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Staff Development and Training

Adults looking after children must have appropriate qualifications, training, skills and knowledge.
The staff at Prime Time are the most valued resource, as it is only through their commitment and effort that good quality provision can be established and maintained. We are therefore committed to providing good training and development opportunities for staff that are able to perform their roles both efficiently and effectively. 

Prime Time recognises that regular training and monitoring of professional development is important for its entire staff. Staff development and training is vital because it allows staff to keep up to date with current thinking and practice about both play and child development issues. Additionally, with well-trained and motivated staff, a play club is better able to meet the diverse and complex needs of children within the local community. 

If children under school age should be present the appointed Manager will have a minimum approved National Vocational Qualification (NVQ) Level Three appropriate to the post, along with at least two years’ experience of working in a day care setting and an additional two years’ experience in any other type of childcare setting. Any Manager appointed would be encouraged and supported to achieve a level 4 qualification at a minimum. Any Manager new to the post from 2024 must have achieved a suitable level 2 Maths qualification or must do so within 2 years of starting the position.  
Senior play workers and/or deputy play leaders would hold an approved level three qualification appropriate to the care or development of children. They should have suitable experience of the age group. 

All other childcare staff are encouraged to hold or be working towards a level two or three qualification as appropriate in childcare. 
All staff or potential staff who holds an EYE (Early Years Educator) qualification at level 3 must also hold a level 2 English qualification. All staff who hold an EYE qualification at level 2 or 3 must also hold a full Paediatric First Aid Certificate or seek one within 3 months of starting work, to be included in the statutory staff: child ratio. A full Paediatric First Aider must be on site at all times and on outings. 
All qualifications must be recognised and approved by the Department for Education. 

If or when there are no Pre-Early Years children present and all are of the age of Reception year or older, Prime Time Kids Club may choose the level of qualifications it feels is appropriate if any. 

Prime Time is committed to providing for staff:

· a full induction process

· a regular system of appraisals

· regular training is available to all staff

· an up-to-date record of staff qualifications and training

· training and development which is reviewed regularly

· A budget allocation towards training costs. 
This will help to ensure that staff development needs are being met, and that staff training and qualifications are meeting the requirements as set out in the EYFS and Childcare registers. 

Staff induction

New members of staff will be issued with a job description and a copy of Prime Times policies and procedures. Staff will also undergo an induction process during the first month of their employment and the Manager will ensure they are properly helped to settle in. 

As part of the induction, the Manager will discuss and talk through everyday practices of Prime Time. These will include:

· Showing new staff around the premises, pointing out all fire exits, toilets and areas such as kitchen, office and school facilities. 

· Explaining staff shifts, breaks and all aspects of the day-to-day management and running of Prime Time. 

· Introducing the new member of staff to their colleagues, children and parents/carers where appropriate.

· Pointing out practical implications of Prime Time’s policies and practices, including how they relate to our obligations under the EYFS and Childcare standards and registers.

New staff will receive further induction training specifying Prime Times expectations and standards. 

New employees undergo an appraisal with the Manager at the end of two months probationary period, with an opportunity for terms and conditions to be reviewed and the beginning of training programmes if appropriate. Following the initial appraisal there will be standard appraisals at regular intervals. 

Staff Appraisal 

The main objective of Prime Time’s appraisal system is to review employees’ performance and potential, and to identify suitable and appropriate training and development needs. 

Appraisals will take the form of regular meetings between staff and their Manager. They will be used to identify current knowledge, skills, areas for future development and potential training needs. 

The appraisal process will be used to build up a personal Development Plan for each member of staff.  

Regular staff appraisals monitor performance and commitment to continuing professional development. 

Personal Development plans 

Personal Development planning is a continuous process to ensure that staff needs are both identified and acted upon as they arise. It is the responsibility of both the member of staff and the Manager to ensure that the plan is kept up to date and that all decisions are followed through. 

The Manager will keep a copy of this plan, but each staff member is also encouraged to keep a copy of their own Personal Development Plan, listing any training undertaken and additional skills gained since starting work at Prime Time. 

Training Opportunities 

Prime Time will do all it can to support staff who are working towards improving their qualifications and training experiences. All staff are encouraged to take up training opportunities to expand their professional development and ensure an up-to-date knowledge of childcare issues. 

It is the responsibility of the Manager to identify and promote suitable training courses for staff and encourage them to take advantage of these. Support will be given to help staff overcome any barriers to accessing such training. 

Staff will be expected to attend training courses and update skills as and when requested by their manager. Prime Time will support financial costs of travel to training and will take advantage of any funding available to reduce costs on its staff. 

Specific training courses in Food Hygiene, Equal Opportunities, Child Protection, First Aid and Health and Safety are obligatory, and staff members must attend them when requested, a suitable location and time for the individual to undertake training will be taken into consideration. It is the Manager’s responsibility to ensure that staff are kept up to date with recent legislation and are suitably enrolled on any courses that are necessary to fulfil Prime Times legal responsibilities. 

Prime Time where possible will do internal training programmes run by the Manager where there is a need in a specific area. 

Staff are expected to attend and participate in both internal and external training courses/sessions as directed by the Manager. 

Supervisions

Prime Time Kids Club puts appropriate arrangements in place for the supervision of its entire staff that has contact with children and families. Effective supervision provides support, coaching and training for the staff member and promotes the interests of the children. Supervision fosters a culture of mutual support, teamwork and continuous improvement which encourages confidential discussion of sensitive issues. Supervision provides opportunities for staff to:

· discuss any issues – particularly concerning children’s development and well- being;

· identify solutions to address issues as they arise; and 

· Receive coaching to improve their personal effectiveness. 

All permanent staff will receive supervision meetings every term alongside their annual appraisals. At the end of the Supervision meeting staff will identify areas for improvement.  All irregular staff such as holiday club and bank staff will receive supervisions dependent on the amount of time worked at different intervals. All staff are encouraged to ask for a Supervision at any time they would feel it would be beneficial to them. 
Staff Meetings 

There will be regular meetings for problem solving; information sharing and acknowledging work issues. These are also opportunities for staff to reflect on their work performance and review any difficulties they may be facing. Staff meetings will 

be setting objectives for Prime Time and are therefore mandatory for all staff to attend. 
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