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Charlie Caterpillars believes that we have a diverse team of age, knowledge and experiences that complement the services we offer, and we utilise their experiences and skills enabling us to provide good support for the children’s learning and play.

We regularly review the deployment of our staff which we feel benefits both the children, parents and staff maintaining key persons stay in the setting as core staff. It enables us times to maintain ratio’s by moving staff and children appropriately, whilst enhancing the staff professional development. 

This also provides opportunity to share best practice, extending staff knowledge and experiences and to support and guide other staff members. When the changing of staff in rooms occurs, parents will be consulted wherever possible and we will endeavour to always keep a familiar key person in the room, with reference to staff rotas and shift patterns. 

Staffing: 
All childcare staff are qualified or are working towards a childcare qualification.  Our key persons are experienced, and we provide a high staffing ratio to ensure that children have quality individual attention and are guaranteed outstanding care and education. 

Our Ratios: 
A minimum of two staff is on duty at any one time and the following adult to child ratio is ensured;
 
Children under two years of age: 		1 adult : 3 children
Children aged two years of age: 		1 adult : 5 children
Children aged three to seven years of age: 	1 adult : 8 children
Children on offsite outings: 			As above or higher according to risk 
						assessment 

We will always ensure that for each age group we have at least one Level 3 qualified staff member and two trained First Aiders. 

Responsibilities
The deployment of staff within rooms will be clearly recorded by the Senior Room Lead and expectations of their roles and responsibilities discussed with individual staff. The Nursery Manger is responsible for monitoring effectiveness of staff deployment through the daily Management by Walk About, and making the necessary changes when problems or misunderstandings arise. The positive outcomes for children in our care will remain at the forefront of decisions made. 



Staff Recruitment: 
We are committed to recruiting, appointing and employing staff in accordance with relevant legislation and best practice; we will also adhere to Charlie Caterpillars policies and procedures for safer recruitment practices. 

Staff involvement and development: 
We adhere to Charlie Caterpillars HR procedures that are outsourced to HELP HR in relation to staff supervision, involvement and development. 

We provide staff induction training during the first day of employment which includes safeguarding, food safety and allergens. Within the first week of employment each new staff member is allocated a mentor who goes through their individual roles and responsibilities, room routines, expectations and an overview of the children in the room, allergens, individual needs and interests. A mentor is allocated within the line management structure for all new staff to ensure they have a point of reference for practice or guidance.   This is then followed by a mid-point and end probationary review meetings.  All new staff are issued with a staff handbook and are given online access to this via the staff area on our website.
 
Following a successful probation period, termly supervision and annual appraisals meetings are carried out. 

Monthly staff meetings take place to cover training and development on hot topics and policies changes.

Monthly room meetings take place to discuss any issues that may have arisen within the month and the planning for the forthcoming month. 

Regular reflection discussions also take place to discuss the effectiveness of activities, and any difficulties which may have arisen.  Curriculum planning will also be discussed and reviewed, and the organisation of the room can be looked at. All staff members are expected to contribute.

Training: 
Training is essential for all staff skills development and consistency of practice.  We ensure that training is relevant to the tasks carried out, current legislation and OFSTED regulations. 
Training is identified through a variety of ways such as daily MBWA, weekly Management Reports, Daily/Weekly Reflections, Supervisions and Annual Appraisals. Continuation of Charlies Policy Cycle also contributes towards identifying training needs. 

Training is delivered through a variety of sources which includes internal training delivered by the Quality and Development Manager, and external delivered by Walsall Early Years, Thrive Together Training Hub and Walsall NASEN Training Hub.

All staff are invited to take further accredited qualifications through Performance Through People Training company, qualifications available to staff are;

Management and Leadership, Levels 2,3,4 and 5
Early Years and Childcare qualifications Level 2 and 3

Students and apprentices: 
Charlie Caterpillars Day Nursery recognises that qualifications and training make an important contribution to the quality of care and education.  As part of our commitment to quality, we offer placements to students through Walsall College (Level 3 or above), Birmingham City University and Wolverhampton University (Level 4 and above). 

Management of Students: 
All students require a DBS check from the training organisation and a reference. 
Schools placing students under the age of 17 years are required to vouch for their good character. 

All students are always supervised and do not have unsupervised access to children. 
We have Employers’ Liability Insurance and Public Liability Insurance, which covers both students and voluntary helpers. 

Any information gained by the student about the children, families or other adults during their placement must remain confidential. (Please see our confidentiality policy.) 

We provide students, on their first day, with an induction on how our nursery is managed and how the nursery is organised, including the staffing structure and their role and responsibilities within our nursery.

All students will have a health and safety induction and an overview of their safeguarding responsibilities. 

Students required conducting child studies will obtain written permission from the person with parental responsibility of the child who is to be studied. 

We will not accept students until we have obtained all the relevant information that we require. 

All students will be always supervised and parents will be introduced to them where possible. Students less than 18 years of age and on a short-term placement will not be put into the nursery room to work in ratio. Long term students, once deem competent and confident may be included in ratio with the agreement of the Senior Management Team according to our regulatory responsibilities.
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Casual / Bank Staffing
Providing a safe and secure environment for both children and staff is always of prime importance and is never compromised. Children will not be left unsupervised in the nursery rooms, outside in the play area or when off the premises. Statutory staff to children’s ratios is followed as a minimum.

All casual or agency staff will not be allowed to be left unattended with any children on site; they will be requested to follow the same procedure as a student on site. 
All rooms and gardens are fitted with CCTV, and this will support any concerns raised by staff members.
All Key staff are aware that no casual staffs are allowed to use the bathroom areas when children are on site or to aid any child in wet accidents within this area of the building without supervision.
All Casual staff and students will be fully DBS checked in accordance with our DBS policy to ensure safeguarding of our children on site. 

Casual and Agency staff will support key persons in their daily duties in accordance to key support job description

All Casual staff will have had interviews in line with our safer recruiting procedure and will have had a full induction with the Quality and Development Manager, and Nursery Manager, prior to starting work within the setting.

Written by Jane Durand
28th November 2025
Jane Durand, Quality and Development Manager	2
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