process.   
 
Recruitment  
 
For details of this, please refer to the College Code of Conduct with regard to recruitment which 
can be found on the College website. 
 
To ensure children are safeguarded, The Manager and Early Years Practitioners have a job profile 
that fully identifies the roles and responsibilities of the post they hold.   
 
All prospective staff will have their identification checked, hold the relevant qualifications for the 
post they are employed for, be asked for two relevant references, and hold a current Disclosure 
and Barring Service (DBS) enhanced disclosure which will be updated upon appointment.  
 
All employees must have an induction session with the College, prior to their employment 
commencing, and then an induction meeting with the Manager of the Nursery on their first day 
of employment.  During this meeting, the staff member will be shown around the setting, given 
a full induction (plus handbook), the Nursery’s policies and procedures, information on 
evacuation procedures, Health and Safety and Safeguarding. 
 
The probation period varies between six and twelve months.  
 
Any person without these clearances will not be able to be employed at the Nursery.  During the 
interview, or induction period, no individual will be allowed unsupervised access to any children. 
The enhanced DBS clearance of each member of staff will be updated every three years, and if 
they do not receive clearance, the Manager or Early Years Practitioners may be suspended 
pending further investigation. 
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The Manager and Early Years Practitioners are also required to sign a declaration (that will be 
asked during Supervision’, that they are not aware of anyone living in their household who has 
a criminal record.  If they are deemed unsuitable (or are living with anyone who is deemed as 
such), to work with young children, they will be suspended, pending further investigation, and 
the Nursery Manager, will notify Ofsted and the Registered Person. 
 
The college and the Nursery ensures that each job applicant is selected on ability to do the job, 
regardless of their sex, race, sexual orientation, ethnic origin, religion, disability, family status or 
age.  Through regular supervision sessions, the Manager and Early Years Practitioners will be 
helped to identify training needs and resources needed.  
 
Apprentices, Students and Volunteers 
 
The Nursery will support apprentices, students and volunteers by offering placements in the 
setting, as long as it is demonstrated that this will not detrimentally affect the quality of 
childcare provision offered.  
 
Apprentices 
 
Apprentices must adhere to all policies the same way employed staff do and can be used to 
supplement staff. Students may be used to support child ratios, however this decision will be 
made by the Manager on a case by case basis. 
 
Apprentices are supported through Supervisions where they will receive information about 
their performance.   
 
Where problems arise, a placement may be withdrawn if management feel the apprentice is 
unsuitable to remain within the Nursery.  
 
Students 
 
The Nursery offers a variety of placements to students in the childcare fields, and on occasion 
volunteers, the chance to gain experience in a child care setting. The setting recognises that 
qualifications and training make and important contribution to the quality of the care and 
education we provide.  
 
Students on long term placements and volunteers (aged 17 or over) and staff working as 
apprentices in early education (aged 16 or over) may be included in the ratios if the College is 
satisfied that they are competent and responsible. Such decisions will be made by the Nursery 
Manager on a case by case basis, although, all students must not work unsupervised with 
children, and must not be given responsibility for nappy changing, or other Health and Safety 
matters.  
 
In regard to any such placement being agreed, the student will be designated a mentor, who 
will ensure that: 

 All students have an induction on their first day of placement. 
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 All students must have notification from their place of education (college, school, 
university), and confirmation of Disclosure and Baring service clearance before being 
accepted on placement. 

 Prior to any accepting any student on placement, they must have an introductory visit to 
the Nursery.  At this visit, they will be introduced to all Early Years Practitioners that they 
will be working alongside, and Managers. 

 Students will then be allocated and introduced to their mentor, who will provide 
guidance and support throughout their placement.  It will be pointed out to the student 
that they must adhere to the Nursery Policies and Procedures at all times.  Failure to do 
so, will be reported to their place of education, and their placement may be jeopardised.  

 Where problems arise, a placement may be withdrawn if management feel the student 
is unsuitable to remain within The Nursery.  

 
Volunteers 
 
All volunteers asking to work in the Nursery must first have an interview with the Manager.  This 
is to ascertain if the person is suitable to work within a childcare setting, and also if the person 
feels that the setting can meet their needs as a volunteer.  This information will then be shared 
with the Nominated Person.  
 
Any volunteer must be asked to undergo the relevant screening checks (DBS), and be asked to 
provide information about their skills. 
 
It will be pointed out to the volunteer that they must adhere to the Nursery Policies and 
Procedures at all times, and will also receive an induction.  
 
All voluntary work within the Nursery will be supervised, and will be reviewed on a regular basis.  
Volunteers must not work unsupervised with children, and must not be given responsibility for 
nappy changing, or other Health and Safety matters. 
  

Family Members of Staff 
 
Where a member of staff, student, volunteer or apprentice has their child or a member of their 
family attending the Nursery, this must be declared prior to attending the Nursery.  The Nursery 
Manager must be consulted and where it directly affects the Manager, the Nominated Person 
must be informed. 
 
The child must be afforded the same due care and attention that all children receive within the 
setting.  Particular attention must be given to the contact hours and interaction that the staff 
member affords their child and as such should not conflict with the settings Development Plan 
for their child. 
 
Where concerns are raised this will be dealt with and monitored by the Nursery Manager or 
Nominated Person. 


