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                                         Staff Organisation

Staffing arrangements must be organised to ensure safety and to meet the needs of the children.

Prime Time is committed to placing the best interests of children’s welfare, care and development at the centre of all staffing matters.  

Staff to Children Ratio

Prime Time is conscious of the importance of maintaining adequate staff to child ratios, ensuring that children are cared for safely and given adequate attention and support. We comply with the staff ratios to children as specified by Ofsted which are:

-0-2 years   1:3 with one member of staff having a full and relevant level 3 qualification; and must have experience with those under 2 years.  Half of all other staff must have a full and relevant level 2 qualification and/ or training in under 2’s.

-2 years      1:5 with one member of staff having a full and relevant level 3 qualification and half of all other staff holding a full and relevant level 2 qualification.

-3-4years (pre-reception class) 1:8 with one member of staff having full and relevant level 3 qualifications and half of all other staff must have a full and relevant level 2 qualification. All staff who hold an EYE (Early Years Educator) qualification must also hold a level 2 in English and a full Paediatric First Aid certificate to be included in these ratios. 

-Reception class to Year 8 (4–12-year-olds) Ofsted standards state in this age range it is for the setting to decide the qualifications and levels needed, if at all, and the ratios can be up to 1:30. However, Prime Time Kids Club always aims to have the highest levels of qualified staff we can and maintain safe ratios. Therefore, we ain to have a 1:10 ratio with one member of staff having a full and relevant level 3 qualification and an assistant with relevant qualifications and/or experience where possible. In some circumstances it may be deemed appropriate to adjust these ratios where it is felt safe to do so. All decisions will be made in consultation between the Manager and the Deputy Manager. 
The Manager will ensure that there are always at least two members of staff on duty at the premises at any given time when children are present. When the quality of care, safety and security of children is maintained, exceptions to the ratios may be made. 

These ratios include any children of staff or volunteers.

Regular volunteers over the age of 17 years can be considered in the normal staffing ratios at the level below their level of training including students on long term placements if they are deemed suitable and able by senior Managers. They must have a suitable paediatric first aid qualification. 
Any care provided for children aged 8 – 12 years must not adversely affect the care provided for children under 8 years old. 

The adult: child ratios relate to staff time available to work directly with the children. Additional staff and management resources may be required to undertake tasks. E.g. Prepare meals, carry out domestic tasks and to maintain premises and equipment. 

The leader of a session will have experience with the age range of children present. 

The Manager will further ensure that suitable and sufficient contingency plans are in place to cover emergencies, unexpected staff absences, staff breaks, holidays and sickness. 

There is a named Deputy who can take over in the absence of the Manager. This person is capable and qualified to take charge in the leader’s absence. 

The Manager is responsible for maintaining a positive staff culture to retain staff and reduce turnover.

The Manager will arrange regular staff meetings where all staff are able to discuss and contribute in a positive manner. The Manager should encourage staff to attend and contribute to the development and quality of the programme of activities provided. 

Members of staff are expected to always conduct themselves in a professional, courteous, helpful, warm and consistent manner. 

Members of staff are expected to display both knowledge and understanding of multi-cultural 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. 

The Manager will ensure that space is made during the working day for staff to take regular breaks, ensuring that no member of staff exceeds the legal limit of six hours consecutive work without a break. 

Terms and Conditions

Prime Time is committed to promoting family friendly employment practices to help staff balance work and family commitments. Prime Time will make every effort to be flexible with staff and to promote harmonious working relations. 

Prime Time will work with staff and their representatives to ensure that all employment legislation and regulations- including Statutory Maternity Pay, Statutory Paternity Pay, Parental leave, Statutory Sick Pay and Working Time Regulations- are abided by.  

In return, Prime Time expects honesty, loyalty and diligence from its staff. 

Standards of Behaviour

Under no circumstances should arguments or disagreements between members of staff occur in the presence of children or parents/carers.

No bullying, swearing, harassment or victimisation will be tolerated on Prime Times premises. 

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

All staff are expected to treat everyone respectively at all times and inappropriate behaviour may lead to disciplinary action. 

Prime Time will ensure that staff have sufficient understanding and use of English to ensure the well – being of children in their care. Staff need to be able to competently keep records in English, to liaise with other agencies in English, to summon emergency help, and to understand instructions such as those on medications. 

 Confidentiality 
Staff have a right to privacy, as do children and their parents/carers. Personal details should 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. 

Under no circumstances should staff provide any information about children to any branch of the media. All media enquiries should be passed in the first instance to the Manager. 

Signed by 

Chair/ Vice Chair of Trustees: R STURGESS
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