SAFE & SOUND

St. Patrick’s Catholic Primary School


STAFFING 

Safe & Sound buy into Wigan LA’s payroll service. The LA deal with all staff contracts and wages.

Procedures for Appointing New Staff

When appointing new staff to Safe & Sound the Head Teacher will aim to utilise the skills of existing members of staff and volunteer workers at St. Patrick’s School. If the vacancy cannot be filled internally then the following procedure will be followed.

· A job advertisement reflecting the essential features of the job / person specification and a statement on equal opportunities will be placed in the local press.

· Any prospective applicants will be sent a job description, a copy of the Equal Opportunities Policy and general information about Safe & Sound. 

· A selection panel of between three and five members of the Governors will be formed.

· The selection panel will shortlist from the application forms using the essential and desirable criteria, invite the short listed applicants for interview and inform the others that they have not been successful.

· All interviews will be held on the same day and applicants will be given the opportunity to visit Safe & Sound informally if they wish. The guide during the visit will not be on the interview panel.

· All applicants will be asked the same questions.

· The successful applicant will be offered the job subject to acceptable references, medical and CRB clearance. All unsuccessful applicants will be given feedback on their interview.

· The Head Teacher will inform Wigan LA Payroll Section of the new appointment who will issue contacts as part of their service.

· The Head Teacher will update Staff records. 

Induction Procedure for New Staff

On the first day of employment a member of the Management Committee will ensure that the new staff member knows and understands: -  

· the fire procedures.
· Child protection procedures,

· procedures for administration of medicines, 

· procedures for dealing with illness or accident

· the Health and Safety Policy.

· procedures for minor & major accidents and where to find the Accident Book 

They will also set an induction timetable that will cover all necessary areas for the smooth running of Safe & Sound.

Procedures for Students & Volunteers

All students and volunteers are the responsibility of the Deputy Managers.

Safe & Sound will ensure that volunteers and students are never left in sole charge of any children.

On the first day at Safe & Sound, the Deputy Managers will ensure that the student or volunteer’s details are entered onto the appropriate list in the Policy file with dates and times of placement.

The student or volunteer will follow the same induction process as newly appointed staff.

Volunteers and students must show their CRB on arrival.

Volunteers and students do not count towards the staff to children ratio.
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