Staff, volunteers and students procedures
[bookmark: _GoBack]Student placement
Qualifications and training make an important contribution to the quality of care and education. As part of our commitment, we may offer placements to students undertaking relevant qualifications/training. We aim to provide students experiences that will contribute to the successful completion of their studies and provide examples of quality practice in early years care and education. 
· The setting manager ensures that students meet the ‘suitable person’ requirements.
· The setting manager discusses the aim of the placement with the student’s tutor prior to the placement commencing. The expectations of both parties are agreed at this point.
· The good character of students under 17 years old is vouched for by the establishment that places them, the setting manager must be satisfied that all relevant checks have been made.
· Students do not have unsupervised access to children. 
· Students and apprentices who are undertaking L3 or above may be counted in ratios if the setting manager is convinced that they are suitably experienced.
· Employed trainee staff over the age of 17 may be included in staffing ratios if deemed competent.
· Staff working as apprentices (aged 16 or over) may be included in staffing ratios if deemed competent.
· Public liability and employer’s liability insurance is in place that covers students and voluntary helpers.
· Students are aware of confidentiality.
· Student induction includes how the setting and sessions are managed, and policies and procedures, in particular safeguarding, confidentiality and health and safety.
· Appropriate members of staff co-operate with students’ tutors to assist them in fulfilling the requirements of their course of study.
· The setting communicates a positive message to students about the value of qualifications and training.
· The needs of the children and their families remain paramount at all times and students are only admitted in numbers that do not hinder the work of the setting.
· The setting manager ensures that students and trainees on placement are engaged in bona fide early years training, which provides the necessary background understanding of children’s development and activities.




Responsibilities of students 
· Time keeping- please arrive promptly for the start of the session and let us know if you need to cancel or not come in. You will be marked on the register so that if an emergency arises, we know who is on site.
· Parking- there isn’t any parking inside the school please park outside on the road, consider where you park and park in a safe position.
· Mobile phones are not allowed on the preschool floor and must be left on silent and kept in the office or staff room / kitchen.  
· Adult should be generally clean and tidy and modest in their dressing, please be aware paint and glue will be involved, Jewellery should be safe and subtle.
· Please ensure that matters arising regarding the welfare of the children are not to be discussed e.g. Parent ask about progress of child or ability, these should be directed to the Manager, Deputy or the child’s Key worker. This prevents misunderstandings.
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