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Staffing Policy 

 
1. Purpose 

 
This policy is designed to ensure good practice and provide information to any interested party about how our 
services are staffed. It outlines the framework we use to make decisions on staffing. It aims to assess and address 
the risks associated with inadequate staffing at programmes or projects, and the benefits associated with having the 
right staffing in place. 
 

2. Principles 
 

Purple Patch Arts is committed to ensuring compliance with legal requirements using them as a minimum standard 
and seeking to exceed those standards in order to protect staff and participants. Purple Patch Arts is also 
committed to ensuring a healthy and safe place in which to work and receive support. 

 
Purple Patch Arts aims to provide a staffing team and structure which supports the smooth running of 
programmes and projects and ensures that all participants are given the support they need. 
 

3. Definition 
 

Our staffing policy applies to any programmes or projects that involve groups of adults with learning disabilities. 
 

4. Recruitment and Selection 
 

We are committed to creating a diverse environment and are proud to be an equal opportunities employer. We are 
committed to our Equality and Diversity policy at every selection stage, and we aim for a well-planned and 
discrimination-free recruitment process, through which all qualified applicants will receive consideration for 
employment. 
This policy applies to all employees who are involved in recruitment for our company and  refers to all potential job 
candidates. 
 
For details of our volunteer recruitment and appointment policy, please refer to our separate ‘Volunteering Policy’. 
 
Below are the steps that we take when recruiting to a position within Purple Patch Arts: 
 

1. Identify the need for an opening 
2. Decide whether to hire externally or internally 
3. Review the job description and prepare a job advert 
4. Select appropriates sources (external or internal) for advertising the role 

https://resources.workable.com/equal-opportunity-company-policy
https://resources.workable.com/tutorial/file-eeo-1-report
https://resources.workable.com/tutorial/file-eeo-1-report
https://resources.workable.com/job-descriptions


5. Decide on the selection stages and timeframe 
6. Advertise the role with clearly defined instructions on how to apply and deadlines 
7. Review and shortlist applications 
8. Proceed through all selection stages, including an observed teaching session where appropriate 
9. Select the most suitable candidate 
10. Complete a DBS check where required 
11. Receive two satisfactory references from former employers, one of which must be from a current or most 

recent employer where possible 
12. Receive evidence of the right to work in the UK 
13. Make an official offer 

 
Equality and Diversity 
 
As the recruitment market becomes more competitive, Purple Patch Arts recognises the benefits of drawing on the 
skills of creative and talented individuals from a wide range of backgrounds that will play their part in making the 
organisation successful. 

 
• All recruitment material and processes, including advertisements will be available, or be offered, in a variety 

of media that reflects the basic requirements of the post.  Use shall be made of local media, job centres and 
newsletters. 
 

• All recruitment advertisements shall draw attention to Purple Patch Arts’ Equality and Diversity Policy and 
that any applicant for a post who wishes to declare that they have a disability and who satisfies the job 
description and person specification will be offered an interview.  

 
• Potential applicants shall be given clear and accurate information about posts through a job description and 

person specification that includes only requirements that are necessary and justifiable for the effective 
performance for the job. 
 

• Application forms and other supporting material shall be free of personal questions or requests for 
information from which inferences could be drawn as to the status of an individual that are irrelevant to the 
job description.  
 

• We will include an equal opportunities monitoring form with our job application packs so we know if we are 
reaching a wide range of people from different backgrounds. 
 

• We will consider applications from people who have a criminal record and decide if this is relevant, depending 
on the job they have applied for. 
 

• We will consider applications from people who have a criminal record and decide if this is relevant, depending 
on the job they have applied for. 
 



• Selection criteria shall be kept under review to ensure that they are justifiable for the effective execution of 
the job.  

 
• Questions shall relate to the requirements of the job. 

 
• Timing, location and facilities of interviews will not unfairly disadvantage individuals who have restrictions or 

responsibilities arising from their membership of a particular group (i.e someone with caring responsibilities) 
 

• All applications shall be subject to confidential monitoring system using a standardised form.  
 

• Reasons for selection or rejection of applicants shall be recorded. 
 

• More than one person shall be involved in short listing, selection for interview and interviewing, and all 
involved shall have received an induction in equality and diversity.  
 

• Staff involved in management, selection and dealing with the public shall receive guidance in the law, best 
practice and organisational policy, their own personal responsibilities and liability under the law and the 
nature and effect of both reasonable and unreasonable discrimination.  
 

Application and Interview Feedback 
 
Purple Patch Arts understands the importance of providing constructive feedback to unsuccessful candidates. We 
will always inform candidates if they have not been selected for interview, and provide brief feedback on the 
reasons for this, and will provide more detailed feedback to unsuccessful interviewed candidates  
 
Revoked offers 
 
Should a formal offer have to be revoked, the CEO should draft and sign an official document. This document 
should include a legitimate reason for revoking the offer. Legitimate reasons include: 
 

● Candidate is proved to not be legally allowed to work for our company 
● Candidate has falsified references or otherwise lied about a serious issue 
● Candidate doesn’t accept the offer within the deadline specified in the offer letter 

  
Candidates will be notified formally as soon as possible. 
 

5. Training 
 
All staff members and volunteers who take part in the delivery activities will have an induction which covers the 
following as a minimum: 
 



• Safeguarding 
• Principles of person-centred care 
• Disability Awareness 
• Equality and Diversity 
• Health and Safety in the Workplace 
• Behaviour that Challenges 
• Communication 
• Complaints 
• GDPR in practice 

 
All Programme Leaders undertaking regular legal responsibilities at Programmes or Projects will receive training in 
the following: 
 

• Safeguarding Adults at Risk 
• First Aid at Work 
• De-escalation Training 
• Epilepsy Training (where required) 

 
All senior staff members who undertake ad-hoc delivery of workshops will receive training in the following: 
 

• Safeguarding Adults at Risk 
• First Aid at Work 

 
6. Supervision and Support 

 
Purple Patch Arts operates a supervision and appraisal system that ensures that we maintain a high standard 
throughout the organisation, while giving staff the opportunity develop their own  
practice. We offer a wide range of supplementary training to all staff in response to their  
individual needs. 
 
Purple Patch Arts is a Mindful Employer, with a commitment to supporting wellbeing at work, and are part of 
Mindful Employer Plus, which gives all staff access to a free and confidential telephone helpline. 
 

7. Staff Suitability 
 
All staff undertaking delivery on projects or leading of workshops will: 
 

• Hold a degree level certificate in a relevant artform, or a teaching qualification (or be working towards this) 
• Have experience of working in a learning environment 
• Have experience in working with people with learning disabilities 
• Have an ability to follow a Scheme of Work or Project Plan 

 



All staff undertaking support work at projects or workshops will have: 
 

• A kind nature 
• An ability to embed pro-active, person centred principles into their approach 

 
8. Staffing Principles 

 
Staffing Ratios 

 
Purple Patch Arts will ensure a minimum 1:5 staffing ratio across programmes and projects to ensure that 
participants have access to appropriate support when required (so for example in a group where 5 -10 participants 
with learning disabilities are attending, 2 members of staff would be required, in a group of 11 - 15 people 3 
members of staff would be required). 

 
This ratio does not usually include staff members who attend as a 1:1 support for people with complex needs. 

 
In programmes or projects being delivered in partnership with another organisation a member of staff from another 
organisation can be included within this ratio providing prior agreement is sought. 

 
In certain situations, it may be acceptable for a competent volunteer to undertake staffing duties on an ad hoc 
basis. This will be agreed with the volunteers and staff and implemented at the discretion of the Programmes 
Manager or Projects Manager as per the ‘emergency cover plan’ in place. 
 
Legal Responsibilities 

 
Within every group there will be a member of staff with the designated responsibilities of First Aid, Health and 
Safety, Administration and Safeguarding. 
 
This will usually be the Programme Leader however in emergency situations another member of staff who has 
undertaken the relevant ‘emergency cover’ induction may be used. 

 
In some situations, the designated responsibilities may be undertaken by a remote member of staff who is ‘on call’. 

 
In programmes or projects being delivered in partnership with another organisation a member of staff from another 
organisation can take in these responsibilities providing prior agreement is sought. 

 
Artistic / Education Responsibilities 

 
Staff members delivering workshops will not usually be expected to deliver more than 3 hours 
worth of activity in any one day, in order to ensure the activity is diverse and of an excellent 
quality. 

 



Where possible Purple Patch will try to programme 2 team members within any one activity who have capacity to 
lead creative sessions, again to support quality of learning. 

 
In special circumstances and upon agreement staff members can deliver up to 6 hours of activity in any one day. 
 
Consistency of Staffing 
 
Where possible the same staff team will be contracted to work for the entirety of a project or across an academic 
year as we recognise that some of the people engaged with Purple Patch activity struggle with change. 
 
Last-Minute Changes to Staffing 
On occasion there will arise emergency situations where staff are unable to attend workshops. It is the 
Programmes Manager and Projects Manager’s responsibility to respond to this effectively. 

 
The Programmes Manager and Projects Manager will have an ‘emergency cover plan’ in place for each location 
which can be used as a guideline, either by themselves, or another senior manager should the need for cover arise. 

 
Any last-minute changes to staffing must comply with the agreed staffing ratios wherever possible. 
In situations where it is deemed that legal responsibilities cannot be met safely (either on-site or remotely) or 
appropriate staffing ratios are not possible activity should not go ahead. 
 

9. Lone Working 
 
Some Programmes or Projects will require Lone Working. When this is the case the Programmes Manager or 
Projects Manager will undertake a separate risk assessment and put additional procedures in place to support staff. 
Please refer to our separate Lone Working Policy for more information. 
 

10. Staff Travel 
 

Where possible we will ensure that our employees live within a 20-mile radius of the community in which they 
work. 

 
We may sometimes choose employ staff to work a significant distance from where they live if they bring significant 
value to the role. 
 
We do not normally offer travel expenses to employees who travel to workshops as this is considered their ‘usual 
place of work’. 

 
Where employees are asked to travel outside of a 20-mile radius of their home we are able to reimburse any return 
travel above 40 miles at the rate of £0.40 per mile. 

 



Where staff have been employed who live a significant distance from the locality in which they have chosen to 
regularly work we may negotiate a set daily / weekly travel amount with them. 

 
Employees should include any travel claims on expenses forms which are submitted monthly. 

 
Travel claims can be made regardless of whether an employee travelled on public transport or in a motor vehicle. 
We ask all employees to ensure that the journey represents the best value for money. 

 
We do not offer travel expenses to freelancers regardless of the mileage as it is expected they will claim these 
expenses as part of their self-assessment tax return 
 
When emergency cover for workshops are required the Programmes Manager may, at her  
discretion, offer to pay travel expenses that fall outside of the conditions above to any employee or freelancer. 
 
Employees may claim up to £3.50 in parking charges incurred in any one day when the transporting of equipment 
is a part of their duties. 

 
This supports employee safety by allowing them to park close to a delivery venue, without extra cost to them, 
thereby minimising the amount of moving of equipment they undertake. 
 
Where employees are not responsible for transporting equipment it is understood that they are able to search out 
free parking further away from the venue if they do not wish to incur additional costs for parking. 
 

11. Organisational Responsibilities 
 
Overall responsibility for the discharge of this policy lies with the CEO, Programmes Manager and Projects 
Manager. They are responsible for: 
 

• Ensuring consistent application of the policy 
• Monitoring effectiveness 
• Reporting any breaches of the policy to the CEO immediately where relevant 

 
All staff must: 
 

• Ensure they have read the policy and are aware of its terms 
• Report any breaches of the policy to the CEO, Programmes Manager or Projects Manager immediately 
• Report any ongoing incidents concerning staffing to enable systems to be reviewed and revised. 

 
12. Risk Assessment 

 
Purple Patch Arts understand and acknowledge the risk of having unsuitable staffing arrangements. These risks 
might include: 



• A poor quality of activity 
• Participants absconding, feeling upset or confused and presenting challenging behaviour 
• Participants leaving, thereby undermining the sustainability of the company 
• Staff members feeling pressured, stressed or unsupported 

 
By having the following measures in place and set out in this policy these risks are managed: 
 

• Appropriate ratios of staffing minimise risk to participants 
• Appropriately skilled / qualified staff minimises risk of poor quality 
• Appropriate levels of responsibility determined for each role minimises risk to staff 

 
13. Review 

 
This policy will be reviewed annually. 
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